
Govendaʼs “Shared Annotations” feature allows users to share annotations they have made on a 
document within a board book with other users in their organization. This guide will walk you through 
how to maximize the  feature. 

Shared Annotations Quick Guide

The functionality of annotating 
documents has not changed from our 
previous annotation functionality in 
terms of the actual annotations. The 
tool bar is now compressed to two drop 
down lists, giving the option to draw, 
highlight, add notes, etc. 

Shared annotations are turned off by default. 
That means users will not be able to share 
their annotated documents with other users 
unless an administrator turns the feature on 
in the admin portal. In order to turn on 
shared annotations, the Admin should go to 
Settings > Document Settings and enable the 
toggle for shared annotations.



Once an annotation is saved, the lock icon 
will appear in the document toolbar. The 
lock icon will open the privacy settings for 
that document's annotations. The options 
are Private, Selective or Open.

This icon is where you can see 
your annotations associated with 
the document.

The “Private” setting means that only 
you will be able to see the annotations 
you have created.



To select specific users, check the box next to 
the userʼs name”. If there is someone in the 
meeting who is restricted from viewing the 

original document, you will not have the option 
to select their name. 

The “Selective” setting allows 
you to chose specific members 
from that meeting to have 
access to your annotations. 



When someone has the privacy settings 
on their annotations set to open or 
selective to you, you will see their name 
under the document name. By clicking 
on their name, you can view their 
annotations. 

The “Open” setting 
allows you to make your 
annotations open to 
everyone who has access 
to that document. 



The agenda now denotes whether there are annotations or discussions associated with each line 
item. When a document has an annotation associated with it, either yours or someone elseʼs 
shared annotations, you will see annotations. When a document has a discussion associated with 
it, you will see a discussion bubble icon. 


