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 Pathway Portal – quick reference guide 

Document Preview 
 

 

 

Overview 
The Document Preview function enables users to see a preview of a document or file before choosing to download it to their device. This will reduce 
the need to download files just to view them, improving efficiency and enhancing cyber security.  

When a document is opened that has a file type of PDF, PNG, JPEG, JPG, GIF, EML or MSG, the document will open in a Preview screen.  

To download a document, click on the “download” button on the bottom right of the Preview screen. 
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1 How to Preview a Document 

Function Screenshot 

1. Click on the link for the document in blue. 

 

2. If the document has the file type PDF, PNG, JPEG, JPG, GIF, EML or 
MSG, the document will be opened in a Preview screen 
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2 How to Download a Document 

Function Screenshot 

1. From the Preview screen, click the Download button on the bottom 
right of the screen 

 

2. There is also a Save button on the top right of the screen that can 
also be used to download the document 
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3 How to Close the Preview Screen 

Function Screenshot 

1. Click the Close button on the bottom right of the screen 
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4 Summary of Functions Available in the Preview Screen 

Function Screenshot 

Use the Toggle Sidebar button to open the Sidebar to navigate between 
pages 

 

Use the Find in Document button to search for words in the document 
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Function Screenshot 

Use the Print button to print the document 
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