Version Control
Once a document has been initially saved, you can also save it as a dif-
ferent version. Select File | Save As, and the following screen appears:

. Worldox - Save As @
| i Doc [D: 00011611, WPD
T 1 Description: Worldox GX2 Cheat Sheet yyy
Description: \Wurldux G2 Cheat Sheet yyy &P
Cornments: ‘ j

Choose Action: bl | © Replace Fle. This is the same as File>Save.

[ | © save as Viersion 2. The prior wersian wil be preserved, Ch, Preview

I | ¢ Save as New File, You wil be prompted for a new profile,

[E]| ¢ Edit Profie. ¥ou wil be able to modify the current profile.

o oK B cancel

Select the desired option and proceed depending on the option selected. It is
desirable to change the description somewhat so you can distinguish versions.
As a matter of good practice, save a version only when significant changes
warrant it. To see the various versions of a document, click the Ver List icon
on the button bar or right-click the document and select “Versions.”

Audit Control

Worldox tracks virtually every activity concerning a document. To see who
has opened, modified, saved, checked out, checked in, copied, etc. a
document, right click on the document listing and select “Audit | File.” You

see the audit trail for the latest
version of that document. Qe @58

This enables a user to track the | ~ome aremnsmmms o Bl T T

exact history of the document B =

they are concerned with.

Once you see the entries ‘“,‘ - ——r

returned by the audit query, :

Searching .. ..... 2

you can use “Project | Create” to
create a project of those files.

Security

To determine who gets access to a specific document, click the “Security”
button when saving a document.

Click “Classify” to select security. Select “Hidden” or “Read Only” to hide the
document from other users or make it Read Only. Select “Custom” to add
specific users or groups of users.

Click “Add User” or “Add Group” and make the relevant selections. To

change existing security, click “Remove” or other options as required.
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When you open Worldox (File Open, or from the Work-
Zone or System Tray) you see the basic Worldox screen.

Open Search Favorites Edit Profile  Email File Navijgation Pane
View

RS s - S S NS E L T

Home  Refresh Check Check | Copy Move | Delete | Profie Security Emal | Versons Compare ||Navigation
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» By default, you start with your last 20 documents, sorted on the column
that contains the blue-green triangle in the column header. Click on any
header to change the sort order by column or A-Z; Z-A.

 Click on the appropriate icon for other functions:

» Click the Favorites icon (with the heart) at any time (e.g., after a search
for other documents) to see the last 20 documents you worked on.

* The View icon (the magnifying glass) launches a viewer so that you
can see the document the cursor is on without opening it. If you did a
full-text search, “View” will show the “hits” in any document you view.

Important: The Viewer is one of the biggest productivity enhancers in
Worldox. You can copy text from the View window and paste it into a
regular document. You can scroll through the document list and each
document will be “viewed” in turn, so that you do not have to open a
document to see what is in it. You can print a document from the Viewer.
Lastly, you can set a default size for view (click on “Window” and select
“Save Size & Position”).

» Click the Copy, Delete, or Move icons for those functions (for
example to copy an older document as the basis for a new one).

» Find (the binoculars) opens the search screen if the document you
want is not on the list (see p. 2).

» Email the document your cursor is on by clicking on that icon.

» Print produces a report of the files listed on the screen, it does not
print the document the cursor is on. To actually print a document,
right-click on the document and select Print.

» See page 15 for details of the Form Bar at the bottom of the screen

| Full List | = Comments | = Profile | % Preview | & Relations | [@ Project | *7 Tags




Searching for a Document
If you need to find a document that is not on the main screen, click Find

to launch the search screen (or click on one of the “Quick Search” Bookmark
buttons — facing page). You may have to select the Profile Group you need. If
necessary, click B—< to launch a basic search or select “repeat last find.”
Your screen may be slightly different, but the search principles are the same.

There are three ways to enter Werldox GX3 - Find Files - Heckman Consulting ==
information here: o S — 3
» If you know the desired informa- TextinFle | | =
tion, type in it the appropriate DecD: | El
typ pp p . . Date Modified | j
Name/Comment or Text_ln File —
box. Worldox supports wild- 1 dent [ E
cards, so typing “prod*” will w: j
H G ” 13 - ” 3. DocType =
find “produce” and “production. o athor | -
* Inaddition, you will see a list of Search what | i Actve
words actually in the index when
yOU start typ'ng B search | [ clear | (] Qphnns| 3 cancel ‘

» Togeta list of available Client/Matters/Doc Type items to be searched
for, click on the labeled button to the left of the text box.

» To see recent searches, click the down arrow to the right of the box (M ).

» The Client/Matter/Doc Type fields will auto-fill as soon as they are
unique. Thus typing “plea” may automatically fill in “Pleading.”

Open With. Worldox recognizes document types. If you are in Word and try

to open a PDF file, a screen will pop up asking you if you want to open the

file with Acrobat. Similarly for Excel and other programs.

Boolean Searches

Boolean searches work for both text and Profile Group information.

* AND. To find the occurrence of two words in the same document,
connect them with the word AND, e.g., January AND bill. Similarly, in
the Doc Type screen, “pleading or motion.”

» OR. To find occurrences of either word in the same document, connect
them with the word OR, e.g., January OR bill. Note: you can also do
“and” or “or” searches in, e.g., the Doc Type screen; “bill or letter.” You
can select multiple Doc Types: they will be an “OR” search.

» NOT. To find occurrences of one word but not the second in a document,
connect them with the word NOT, e.g., January NOT bill. Or in the Doc
Type screen: “NOT email.”

»  One word within “x” words of another: first w/x second, By default,
Worldox defaults to “within 3" if you simply type two words. That is,
“accident damages” searches for “accident within 3 words of damages.”

Customizing Worldox
Users can customize Worldox extensively, including the following settings:

Order of column display. To remove a column from the display, “grab” it
using the mouse and drag it off the bar. To add a column, click on any empty
space between column headers and select which column to add. Click and
Drag the right side of a column header to change the width. You can also drag
the entire column to the left. To save the columns, right-click and select “Save
Column Template.” Give it the desired name. You can also associate a
column format with a given Bookmark/Quick Search

Description | Doc ID ‘ Wer# | R? ‘ Modified = | DocType | Siret ‘

By default, the documents may be listed in Outlook-style groupings by date.
Right-click on the “Modified” column and select “Hide Groupings” to disap-
pear the Groupings. If the document has Versions, the number of the highest
version will appear in the “Ver#” column.

The Form Bar at the bottom lets you display additional information: Note:
when one tab is selected, the others are greyed out.

1 Full List ":J Comments ‘E Profile IJ\\. Preview ‘*ﬂ Relations ‘ﬁ Project °f Tags
» “Full List” displays only the full list of documents.

» “Comments” or “Profile” lets you view those elements and edit them

on the fly simply by double-clicking on them.
* “Preview” shows you the top of the current document in an Outlook-

like preview pane. Since this displays only the very top of the
document (e.g., just the letterhead), you may find the main viewer on
the toolbar more convenient.

» “Relations” and “Project” show documents included in those functions.

» “Tags” displays the information about the files in the list sized to show

the most common items largest. This is very useful if you want to
narrow down the < Fter st “.\_.gMinszles ‘ "~ JUncheck Al

Search Cllck next to @ escription; Fw: Re: *SPAMrLow:
L. K % 4 *
“*.DOC” tO see Only @ rpe: 5 .DOC MSG PDF RTF \WPD

©szchnt 0010 wow  owme oo oss  ooes oo ooee 0100 on

WOI’d fI|eS, C"Ck On 0156 0168 0171 0173 0175 0180 o184 o1a7 0199 0203
adoctypetoseeonly| G L G g v om e oo

at specific doc @3 msmer: 001 002 003 o006 oo 011 014 om
that specific d 009 012

type, aspecific mat- |@ssoenpe: s DOC  EMAIL  foww (er LIC  LIST s ¢
ter to see just that
matter, etc. Click “Uncheck All” at the top to reset.
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Moving Legacy Documents into Worldox

The firm’s pre-existing (“Legacy”) documents have been full-text indexed.
You can search for them by the file name (now the “description”) or by any
text in the file. Alternatively, you can access them through the directory tree.

Once you find a file, you can View it with the Viewer. You can cut and paste
from the old document into a new document. You can also print it out in draft
form.

However, in order to edit legacy documents they must be moved into the
Worldox system before they can be edited. Documents may be moved on an
as-needed basis or in batches. To begin, use the Explorer-type window at the
left of the Worldox screen to navigate to the document you wish to move.
This is located in exactly the same place as it has always been, but under a
“legacy” folder. To move the document, double click it. You will be asked to
choose a profile (e.g., “Client Work”) and you will then see a profile screen
with the old name of the document inserted as the “Description.”

Fill in the required information and/or change the “Description” (some fields
may already be set as a default) and click B—<_ to move the document.
Click “Yes” to open the moved document.

You can move multiple documents (up to 500 at one time) if they are all in
the same directory and will have the same profile information
(Client/Matter/DocType etc.). To do this, select the documents you wish to
move by clicking in the check box to the left of the document in the Worldox
window. A green check mark will appear. Right-click in the document area
and select “Move,” or click the Move button on the button bar (with the
Green pointing arrow).

Customizing the Toolbar

The icons and text of the toolbar can now be customized: & <!
N Change Icon

£ IS RESERISIN — oS W | 21N PO AN 7 change rox: 8l
Open View  Home Refresh | Search Direct Selected Relations | Check Check | Copy  Move | Delete | Profle Security E Tments
Access Favorite @ Move Button Left st
I::> Move Butkon Right
Right click on any icon and you will see this menu: 32| Rsmove Separator
You can change the icon, the text, or rearrange buttons ¢ append sutzen »
as desired. = Remove Button

You can also edit the entire toolbar by right-clicking in Restors Original
the blank space at the right. If you use the new Category feature, consider
adding one or more “Category” icons to the button bar.
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Saving Searches; Quick Search Bookmarks

Recent searches appear on a separate tabbed search bar labeled “L.ocation.”

You can select from your most recent searches by clicking the down arrow at
the right of this screen. When you first open Worldox, you see your 20 most
recent documents of each format. Thereafter, the most recent search appears.

To permanently save a search and give it a name (for example your forms, or
all the files for a particular client), first perform the search. Then select
Bookmark | Add this list from the menu. Give the search a meaningful name
and pin it to the Bookmark Bar. It will appear on the second row of buttons.
You will see something like this:

These searches are v Heckman Consulting [ Scanned documents [ Warking
dynamic: if you add new documents that satisfy the search criteria, they will
appear the next time you perform the search. If you save a search for Client
“Jones,” you can delete the Bookmark when you have finished working with
that client.

Quick Searches
If you already know the DoclD Number of a
document, click next to “Location” (or hit Z2) and type the number.

¥ | ocation; |ﬁ|

Sorting Search Screens

You can control the order in which items are sorted in any Worldox screen.
At the right of the column that is sorted, there is a blue-green arrow. If the
arrow points up, the sort is A-Z (or old to new on dates), if it points down the
sort is Z-A. To change the sort order, simply click in the column you wish to
sort on. Ctrl-click on a different column sorts by descending order.

Note also that in some lookups there ® Worldox - Heckman Consulting - Legal: Client &
are two tabs: e.g., “Client Table and Eeeld . _Sort Arrow (A-Z; Z-A)
“Client Favorites.” Client Favorites A AN /

represents the last 20 Clients (or e Fapes|

Matters, etc.) you have accessed, and il i D ................................................ %

can make searches much more efficient. |[ozs vampagis, moc
To set either tab as the default, right-click on it and select “Set as Default.”

If the list is very long you can search for, e.g., the client, just by starting to type
the client name or the client number. You will see the following screen and
the selection will proceed to the combination of letters you type :

Everything is searched regardless of the ® Type down: Client X
sort order. Type-down search also works on _

the document list screen. Click an arrow to P Line Found!

select the next (or previous) instance. clar ﬂ ﬁ

[TEntar] ta arrent: IFsr1 ta rancel | 3




Saving Documents

When you click on “Save,” the following screen appears. If necessary,
change the Profile either by clicking on the “Profile” button or selecting a
Quick Profile to the right of the screen. To save your document, simply fill in
the fields as desired and click B—__. You can Tab from field to field. Some
fields are set to record the last item entered and may already be filled in. The
options for filling in fields when searching for a document (under
“Searching”) also pertain here. Anything you put in the “comments” field is
also indexed with the profile. Comments may be used for additional
information, key words, critical issues, etc. See p. 16 for Version Control.

 Worldox GX3 - Corel WordPerfact 15 - File Save As [X]
&) Retions merw | [T seme profie as... | @) cuik Proflemenu | 8 9.Public Profiles |
Quick Profils
Description: | | ﬂ £ By Profie

profie | & Heckman Cansuking - Legal L& Heckman Coneiting - Lega

Loauther | [H @ <] John Heckman

2. client: v| < Client is Required!
v| <ma iredt

Add1 Comment ts: [ =]
DocID | [[Newboc] - A Profie: Heckman Consulting - Legal
Save As Format: Unsecurex d.
aq « ok
WordPerfect 6/7/8/9/10/11/12/13/14 ~ 3 Security B cancel ‘ £ Load Quick Profle Termplate

Same Profile As

Say you emailed someone a document and they send it back to you with
revisions. To save the document as a version of the document you sent out,
just click the “Same Profile As,” then select the original document you wish to
make a new version for. A screen will pop up with an option to save the new
document as a new version of the old.

Keywords

If your firm has implemented a “Keywords” table in the Comments field, click
in “Comments” and then on the “Insert Keyword” button. This is particularly
useful for litigation firms or others that want to have a set list of key
provisions, litigation importance ratings or other criteria that they wish to be
able to search by. The advantage of using a table is that the terms are always
entered consistently and thus searches are more accurate and complete.

Good Naming Practices

How you name the descriptions can make it a lot easier to find documents 6
weeks or 6 months from now. Avoid common terms (searches will turn up too
many “hits”) and try to use things that are specific and/or unusual to a
document: client names, special terms or provisions, etc.

4

Sending Email with Attachments

Most people start from Outlook and click “attach” when they wish to attach a
Worldox file to an email message. This opens Worldox and lets you pick the
document(s) to attach. However, you can also send email starting from
Worldox. This lets you select the documents before doing the email text.

One very significant advantage to starting from Worldox is that if you attach a
large number of files with long file names starting from Outlook, you may get
an error message and Outlook will prevent you from attaching all the files you
need. If you start from Worldox, this Outlook restriction is bypassed.

First select the file or files you wish to email. If you wish to send more than
one, check the desired documents by clicking the box to the left of the
document name. A green check mark will appear. Then click the mailbox on
the button bar or right-click and select “email.”

 WORLDOX - Attach Files FIX
If you have checked more than one item, abox | e
[ \ Click here ta review list j

appears to verify that you wish to send all
checked files. Make the appropriate selection.
Another box then appears asking how you wish
to send the files.

Full copy of the file means that the entire file is

Attach to emall: ﬂ " Full copies of the files
@ " In a WORLDOX file lst finternal se orly)

_;_J (" Compressed into 2 sngle Zp fle

attached.
“Ina WORLDOX file list” is for internal use
only. It attaches a pointer to the file not the file ] sso]| | Gw |

itself. So when the recipient opens the
“attachment,” they are opening the actual file in Worldox, not a copy that has
been emailed.

Important: If you are sending an email internally, but the recipient is likely to
access it via a smartphone, attach a full copy of the file, as the link will not be
available from the smartphone.

Worldox also lets you Zip multiple files to save space and send them as a
single file (passworded if you wish).

You can also reply to or forward an email that Ejj @ @ =
has been saved in Worldox. When you open i —

the email in the viewer, you see the following =" | NextFie Previous Pt to
options:

&Reply &eReply to Al R Forward
You can open the email in outlook by clicking «-«-= me===ms = momemm e o
on the “Open” button. You can also Reply, Reply to All or Forward the email
by clicking on the relevant tab. If you have difficulty (due to Outlook
settings), open the email in Outlook and reply from there.
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Managing Email Using Worldox

It is possible to manage your email from within Worldox. Simply click on the
“Email” button to see all your Outlook email, including your folders, as well as
contacts or appointments.

When the email list shows up, right-click on any & vew

item to get a menu of what you can do: & Copy to WORLDOX
View lets you view the email. &) Move to WORLDOX
Copy copies the email into Worldox, while i) Delete
leaving a copy in your email in box. (] Mark as Read
Move deletes the email from your email in box 7 Mark as Unread
and puts it into Worldox. & Reply

i &y Reply to Al
When you copy or move an email to Worldox 3 Forward

using this function, it is saved in a read-only format. Any attachments to the
email are also saved with the email and will also be full-text indexed. If you
wish to save an attachment separately, open the saved email from within
Worldox. Right-click on the attachment at the bottom of the email and
choose “Save As.” Profile and save the attachment.

The other Outlook categories (contacts, appointments) appear as lists, but if
you View a contact (F9) the Outlook Contact card appears.

Naming Emails

By default, the subject line of the email becomes the description in Worldox.
However, with many exchanges of emails the “Re:” line frequently comes to
have little or no relation to the actual content of a given email. Therefore it is
a good practice to at least think about changing the subject line to something
more useful and easier to search for (the original subject line will be preserved
in the actual email as it is saved to Worldox).

Using Worldox to Archive Emails

Many senior attorneys may have 10,000 or even more completely unsorted
emails in their in box to which they are very attached. One approach to
resolving the problems that this causes is to mass archive old emails into
Worldox.

For example, you could create an email “matter” for each user and “doc types”
for 20010email, 20011email, etc. Then select and move all the emails for a
given year to the respective doc type. This lets the attorney keep recent email
in Outlook, but still make it much more efficient to find older email since the
email will be searchable both by To/From and text in the email.
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Quick Profile

Worldox has a “Quick Profile” feature that allows you to save frequently used
profile information. Thus, if your work centers on documents for just a few
clients, you can save that profile information (e.g., Client No., Doc Type) to a
“Quick Profile.”

To do this, enter the profile information (but don’t save the document), then
click on the “Quick Profile Menu” button at the top right of the main Profile
screen. You can either create a Quick Profile based on the information you
have partly filled in, or select “Add/Edit Quick Profile.” If you use the latter
option you have a choice to add information to the Description that will be
part of the Quick Profile. Anything you fill in here will automatically be filled
in subsequently, so make sure to enter only baseline information.

Give the Quick Profile a name. When you want to re-use it, instead of having
to fill in the information, simple double click on the quick profile listing in the
“Mly Profiles” screen of right-hand window and the information will be
entered. Right-Click on “My Profiles” to save it as a default.

You do not have to fill in every field in the profile screen; some information
can be left blank (such as Doc Type or the Description). The Quick Profile
will fill in partial information if that is what you wish to save.

You can create sub-items by putting a backslash in the name (see p. 11). If
you click on the down arrow at the right of the entry box, you will see a list of
existing Quick Profiles.

Editing Profile Information

To edit profile information, click on one of the “Profile” buttons at the top or
bottom of the screen. Ctrl-E also opens the full Profile edit screen.

If you simply want to change the description information, click once on the
file listing, pause, then click again (just as if you were renaming a document in
Windows). The screen opens up and you can change the description.

Printing/Exporting Lists
Any list in Worldox can be printed or exported to a *.csv file to be edited.

This can be useful if you want to have a printout of Document Types or other
lists. You can also export the list of documents displayed on the main
Worldox screen by selecting List | Export or List | Print. You can manipulate
the resulting file in Excel to use as a table of contents or record of documents
released for production, for example.




Taking Documents With You

There are two options for taking documents with you: Check Out and Send
To. If you Check a document Out, then no one else can work on it (although
they could make a copy and start a new document). This prevents the
situation where two people make conflicting changes and there is no way to
know whose changes were actually saved and whose changes were lost.

If you simply want to take copies of documents with you (for example to court
or to a client) but do not want to edit them, you can copy documents (or files
for an entire matter) to a CD or USB key drive, assuming that firm security
standards allow this. If you do this, be aware that someone in the office could
edit any of the documents you have. If you also edit the same document, there
is no way to resolve any difference and “the last changes win” (the previous
changes are wiped out).

Check-Out Check-In / Sending to...

To put additional documents on your “Mirror Drive” (which automatically
saves a copy of everything you work on to your local hard drive for 7 days)
simply select the documents you want to take, right-click and select “Send
To” then “Local Mirror.” When you open Worldox off-line, the documents
will be available. When you plug your laptop back in to the network you will
be prompted to reintegrate documents you have worked on to the main
Worldox system.

To simply “send” the file to a USB key, select the “send to” option. If a

USB key is plugged in to your computer, its drive letter will appear first on
the list (the drive letter will be different on different PCs).
If you do not wish anybody else to be working on the document when you

are, right click on the document you wish to send and select “Check-Out.”
When you return to the office, you can “Check In” the document so that it
is again available to everyone.

Copying Files to CD/DVD

If you need to copy files to a CD/DVD, there are three ways to do it.
If you right click on the file(s) to be copied and select “Send To” there will

be an option to copy the files using the Windows CD burning capacity.
If you use a CD creation program such as Roxio, it can be integrated with

Worldox, which will pop up for file selection when you select “Add File.”
You could create a “Send To” command to copy files to a specific folder

and then burn the CD from there.

Quick Profiles: “Drag & Drop” to Worldox

When you send an email, you are prompted to create a Quick Profile. Quick
Profiles contained pre-filled-in information about a document you are saving.
For example, if you send a large number of emails regarding a particular
matter, you may not want to have to fill in the client/matter information for
every email. If you say B—< to the prompt, a screen appears asking for the
name of the QuickProfile Simply type in the [

name. &

If a given client has multiple matters, you can ° O i i
create sub-folders by including a backslash (\) in [Commer s desozen |
the name. If you are adding a new sub-folder,
click the down arrow and select the main folder.

You can then add a sub-folder to it. = L e
j Unscared. | Testymatten\

When you opt to Copy or Move the next email to
that particular recipient, you can pick the information from the QuickProfile
list to the right of the Save screen if it is not already filled in.

Quick Profiles created when you save an email will normally show up as
“Drag and Drop” folders that let you move emails to Worldox. First check to
see that there is a “Worldox” folder in Outlook. When you click on it, the
following screen appears. ,

H [ ] Inbox

L g Junk E-mail

L5 Outbex WORLDOX,

L= Sent Ttems
4 [ WORLDOR - -

[ Zonedlarm Challenged Mail AddfEdit: (4 Quick Profiles | (@ Sent Address Rules |
4 [ Zonealarm Junk. Mail
4 L) Search Folders

List Files: & Search | [ Direct Access | (@] Favorite Files |

Depending on how Worldox is configured you may see your Outlook inbox.

To add a quick profile manually, click the “Quick Profile” button. Then repeat
the process described above for creating Quick Profiles. Once created, they
will show up as a “folder” under Worldox in Outlook.

You can drag and drop one or more emails to the folder and they will automa-
tically be profiled using the information already entered in the Quick Profile.
Important: By default this MOVES the email to Worldox. To copy email to
Worldox, hold down the Ctrl key when dragging and dropping.

Note: Double clicking on any of the existing sub-folders, will do a “reverse”
lookup and find all the emails stored in the directory the Quick Profile was set
to. Depending on how Worldox is configured, this may mean all the files for a
given Client/Matter. In other cases, you may only see all the emails.
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General Considerations on Managing Email

Should you copy or move email to Worldox? In the abstract, it is more
efficient to move email to Worldox (which deletes it from Outlook). The
email will be better organized, easier to find and moving it relieves pressure on
your Outlook/Exchange system. However, there are two issues to consider:
Many attorneys get very nervous if they cannot access their email through

Outlook (even if they have 10,000 unsorted emails and “access” is a
relative term).

» More importantly, if attorneys are accustomed to accessing their Outlook
inbox via Outlook Web Access or a smartphone, when emails are moved to
Worldox, they will no longer be available via smartphone or OWA.

Therefore many firms prefer, at least initially, to have users copy emails. A
related option is to Archive emails to Worldox (see p. 12).

Managing Email Using Outlook

By default, when you send an email, Worldox pops up (see screen below).
However, you must manage your incoming and historical emails manually.
This can be done either from Worldox or Outlook. In Outlook, use the
“Copy to Worldox” or “Move to Worldox” buttons (you can customize
Outlook to show these directly on the Ribbon bar). If your Inbox is not sorted
into folders, sorting your email by the “From” column may make it easier to
move into Worldox. You can move emails in large batches as long as they are
all moved to the same Client/Matter/Doc Type.

||

Profiling Email on Send ook e St Hesage____[ 2]

E Tor Beverly &, Twomey'
=l Subject WP advanced training

Worldox is set to automatically profile your
email when you send it. After you send the
email, a Worldox screen pops up asking if
you wish to copy or move the email to
Worldox, or ignore it. If you send multiple
emails to the same person, you can create a
Quick Profile so that you only need to fill it out once. You can also add the
email recipient to an “automatically ignore” list (for example, for personal
email that you know you will never want to store in Worldox). Rules (under
Edit | Address Rules while in the Email screen) give you even more flexibility
in automating this process.

ChasseAction: | @ Copy message to WORLDOR
B Move message to WORLDOK

@ | © Addthe To' addiess to my ignore list

o 0K 3 Cancel

Subject to the caveats listed above, it is better to “Move” emails to Worldox
rather than “Copy” them. This keeps your Outlook system “cleaner” and
Outlook will run with fewer glitches overall.
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Using WorkZone

A feature called “WorkZone” enables you to “drag & drop” email
messages, attachments, or (using Windows Explorer) any other file E
directly into Worldox. You can enable or disable the WorkZone by

right-clicking on the Worldox icon in the system tray and selecting “Enable
Workzone” or “Disable WorkZone” depending on whether it is running.

The WorkZone icon should appear at the top center of your screen (to
StarTrek fans it looks like a Borg Cube).

When you drag a file and release it on the WorkZone icon, you are asked to
choose a Profile and then the normal profile screen appears. Fill out the
profile and the item is copied and saved to Worldox.

To the extent that multiple files will be assigned to the same client and
document type, you can drag and drop them as a group.

Note that this copies the file to Worldox. It leaves the original file on your
hard drive.

Scanning / PDFs

“Text searchable” PDFs are indexed by Worldox. Worldox does not provide
any scanning or PDF conversion natively. However, if you are using Acrobat
or almost any other PDF conversion software, right-clicking on a document
and selecting “Send to” will list the PDF conversion options installed on your
PC.

Keystroke Shortcuts

Many Worldox functions have keystroke shortcut equivalents. Some of the
most useful include:

F9 Displays Viewer

Ctrl-T Toggles the Navigation Pane on or off

Shft-F6 Toggles Comments in the display list on or off

F7 Move a File

F8 Copy a File

Ctrl-E Edit a Profile

Ctrl-M Email selected documents

F2 Go to Location field to enter a DoclD or other search
Ctrl-D Bookmark the visible list

Alt-Ctrl-R  See Relations of a File

Ctrl-Shft-V Create a Version of a File
Alt-Ctrl-V  See Version List of a File

Alt-F11 See the audit history on a selected file




N avi g ation P ane L? Favorite Matters

What used to be termed the “Folder Tree” has -
been reorganized along the lines of the Navigation ¥ Bookmarks

Pane in Outlook. It can be toggled on and off & T —

with Ctrl-T. When you open it, you will see

options like this: U Profies

Favorite Matters WA, My Computer

The “Favorite Matters” feature brings together the

last 20 matters you have worked on. It displays =

the list as a directory structure based on your profile groups. Navigate the
same way you would in Windows Explorer. You can remove items from the
list to streamline it if desired (they will come back on the list if you open them
again). To do this, right-click on the matter and select “Remove”.

Bookmarks
These replicate the Bookmarks on your Bookmark bar. In addition, any
Bookmarks that you have not “pinned” to the Bookmark bar appear here.

Projects B i

To create an initial Project, click on the Projects tab at the I save As
bottom of the screen. You can drag documents into the Project 3 close

from any list screen. Save and name the Project. You must @, View
manually “Close” this screen, it will not close automatically. A AddFe |
Workspaces [ Remove File

Once you have created an initial project, you can subscribe to folder-based
Bookmarks to make a Workspace. Right-clicking on any Workspace lets you
create a new Project. Many firms want to be able to group documents into a
“project” over and above other Profile fields that Worldox offers. For
example, it can be useful to group all the documents required for a real estate
closing, all Exhibits for a trial, all documents needed for a filing, etc. Note
that you cannot use search-based Bookmarks as the basis for a Workspace.

If you use this feature, it will also show you the last 5 Projects you opened
under “Recent Projects.”

Once you have created the Project, select it in the Workspace and then drag
and drop any files you wish to add to the Project. Double-clicking on the
Project displays the contents. You can change the display and then export a
“table of contents” for the Project to Excel by printing it to a *.CSV file. The
Firm may also want to create a “Projects” Profile Group to facilitate use of this
functionality.
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Categories

Categories is a new feature. It lets you organize and structure files over and
above what is available through Profile Group information. If you plan to use
this frequently, you should put a “Categories” information to the button bar

and column display. T ——

Right-click in the Categories column, or select Edit | | « L]

- - - - - Select | Refresh Add Edit

Assign Categories. You can assign multiple files to G, oo e
- Description: RE: contact ease

one Category from the Categories column, but not :

with the Category button on the button bar.

Category  List

ng

| o categories selacted.
Tag one or more below.

@Al |8 Personal | ) Public |
You can create general categories or ones that are tied || #}%
to a particular folder (directory). You can assign L.
multiple categories to the same file and sort the o

Categories column by category. Each category has an
icon (there are more than 200 available). When a file
is assigned to multiple categories, only the icons may
display in the Categories column.

Categories can be useful for litigation firms to assign
rankings to documents, privileged categories, production information, etc. To
date, however, you cannot search for categories.

Relating Documents

If you are working on a project or have a number of documents that “belong”
together — for example, exhibits or items that need to be filed together, you
can relate them and keep them together as a group. This is separate from the
“Projects” feature.

To relate documents, simply drag other (“Child”) documents on top of the
main (“Parent”) document. Clicking on the “Related” button at the bottom of
the screen shows the related documents. You can also create a “related”
column which will display whether a document is a Parent or Child. Thus a
listing of “P3" shows that the document is a Parent with 3 Child documents.

Profiles/My Documents in the Navigation Pane

» Profiles lists your profiles and the entire folder structure under the profile.
You can use this to navigate the actual profile group document tree,
although this will be significantly slower and less efficient than well-
designed searches. Client and Matter names are displayed next to the
numbers: The Navigation Pane expands automatically when you hover
over it to view more information and resizes smaller when you leave it.

e My computer is a “Windows Explorer on steroids.” This is primarily
useful for scrolling through Legacy documents.







