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Securely Store Unlimited Documents
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Raven Cloud™ lets you save every type of document, 
such as receipts, business cards, contracts, 

and invoices without a storage limit.

The Import Documents feature allows existing 
PDF documents to be uploaded into Raven Cloud™.

1. Visit app.raven.com to log in to your Raven Cloud™ account.
2. Click +NEW to show the drop-down list.
3. Select the IMPORT FILES option.
4. Press CHOOSE FILES and select the document.
5. Once you have selected the file, click SELECT FOLDER.
6. Choose your folder and submit using the SELECT button.
7. Once that has been selected, press IMPORT to finalize.

After the import has finished, you will see a notification that the 
document has completed the import process. 
You can now use all of the Raven Cloud™ features!

Upload Existing Documents

CONTINUED

Receiving documents is simple for all Raven account owners,
with a dedicated email address and fax number included.

1. Visit app.raven.com to login to your Raven Cloud™ account.
2. Click on your name and access MY ACCOUNT.
3. Under the Account tab you will find your Account ID, 
     Raven Fax Number, and your Raven Email Address.
4. On the right navigation bar, you can also find your 
     Account ID, Email Address, and Fax Number.

Receive Files via Email or Fax 

Raven Cloud™ offers security
for data in transit and at rest.

- TLS encryption
- 128-bit and 256-bit AES



Edit & Annotate with PDF Editor
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Raven Cloud™ includes a built-in PDF editor that allows
you to fully edit, sign, and annotate  your documents.

The Editor Feature

1. Visit app.raven.com to log in to your Raven Cloud™ account.
2. In INBOX, select the title of the document you would like to edit.
3. Once in document view, on the top right, click the on the EDITOR            
4. Use the toolbar to select option to edit. 
     Features include Pan mode, Zoom In, Zoom Out, Pen, Sign, 
     Image, Stamp, Note, Text, Line, and Print. 
     You can also search the document within the PDF editor.
 
5. Click SAVE           to save, or the           to disregard all changes.

Your file will update to the latest version with the recorded date, time, and 
user that saved changes.

CONTINUED



Easily Locate Documents
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Raven Cloud™ automatically converts all uploaded documents 
into searchable files with Optical Character Recognition (OCR), 

which are discoverable with global and advanced search.

Advanced Search for Files & Users

CONTINUED

The Advanced Search function allows you to filter your results 
with extra precision using multiple fields of search entries.

1. Select ADVANCED SEARCH from the search bar at the top.

2. Open the dropdown in SEARCH IN FIELD to select the section  
     of the file you want to search, such as Document Text for 
     characters within the file, Document Title, Date Created, etc.

3. In SEARCH CRITERIA, “Contains” is useful to find keywords, 
     and “Equals (=), Greater Than (>) Less Than (<)” for invoices.

4. Next, ENTER KEYWORD by typing your search entry or values.

5. SELECT        to search with multiple filters or keywords.

6. To keep record of your search for use later, select        SAVE

7. Once all fields are complete, RUN SEARCH to receive results.



Manage Account Access
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Raven Cloud™ allows you to set up role-based permissions for 
your users, adding extra security to your account.

Visit MY ACCOUNT > USERS to manage account access.
The following user roles are available:

• View-only users can view all documents and folders within the
account, except those that have been restricted. Viewers do not 
have the ability to add, download, edit, archive, or delete new or 
existing documents.

• Read-only users are able to view and download all documents 
and folders within the account, except those that have been 
restricted. Readers do not have the ability to add, edit, archive or 
delete new or existing documents.

• Contributors can add new folders, documents and edit existing 
ones in all folders within the account, except documents that have 
been restricted. Contributors do not have the ability to delete or 
archive any files.

• Editors can add new folders, add new documents and edit exist-
ing ones in all folders within the account, except those that have 
been restricted. They can archive and delete documents and fold-
ers.

• Owners can perform all available functions. Owners act as a 
system administrator by adding users to the system, assigning 
them access levels, managing user account, and global account 
settings.

Role-Based Security Permissions

CONTINUED



Share with Anyone
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Raven Cloud™ includes features that allow sharing documents 
directly from our web application. Users can email, fax, 

and obtain a shareable link of the document.

Share via Email, Fax, or URL

1. Log in to your Raven Cloud™ account.
2. In INBOX, select the document you would like to share.
3. At the top right of the Edit Document Toolbar, select SHARE
4. Once the above modal will appear, input email address 
     or fax number. 
     To copy the url for sharing, select GET SHAREABLE LINK.
5. Select SHARE to send the document to the email or fax number.

The document sharing process has been streamlined to insure that 
you can easily share your 
document with others. Upon receiving the file, they will be able to 
view, and download the document.

CONTINUED



Organize Your Document Data
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With there being many types of files, Raven Cloud™ helps you
organize your document data with Inbox Folders and Custom Templates.

Create a New Folder

Organize your documents into Folders, 
which can then move, combine, download, 
archive, and delete files.

1. Log in to your Raven Cloud™ account.
2. In the sidebar menu, select FOLDERS.
3. In the toolbar, select CREATE NEW 
4. Enter a title for the folder and save.

Add Files to Folders

1. From your INBOX, select an individual file, 
    or multiple files using checkboxes.
2. In the toolbar, select MOVE 
3. Select a folder to add your file(s) into.
4. You will be promted to confirm 
     destination. To complete, select MOVE.

Create Templates

1. Select TEMPLATES from the left navigation.
2. In the toolbar, select CREATE NEW 
3. Name your template and add a description.
4. Customize the fields of document details by
     selecting the options under ADD A FIELD.
5. Once complete, select SAVE. 

CONTINUED

Edit Document Template


