
 

 

How To Switch from PaperVision Document Viewer to the 
Browser Based Viewer and Send an Email 

1. Please select/click on the System Settings tab on the left hand side to expand it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Please select/click on the “User Options” tab within the expanded “System Settings” to open 
the User Options Settings as seen below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

3. Please select/click on the “Document Viewing” tab within the “User Options”: 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Please select the “Use Browser-Based Viewer” radial button in order to enable it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

5. Please select/click on the “Save” button to save the changes made to your document 
viewer settings. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

6. Please expand your “Available Projects” tab and select one of the projects you have 
access to and click the “Search” button to carry out a search for the next steps. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

7. After clicking the “Search” button a list of documents will appear, please double click to 
open one and it will then open in the Browser-Based Viewer 
 
 
 
 
 
 
 

 

8. The Browser-Based Viewer will open in a pop-up window and appear as below. 

 

 

 

 

 

 

 

 

 

 

 
 


