Finding your documents
and e-mails

You can find your files in different ways, either from
your NetDocuments browser (ndWeb) or from an
application e.g. Word.

Finding your recent documents/e-mails

1. Towards the top-left of the screen, click on
Documents, then select Recent:

DOCUMENTS
RECENT

FAVOURITE

Favorite Workspaces

* W& R0001.00001 - Acquisition of

2. A list of your recently created, viewed and
edited documents and e-mails is displayed:
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Al Edited Opened Added 33it
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3. Click once on the name of a file to open it.

NOTE - If a file is already checked out, i.e.
open, you will see a tick in a circle on the
document icon (green circle if the file was
checked out by you, black circle if by someone
else):

D .

4. Toview only files you have recently edited, click
the small blue Edited link just below the heading
Recent Documents:

Recent Documents v

All Opened Added 33t

i

ms | 0 selected

Alternatively, click the blue Opened or Added
links to view only files you have opened or
created.
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Running a simple search
1. Click the drop-down arrow on the left of the

Search box (top of the page) to view a list of
available cabinets to search in:

o B

Legal v

Personal

All Cabinets

2. Click the cabinet you wish to search in, or click
All Cabinets to search them all.

3. Click into the Search box:

3.1. Type part or all of a document name, a
word or phrase in the contents, or the
entire document number:

* -

TIP — type phrases inside speech
marks, e.g. “143 High St”

3.2. Select which fields to search in. In the
drop-down list under the Search box, click
Everything to search in all fields, or
Name/Subject to search these fields only:

v lowe| X .

SearchIn: @ Name/Subject Everything
Recent searches »
tast
Created 01/10/2015 to 31/10/2017
NB — if you run the search without

selecting Everything or Name/Subject (by
pressing Enter on the keyboard or clicking
the magnifying glass icon), the search
defaults to the option you selected last time
you ran a search.

3.3. The drop-down list under the Search box
also displays a list of Recent
Searches/Saved Searches. Click once to
run one of these searches again.

4, Search results are listed on the screen below.
Click once on a file name to open.
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Navigating to a workspace

You can find files by browsing the workspace they
are in. To locate a workspace, first display the
Navigation Pane.

1. Click the Navigation Icon at the top-left of the
screen, to the left of the word Documents:

= DOCUMENTS

Home

The Navigation Pane is shown on the left of the
screen, displaying a list of Cabinets.

NB - to keep the pane on screen, click the Push
Pin icon at the top-right:

MAVIGATION D

4 Payne & Payne LLP
« B8 Legal
Recent Matters
Favorite Matters

Folders

2. Locate the relevant Cabinetin the list, e.g. Legal
will often contain client/matter workspaces:

2.1. Click the drop-down arrow to the left of the
required cabinet to view Recent and
Favorite Matters within that cabinet:

MNAVIGATION

4 Payne & Payne LLP
Legal
Recent Matters

Fawvorite Matters

3. Click the drop-down arrow to the left of either
Recent or Favourite Matters to view a list of
workspaces:

4 Payne & Payne LLP
+ 0 Legal
4 Recent Matters
&= RODO1.00001 - Acquisition of 5060 E
== P000T.00007 - Payne v Payne
&= PO00Y.00003 - Gabi v Cesca
= M0001.00001 - Small business finan:

& B0002.00002 - Pension advice

4. Click once on the required workspace to open it
and view its contents.
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Searching for a workspace

If the workspace you need is not one that you have
added to Favorite Workspaces, or one that you have
accessed recently, you will need to search for it:

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

Two search fields are displayed where the
button previously was. The left-hand search
field is where you search for a Client
workspace, the right-hand search field is where
you search for a Matter workspace:

2.1. Click into the relevant search field for
either Client or Matter. Note: you do not
need to enter the client details first when
searching for a matter workspace.

2.2. Type the client or matter number, or any
part of the client or matter name into the
search field. As you type, a list of
suggested workspaces which match your
search criteria are displayed:

¥  Bank X

BO0O02 - Mr & Mrs Banks
L0007 - Lloyd=s Bank

RO0O1 - Rabobank

NB — if you have searched for the wrong
workspace, click the X to the right of the
search criteria to remove it.

2.3. Click the required workspace from the list
to view its contents.

TIP — when searching, you can also
click the Lookup button to the right of a
search field and run a detailed search
for a workspace:

= 1]

2.4. Any matter workspace you search for and
click on is then added to the Recent
Matters list.

nd | netdocuments:




Finding your documents
and e-mails

Searching within a workspace

When viewing the contents of any workspace, you
can search for a word, phrase or document
number within that workspace:

1. Click into the Search field at the top of the
screen (which may contain the name and
number of the workspace you are viewing in light
grey text) and type the word, phrase or
document number you are looking for:

1 | 3 <

NB — any text showing in the Search box will
clear when you click into the box.

2. Asyoutype, adrop-down box is displayed listing
recent searches. Click on any search to re-run
it:

~ Hamilton x .. E

_ Search In: @ MName/Subject Everything

Recent searches »

4153-8025-3701

3. Press Enter on the keyboard or click the orange
maghnifying glass icon to run the search:

4. The search results are then listed on screen.

Navigating/browsing within a workspace

In a workspace (in Summary view), documents and

e-mails are organised into groups. The groups are

and Saved Searches @'-:

Filters J , Folders
1. Each group displays its icon and name along
the top:

h ll Document

u Agreement
w1 Last madified by Dani Payne on 3071072017

2. Each group displays a certain number of
documents/e-mails per page. The default
number will differ between firms.

3. Atthe bottom-right of the group you can click the
blue links Previous or Next to move between the
pages of documents:

previous next

het

4. To view justone particular group on screen, click
directly on the Group name to view the contents
on a separate screen:

- 0[]

4.1. Click the filter icon under the group
heading to show a drop-down menu.
From here you can choose which type of
documents within the selected group to
display on screen, only Documents, only

Email or All:
13 iterr elected
All L

Documents

Email

TIP —if there are any Saved Searches in the
workspace, these can help you to quickly
locate documents:

h @ Created last 4 weeks

[+ Lease

vl Last medified by Dani Payne Today
n Agresment

vl Last modified by Dani Payne Today

n Memio
v1 Last medified by Dani Payne Today

Viewing your documents/e-mails
1. To open afile, click once on its name:

o=
O

@‘ Fax - James Lowe 19.5.15.
w1 Diani Pay

2. To preview a document, first ensure you are in
List View. Click the Switch to List View button
under the workspace name at the top-left:

N P0O001.00001 - Payne v Payne

Changes made to this Workspace are vizible to all who have access.
=
~ ¥ Document

3 Lease

w1 Last maodified by Dani Payne Today

3. Select the required document, then use the
Preview and Details Pane on the right:

3.1. Toselectit, eithertick the empty checkbox,
OR click once in the empty space next to
the document name:
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3.2. The document is then shown in a Preview
and Details Pane on the right. You can
click Details at the top of this pane to view
document information (profile details,
document options etc.):

@ Letter to James Lowe encl. banking brochures X

I Preview Details I

PAYNE & PAYNE

1 City Road, Lendon WC1X SRW.

Mr James Lowe

NB — if the Preview and Details Pane is not
showing, click the Preview/Details Pane
button towards the top-right of the screen to
display it:

(EEmail copy [ Emaillink (] Upload new version i Edit profile OMmE

Click File > Open in the normal way. The ND Open
dialog box is displayed. There are two ways to find
your document: navigate to it or search for it:

Navigating to your document

1. Click Recent Documents in the folder tree on the
left to view your recently opened and edited
documents on the right:

T

Recent Document...

-

Home

Recent Documents

4 Recent Locations
2. Expand Recent Locations to view your recently
accessed workspaces and folders:

2.1. Click the arrow to the left of a workspace
name to expand it:

Home
Recent Documents
Recent Locations
i3 Correspondence
‘& P0001.00002 - Purchase of Heightens

£ Comespondence £

Created last 4 weeks
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2.2. Click once on a folder or filter in the
workspace to view the contents on the
right of the dialog box:

Home
B Fax - James Lowe 19.5.1°

@l .
4 Recent Locations W] Ltr to David Ross re final

o ] . i
P — % Ltr to 5. Miller re lease

. 4] Ltr to S. Miller re phone «
& P0O001.00002 - Purchas
1 Fax to 5. Miller re teleohe

Recent Documents

TIP — to view a list of all the documents in
a workspace, first click once on the
workspace on the left of the dialog box.
Then click the View the list of documents
in the Workspace button at the top-right of
the dialog box:

=]

Searching for your document

1. On the left-hand panel, select the cabinet to
search in:

Recent Locations

4 Payne & Payne LLP
B Legal |
Personal
2. Select which fields to search in, e.g. Document
ID or Document Name.

To do this, click the drop-down arrow on the
Search box (to the right of the magnifying glass)
and click the required option in the list:

Search by "Everything" within Lega }(:);‘ ‘

Document Name

Wer Date Modified Type Document I
1 19/05/2015 17...  Microsaft Wg Modified By

NB - if you select Everything, you will be
searching in all fields including the content of the
documents:

3. Click into the Search box at the top of the dialog

box. Any text currently in the box will clear when
you click into it.

4. Type what you are searching for, e.g. the

document number, part of the document
name etc. and press Enter on the keyboard, or
click the magnifying glass icon to run the search.
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5. The results are listed in the dialog box below.
Double click a document to open it.

TIP — for advanced search options, click the
Advanced Search button on the right of the
Search box:

Search by "Everything” within Lega el '

The Activity Centre is an area where you can access
up to 100 of your recent documents, even when
ndWeb and/or MS Office is closed.

1. 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 as shown below to view further icons:

2. The ndOffice Activity Centre is displayed:

m ndOffice Activity

|:| j MD QRG 2016 I\a\lgatlon an..docx v.2 0
oA

W)

|:| j MD QRG 2016 I\a\lgatlon an..doexwl oy

- MD QRG pre-update 2016 - Wo...pdf v.1 xi\
e

#| Checked in at 12:13 ~

[w] j ND QRG pre-update 2016 - W...docx v.1 x;\
e

- MD QRG pre-update 2016 - Sen...pdf v.1 x;\
#= Checked in at 12:12 =

fomel il RIDODE e semd=te W06 € decnacd

B8 B - | + 10

> Up to 100 of your recent documents are
listed.

> If you have opened multiple versions of
the same document, each separate version
you have opened will shown in this list.

het

> Documents are grouped by date. To
expand a group, click the arrow to the left of
the group name (click the arrow again to
collapse the group):

m ndOffice Activity

> Right-click any document in the list to view
a shortcut menu. Click an option on this
menu to perform the required action on the
selected document, e.g. Open as a new
document or version, Print etc:

Open
Open as read-only \
Open as a new document

Open as a new version

Rename I
Print
Get link

Versions and attachments

For more information on how the Activity Centre
works, please see The ndOffice Activity Centre
QRG.

If someone sends you a link to a document via e-
mail, you will see three options within the e-mail link
section:

2 Reply (2 Reply All £ Forward
Wed 12/21/2016 %42 AM

Russell Duncan <notifier@mail.vault.netvoyage.com»

Russell Duncan shared "Belgian-American Treaty for External Imports” with you

To  Russel Duncan

Here is the document.

Belgian-American Treaty for External Imports.doc OPEN VIEW

Powered by net
Documents are enc rymed in transit and stored in a secure repository.

1. Open —click this to check out the document and
view it within its application.

2. View — click this to preview the document in the
browser.

3. Go To - click this to open ndWeb and display
the selected document in a list view, like a
search result. You will then be able to choose
which action to perform on the document.
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