Break Apart Docs

Use Pipeline's Break Apart tool to split a large doc into separate docs or extract pages from a doc.

Introduction

With Pipeline’s Break Apart tool, you can split a large doc into separate smaller docs or extract a
single page or section from a doc.

Break Apart makes it easy, fast, and seamless for agents and admins to:

e Split up multiple docs that were uploaded as one.
e Create aseparate doc or extract a section to share with a colleague or client.

e Duplicate docs or sections of docs to be used specially or sent to specific people.
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Break Apart a Doc (Standard)

Break apart a doc to split a large doc into separate docs, rotate or rearrange pages, extract

specific pages, and save your newly created docs.

Who Can Do This?
o Admins can break apart all docs.
e Agents withUpload docs permission can break apart their own unassigned docs.

e Agents withAssign docs permission can break apart their own unreviewed docs on transactions.

To break apart a doc:
e Go to the Doc:
e Go to the doc you want to break apart on the transaction or the Unassigned page.

© Open the Break Apart Tool:
e Click the doc's gear, then [Break Apart].


https://app.paperlesspipeline.com/w/doc/list/

e Preview the Doc:

e Adjust the size of the page thumbnails from the upper right corner.
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e Zoom in on a single page by clicking its thumbnail. Click the page again to close it.
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'to stay zoomed in to identify the docs?You can break apart a doc while

zogmed in. Here's how —

e Rotate and Rearrange Pages (Optional):

¢ Rotate: Hover over a page and click [U] to change its orientation.

doc_package.pdf zoaEa

e Rearrange: Click and drag any page to change its order within the doc.


http://ppl-sandbox.knowledgeowl.com/help/break-apart-a-doc-while-zoomed-in
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e Split the Doc:
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e Click the scissors to split the doc before or after any pages where you want to break it

apart. The page ranges for each new document will appear in the list below.

e Name the New Docs:
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PageRange New Doc Name
1-2
3-5
6-6
7-7
8-10

e Name each new doc in the list.

Page Range New Doc Name

1-2 SIGNE Listing Agreement

3-5 SIGNE Seller's Property Disclosure
6-6 Earnest Money Receipt

7-7 Lead Based Paint Disclosure
8-10 Residential Purchase Agreement
Delete original doc Save as template

a Exclude Unneeded Pages (Optional):

e To exclude certain page ranges from the list, click [X] next to them.

Permission Category Reviewed Entered
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office
office
office

office
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PageRange New Doc Name Permission Category

Reviewed Entered
1-2 SIGNE Listing Agreement Listing -

3-5 SIGNE Seller's Property Disclosure sale -

6-6 Earnest Money Receipt Buyer )(

7-7 Lead Based Paint Disclosure Listing

8-10 Residential Purchase Agreement sale

e Delete the Original Doc(Optional):

e If you no longer need the original doc when you're done, check [Delete original doc].

6-6 Earnest Money Receipt Buyer -
7=-7 Lead Based Paint Disclosure Listing -
8- Residential Purchase Agreement Sale -
‘z| Delete original doc Save as template Manual mode m
© save the New Docs:

e Click [Save] to break apart the docs. Your split documents will appear in the docs list where

you can manage them like any other doc.

Break Apart a Doc (Alternate: Zoomed In)

Break apart a doc while zoomed in to get a closer look while splitting and naming docs.

Who Can Do This?
e Admins can break apart all docs.
o Agents withUpload docs permission can break apart their own unassigned docs.

e Agents withAssign docs permission can break apart their own unreviewed docs on transactions.

To zoom in and break apart adoc:
e While breaking apart a dog, click the first page's thumbnail to zoom in.
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e Name and select options for the first new doc.


http://ppl-sandbox.knowledgeowl.com/#break-apart-a-doc
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e Continue splitting and naming the docs:
e Go to the next doc: Click the right arrow until you reach the first page of the following
doc.
o Split it: Click the scissors to the left of the page.
e Name and select options for the next new doc.

e Repeat until you've created all the docs you need.
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PageRange New Doc Name Permission Category Reviewed

3-10 SIGKE Seller's Property Disclosure sale

e Once you've split and named the docs, return to normal viewby clicking the page or [X] in

the upper right.

e To exclude certain page ranges from the list, click [X] next to them.

PageRange New Doc Name Permission Category

Reviewed Entered
-2 SIGNE Listing Agreement Listing -
3-5 SIGNE Seller's Property Disclosure sale -
6-6  cornest Money Recelpt suyer [omitthispagerange S0

=7 Lead Based Paint Disclosure Listing

8-10 Residential Purchase Agreement sale

e If you no longer need the original doc when you're done, check [Delete original doc].



6-6 Earnest Money Receipt Buyer M X

7-7 Lead Based Paint Disclosure Listing M X
8- Residential Purchase Agreement Sale - X
‘7| Delete original doc Save as template Manual mode m

e Click [Save] to break apart the docs.Your split documents will appear in the docs list where
you can manage them like any other doc.

Manually break apart a doc when the page ranges overlap, or you need to use a page in the doc
more than once.

Who Can Do This?
e Admins can break apart all docs.
e Agents withUpload docs permission can break apart their own unassigned docs.

e Agents withAssign docs permission can break apart their own unreviewed docs on transactions.

To ly break apart adoc:

o While breaking apart a dog, split it as much as possible in the default visual mode.

e Click [Manual Mode].
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Page Range New Doc Name Permission Category Reviewed Entered
1-2 SIGNE Listing Agreement isting
3-5 SIGNE S i

Disclosure sale

6-6 | Eamest Money Receipt office

7-7  Lead Based Paint Disclosure

8-10 | Residential Purchase Agreement
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e Manually set the page ranges for new docsby selecting the first and last pages.


http://ppl-sandbox.knowledgeowl.com/#break-apart-a-doc

\ Page Range  New Doc Name Permission Category Reviewed Entered
- Listing Agreement -

1 Listing

3 - Seller's Property Disclosure sale

6 <~ 2¥  Earnest Money Receipt office

7 3 Lead Based Paint Disclosure office

8 4 Residential Purchase Agreement Sale
5
6 add more rows
7
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o To add more docs, click [add more rows], set the necessary page ranges, and name the docs.

6 =~ 6 ~ Earnest Money Receipt Office -
7 ~ 7 ~ leadBased Paint Disclosure Office -
8 ~ 10 ~ Residential Purchase Agreement Sale M

| add more rows |

Delete original doc ‘7‘ Manual mede

e To exclude certain page ranges from the list, click [X] next to them.

PageRange New Doc Name Permission Category

Reviewed Enterec!
1-2 SIGNE Listing Agreement Listing -

3-5 SIGNE Seller's Property Disclosure sale -

6-6 | Earnest Money Receipt Buyer [ omitthispagerange 3%

7-7 Lead Based Paint Disclosure Listing

8-10 Residential Purchase Agreement sale

e If you no longer need the original doc when you're done, check [Delete original doc].

6-6 Earnest Money Receipt Buyer -

7=-7 Lead Based Paint Disclosure Listing -

8- Residential Purchase Agreement Sale -
‘7| Delete original doc Save as template Manual mode

e Click [Save] to break apart the docs.Your split documents will appear in the docs list where

you can manage them like any other doc.



