ndWeb — Home Page,
Summary and List Views

Your Home Page is personal to you. You can
customise it to display the workspaces, folders,

searches and documents you need.

> To return to your Home Page, click the
NetDocuments Logo at the top-left of the
screen:

DOCUMENTS

Home

NAVIGATION X

4 Payne & Payne LLP ~

“ 2 Legal Y

> On the Home Page is a list of workspaces that
you have added to Favorites. Click a
workspace under Favorite Workspaces to open
it:

Favorite Workspaces

* = RO0DOT.00001 - Acguisition of S0-60 Blaak, Rotterdam
* gEm B0002.00002 - Pension advice

* PO001.00001 - Payne v Payne

> On the Home Page is a list of documents,
filters, folders and saved searches you have
added to Favorites. Click an item under
Favorite Items to open it:

Favorite Items
L n— Memo
L n— Agresment

W QRG in Word format - post 172 update

The Navigation Pane

The Navigation Pane on the left is used to access
cabinets, workspaces and folders:

= DOCUMENTS MATTERS
NAVIGATION b §

4 Payne & Payne LLP ¢
+ = Legal
4 Recent Matters
== P0001.00001 - Payne v Payne
= P0001.00002 - Purchase of Heightened Beeches

== T0007.00007 - Purchase of Essex House

het

How do | navigate to a workspace?

1. Click the arrow to the left of any cabinet & in
the list (Legal usually contains client/matter
workspaces):

= DOCUMENTS MATTERS
NAVIGATION X

4 Payne & Payne LLP

EF Legal

= Personal

2. Within the cabinet, click the arrow to the left of
Recent Matters or Favorite Matters to display a
list of workspaces underneath:

4 Payne & Payne LLP
< B Legal
DRecem: Matters
Favorite Matters

Folders

3. Click once on the required workspace to select
it and display the contents on the right of the
screen.

Your Recent Matters will only populate once you
have used NetDocuments to work with at least
one workspace

NB - to access all recent or favourite matters from
any cabinet, click Matters along the top of the
screen and select Recent or Favourite from the
menu:

DOCUMENTS h ERS

NAVIGATION RECENT

FAVOURITE

4 Payne & Payne LLP

Py e

How do | search for a workspace?

If the workspace you need is not in your Recent or
Favourites lists, you can search for it.

1. Click the Go to a matter... button at the top-
right of the screen:

2. A search box is displayed. Click the X to clear
any existing text if necessary. Type in the left-
hand section to search by client, or the right-
hand section to search by matter. You can
search using numbers, or any part of the
client/matter name:
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ndWeb — Home Page,
Summary and List Views

3. Click Go to run the search.

Tip - You can also click the Lookup button
for a detailed workspace search:

\l
E
~—d

4. The contents of the workspace are shown on
the right in Summary View:

Workspace Workspace no./ name

icon \1/ \1,

« =l P0001.00001 - Payne v Payne

Changes made to this Workspace are visible ta all who have acces:
] =

~ (7] Document

Leaze
-2 . 221202017

W1 Last modified by Dani Payne on 22/

B uee

Click Hide Section Contents or Show Section
Contents to display or hide items within a
filter

The Simple Search Bar (Top Of Screen)

The Simple Search Bar is used to find files and
access recent searches:

~ " B

How do | find a document or e-mail?

1. Click into the Search box (any grey text already
in the Search box will clear):

v

Recent searches ¥
agreement {00001} {PO001}
test {00001} {POODT}

" Hamilton {00001} {POCDT}

2. Type part of a document name, a word/phrase
in the contents, or the document number:

SearchIn: @ Name/Subject Everything .

orite It

het

3. Select the fields to search in. In the drop-

down box, click Name/Subject to search these
fields only, or click Everything to search all
fields:

oy « .. @

||Sgar(h|n Mame/Subject @ Everything I .

Recent searches »

agreement {00001} {PODOT}
test {D0001} {POOD1}

€ orite I
Hamiltan {00001} {POQDT}

!

NB — You can also access Recent Searches
and Recent Saved Searches from this drop-
down list.

4. Click the magnifying glass icon ﬂ to run the

search

5. Search results are shown on the screen below.
Click on a file name to open it.

NB — only the selected cabinet will be searched. To
change this and access other search options, click

the Ellipse button
Search Form

to display the Advanced

How do | access recent documents/e-mails?

NB — the Recent Documents list will only populate
once you have used NetDocuments to work with at
least one document/e-mail.

Click Documents (top-left), then click Recent. This
list will include e-mails as well as documents:

DOCUMENTS

o |
TIP — type phrases in speech marks, e.g. “5
New Rd”
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ndWeb — Home Page,
Summary and List Views

You can view the contents of a workspace in either
Summary View or List View.

When you click on the name of a workspace, it will

open in whichever view was selected for the last
workspace you opened.

Summary View

Files are grouped into Filters, Folders and Saved
Searches.

Click the arrow to Icon and Click Edit to
expand or name of the change group
collapse the filter, folder or settings e.g.
group saved search no. of files to
\l/ display \l
~ \7_[] Document o results Edit
Leaze
v1 Last modified by Dani Payne on 22/12/2017
* Memo
¥1 Last modified by Dani Payne on 22/12/2017
* Agreement .
v1 Last modified by Dani Payne on 22/12/2017 % File name
Lease
¥1 Last modified by Dani Payne on 22/12/2017

Click the star to add the file to
Favourites and the Home

N

Further document
info, e.g. version

Page. Added items show a no.
yellow star.

1. Hover over a document to view downward

chevrons on the right Click the chevrons
to view a list of actions you can perform on the
selected document, e.g. print.

2. At the bottom-right of a group, click Next

mext
to view the next set of documents in the

group (or Previous to return to the previous
set).

het

List View

To view the workspace contents as a list and not in
groups, click Switch to List View button underneath
the workspace name at the top of the screen:

- = P0O001.00001 - Payne v Payne

Changes made to this Workspace are visible to all who have access.

— In this view the default sort order is by Last
Modified Date, which shows a chronological
view of the content.

— The Switch to List View icon changes to
Switch to Summary View S0 you can switch

back to the previous view if required
Display options in List View

1. To filter the view to show only e-mails or only
documents, click the small blue Filter button
under the workspace name and select the
required option from the drop-down menu:

* il P0001.00001 - Payne v Payne

S2  22items | 1 selected

Al L
Documents

Email

[ . mes Lowe encl. banking brochures

Previewing a document

In List View, instead of opening a document, you
can select it and preview its contents.

1. To select a document, tick the check-box to
the left of the document name, OR click once in
the empty space to the right of the document
name (do not click on the document name):

B+ & reeeren | |

[ Letter toJames Lowe encl. banking brochures

n Lease

Some document options are shown at the top-
right of the screen on the Power Bar:

(EEmail copy B Email link  [f) Upload new version o Edit profile @ More

You can click an option or click More to access
further options.
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het

2. To preview the document, click Preview at the 2. Attachments:
top of the panel on the right of the screen:
ATTACHMENTS (6)
+ [ Agreement - image001.png
Details o imagel02.png
. imagell3.png
NB — if this panel is not showing, click the [ If you are viewing an e-mail in the Details
button to display it. Pane, any attachments are listed here. Each
one is a link that can be clicked to access the
— - attachment.
Viewing Document Details
] ) ) 3. Versions:
You can access detailed information about a
document by viewing it in the Details Pane. VERSIONS (5)
] Version 5.docx
3041272017 13:09
> Select the document, then click Details at the Version 4.doc
top of the panel on the right of the screen: e
- Sty
* @ Agreement e
Preview I Details I
All versions of the selected document are listed
here. Click any version in the list to open it. To
> The name of the selected document is shown perform any other action such as adding or
at the top-right, above the words Preview and deleting a version, marking a version as official
Details. etc. click the Options button on the right of this
section to open the Versions window:
If the star next to the document name is
yellow, the document has been added to your .
Favorites. If not, you can click the star to add it 4. Linked Documents:
if required:
If two or more documents are relevant to each
[e Agreemen other, they can be linked. Any linked
documents are shown here.
The Details Pane is split into 5 sections; Profile 5. Locations:
Details, Attachments, Versions, Linked Documents
and Locations. You can access these sections by LOCATIONS
scrolling down the panel, or by clicking the icons on UR hetosi//au nesdocuments.com/naWeb2/goid aspxid=d
the Ieft'hand s'de Email: 4125-64595-1311@mail.eu.netdocuments.com
Cabinet: Legal
Profile Details )
PO0O1.00007 - Payne v Payne
Attachments
Versi This is information on the location/s of the
ersions selected document:
Linked Documents . . . .
URL and Email — click either of these links to
Locations copy the location link to the clipboard (click Yes
if a prompt appears asking if you allow the
Clipboard access).
1. Profile Details:
Cabinet and Workspace — click the name of the
Created by Dani Payne 221272017 1518 cabinet or workspace to open and view it.
Viodified by: Dani Payne 30/1272017 13:0%
Type Microsoft Word (.docd)
Size 1252 KB
This is basic information about the document
such as who created/modified it and when,
what type of document it is, the client/matter
details, document and version numbers etc.
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ndWeb — Home Page,
Summary and List Views

Advanced Options

1. At the top-right of the Details Pane, click the
Advanced button:

PROFILE DETAILS

Created by: Dani Payne 22M12/2017 19:18

dified by: Dani Payne 30/12/2017 13:0%

2. The Advanced Options dialog box for the
selected document is displayed. You can use
any of the four buttons in this dialog box to
access further options:

Email link Email copy Upload wersion More options

2.1. Email link — click to e-mail someone a link
to the original document. The recipient
must be a NetDocuments user.

2.2. Email copy — click to e-mail someone a
copy of the document. The recipient does
not have to use NetDocuments to be able
to view the document.

2.3. Upload version — click to select a locally
saved document (e.g. on your Desktop)
and import it as a new version of the
selected document.

2.4. More options — click to view a menu of
actions that you can perform on the
selected document:

Upload version More options

het

Group (Filter, Folder Or Saved Search)
View

To view one particular group (filter, folder or saved
search) in more detail, you can open the group and
view it on a separate screen:

1. Click once on the filter, folder or search
heading:

* @ [ooamen]

* Agresment
w5 Last modified by Dani Payne To

Letter to James Lowe encl. bankin;
¥1 Last modified by Dani Payne Tc

2. The group opens on a separate screen.

3. This view works in the same way as List View —
please see above for further details.

To return to the workspace view, click the name of
the workspace in the filepath along the top of the
screen above the group heading:

Y | Document v

Check in
| Check in as new version Print cover sheat
- Check out Rename
| Check out as new version

Delete

Deliver a secured link
cument
in browser
Versions

Returning to Summary View

Click Switch to Summary View underneath the
workspace name:

* sl P0001.00001 - Payne v Payne

Y 22 items | 1 selectad
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