How to use the EverLeagues
PDF Scanner

User guide



Guide Summary

This guide will show you how to...
- create an account with Everleagues & login on your phone and computer
- use the mobile PDF scanner tool to scan and create PDF documents

- view, download, and manage files in the Cloud Files tool that is synced with the PDF scanner



Accept your Everleagues invite

First time user: check your email for the invitation email
1. Click “Click here to join...” link in the middle of the email

2. Create a password, then 3. click the “Accept” button on the bottom

Invitation from Healthcare Message 3of 5 | 4 | »
From [Healthcare] via Everleagues .. u =
To user512@vitalcousa.com —

Reply-To  no-reply@everleagues.com

Date Today 21:34 -
Dear Sara Lee,
Healthcare is inviting you to work with them on its secure collaboration platform, powered by EverLeagues.

Healthcare uses this platform because it is easy-to-use, efficient and highly secure, and it handles all its communication needs -
instant messaging, voice calls, video conferencing, screen sharing, file transfers and much more.

You can use it through your web browser and on the mobile app. For the best web experience, we recommend using the Google
Chrome or Firefox browsers. The EverLeagues app is downloadable on the Apple App Store and Google Play Store.

Click here to join Healthcare on EverLeagues. 1

Once you have created an account, you can sign on to EverLeagues via the mobile app or at https://app.everleagues.com/login.

For more information, please visit our website: www.everleagues.com, or contact Healthcare.
Welcome to EverLeagues!

EverLeagues Team

Secure Team Collaboration

A\ EVERLEAGUES

“ Healthcare

Sara, you are invited to join Healthcare.
Please create a password for your new
EverLeagues account so that we can
connect you.

Forgot password?

Username

First Name *

Sara

Last Name

Lee

Password *

Confirm Password *

. Check here to indicate that you have read and
agree to the Everleagues terms and conditions.

3 i* Accept Reject




Log into Everleagues

Returning user: after you create an account...

1. Web app: log in on a computer at: app.everleagues.com

2. Mobile app: Log in through the Everleagues Enterprise app if your company has it set
up for you. Otherwise, login by downloading the Everleagues app on the Apple App Store
or Google Play store. (If this is a new session, the system will ask for a 6 digital code sent
to your email or phone to protect you in case your password is compromised.)

Username: your email
Password: the password you created when accepting the invite

1

Secure Team Collaboration

c%EVERLEAGUES

Email *

saralee@healthcare.com

Forgot password?

Don't have an account? Sign up

A\ EVERLEAGUES

saralee@healthcare.con'l

eccccccccece ©®©

Remember me 0

Signin
By signing in, you are agreeing to our Terms & Conditions and

our Privacy Policy.

Or create an account

Forgot Password

return



http://app.everleagues.com

Switch organizations

After you log in, make sure you're in the right organization

before continuing to use the app Switch Organization
Web app: View the organization name on the top left. /. Create your first organization ¢
1. CIiCk the SWitCh iC0n Or the Organization name tO VieW a” i Start by creating a new organization and invite Healthcare

users to your organization! ——
My Organizations

organizations and 2. click on any organization to switch to it

PS Personal Space 4

Dismiss Create Organization

Mobile app: View the organization name on the top.

/4. Still not sure where to start?

3. Click on it to view all organizations and 4. click on any
organization to switch to it auesions, cormentsa concerts, esse.

contact us at support@everleagues.com.

< Healthcare 1 = BERSETGD)

©  Joined as: Owner

Member since: 3/24/23 My|Qrganizations X ABC & Associates 2 4 Welcome to Everleagues!
> EVERLEAGUES
Add My Organization
L My Extemal Contacts 4 ASD & Associates Welcome! This is your home screen, where you
receive notifications of activity across all your
B2  pashboard : : organizations.
ull My Service Providers » BPL & Associates
. I The key features of Everleagues are:
-_l Chat s | Channels: read, write, and comment on posts in
Healthcare. CPA firm for eSign & Tools Test your channels
Communications: see all your mes...
Teams .
Q I . CVP & Associates 9 L. @ @
Dismiss View Teams Chat Home Connections wore o

m Directory -



Navigate to the mobile PDF Scanner
1. Click “More” on the bottom menu bar
2. Click “Tools” on the menu that pops up

3. Click “PDF Scanner” to use it




PDF Scanner: select default location

PDF Converter
Norking folde

& My Drive 1 V4
Q_ Search

Convert photos of documents into PDF files and
send them directly to your contacts! All you have
to do is take pictures - we'll take care of the rest.

1. Click the edit icon
to change where PDFs

are saved by default

Storage

Local
My Drive

Shared With Me

2. Click the right
arrow icon to select a
shared folder

& Shared With Me

B patient Data Group A

BB  Patient Data Group B 3

3. Select the shared

folder, then 4. click
the check mark icon
to save the default
location




PDF Scanner: start scanning process

" -,e ?:' 1. This is where your PDFs will be saved to.
You can click the edit pen button to change

PDF Converter

PS Shared With Me > Patient Data 1 P the |Ocat|0n any tlme_

Group B

Q_ Search

2. Press this button to start scanning

Convert photos of documents into PDF files and
send them directly to your contacts! All you have

to do is take pictures - we'll take care of the rest. i 3. CIiCk “Camera” tO take phOtOS
4. Click “Photos” to select existing photos

We support multi-page PDF creation of
photos from Camera and Photo Album.




PDF Scanner: take photos and/or select photos

Cancel

cltc
Document found. Remain steady.

.

< Selectan Album  Oform

1Photo Selected

3 Done

1. “Camera” option: auto edge-detection will
automatically detect and highlight
documents to frame them correctly. After you
select a photo, various distortion corrections
will automatically straighten the document

2. “Photos” option: select album, then select
one or multiple photos, then 3. click “Done” to
import them into your document



PDF Scanner: process & edit options

Filter icon: apply a filter

Crop icon: adjust the crop

Rotate icon: rotate the document
Retry: retake the photo

Done: finish the editing process

Must bo postmarked by BLUE GROSS BLUE SHIELD SETTLEMENT
mail no later than ND LEGAL ADMNISTRATION
November 5, 202 POBOX
SEATILE WAGBI11
www BCBSseltemen.com

BLUE CROSS BLUEHIELDCLAIM FORM

You may be eligible to receive a cash payment if you are an Individual, Insured Group

(and their employees) or Self-Funded Account (and their employeos) that purchased
olled in a Blue Cross or Blue Shield (BCES) health insurance or

adminisirative services plan during one of the two Settiement Class Periods.

‘The Setllement Class Period for Individuals and Insured Groups (and their employees)
is from February 7, 2008, through October 16, 2020. The Settlement Class Period for
Selt-Funded Accounts (and their omployoes) is from Sepiember 1, 2015 hrough
October 16, 2020. Dependents, iding minors),

NOT eligible to receive payment.

The Easiest Way to File is Online

INSTRUCTIONS FOR COMPLETING THIS CLAIM FORM

1. Please provide below, and on page 8, the Unique ID contained in the email
or on the postcard notice that you received. If you did not receive an email or
postcard, or if you cannot locate your emailipostcard, write “unavailable.”

]

If you are a company/business/entity that purchased a BCBS health
insurance or administrative services plan from a BCBS company,
please complete Section A.

if you are an individual who purchased BCBS health insurance directly
from a BCBS company (and NOT an employee enrolled through a
companylbusiness/entiy). please complete Section B.

1f you are an individual who was enrolled in a BCBS health insurance or

administrative services plan through your employer or an individual that
lhenvsepurchased 2 5GBS healih neurancsoradinisiaivo servicos

plan th "

{out NOT ditecly o  BCBS company). please compite SactionC.




PDF Scanner: finalize the document

Press and drag the symbol on the right to
reorder your images

DISMISS

1. Reorder icon: press and drag to reorder that page

2. Scan icon: process & edit the page (this happens

when you select multiple pages from photo album)
3. Delete icon: click to select page(s) to remove

4. Build icon: give the file a name and create the PDF




PDF Scanner: build PDF options

& PDF Converter 4\ 4\

Working folder
Shared With Me > Patient Data
e Group B /

Q_ Search

‘ Jones_John_Form_23_3_25
Mar 26, 2023, 12:07:25 PM

ﬁ Jones_Jane_Form_23_3_25
Mar 26, 2023, 12:09:08 PM

#» Forward

£ Share

’ K B Remove

1. Filter buttons: you can sort by name

or by date created

2. More options: click to 3. forward,

share, or remove the PDF



Cloud Files: view PDFs

If you saved scanned PDF files in a Cloud Files folder, you may view the PDF files any time in Cloud Files as
well. If this folder is shared with your colleagues, your colleagues may also access the files you scanned.

1. On the web app, go to “Cloud Files” and 2. double click on a folder to view files

3. Right click on a file to see more options

< Healthcare = = CLOUD STORAGE < Healthcare = = CLOUD STORAGE

© _ Joined as: Co-worker ® _ Joined as: Co-worker

Member since: 3/26/23 Member since: 3/26/23 Q
: Search in Shared With Me
Q_ Search in Shared With Me
Add My Organization Add My Organization

B2 Dashboard C  Shared With Me > Patient Data Group B

C Shared With Me

B3 Dashboard

M) Chat B fon Name Shared By 1
M8 chat lcon Name Shared By
@ Teams Jones_Jane_Form_23_3_25 a1 3 Tracy Cheng 3
0 Teams ®B Patient Data Group B 2 T C N <5  Open
= Directory - Jones_John_Form_23_3_25 2, ¥ Tracy Cheng F
" Field worker Sara Lee T C
Directory - &€ Download
[ =] Patient Data Group A T Cc ©  Open Video Conference
& Open Video Conference /. Rename
@ CloudFiles 4
@ CloudFiles 1 ] _— Move To
> My Drive
" Ir Duplicate
> MyDrive > Shared With Me U
W  Delete

>  Shared With Me oo Al Assistant (beta) v



