
Placing redactions on a document within the Viewer

Using Highlights to Automatically Redact

Quick Guide to Viewer Redactions

Redaction Types: 
Text Redaction for redacting 
pieces of text  
Block Redaction for drawing 
boxes  
Full Page to redact an entire 
page, ranges or both

� Hide Redactions to
see a transparency

� Redaction Reason
appears on the redaction

� Once drawn, change the
Redaction Reason, the color,
or delete, using Remove

1. Use existing highlights
to find terms to redact

2. View Selected Highlights to see
where they exist in a document

3. Use check-boxes to select
the text to redact
Select the Redaction Reason
Select Redact

4. Redactions applied
to text
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Or, use the Text Find to Automatically Redact

Manage Redactions

2. Terms are placed
into Your Terms

1. After drawing a Text
redaction, find the  term(s)

3. Follow steps 2, 3 and 4
from the previous section

� Use Redaction List to manage
redactions on a document

� Use checkboxes to select
redactions to Modify (change the
Redaction Reason) or to Delete

� Use Filter to manage
redactions with a certain
Redaction Reason or
Type (text, block or page)Redactions 
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