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Document Conventions

Convention

Meaning

Text with Courier
New Font

Indicates input from the user.

DRAFT in caps and bold

Reference to the application.

Draft NOT in bold

Reference to the feature in the application that allows you to mark a
preliminary version of a piece of writing.

Text in Italics

Emphasizing the term, especially pages of the application.

Text in Grey color

Important note

Underlined text in Blue

Hyperlinks

Text in Blue and Green

Highlighted features of the application

© 2020 DRAFT Inc.
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1 Introduction

DRAFT is an online authoring application developed with a cutting-edge mindset. It delivers different
experiences from other collaborative editors by inculcating multiple features as its core appeal while
keeping the user interface at its simplest but most powerful form to assist universal writers.

DRAFT also makes it easy to merge individual changes a collaborator might make to your document.
Many online editors save arbitrary versions of your work. Draft auto saves everything, but you can also
mark things as major versions.

TEAM COLLABORATION

st PUBLISHING

Figure 1: Multi-feature overview of DRAFT

© 2020 DRAFT Inc. V11
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1.1 Purpose

This manual aims to provide users with a comprehensive and user-friendly guide to navigate and utilize
the various functionalities of the application effectively. By offering detailed insights into Application
Access, Document Management, Format Features, Import, Folders, Reports, Settings, and Help, this
manual aims to empower users at all proficiency levels to maximize their productivity and creativity
within the DRAFT platform.

1.2 First Principles

1. No exclusive knowledge or skill is required to use DRAFT; the ability to maneuver text editors like
Microsoft Word suffices. However, the points below are worth remembering:

The cursor position indicates where you enter content.
Content selection works like any editor, with mouse, shift, control, and arrow keys.

Your work is auto-saved, making manual saving optional.

ok W N

Cut-copy-paste preserves style within DRAFT and eliminates source style when pasted from or to an
external editor.

6. DRAFT works on any popular browser with internet connectivity possessing any consistent speed.

1.3 Known Limitations

1. Formattings, such as bold, italics, and images, are seen only in view mode and not in edit mode.

2. DRAFT does not aim to be a typesetting application. So, you may miss features like alighnments and
other ornamentations. But if your focus is on the structure and semantics of your content, as it
should be, then you may not miss these features after all.

3. You may experience page and script loading issues if the internet connection faces fluctuation. You
may sometimes experience slowness, and some actions may feel draggy.

4. Inthe normal course, refreshing the browser should be enough to find out that your internet is
normal and to load the page and the scripts.

1.4 Project Ownership

An account holder in DRAFT can create a project, whether the account holder is one of the project's
authors or not. The person who creates a project is the default owner; everybody else is an invitee. A
project owner can grant Read and Chat or Read and Write permissions to the invitee.

1.5 Privacy and Terms

You agree to DRAFT Inc.'s Privacy policies and Terms by creating an account in DRAFT.

Click here to view the Privacy and Terms.

2020 DRAFT Inc. V11
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2 Application Access

This section details the process of creating an account, logging in, retrieving forgotten passwords, and
logging out of DRAFT.

2.1 Creating an Account in DRAFT

To create an account in DRAFT,

1. Go to https://draftin.com/ using any popular browser to navigate to the DRAFT homepage.

LOGIN

WRITE BETTER WITH DRAFT

EASY VERSION CONTROL AND COLLABORATION FOR WRITERS

TRY DRAFT

"When I'm not writing on paper, I write with Draft."

The homepage also presents some appreciative comments in the form of tweets from users of the
DRAFT application.

© 2020 DRAFT Inc. V11 ‘
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2. Onthe homepage, click to navigate to the signup page.

@ DRAFT LOGIN OR SIGN UP

LOGIN | SIGN UP | HELP

USE YOUR EMAIL AND WHATEVER
PASSWORD YOU'D LIKE TO BEGIN
USING DRAFT.

EMAIL

PASSWORD

Figure 3:

On the signup screen,
3. EntertheEmail to use asyour login username.

4. Enter the Password of your choice.

5. Click m to create your account in DRAFT and navigate to the following Dashboard.

The minimum number of characters for a password is 6.

© 2020 DRAFT Inc. V11 G
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A DRAFT m 1 COLLABORATOR (EDITS READY)

SETTINGS | LOGOUT | HELP

Search ﬂ WELCOME - AN EXAMPLE DOCUMENT

NEW DOCUMENT -~ AUG 16

imporT L2

REPORTS

FOLDERS
Figure 4: Dashboar:

Navigation to the Dashboard asserts the successful creation of your account.

2.2 Logging In

To Log in to your DRAFT account,

1. Goto https://draftin.com/ using a reliable browser to navigate to the DRAFT homepage, then click

LOGIN t5 go to the Login Page.

LOGIN

WRITE BETTER WITH DRAFT

EASY VERSION CONTROL AND COLLABORATION FOR WRITERS

TRY DRAFT

"When I'm not writing on paper, I write with Draft."

Figure 5: Navigation to login page

© 2020 DRAFT Inc. V11
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LOGIN OR SIGN UP

EMAIL

PASSWORD

[ REMEMBER ME?

FORGOT YOUR PASSWORD?

2. EntertheEmail ID you provided while creating the account in the Email box.

3. Inthe Password box, enter the Password you provided while creating the account.

4. Click m to log in to the application and navigate to the DRAFT dashboard.

A DRAFT m m EDIT ~ 1 COLLABORATOR (EDITS READY)

SETTINGS | LOGOUT | HELP

E WELCOME - AN EXAMPLE DOCUMENT

Search

AUG 16

NEW DOCUMENT -~

L ©

REPORTS

FOLDERS

Check ¥ REMEMBER ME? o4 command the application to keep you logged in even after it has been
closed and reopened in the browser.

© 2020 DRAFT Inc. V11
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2.2.1 Reset Password

In case you have forgotten your Password and want to reset it,

1. Navigate to the DRAFT Login page.

LOGIN OR SIGN UP

EMAIL
PASSWORD

[/ REMEMBER ME?

FORGOT YOUR PASSWORD?

Figure 8: Forgot your passwor:

2. Onthe login screen, click 9RO YOUR PASSWORD? t4 navigate to Forgot Your Password? Page.

FORGOT YOUR PASSWORD?

SEND ME RESET PASSWORD INSTRUCTIONS

Figure 9: Requesting reset password instructions

3. EntertheEmail ID you provided while creating the account in the Email box.

4. Click to receive an email from DRAFT with instructions to

reset the Password.

© 2020 DRAFT Inc. V11
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5. Inyour Inbox, open the Email with the Subject Reset Password Instructions.

nate Reset password instructions -

Google AdWords elp get you running wit

Sahrudhai Trust trend

Figure 10: Email with reset password instructions

6. Inthe email content, click Change my Password to navigate to the Change Your Password page.

Someone has requested a link to change your password, and you can do this through the link below.

Change my password

If you didn't request this, please ignore this email.

Your password won't change until you access the link above and create a new one.

v
CHANGE YOUR PASSWORD

NEW PASSWORD

CONFIRM YOUR NEW PASSWORD

CHANGE MY PASSWORD ’

Figure 11: Setting new passwor

7. Inthe New Password box, enter the Password you wish to reset and use.
8. In the Confirm Your New Password box, re-enter the Password entered in the New Password box.

9. Click to reset your Password and log into the application.

The minimum number of characters for a password is 6.

© 2020 DRAFT Inc. V11
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2.3 Logging Out

To log out of the DRAFT,

On the DRAFT dashboard, click LOGOUT 4nthe top left of the screen to log back to the homepage
page.

A DRAFT m EDIT | - 1 COLLABORATOR (EDITS READY)

SETTINGS | LOGOUT | HELP

Search * ﬂ WELCOME - AN EXAMPLE DOCUMENT

NEW DOCUMENT -~ AUG 16

imporT L2
REPORTS

LOGIN

WRITE BETTER WITH DRAFT

EASY VERSION CONTROL AND COLLABORATION FOR WRITERS

TRY DRAFT

"When I'm not writing on paper, I write with Draft."

ABOUT | FEATURES | CONTACT | JOBS | PRIVACY & TERMS | 6IFTs EED

© 2020 DRAFT Inc. V11
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3 Dashboard

In this section, we briefly discuss the menus/options available on the Dashboard of the DRAFT
application and their purpose.

Settings allows you enhance user interface, update your personal info, define places to publish,

Search
your set offline feature and view deleted items
content 2. Refer Section 2.3 for logout

3. Help allows you to send a query to the developer

renabert - EZacae

SETTINGS | LOGOUT | HELP

seateh E SAMPLE

NEW DOCUMENT -~

FOLDERS NEW MICROSOFT WORD DOCUMENT

REPORTS

—#

Figure 14: Dashboard Overview

Date of an item’s
creation or
modification

These four options form the core of
the application allowing you to create
documents, transcripts and
presentations in addition to importing

existing items from online storage This space shows the list of your
applications such as Dropbox or from documents, transcripts or

your desktop. presentations with options to view
Analytics can be accessed from them in read only mode, share them,
Reports, and Folders give you options edit them, all of which will be

of creating, organizing and deleting discussed in detail in the rest of the
them. document.

All the four menus will be discussed in
detail in the rest of the manual. All the menus outlined here are discussed in sequence in
the rest of the document.

© 2020 DRAFT Inc. V11
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4 Document Management

4.1 Creating a New Document

To create a new document,

1. Onthe Dashboard, click to navigate to the editor screen.

@ DRAFT

SETTINGS | LOGOUT | HELP

Search ﬂ

FOLDERS
2. On the editor, start writing to create your document.

The 1990s saw a tremendous rise in the number of
technical communication professionals 1in India. With no
formal education in the field of technical communication,
the need for a forum to exchange ideas as well as share
experience and knowledge was badly felt.

Gurudutt Kamath started a Technical Writing Mailing list
that served as an instrument for like minded
professionals 1in spirit of technical communication to
form a chapter - STC India. This list and meetings of
technical communicators in various cities brought
together the few STC members in India. By 1998, active
discussions began on the need for establishing an Indian
STC Chapter. Soon, Gurudutt Kamath circulated an STC
application form that was signed by 17 members and
submitted for approval by STC. The first Administrative

Council took charge with Gurudutt Kamath as the Chapter
President in 1999.

© 2020 DRAFT Inc. V11
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4.2 Editing a Document

To edit a document,

On the dashboard page, click EZIH above the document to navigate to edit mode.

m m 1 COLLABORATOR (EDITS READY)

MY TEST DOCUMEN

Figure 17: Editing a Document H

Tﬂe 1990s saw a tremendous rise in the number of
technical communication #*professionalsx* in xIndiax.
With no formal education in the [field of technical]

4.3 Deleting a Document

To delete a document,

On the dashboard page, click the edit dropdown icon . above the document and select PELETE 4

delete the document.

SAMPLE

DELETE

Figure 18: Navigation to document deletion

The following notification confirms the document deletion.

DOCUMENT DELETED
Restoring deleted documents is explained in section

Undelete your document for up to
9.4.

38 days in

Figure 19: Document deletion notification

© 2020 DRAFT Inc. V11
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4.4 Viewing a Document-Non-Editable Mode

To view a document in non-editable mode,

On the dashboard page, click VIEW] above the document to navigate to view mode.

m m 1 COLLABORATOR (EDITS READY)

ST DOCUMENT

= Figure 20: Navigation to view mode

MY TEST DOCUMENT

The 1990s saw a tremendous rise in the number of
technical communication professionals in India. With no
formal education in the field of technical communication,
the need for a forum to exchange ideas as well as share

experience and knowledge was badly felt.

Figure 21: View mode

It is important to remember that images and text in bold, italics, and underlined are only seen in view
mode and not in edit mode.

© 2020 DRAFT Inc. V11
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4.5 Sharing a Document

To Share a document,

1. Onthe dashboard page, click EZLIE above the document to bring up the Receive Edits popup.

MY TEST

UMENT

Figure 22: Navigation to Sharing a Document

RECEIVE EDITS SHARE YOUR EDITS OF ORIGINAL

Anyone with this link can see and edit your document. You'll get
an email alert to accept or reject their changes.

https://draftin.com/documents/10780707?
‘token=IbATUQtvuJ6MDXxMKE~JID—

NOU4UXETIamOkHRvkxw319vv IUkI508zNyX04kmPX1x8akE
hCgY@zrtFNiowcmOK8Bs

Or email someone to help edit your document.

Figure 23: Link to share a documen

2. Inthe Receive Edits popup, copy the link inside the text box and clickEEED,

Use the link to share the document via social media or email it to your collaborators for editing. You
receive changes made in the document via Email, prompting you to reject or accept changes.

Use the 'Or email someone to help edit your document'link in the above Receive Edits popup to email
the document directly using the steps explained in Section 7.2.

© 2020 DRAFT Inc. V11
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4.6 Duplicating a Document

To duplicate a document,

On the dashboard page, click the edit dropdown icon . above the document and select PYFLICATE

o P

EDIT NAME
1 UNPARALLEL| ™° STATION-SWITZERLAND
ITINERARY DUPLICATE

DELETE

Figure 24: Navigation to duplicating a document

The below notification confirms the duplication of the document.
DUPLICATED

A duplicate of your document has been TEEETEETTEEITTEITN
created.

Figure 25: Document duplication notification

1 UNPARALLELED HONEYMOON STATION-SWITZERLAND
ITINERARY

1 UNPARALLELED HONEYMOON STATION-SWITZERLAND =====
ITINERARY

© 2020 DRAFT Inc. V11
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4.7 Publishing a Document

To publish a document,

1. Onthe editor page, click dropdown and select m to bring up publish to <location>
popup.

# DRAFT
S ITINGS | HELP | FORMATTING It is mandatory to add locations to publish
for m option in the editor page,
making it mandatory to add /locations to
publish before publishing a document.

1 UNPARALLELED HONEYMOON
STATION-SWITZERLAND ITINERARY

Learn how to add locations to publish in

PUBLISH ~ EDIT NAME .
section 9.3.

ELOGGER: TECHNICAL WRITING

VIEWY EAFUK| ~ NI YE

SHARE ‘ ASK J ‘ SIMPLIFY

COMMENTS

Figure 26: Navigation to publishing Document

2. On publish to <location> popup, edit the document title, choose the existing blog, if any, add
optional labels separated by commas, and cIickm.

PUBLISH TO BLOGGER

1 Unparalleled Honeymoon Station-Switzerland Itinerary
What Synchronization with evolving time ...

TITLE

[1 Unparalleled Honeymoon Station-

BLOGS

LABELS

Comma separated

© 2020 DRAFT Inc. V11
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5 Format Features

Formatting options in DRAFT give basic editing options such as making text bold or creating a URL in
addition to some unique features, namely Snippets and Mark Draft; learn these features in the rest of
the document.

Format options are available on the top corners of the editor screen; click on

\/

Figure

(top left) icons to access them.

MARK DRAFT

PREVIEW

HEMINGWAY MODE

BOLD
ITALICS
URL

TOoDO
IMAGE
COMMENT

FOOTNOTE

MARK SNIPPET

INSERT SNIPPET

ormat jeatures overview

The 1990s saw a tremendous rise in the number of
technical communication professionals in India. With no
formal education in the field of technical communication,
the need for a forum to exchange ideas as well as share
experience and knowledge was badly felt.

Gurudutt Kamath started a Technical Writing Mailing list

that served as an instrument for like minded
professionals in spirit of technical communication to
form a chapter - STC India. This list and meetings of
technical communicators in various cities brought
together the few STC members in India. By 1998, active
discussions began on the need for establishing an Indian
STC Chapter. Soon, Gurudutt Kamath circulated an STC
application form that was signed by 17 members and

submitted for approval by STC. The first Administrative
Council took charge with Gurudutt Kamath as the Chapter
President in 1999.

CTRL+S

CTRL+R

SHIFT+CTRL+ALT+»

CTRL+B
CTRL+I

SHIFT+CTRL+L

ALT+T
SHIFT+CTRL+I
CTRL+/

SHIFT+CTRL+F

SHIFT+CTRL+Y

ALT+CTRL+Y

© 2020 DRAFT Inc.
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@ DRAFT

SETTINGS | HELP | FORMATTING

Search GO

NAME DOCUMENT

VIEW

SHARE

COMMENTS

EXPORT ~
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5.1 Mark Draft

While the application automatically saves your work as drafts periodically, clicking on MARK DRAFT
saves the Draft at the desired point; the notification below confirms the content's saving process as
Draft.

NEW DRAFT

Saved.

Figure 29: Mark draft notification

Shortcut to save drafts: CTRL + S

5.1.1 View, Delete, and Restore Drafts

To view the saved drafts and restore or delete them, access the Draft section in Figure 30 to view all the
saved drafts as follows.

CURRENT

The 1998s saw a tremendous rise in the
number of technical communication
professionals in India. With no formal
education in the field of technical
communication, the need for a forum to
exchange ideas as well as share experience
and knowledge was badly felt.

Gurudutt Kamath started a Technical Writing
Mailing list that served as an instrument
for like minded professionals in spirit of
technical communication to form a chapter —
STC India. This list and meetings of
technical communicators in various cities
brought together the few STC members in
India. By 1998, active discussions began on
the need for establishing an Indian STC
Chapter. Soon, Gurudutt Kamath circulated an
STC application form that was signed by 17
members and submitted for approval by STC.
The first Administrative Council tock charge
with Gurudutt Kamath as the Chapter
President in 1999. It is the most

DRAFT 2 ~

RESTORE

99@s saw a tr omeemmsorarr 10 the number
chnical communication professionals in

. With no formal education in the field
chnical communication, the need for a
to exchange ideas as well as share
ience and knowledge was badly felt.

utt Kamath started a Technical Writing
ng list that served as an dinstrument for
minded professionals in spirit of

ical communication to form a chapter -
ndia. This list and meetings of

ical communicators in various cities

ht together the few STC members in

. By 1998, active discussions began on
eed for establishing an Indian STC

er. Soon, Gurudutt Kamath circulated an
pplication form that was signed by 17

rs and submitted for approval by STC.
irst Administrative Council took charge
Gurudutt Kamath as the Chapter President
99. It is the most

DRAFT 1 ~

The 1596s saw a tremendous
of technical communication
India. With no fermal educa
of technical communication,
forum to exchange ideas as
experience and knowledge wa
Gurudutt Kamath started a T
Mailing 1list that served as
like minded professionals i
technical communication to
STC India. This list and me
technical communicaters in
brought together the few ST
India. By 1998, active disc
the need for establishing a
Chapter. Soon, Gurudutt Kam
STC application form that w.
members and submitted for a
The first Administrative Co
with Gurudutt Kamath as the
in 1999. I

Figure 30: View, delete, and restore drafts

Changes in the Draft against the current version are _ on the above screen.

© 2020 DRAFT Inc. V11
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5.2 Preview

Preview helps the writer switch from edit to view-only mode, where the error suggestions are no longer

visible.

Click here to switch back

to edit mode.

Figure 31: Previewing a Documen

Shortcut to preview:  CTRL + R

5.3 Hemingway Mode

The 1990s saw a tremendous rise 1in the number of
technical communication professionals in India. With no
formal education in the field of technical communication,
the need for a forum to exchange ideas as well as share
experience and knowledge was badly felt.

Gurudutt Kamath started a Technical Writing Mailing list
that served as an instrument for like minded
professionals in spirit of technical communication to
form a chapter - STC India. This list and meetings of
technical communicators in various cities brought
together the few STC members in India. By 1998, active
discussions began on the need for establishing an Indian
STC Chapter. Soon, Gurudutt Kamath circulated an STC
application form that was signhed by 17 members and
submitted for approval by STC. The first Administrative
Council took charge with Gurudutt Kamath as the Chapter
President in 1999. It 1is the most vital fact

When you turn on Hemingway Mode, DRAFT turns off your ability to delete anything in your document.
Writing only at the end of what you've already written is permitted. You can't go back, only forward.

Shortcut to turn Hemingway Mode on/off: SHIFT + CTRL + ALT + >

Hemingway helps create a rough first draft.

© 2020 DRAFT Inc.
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5.4 Bold, Italics, and URL

Select the text and click on the required option to make the text bold, italics, or Hyperlinked (URL).

. . . BOLD CTRL+B
*xprofessionals*x in *Indiax.

in the [field of technical] ' ITALICS CTRL*I
URL SHIFT+CTRL+L

In the above edit mode, bold text lies within **, italics within *, and hyperlinks within [].

Below is the preview mode.

professionals in Ind7ia. With no
field of technical commun'icat'ion,'
Figure 32: Bold, italics, an in edit and preview mode

5.5 To Do TOH

This feature helps add 'To do' lists with a check/uncheck box.

0 Male

SHIFT+CTRL+I

5.6 Image IMAGE ;

To add an image to your content,

1. Click the Image option to bring up a popup suggesting multiple sources to select the image from.

TODO ALT+T
IMAGE SHIFT+CTRL+I
COMMENT CTRL+/
FOOTNOTE SHIFT+CTRL+F
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2. From the Filepicker popup, select the source to pick your image. For demonstration purposes,
assuming the image is in local memory.

Filepicker

I A My Computer

Facebook
& Google Drive
%2 Dropbox

B Box

F Amazon Cloud
Drive

Drag file here

B} OneDrive
B Google Photos
8 Instagram

B3 Flickr

OR Select one file: Choose File

3. On the filepicker popup, click Cheose File and choose the image file from your local memory and click

—— Y P = i ame
] \ g :
3
Desert Koala Penguins Tulips.

Chrysanthemum Hydrangeas lellyfish Lighthause

: Selecting an image from an external source
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Image is uploaded once
the progress reaches 100

‘J‘ﬂepickef' % successfully

I #A My Computer
38.63%

K Facebook !
5 P— )

& Google Drive | - Desertjpg @CEEE) 826.11 Kb 7/14/2009

£ Dropbox :

B Box

A Amazon Cloud
Drive

EY OneDrive
Google Photos
8 Instagram

B3 Flickr

OR Select one file: Uploading

In the editor mode,
uploaded image is
represented in its URL form

! [Desert.jpg] (https://draftin.com:443/images/528737
token=bL6 t0b2ZbxmLIOFLdO1Z7S5rkuhv02ds-
dp91okhGFgMybTCCO-3pn0lRzkF6-hwbrnR3iwjln3Tk7wlU_t_rk)

The 1990s saw a tremendous rise in the number of

technical communication **professionals** in *xIndiax.
With no formal education in the [field of technical]
(http://) communication, the need for a forum to exchange
ideas [as well as share] () experience and knowledge was
badly felt.

Figure 39: Image in edit mode
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The 1990s saw a tremendous rise in the number of

technical communication professionals 1in India. With no
formal education in the field of technical communication,
the need for a forum to exchange ideas as well as share

experience and knowledge was badly felt.

Figure 40: Image in view mode

5.7 Comment COMMENT CTRL+/

Comments are vital to keep reminders about the changes you plan to make and communicate with
collaborators.

1. To add comments corresponding to specific text, select the text and click on the comment option.

2. Enter comments in the comment box and click <" or IEM to confirm the addition of the
comment.

Gurudutt Kamath started a Technical Writing Mailing

. . . Gurudutt Kamath started a Technical
COMMENT Ped as an instrument for like minded

. .. . . . Writing Mailing list that served as an
onals in spirit of technical communication to

ter - STC India. This list and meetings of instrument for like minded
ommunicators in various cities brought
together the few STC members in India. By 1998, active
discussions began on the need for establishing an
Indian STC Chapter. Soon, Gurudutt Kamath circulated

an STC application form that was signed by 17 members

Figure 41: Navigation to comment a Document
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Click """ torespond to the comment, and click “ “““ " to delete it.

EAATMATE SHIFT+CTRL+F
Gurudutt Kamath started a Technical
Writing Mailing list that served as an
instrument for like minded
professionals in spirit of technical

communication to

ME: Sentence is too appreciative

5.8 Footnote

To add a footnote,
1. Inthe editor, place the cursor to add the Footnote.
2. Inthe formatting menu, click Footnote.

3. Enter text after the Footnote is added,

submitted for approval by STC. The first Administrative O President in 1999. It 1is the most vital factD
Council took charge with Gurudutt Kamath as the Chapter
- [ ] President in 1999. It is the most vital factD

0 Male

E T e ¥ Female !

- [x] Female

A
["2]New Footer] .asample comment <

Figure 44: Footnote in edit mode
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5.9 Mark Snippet MARK SNIPPET SHIFT+CTRL+Y

Snippets are a great way to save time using the same text repeatedly. Create text of any size, mark and
save it as a snippet to use in other documents.

To mark your text as a snippet,

1. Onthe editor screen, write content and click Mark Snippet.

SNIPPET MARKED

You can now use this snippet 1in

your other documents.

Figure 45: Marking a snippet

2. Tounmark your content as Snippet, click UNMARK SNIPPET on the formatting options.

MARK DRAFT CTRL+S
PREVIEW CTRL+R
HEMINGWAY MODE SHIFT+CTRL+ALT+»
BOLD CTRL+B
ITALICS CTRL+I
URL SHIFT+CTRL+L
TODO ALT+T
IMAGE SHIFT+CTRL+I
COMMENT CTRL+/
FOOTNOTE SHIFT+CTRL+F
UNMARK SNIPPETJ SHIFT+CTRL+Y
INSERT SNIPPET ALT+CTRL+Y

Figure 46: Unmarking a snippet
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5.10 Insert Snippet  INserT sNIPPET ALT+CTRL+Y
S ———————————————

To insert a marked snippet,

1. From the formatting options, click Insert Snippet to bring up the snippet popup.

INSERT SNIPPET

SAMPLE

! [Desert.jpg] _’
(https://draftin.com:443/im&ges /528737

Figure 48: Inserted snigscen=bL6_t0b2ZbxmLIOFLJ01ZjS5rkuhv0O2d
s—-dp9lok...

Figure 47: Inserting a snippe

2. From the available snippets, choose the Snippet and click m to add the Snippet to the current

content.

- [ ] Male

- [x] Female
[r2]

[A2]: sample comment

*xThis**x is a *samplex*x snippet

Make sure you place the cursor at the right place on the document before adding the Snippet.
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5.11 Name Document

To name a document,

1. Onthe editor page, click R e LAME DOCUMENT |

@ DRAFT

SETTINGS | HELP | FORMATTING

. -

NAME DOCUMENT
VIEW EXPORT~ © MoveE

SHARE ASK A PRO | SIMPLIFY

1 COLLABORATOR | COMMENTS

Figure 49: Navigation to naming a document

2. On the resulting Name Your Document popup, enter the document's name.

NAME YOUR DOCUMENT

NAME

My Test Document]

[J AUTOCOMPLETE

3. After entering the document name, cIickm to save the entered name.
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5.11.1 Autocomplete Document Name - SEO

The Autocomplete feature is a unique tool in DRAFT that helps you with document name suggestions,
which are Search Engine Optimizers (SEO).

To enable this tool, check the Autocomplete boxin the Name Your Document popup before
typing the document name.

NAME YOUR DOCUMENT

NAME

Get SEO optimized name
suggestions as you type

AUTOCOMPLETE

When you start typing your document name, multiple suggestions are listed for you to select.

NAME YOUR DOCUMENT

NAME

How

HOW TO MAKE SOLAR ECLIPSE GLASSES

HOW TO WATCH THE SOLAR ECLIPSE
| HOW TO MAKE SLIME
HOW MANY OUNCES IN A POUND

SEO is a technique that helps search engines find and rank your site higher than the millions of other
sites in response to a search query. SEO thus helps you get traffic from search engines.
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5.12 Edit Document Name

To edit the name of a document,

On the editor page, click and select CAMMNA.

@ DRAFT

SETTINGS | HELP | FORMATTING

Search GO

MY TEST DOCUMENT

EDIT NAME
VIEW EXPORT- & MoOVE

SHARE ASK A PRO SIMPLIFY

1 COLLABORATOR | COMMENTS

Figure 53: Navigation to editing a document name

1. Onthe resulting popup, edit the name of the document.

2. After editing the document name, clickm to save the new document name.

NAME YOUR DOCUMENT

NAME

My Test Documen'd

) AUTOCOMPLETE

Figure 54: Editing document name

© 2020 DRAFT Inc. V11




DRAFT
User Manual

5.13 Export

This feature allows you to export your document in multiple formats to various destinations.
To export your document,

1. Onthe editor page, click and then click W

# DRAFT

SETTINGS | HELP | FORMATTING

Search GO

MY TEST DOCUMENT

EDIT NAME

VIEW EXPORT- & MoVE

TEXT OR MARKDOWN
HTML
WORD OR GOOGLE DOCS

PDF

Figure 55: Navigation to exporting a document

2. Inthe dropdown with four options, select the format you wish your document to be exported to
(using PDF in this case).

After the format is selected, the below notification must be seen on the bottom left of the current
screen; post this, check your email account with the email subject "Your PDF Export is attached," and
download the attachment.

WE'LL EMAIL YOU WHEN IT'S READY

This may take a few minutes

depending on the size of your

file and any images +included.

Figure 56: Email reception of exported document

us [Draft] Your PDF export is attached: My Test Document -
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5.14 Simplify

This unique feature helps you simplify your document with the assistance of Artificial Intelligence (Al) by
editing the content to its best form.
To simplify your document,

3. On the editor page, click and then click .

# DRAFT

SETTINGS | HELP | FORMATTING

Search GO

MY TEST DOCUMENT

EDIT NAME

VIEW EXPORT~ @ Mmove

SHARE | ASK A PRO SIMPLIFY

1 COLLABORATOR | COMMENTS

Figure 57: Navigation to simplify document

SIMPLIFYING...

The robots are doing their thing.

You'll receive an email when
edits to your document are ready.

Figure 58: Document simplifying notification

4. Check your Email account and find the email from DRAFT.

simplified@cityposh.com I [Draft] Draft is ready with changes to
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5. Open the Email and click the link that leads to the simplified changes.

Hello,

Draft is ready with changes they've made to your Draft document.

You can review what they've done here;

https://draftin.com/documents/1078070/compare?fork id=1079210

Your simplified document is ready.

Your original document which is
under review

v

OURS saven

! [Desert.jpg]
(https://draftin.com:443/images/528737
token=bL6_t0b2ZbxmLIOFLd01ZjS5rkuhv02ds-
dp91okhGFqMybTCCO-3pn01RzkF6—

hwbrnR3iwj ln3Tk7wlU_t_rk)

The 1990s saw a tremendous rise 1in the
number of technical communication
xxprofessionals**x in *India*x. With no
formal education in the [field of
technical] (http://) communication, the need
for a forum to exchange ideas [as well as
share] () experience and knowledge was badly
felt.

Gurudutt Kamath started a Technical Writing
Mailing list that served as an instrument
for like minded professionals 1in spirit of
technical communication to [~l]form a
chapter - STC India. This list and meetings
of technical communicators in cities
brought together the few STC members in
India. By 1998, active discussions began on
the need for e-bl'ish'ing an Indian STC
Chapter. Soon, Gurudutt Kamath circulated
an STC application form that was signed by

© 2020 DRAFT Inc.

Changes suggested by Draft
with explanations to which you
can reply or discard

o

CHANGES

Gurudutt Kamath started a Technical Writing Mailing list that
served as an instrument for like minded professionals in spirit of

technical communication to

ME: Sentence is too appreciative

REPLY
technical

DRAFT: Words used multiple times in the same sentence.

REPLY DELETE

V11

Simplified document

DRAFT’S wriove

! [Desert.jpgl
(https://draftin.com:443/images/52873?
token=bL6_t0b2ZbxmLIOFLAO1ZjS5rkuhv02ds-
dp91okhGFgMybTCCO-3pn0O1RzkF6—
hwbrnR3iwjln3Tk7TwlU_t_rk)

The 1990s saw a tremendous rise in the
number of technical communication
*xprofessionals*x in *India*. With no
formal education in the [field of
technical] (http://) communication, the need
for a forum to exchange ideas [as well as
share] () experience and knowledge was badly
felt.

Gurudutt Kamath started a Technical Writing
Mailing list that served as an instrument
for like minded professionals in spirit of
technical communication to [*1]form a
chapter - STC India. This list and meetings
of technical communicators in cities
brought together the few STC members in
India. By 1998, active discussions began on
the need for establishing an Indian STC
Chapter. Soon, Gurudutt Kamath circulated
an STC application form that was signed by
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6 Import

To import a document,

1. On the Dashboard, click 1ot P bring up the Filepicker popup.

Ly e

SETTINGS | LOGOUT | HELP

Search ﬂ SAMPLE

imporT K2

NEW MICROSOFT WORD DOCUMENT

Figure avigation to importing a documen

2. On the File Picker popup, select the document source from the available list (for this manual, pick
My Computer to import the file from local memory) and click“eose File

Filepich

‘I A My Computer

£3 Dropbox

& Google Drive
[l Evernote

® Link (URL)

B 2ox Drag files here

& FTP

OR Select one file: Choose File
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3. Select your document and click @Pen

A Favorites m “ Libraries Abrar Ahmed Syed /| Computer - Network Abrar

Js Downloads | System Folder System Folder } System Folder System Folder File folder

£ Recent Places -

Bk B paint leamin {. CRM_Test Strategy .. EQUINITI WORD TEMPLATE V1.0 - £ Misc ' New Text Document

skion, ﬁ D g M=/ Microsoft Word Document M=/ shortcut Microsoft Word Document Text Document
283 MB @ Shortcut 855 KB 239KB

%L'“'a"es 1 | sample - Shortcut [\ Test Strategy Sample

3 Documents 2 Shortcut Document filled

w w

& Music @ 200K8 Microsoft Word Document

5. Pictures

B videos
& Computer
@& Network

& CHEQDO0009
& CHEQDO0013
& CHEQDO015
& CHEQDO017
& CHEQDO019
& CHEQD0026
& CHEQD0027
& CHEQD0028
& CHEQD0037
& CHEQD0042
& CHEQD0043
& CHEQD0047
& CHEQDO049
& CHEQDO056
& CHEQDO058
& CHEQDO060
& CHEQDO071
& CHEQD0072
& CHEQDO0073
& CHEQDO0093 -

File name: Misc v |Custom Files -

4. Wait for the document upload progress to complete.

Filepicker

I A My Computer

70.90%

£2 Dropbox
Misc docx (@EEZ) 85.51 Kb 7712017
& Google Drive
1 Evernote

@ Link (URL)
I Box

aFTpP

OR Select one file: Uploading
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After the upload, the imported document is available on the Dashboard.

 orar 2

SETTINGS | LOGOUT | HELP

Search ﬂ LA

NEW DOCUMENT - AUG 22

IMPORT |2

SAMPLE

FOLDERS

REPORTS

Import your documents from cloud services like Dropbox, Evernote, Box, and Google Drive to edit
these documents, share them with your colleagues, and manage suggestions from them. Anything you
do to the document is automatically synced back to your cloud account from where you have
imported the document.
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7 Folders

7.1 Creating a Folder

To create a folder,

5. On the Dashboard, click FOLPERS o navigate to the Folders page.

@ DRAFT
SETTINGS | LOGOUT | HELP

Search ﬂ

NEW DOCUMENT -

imporT 2]

REPORTS

FOLDERS

Figure avigation to folder creation

6. On the folders page, click m to bring up the Name Your Next Folder popup.

A DRAFT FOLDERS (oI

SETTINGS | LOGOUT | HELP

Search m YOU DON'T CURRENTLY HAVE ANY FOLDERS

Folders are a great way of organizing vour documents. To get started, click "New Folder"
m 4 and pick a name for your first folder.

Figure 67: Creating a new folder
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7. Onthe Name Your Next Folder popup, type the folder name inthe Folder Name box and click

NAME YOUR NEXT FOLDER

FOLDER NAME

Test Folded

Figure 68: Naming a new folder
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7.1.1 Move the Document Inside a Folder

Now that you have created a Test Folder, let us move a document into it.
To move a document to the Test Folder,

1. Select the document to move to the Dashboard, and click the edit dropdown icon..

view | suare Jf eorr -

MISC

SAMPLE

VIEW m EDIT - 1 COLLABORATOR (EDITS READY)

MY TEST DOCUMENT

Figure 70: Navigation to move a document to folder

2. From the edit dropdown options, select Move to bring up the Move This Document to Another
Folder popup.

EDIT NAME
MOVE
MISC
DUPLICATE

DELETE
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3. Onthe Move This Document to Another Folder popup, click the dropdown under Folder Name,

B MOVE
select the folder, and click

MOVE THIS DOCUMENT TO ANOTHER FOLDER

FOLDER NAME

No Folder v
No Folder
‘— Test Folder

The previous action moves the document to the selected folder.

===l »>TEST FOLDER |1z

feeeed MISC

Figure
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7.2 Share a Folder

To share a folder,

1. On the Dashboard, click FOLPERS to navigate to the Folders page.

A DRAFT

SETTINGS | LOGOUT | HELP

Search ﬂ

IMPORT |2

FOLDERS’

Figure

avigation to sharing a folder

2. On the Folders page, click m to bring up the Share Your Folder popup.

FOLDERS [oNIEA N

TEST FOLDER

3. Onthe Share Your Folder page, enter the Email ID to share the document with and click

Cinvire |

SHARE YOUR FOLDER

Invite someone to collaborate on your folder.

EMAIL

An Optional Message text
box allows you to enter a

Separate multiple addresses with commas.

message to your
collaborator.

AN OPTIONAL MESSAGE

Or get a share link to your folder. e
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7.3 Delete a Folder

To delete a folder,

4. On the Dashboard, click FOLPERS to navigate to the Folders page.

A DRAFT

SETTINGS | LOGOUT | HELP

Search m

IMPORT |2

FOLDERS’

:Navigation to folder deletion

Figure

5. On the Folders page, click the edit dropdown icon. and select Delete Folder.

FOLDERS [oNIEN N

TEST FOLDER B 2

| DELETE FOLDER

6. On the resulting popup, confirm the deletion.

draftin.com says:

Are you sure you want to delete this folder? This will also delete all the
documents in your folder,
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7.4 Publish a Folder

To publish a folder using the DRAFT domain,

1. On the Dashboard, click FOLPERS to navigate to the Folders page.

A DRAFT

SETTINGS | LOGOUT | HELP

Search B

NEW DOCUMENT -

IMPORT

REPORTS

FOLDERS:

Figure 79: Navigation to folder publishing

2. On the Folders page, click the folder to publish.
FOLDERS o1t

TRAVEL BLOG’ [ swnss |

TEST FOLDER m

Figure

oelecting the joiaer to puolis

3. On the selected folder's page, cIickm available on the left menu to bring up the 'Publish Your
Folder to Draft Sites' popup.

EDIT -~ IMPORT

PUBLISH EXPORT~

Figure 81: Initiating folder publishing
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4. Onthe 'Publish Your Folder to Draft Sites' popup,
[0 Enter a subdomain name of your choice in the subdomain box.

[0 Enteracustom domain name of your choice in the custom domain box.

O clickii.

PUBLISH YOUR FOLDER TO DRAFT SITES

By clicking publish, you will make the entire folder public to the
internet as a website.

SUBDOMAIN

honeymoontravels| _\.vithdraft.com’
required

CUSTOM DOMAIN

honeymoontravels@abrar.com

Create a DNS CINAME using this custom domain and the subdoma¥h you pick above.

Figure 82: Providing domain where the
folder needs to be published

5. On the resulting confirmation popup, click ©* ; this publishes the content, and the domain name is
displayed below the published folder name.

draftin.com says:

Are you sure you want to publish this folder? It will be available to read
publicly on the internet,

Cancel

v
TRAVEL BLOG

PUBLISHED AT: HONEYMOONTRAVELS.WITHDRAFT.COM

mmm B

1 UNPARALLELED HONEYMOON STATION-SWITZERLAND
ITINERARY
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6. Click the domain to verify the published document.

TRAVEL BLOG
PUBLISHED AT: HONEYMOONTRAVELS.WITHDRAFT.COM Q=]

S

1 UNPARALLELED HONEYMOON STATION-SWITZERLAND
ITINERARY

@ honeymoontravels.withdraft.com

1 Unparalleled Honeymoon Station-Switzerland Itinerary
What

Synchronization with the evolving time often urges newlywed couples to hunt
for "happening, uncommon" destinations to explore, and to explore each
other obviously. The hunt ranges from pacific beaches to glitz of eastern
deserts, but statistics, history and Bollywood to a great extent have always
shown us what is the one and only European gem with breath taking Alps,
sinful chocolates, and romance drenching ambiance with culture like no other

is, yup, vou got it,_ seductive Switzerland! _And I am going to tell

vou why (Yes, I have been to Switzerland for my honeymoon).
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7.5 Un-Publish a Folder

To Un-publish a published folder,

7. Onthe Dashboard, click FOLPERS o navigate to the Folders page.

A DRAFT

SETTINGS | LOGOUT | HELP

Search ﬂ

NEW DOCUMENT -

IMPORT [}

REPORTS

FOLDERS

Figure 87: Navigation to un-publishing a folder

8. On the Folders page, select the Folder to UN-publish.

FOLDERS CHRAR

TRAVEL BLOG’ [ swnss |

TEST FOLDER m

9. On the selected folder's page, click available on the left menu to bring up the 'Publish
Your Folder to Draft Sites' popup.

EDIT -~ IMPORT

PUBLISHED EXPORT ~

Figure 89: Initiating folder un-publishing
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10. On the up 'Publish Your Folder to Draft Sites' popup, clickEEETE 10 un-publish your content.

PUBLISH YOUR FOLDER TO DRAFT SITES

By clicking publish, vou will make the entire folder public to the
internet as a website.

SUBDOMAIN

honeymoontravels .withdraft.com

required

CUSTOM DOMAIN

honeymoontravels@abrar.com

Create a DNS CNAME using this custom domain and the subdomain you pick above.

Figure 90: un-publishing a folder
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8 Reports

Reports provide analytical data about your writing productivity by pointing toward the word count
corresponding to the timeline.

8.1 View Word Count

To view Word Count,

1. Onthe Dashboard, click to navigate to the Word Count Page.

A DRAFT

SETTINGS | LOGOUT | HELP

Search ﬂ

IMPORT
REPORTS

FOLDERS

Figure 91: Navigation to Reports

On the Word Count page, two graphs, see Words per Day and Words per Hour of the Day.

Words per day show productivity based on the number of words you write daily.

WORDS PER DAY

240
180

120

#aof Waords

60

>—
. 4 —8 -

2017-08-15 2017-08-17 2017-08-19 2017-08-21

2017-08-00 2017-08-11 20170812

2017-03-10 2017-08-12 2017-08-14 2017-03-16 2017-08-18 2017-08-20 2017-08-22
Date

Figure 92: Words per day
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Words per Hour of the Day show productivity based on the number of words you write hour-wise.

WORDS PER HOUR OF THE DAY Le
160
120
4
2 &
s
ey
40
mn -

12 01 02 03 04 05 06 O7 OB 0% 10 11 12 02 03 04 05 06 07 03 09 10 11 Of
am am am am am am am am am am am am pm pm pm pm pm pm pm pm pm pm pm pm
Hour of Day

Figure ords per hour o,

8.1.1 Set Quota

Limit the number of words you want to write daily using this feature.
To Set quota,

k SET QUOTA

1. Onthe Word Count page, clic on the top right of the screen to bring up the Set a Daily

Writing Quota popup.

WORD COUNT  WRITING ANALYSIS

WORDS PER DAY SET QUOTA

240

180

120

#of Waords

60

0
2017-08-09 2017-08-11 2017-08-13 2017-08-15 2017-08-17 2017-08-189 2017-08-21
2017-08-10 2017-08-12 2017-08-14 2017-08-16 2017-08-18 2017-08-20 2017-08-22
Date

Figure 94: Navigation to setting quota
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2. EntertheDaily Word Quota and cIickm on the Set a Daily Writing Quota popup,

SET A DAILY WRITING QUOTA

DAILY WORD QUOTA

500

¥ WANT EMAIL REMINDERS AEQUT YOUR QUOTA?

Figure 95: Setting word quota

Check the Want Email Reminders about Your Quota? Box, to receive email notifications if you write less
than or exceed the set quota.

9 Settings

Settings, as the name suggests, allows you to configure settings related to the user interface, user
information, publishing portals, and recovering deleted documents.

9.1 Ul Settings

To configure user interface settings,

1. Onthe Dashboard, click SETTINGS to navigate to the settings page.

A DRAFT
SETTINGS | LOGOUT | HELP

9 o=

NEW DOCUMENT -~
REPORTS

FOLDERS

TRAVEL BLOG
TEST FOLDER
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2. On the settings page, click Y! SETTINGS gyailable on the left pane menu to bring up user interface
options.

A DRAFT
SETTINGS | LOGOUT | HELP

Ul SETTINGS
YOUR INFO
PLACES TO PUBLISH

LABS

DELETED DOCUMENTS

Figure 97: Selecting Ul settings

3. Onthe Ul settings page, edit the font style, font size, background color, and
text color according to your needs and click m to save the changes.

WRITING FONT AN EXAMPLE

georgia Tootsie roll tiramisu fruitcake wafer. Wypas bonbon candy carrot cake macaroon
cupcake candy canes apple pie. Sweet bear claw muffin faworki. Chupa chups wafer
FONT SIZE . .
jelly-o brownie sweet roll sweet sweet.
1.125em

Halvah jelly halvah halvah soufflé jelly chocolate. Gummies wypas gummies chupa

BACKGROUND COLOR chups. Icing wypas oat cake cookie. Wypas topping tootsie roll.

#f1f1f1
Tart wypas sugar plum candy. Icing icing gingerbread cotton candy biscuit.
2T (BEIEL Lollipop halvah bonbon muffin sugar plum gummies brownie muffin. Chocolate
#333 carrot cake gummies.

VEsEsEEEEEEEs EEEEEEEEEEE
[}
H

¥ USE TABS FOR MARKDOWN CODE

Note: Click the below ideas to change them in Draft.

By default we use source-code-pro at 1.125em and a light grey
background with a dark font (#333). But you can use whatever you
want and your system supports.

If you like newspapers, you might like Georgia or Times New Roman.

If you like magazines, you might like to try Helvetica or Verdana.

Some nice background colors that work well are white and a light tan.

This text updates itself once you change the
settings and save, acting as a preview to
your Ul settings
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9.2 Your Info

To update your information,

1. On the settings page, Click Y% "MF© to navigate to the user information page.

Ul SETTINGS

YOUR INFO

PL O PUBLISH
LABS

DELETED DOCUMENTS

Figure 99: Navigation to User info

2. Onthe user information page, edityour email ID, name, and time zone;youcan also
change your Password and delete your account on this page.

3. Click BEZE5H to save the changes made.

EMAIL

abrar.techwriter@gmail.com

YOUR FIRST NAME

Abrar

LAST NAME
Syed
TIME ZONE

(GMT+85:3@) Chennai v

PASSWORD

leave it blank if you don't want to change it

|| RATHER HAVE TEAM FOLDER ALERTS AS A DAILY DIGEST?

WANT EMAIL ALERTS OF NEW COMMENTS ON YOUR DOCUMENTS?

Figure 100: Updating user info

7]
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9.2.1 Changing Account Password

To change your DRAFT account password, on the user information page, type the new Passwordin
the password text box and click EEZEE to update the new Password.

PASSWORD

leave it blank if you don't want to change it

RATHER HAVE TEAM FOLDER ALERTS AS A DAILY DIGEST?

C

¥/ WANT EMAIL ALERTS OF NEW COMMENTS ON YOUR DOCUMENTS?

Figure 101: Change account password

9.2.2 Deleting Account
To delete your DRAFT account,

1. On the user information page, click PELETE YOUR ACCOUNT +6 bring up a delete confirmation popup.

EMAIL

abrar.techwriter@gmail.com

YOUR FIRST NAME

Abrar

LAST NAME

Syed

TIME ZONE
(GMT+05:308) Chennai v
PASSWORD

leave it blank if you den't want te change it
DELETE YQUR ACCOUNT

[/ RATHER HAVE TEAM FOLDER ALERTS AS A DAILY DIGEST?

WANT EMAIL ALERTS OF NEW COMMENTS ON YOUR DOCUMENTS?

Figure

LY

eleting accoun
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2. On the delete confirmation popup, click ¥ to finalize your account deletion.

9.3 Places to Publish

Here, you add the online sources to publish your documents.
To add a place to publish,

1. On the settings page, click PLACES TO FUBLISH to navigate to the places to publish the page.

@ DRAFT
SETTINGS | LOGOUT | HELP

Ul SETTINGS
YOUR INFO
PLACES TO PUBLISH

LABS

DELETED UMENTS

Figure 103: Navigation to places to publish

2. Onthe Places to Publish page, select the publishing source from the available list (Blogger is used for
this manual) and sign in to the particular publishing application.

You can publish Draft posts to places like Wordpress and Tumblr.

PLACES TO ADD

Wordpress Tumblr Twitter
Blogger 4 LinkedIn Mailchimp
Buffer iDoneThis WebHook URL
Svbtle Ghost Basecamp

Figure : List of available places to publis

After successfully logging in to the selected application, Blogger, in this case, is added to the Places to
Publish page.
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Once your publishing place is added, publish your documents by clicking m on the editor page.

Publishing a document has been explained in section 4.7 in detail.

# DRAFT

SETTINGS | HELP | FORMATTING

e -

1 UNPARALLELED HONEYMOON
STATION-SWITZERLAND ITINERARY

1 Unparalleled Honeymoon Station-Switzerland Itinerary
What
Synchronization with evolving time often urges newlywed couples to hunt for

PUBLISH .  EDIT NAME "happening, uncommon"” destinations to explore, and to explore each other

obviously. The hunt ranges from pacific beaches to glitz of eastern deserts, but

vIW “ORT- @ MOVE statistics, history and Bollywood to a great extent have always shown us what

is the one and only European gem with breath taking Alps, sinful chocolates,

e e and romance drenching ambiance with culture like no other is, yup, you got

it, seductive Switzerland! _And I am going to tell you why (Yes, I have been

COMMENTS )
to Switzerland for my honeymoon).

Adding places to publish is mandatory for the publish option to be available on the above editor page,
making it mandatory to add places to publish a document.

9.4 Deleted Documents

This section helps you restore the documents you deleted.
To restore a deleted document,

k DELETED DOCUMENTS

1. Onthe settings page, clic to navigate to the deleted documents page.

@ DRAFT
SETTINGS | LOGOUT | HELP

Ul SETTINGS

YOUR INFO
PLACES TO PUBLISH
LABS

DELETED DOCUMENTS

Figure 106: Navigation to deleted documents
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2. On the deleted documents page, click m next to the document you want to recover.

Samp le

1 Unparalleled Honeymoon Station-Switzerland Itinerary

1 Unparalleled Honeymoon Station-Switzerland Itinerary

dnfsdjkfnfjkfnfs

Below is a trail image

New Microsoft Word Document

Sample Document

dogdandd

Figure 107: Restoring delete

Deleted documents are recovered only up to 30 days after being deleted.
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10 Help

The Help option allows you to email the DRAFT developer team.

To send a query to the application developer team, on the Dashboard, click HELF 4o pop up a new email
addressed to the DRAFT developer team.

@ DRAFT
SETTINGS | LOGOUT | HELP

© 2020 DRAFT Inc. V11 °




DRAFT
User Manual

Appendix A: Glossary

Special Characters

<place>
In the context of this manual, any social networking place to publish that user prefers.

A

Al
Artificial Intelligence

Artificial Intelligence
The capability of a machine or software to imitate intelligent human behavior

B

Blogger
A blog-publishing service that allows multi-user blogs with time-stamped entries.

C

Collaborator

In the context of this manual, a person who contributes to the writing work item.
Cutting edge

The latest or most advanced stage in the development of something.

File Picker

Application as a plugin service to pick and attach a file.

M

Maneuver
In the context of this manual, it means being able to use an application skillfully.

Project Owner
Key stakeholder who creates and manages and has rights over the project.
PDF
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Portable Document Format

SEO
Search Engine Optimization
Search Engine Optimizer

SEO is a technique that helps search engines find and rank your site higher than the millions of
other sites in response to a search query. SEO thus helps you get traffic from search engines.

Simplify

In the context of this manual, simplifying a document using artificial technology.
Snippet

A small piece or brief extract.
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Appendix B: Index

To-Do List, 26
A
L
Autocomplete
Document. See Log
Into application, 11
C Out of application, 15
Change
Password, 58 A
Create Mark
Account, 9 Draft, 24
New Document, 17 Snippet, 31
Move
D Document, 44
Delete P
Account, 58
Document, 18 Preview
Draft, 24 Draft/Document, 25
Folder, 47 Publish
Duplicate Document, 21 Document, 22
Folder, 48
E Places to Publish, 59
Edit
Document, 18 R
Export Restore
Document, 36 Deleted Documents, 60
Draft, 24
F
Forgot S
Password, 13 Set
Quota, 54
H Share
Document, 20
Help, 62 Folder, 46
Hemingway Mode, 25 Simplify
Document, 37
|
Import u
Document, 39 Ul Settings, 55
Insert Un-Publish
Bold, Italics, URL, 26 Document, 51

Comment, 29
Footnote, 30
Image, 26
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