Working with Versions

1. Open the document you wish to save a hew
version of.

2. Click File > Save As to view the ndOffice Save
As dialog box.

3. The version location, name and details are
completed (using data from the current version)
and cannot be amended.

4. Ensure the Save as new version check box is
ticked. In the box to the right, enter a
description about the new version if required:

Save as new version | | Amendments as requested by client

5.  When saving a new version ndOffice assumes
it will be the official version (each document
has one official version, which is the one that
opens by default, and the only version indexed
for searching)

If you do not want the version you are saving
to be the official one, click the Official version
check-box to deselect it:

Official version

Note — you can mark it as official again at a
later stage if required.

6. Click the Save button at the bottom-right. The
document is then saved under the next
incremental version number.

NB — sub-versions are not available.

1. Click File > Open in the normal way. Then find
the required document (search for it or use the
folder tree to navigate to it).

2. Click once on the document to select it, then
click the Document button at the top-left of the
dialog box:

Recent Documents

Document A Add Folder

het

4.
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Under the Document button, click on Open a
Version:

Document - Add Folder

Cpen as read-only || Name

I Open a Version 4 I ] | v5.docx Updated to show .. 17/09/2

Version options W | el A e Disiend #nimrl 0T MO

A list of the document’s versions is shown on
the right (descriptions are shown to the right of
the version number):

Document = Add Folde

Open as read-only u MName
| Open aVersion | @] | v5.docx Updated to show ... 17/09/.
pesoninotions @) | v4.docx Revised to incl .. 28/07/201
“ H.LEEEI @] | v3.dock AP changes made 28/05/2
_n Recent Workspaces @) | v2.docx Andy review 28/05/2015
Bl Favorite Workspaces

@) | v1.docx 20/05/2015

T ] 0 g - mavganon a

| Folders

Click once on the required version.

NB — old versions are not read only.

TIP —you can also right-click a document
in the Open dialog box and select Open a
Version from the menu.

Click the Activity Centre icon on the right-
hand side of the taskbar, near the computer
clock. If you cannot see the icon on the
taskbar, click the arrow to view further icons:

In the ndOffice Activity Centre window, right-
click the required document and select Open
as a new version:

|:| ND QRG 2016 ha\lgatlon an..dockwd Ty
hecked 4 4
Cpen Bevd oy
Open as read-only

Open as a new document

I Open as a new version

The new version is created and opened on
screen for editing.
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TIP — you can also right-click a document
and select Versions and attachments.

4. The Versions and attachments dialog box is
displayed with the official version ticked:

1. Click File > Open to view the Open dialog box.

m Versions and Attachments

2. Navigate to, or search for the document you

wish to create a new version of [QRGY 2018 17.2 DONE; NF DONE] ND QRG 2017 - ndOffice - A

1D: 4154-6689-2293

3. Right-click the document and select Open as a Version 3.doox [
new version: @ Created by Andrew Payne on 22/12/2017
AP new
=] Agreement with amend\’rmant.r - "‘ji'r come 1 201002 1 m= \_I"ersmnI .2.di)cx. - e
M| ND QRG 2016 - Working with Cpen
M@= ND QRG pre-update 2016 - A Open as read-only .
{2 ND QRG pre-update 2016 - F Open as  new document 4.1. Click the check-box to the left of the

@S| ND QRG 2016 - Advanced Sel

| Official version to deselect it.

Cpen as a new version

4.2. Then click the check-box to the left of the
version you wish to make official.

4.3. Click the blue link on the right Make this
the official version:

Version 2
Each document has one official version. This is the Created by:  Dani Payne 28/11/2016 11:57
version that opens by default when you open a Modified by:  Dani Payne 28/11/2016 11:57
document. It is also the only version which is Type: Microsoft Word Document (.docx)

indexed for searching (i.e. the contents can be
searched for).

Created from: Version 1

Cfficial version:ll‘vlake this the official version l

It is possible to set any version of a document as

the official version: 4.4. Click Cancel at the bottom-right of the

. . . i ' Version options.
1. Click File > Open in ndOffice and find the
relevant document. 4.5. Click Cancel at the bottom-right of the

) . Open dialog box.
2. Click once on the document to select it, then

click the Document button at the top-left of the
dialog box:

Recent Documents
1. Find the document you wish to save a new
version of.
3. Under the Document button, click Versions and
attachments: 2. Click the version number underneath the
document name (or to the right if in List View):

m Open
* n Zresment
Recent Documents ast modified by Dani Payne on 22/12/2017
Add Folder Go to Worksp
Ooen 3. The Versions and attachments window opens.
Open as read-only | All versions of the document are shown on the
Open as & new document left. Click the Add Version button on the right
Open as a new versian to create a new version:
Rename
Version 3
Print Diani Payne
Get link Dani Payne 30/ 34
Microsoft Word (.doc)
Open a version Version 2
Versions and attachments I Ve

Email copy

Page 2 of 6

nd | netdocuments’




Working with Versions

het

4. The Add Version window is displayed: 2. The Versions and attachments dialog box is
displayed with the official version ticked:
(2 httpsi//eu.netdocuments.com/7envPa.. — O X
Add Version Help m Versions and Attachments
Creats a new version from werzion 3
_ E [QRGY 2018 17.2 DONE; NF DONE] ND QRG 2017 - ndOffice - A
Description |E12r‘:1c:;:t:'5r:: client 1211217 ID: 4154-6689-2293
Version 3.docx [0
@ Created by Andrew Payne on 22/12/2017
4.1. If you do not want the new version to be AP new
the official version, deselect the Official [ gz Version 2.docx
Version check-box. ' T )
4.2. Enter a Description if required. 2.1. Click the check-box to the left of the
Official version to deselect it.
5. Click OK. The new version is created and
listed in the Versions window. 2.2. Then click the check-box to the left of the
version you wish to make official.
6. Click Close to return to the previous view.
2.3. Click the blue link on the right Make this
the official version:
Version 2
Created by: Dani Payne 28/11/2016 11:57
1. Find the required document. Maodified by:  Dani Payne 28/11/2016 11:57
Type: Microsoft Word Document (docx)
2. Click the version number underneath the Crested from:  Version 1
document name (Or to the rlght if in List VIeW): O‘Fficial\.rersion:ll'«lake this the official version l
" rE'e:r:'Ern::l fied by Dani Payne on 22/12/2017
2.4. Click Cancel at the bottom-right of the
3. The Versions and attachments window opens. Version options.
Click on the name of the version you wish to
open: 2.5. Click Cancel at the bottom-right of the
Open dialog box.
Agreement
D: 4125-6495-1311
n E?;:i:z!d::ljn?'\&-day at 12:43 Am
ni Payne Teday at 12:34 . i ) .
1. InndWeb, ensure you are in List View. Click
the Switch to List View icon if necessary =
TIP —you can also tick the check-box to the 2. Tick the check-box to the left of the document
left of the version, then click the View in you wish to import a new version to.
browser button on the right to view rather
than open the version. 3. On the right-hand side of the screen, ensure
you are looking at the document Details screen
(not the Preview of the document). Click Details
at the top of the right-hand panel if necessary:
+ @ Agreement
Preview | Deetails I
Note — if you cannot see the right-hand viewing
1. Click the version number underneath the panel, click the @ iconto display it.
document name (or to the right if in List View): '
" greement 4. Click the Advanced button on the Details panel:
n 3=t modified by Dani Payne on 22/12/2017
PROFILE DETAILS -
Diani Payne 2212/2017 1518
Diani Payne 30012/2017 12:34
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Click the More options button on the right and
click Auto-version on the menu:

Working with Versions

5. Click the Upload version button: 5.

* Agreement

Email link Email copy Upload version More options

Microsoft Word (.doox)
12 KB
4125-5495-1311 (Version 4)

* MORE PROFILE DETAILS Mo

POOO1 - Payne Holdings Chackin Print

Email link Email copy Upload version Mare options 1 Check in 2 new version Srine cover sheat
00001 - Payne v Payne o S S
1 ck o Rename
Document - Decument out as new version | Review

6. The Upload Existing Document as New Version
window is displayed:
6. Ensure the Enable automatic versioning for the

6.1. Click the Browse button: selected document(s) radio button is selected:

(2 https://eu.netdocuments.com/?envPath... - O Auto Versioning

WWhen automatic versioning is enabled 3 new version is created automatically
whensver 3 different person edits 3 document.

nable automatic versioning for the sslected document(s)

' Dizable automatic versioning for the s=lected document(s)

Upload Existing Document as New Version

Browse...

6.2. Find the document you wish to import as
a new version, then select it and click 7.
Open (or double-click it).

Select 3 document

Click OK. A confirmation message is displayed
— click OK again to close it.

6.3. If you wish the imported version to be the
official version, tick the Official version
check-box.

TIP — to disable auto-versioning, repeat
steps Error! Reference source not found. to
1 above. In the Auto Versioning window click
the Disable automatic versioning for the
selected document(s), then click OK.

6.4. Enter a Description if required.

6.5. Click OK. The locally saved document is
imported as a new version of the
document you selected in ndWeb.

If auto-versioning is enabled, every time someone
makes changes to a document and checks it back
in, a new version is created.

It is possible to save an e-mail attachment as a new
version of an existing NetDocuments document.

1. InndWeb, ensure you are in List View. Click

the Switch to List View icon if necessary = E.g. if you send a document to a client via e-mail,

2. Tick the check-box to the left of the document which they then amend and send back to you, you

you wish to enable auto-versioning on. can save those amendments as a new version of

3. On the right-hand side of the screen, ensure your original document.
you are looking at the document Details screen

(not the Preview of the document). Click Details 1. Open or preview the e-mail that contains the

at the top of the right-hand panel if necessary:

attachment you wish to save.

& @ Agreement 2. Right-click the attachment and select Save to
Preview | Details I NetDocuments:
3 3 3 3 T “Tthe delay in getting b
Note — if you cannot see the right-hand viewing Preview
panel, click the (¥ iconto display it. Qpen Services, EMEA
¥ Quick Print
l-_" Save As net ndemail\andypayr
4. Click the Advanced button on the Details panel: My Save All Attachments..
:(‘. m Save to NetDocuments
PROFILE DETAILS s FE I
{E Save to OneDrive » lani Payne
Dani Payne 22M12/2017 1512
7% Remove Attachment
Dani Payne 30/12/2017 12:34
- By Copy
B 5 seecta
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3. The Save As window is displayed. Select the
document you wish to save the attachment as
a new version of.

NB - if the document is not showing on the
screen you will have to navigate to it or search
for it.

4. At the bottom of the Save As window, the
option to Save as new version is already ticked:

File name: [Agreement with amendments

Save as type: | Microsoft Word Document (*.docd
LuCATay

[ seeos newversion T

|| &7 Official version

Enter any comments about the new version
alongside the check-box if required, e.g.
‘amendments as requested by client’.

5. Click the Save button.

For the following options you will need to find the
document in ndWeb and click the version number
underneath the document name (or to the right if in
List View):

™ n Zreement
ast modified by Dani Payne on 22/12/2017

This will open the Versions window.

Copying a version as a new document

1. Inthe Versions window, tick the check-box to
the left of the version you wish to copy as a
new document.

2. On the right, click the More Options button and
select Copy as new document:

View in browser More opiions

Updated to show changd -~

Copy as new dc

3. The Copy Version as New Document window is
displayed:

Copy Version as New Document
Will be moved/copied to [Legal (Fayne & Payne LLF)

WORKSPACES wlegal
I P0001.00002 - Purchase of Heightened Beeches
TOO01.00001 - Purchase of Essex House
POO01.00003 - Gabi v Cesca

Search Matter

het

3.1. Select a location for the new document.
Recent Matters are listed on the right -
click the arrow to the left of a workspace
to expand it, then click a filter/folder:

- Lagal
ﬁwom 00002 - Purchase of Heightened Beeches
Lore ance

On the left you can also click Favorite
Matters, or search for a workspace using
the Search Client/Matter boxes.

3.2. Click the Copy button (bottom-right).

3.3. At the bottom of the window you will now
see a New document name box:

New document name] [ND QRG - Finding your documents and e-mails (copy from ver 3| Canc

LT Open the new document

3.3.1. Type a new name if required.

3.3.2. To open the copy after creating,
click the Open the new document
check box.

3.3.3. Click the OK button (bottom-right).

4. If the Edit Profile/Tags window displays, ensure

all required fields are completed, then click the
Continue button:

Edit Profile/Tags

* Inclicates that an entry Is required.  # Indicatas an entry ;at afiacts sacurty.

Clear Proflle  Restore onginal values
|0 4437-4477-5683

Diocument name * |MD QRG - Finding your documents and e-mails (copy f|

5. The copy of the version is saved, and will open
if you requested it.

Deleting a version of a document

1. Inthe Versions window, tick the check-box next
to the version to be deleted.

2. On the right, click the More Options button and
select Delete:

Add Version Email copy

More oplions

Wiew in browser

Updated to shaw changg

3. Atthe prompt Are you sure you wish to delete
this version? click OK.
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Locking a version of a document 2.2. Repeat the above step in the Revised

document field, to browse for the

1. Inthe Versions window, tick the check-box to document you wish to compare the
the left of the version you wish to lock. original to.

2. On the right, click the More Options button and NB — when selecting from NetDocuments,

select Lock: you may need to select an older version

of the document to compare. See above

Vi in browszr More aptions for information on selecting earlier

Updated to show changs oo, new d-:chme'nI VerSIOnS

Defiver a secured ink 2.3. Click the swap arrows in the middle to

Dowmload

swap the original and revised documents
round if necessary .

3. Awarning message is displayed: 2.4. The document information is entered into

& https//eu.netdocuments.com/Te.. — O * the fields:

Wersion 1 of this document will be locked permanently. A locked version cannot be

edited or unlocked. Unlockad versions of the document will remain editsble. m Compare Documents b4
Lock comment: Mailed to client] =
Criginal document
The lozk coenment is snpendid 16 the version deserigtion and can be used b indicate why e
wersion waas locked, for examgle Mailed to chent”, *Sent via courier”, st |[QRG5 2017 17.2 IN PROGRESS; NF IN PROGRESS] ND QRG 201... 4163-3326-6693 v.l‘ m
R d t
: f f evised documen
NB — once a version is locked it cannot be
- |[QRGS 2017 17.2 IN PROGRESS; NF IN PROGRESS] ND QRG 201... 4163-5326-6693 V.Z‘ m
edited or unlocked.
. OK Cancel
3.1. Enter a Lock comment in the box if

required. The comment will be added to

the description of the version. Click OK 1o run the comparison.

3. The comparison is opened in a new Word
document:

3.2. Click the Lock button at the bottom.

It is possible to compare two separate documents,
or two versions of the same document (either stored
in NetDocuments or locally).

1. In Microsoft Word, click the Review tab above
the ribbon, then click the NetDocuments
Compare button:

Compare

> On the left of the screen is a panel

2. The Compare Documents window is displayed: showing the revisions made.

[ Compare Documents X > In the centre of the screen is the
Orginal document comparison document.
| |m .

> On the right of the screen, the top half
Revised document L shows the original document, and the
[ I} bottom half shows the revised document.

> You can use Microsoft Word Compare

2.1. In the Original document field, browse for tools to work with the comparison

the first document you wish to compare:

document.
Click the NetDocuments icon m to
browse for a document stored in 4. If required, you can save the comparison
NetDocuments. document, either as a new document, or as a
new version of either the original or revised
documents.
Click the yellow folder icon to browse
for a document stored locally on your
computer.
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