ndOffice - Sending and Saving
E-mail Attachments

1. Inanew e-mail message, click the ND Attach
File button on the ribbon:

m
A

ttach | Edit  Zip

NetDocuments

2. The Attach dialog box is displayed. Find and
select the document/s you wish to send.

Tip — click Recent Documents at the top
of the left-hand panel to view a list of
recently edited documents. Click Recent
Locations to view a list of locations you
have recently saved files to.

3. At the bottom of the dialog box, select whether
to send the document/s as an attachment, a
link or both:

Insert as: @ Attachment Link

Both Insert ‘ Cancel ‘

> Attachment — sends a copy of the
document. Use this option when sending
to anyone outside your firm.

Attachments are added to the e-mail in an
Attached field below the e-mail subject:

Subject

m =) NDQRG2016-Thend.. _

Attached 2 ME

If any document you are sending is already
checked-out, you will see the following
warning:

B ndOffice

One o more of the selected documents is currently opened (or checked out).
[\, Sending an email copy may not include edits to any of the checked out documents.
5 Y Insert anyway?

> Link —sends a link to the original
document:

ND QRG 2016 - The ndOffice Activity Centre.docx OPEN VIEW

Secured by NetDocuments®

If you are sending links to multiple
documents, space will be left on screen
between each document so that you can
make notes about each one if required.

het

The recipient can click Open to check out
the original document, or View to open
the document as read-only.

NB — only use this option when sending
documents to employees within your
firm.

>  Both — sends both a copy of the document
and a link to the original document.

4, Click the Insert button, then send the e-mail in
the normal way.

What if | can’t see the document to be sent?

In the Attach dialog box, you can navigate to the
required document, or search for it.

Navigating to a document

1. On the left-hand panel, click the arrow to the
left of Recent Workspaces or Favorite
Workspaces to expand and view the
workspaces underneath:

4 [ Legal
0 Recent Workspaces
5l Favorite Workspaces

2. Click the arrow to the left of any workspace in
the list to expand and view filters, folders and
searches underneath.

3. Click once on afilter, folder or saved search
to view the contents on the right.

Searching for a document

1. At the top-right of the Attach dialog box, click
into the Search field.

NB — the text in the Search field tells you which
cabinet you are searching in, e.g. Legal as
well as which field you are searching in, e.g.
Document Name:

I s [=]

2. Type what you are searching for, e.g. part of a
document name, then click the Search button

(magnifying glass):

Pembury Iease|

IEI-
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3. To change the field you are searching in, click
the drop-down arrow to the right of the
magnifying glass to view a list of options. Click
on the required option:

thin Legal 2 : =
Document Name i

Document ID

Type i
7 Adobe Acrobl Created By
5 Adobe Acrob Modified By
0 Microsoft Wo Everything
6 Microsoft Wao
g Advanced Search..

Microsoft W

—rr

Document Name — searches for your text in
the name of documents.

Document ID — searches for your text in the
document numbers.

Created By — searches for documents created
by the person you specify.

Modified By — searches for documents edited
by the person you specify.

Everything — searches for your text in all
document fields.

4. To search using further criteria, click the
Advanced Search button:

Search by "Document Name® within Lega PO

The Advanced Search form is displayed:

Ind| Advanced Search

Search within 'Legal’ cabinet

Cocument Name |

Document ID |

het

Once you have attached files, you can rename the
attachments, edit the order they appear in, or
convert them to PDF before sending.

Click Edit on the NetDocuments group on the
ribbon:

Attach Zip

The Edit Attachments dialog box is displayed:

[ tdit Attachments ¥
Click to rename, drag to reorder, check to convert to PDF (|

@ Dani's EM Notes

@ ND QRG 2016 - Deskiop Explerer - Filing E-mails.pdf

f5 ND QRG 2016 - Desktop Explorer - Navigation and Getting Started.docx []

1. Torename an attachment, click once on the

name and type over the new name as
required.

2. Toreorder an attachment, click and drag the
handle to the far-right of the attachment name:

3. To convert an attachment to PDF, click the
check-box to the right of the attachment name.

4. Click OK to save changes.

Once you have attached files, you can place some
or all of them into a zip file before sending.

Client [ M 1. Click Zip on the NetDocuments group on the
Matter | ribbon:
Document Type | |: m
Attach  Edit | Zip
Motes |
Created By |
Created Date | E | | E
Modified By [
Modified Date | B - E
Everything |ad\ranced and searching
You can enter criteria into any/all of the fields,
e.g. you can search for documents created for
a specific Client or Matter, or created during a
specific time period etc.
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2.

The —»
attachment
content is

displayed in
the Reading
Pane below

mail Attachments

The Zip Attachments dialog box is displayed:

Zip Attachments X

Select all
W \zure Demo Environment - late.eml
Fwd EM Azure Demo Upd: |
[ ND QRG 2016 - The ndOffice Activity Centre docx
S| - Working with Versions.docx
Z ND QRG 2016 - Working with 4

Name: [Aftachments zip

Tick the check-box to the left of any file you
wish to be zipped.

Type a name for the zip file in the Name field
along the bottom of the dialog box.

Click OK.

The attachments are zipped, and the zip file is
added to the Attachments List in the e-mail:

Attachments

Attached '{ 13 ME a

To open an attachment, double-click it.

To preview an attachment, ensure the Outlook
Reading pane is switched on. Select the e-mail
containing the attachment, then click once on
the attachment you wish to view:

Click once on the attachment

] Andrew Payne
.~ Wl Dani Payne
_‘é Andrew Payne

Re: Plegse ignore 2nd e-mail | sent
Info as fequested
RE: Infg as discussed

Letter to James Lowe encl. bgnking brochures.docx
53 KB
Sally Wilson
21 March 2016

=] Message EIEﬂLetter to James Lowe encl. banking brochures.doo (33 KB}
[ TAINE *rAarne |

City Road, London WC1X 8RW
Ir James Lowe

92 Moorgate, London EC2M 1JT

Dear James

het

Saving e-mail attachments together with
the e-mall

1. Select the e-mail/s to be filed.

Tip - To file multiple e-mails, select them by
holding down the Shift or Ctrl keys on the
keyboard.

2. Click the ND Save button on the ribbon:

Save

MNetDocs

3. The NetDocuments Save window is displayed.

Each e-mail you have selected to file is listed
on the left-hand side:

@ NetDocuments - Save 2 Outlook Email
E-mail

ERl @
[RUE D) cer - cage

=1 FW Annual Service visit.msg text

Selected items

E-mail 1
OREl (Message) FW Annu..eml ™
[m] =1 Annual Service visit.msg
[m] & image00l.png

8| image002.png

|
] imageOiE.pog — Attachments

[E

image004.png

[E

[m]
[m]
m]
m] & image005.png
[m]

[&d| image006.png

E-mail 2 = EM.msg
[m] |:| (Message) EM.eml

[m] & image003.png

You can use the scroll bar on the right of this
left-hand panel to scroll down and view further
e-mails.
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4. On the toolbar at the top-left of the window, 8. Select a location to file the e-mail/s to, in the
select whether you want to file the e-mail centre section of the window:
message, just the attachments, or both:
] 4 Suggested Locations for apayne@netdocuments.c Suggestions
Selected items _ 73 |8 B0O002.00002 - Pension advice d} on where to
_ ] [ {8 P0001.00001 - Payne v Payne file items to,
Settings apply to all the e-mails you have Home based on
selected to file. [= 4 Recent Locations previous
L . . [J 7 QRGs in Word format - post update 2016 f|||ng
> Tofile just the e-mail message,k the Quickly [ Gabi and Frankie behaviour
Select Outlook msg files button: =il access L] i Admin -
locations O : QRGs in PDF format - post update 2016
> Tofile both the attachments and the e- you have =] [ 18000200002 - Pension advice
mail message, click the Select text and recently g“?ﬁgﬁ:gﬁgﬁ: Leaeton o0 Beak
1 = J - Purchase of Essex House
attachments button: The e-mail and filed to [ [ PO0O1.00001 - Payne v Payne
attachments are saved separately. 157 Notes
> Tofile just the attachments but not the e- | O private
mail message, click the Select (@ Legal
attachments button: E| [ Recent Workspaces
Cabinets - Favorite Workspaces
> You can customise what you file from Folders
each e-mail, e.g. if there are several 1 parmonat
attachments to an e-mail but you only wish
to file certain ones, or you wish to file
attachments in just one of the e-mails you 8.1. Click the arrow to the left of any
are filing, not all. workspace or folder to expand it. You
can select from Suggested or Recent
5. Click the check-box to the left of any message Locations or Cabinets you have access
or attachment to either select or deselect it for to.
filing:
T — 8.2. Undgr the relevant Workspace,.cllck the
Email folder (or another folder if
A I (Message) FW Annu... eml
preferred).
Annual Service visitmsg
[ |& image001.png 8.3. The selected filing location is then shown
[ |l image002.png in the right-hand section of the window:
[ |&] image003.png
1 location selected
E3 Correspondence
6. To edit any e-mail subject, msg file name or the Profile Templates v Security Templates +
attachment name, click the Pencil icon to the Client:
right of the relevant item:
Matter
[ &4 FW Annual Service visit.msg
i essage . Document Type™: Corresponde... *
I:l M 9e) WA ID Correspondence
=] Annual Service visit.msg Notes: Click to edit
[] & image001.png
[ [5] image002.png NB — you can select more than one
O®E location to file to. All selected locations
8| image003.png A ) A N
will be shown in the right-hand section of
the window.
7. Type the new name, then press Enter on the .
kZSboard. P 8.4. If you select either the top-level folder
(i.e. the Matter Workspace name), or the
Email folder within a workspace to file to,
the e-mail will automatically be assigned
a Document Type of Email.
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Tip - if you select a different folder to file to,
e.g. Correspondence, the e-mail will be
assigned the relevant document type for
that folder.

To change this, in the right-hand column of
the window you will see the Document
Type field with the current document type
shown in green:

E3 Correspondence

Profile Templates +  Security Templates

Client:

Matter

Document Type™: Corresponde... *

Correspondence

Notes: Click to edit

Click the X in the right-hand corner of this
field to remove the existing document type,
then type the word Email and press Enter
on the keyboard.

9. Click the Save and Close button at the bottom-
right of the window. The e-mail/s will be filed to
the selected location/s and available for
viewing immediately in ndWeb and ndOffice. A
copy of the e-mail/s remains in Outlook.

Tip — if you want to file the selected e-mails
but keep the window open to file further e-
mails afterwards, click the Save button
instead of the Save and Close button.

NB — when viewing a filed e-mail in ndWeb, a
paperclip icon indicates that the e-mail contains
attachments:

laeting Notes
- ’

Saving attachments separately from the e-
mail message

1. Open the attachment. NB — every attachment
must be saved individually.

2. Select File > Save As.
3. Find and select the location i.e. workspace,

filter, folder etc. you wish to save the
attachment to.

het

4. Make any changes required, e.g. to the
document name.

5. Click the Save button. The attachment is saved
to NetDocuments as a separate document.

Saving an attachment as a new version of
an existing document

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

E.g. if you send a document to a client via e-mail,
which they then amend and send back to you, you
can save those amendments as a new version of

your original document.

1. Open or preview the e-mail that contains the
attachment you wish to save.

2. Right-click the attachment and select Save to

NetDocuments:
o “Tthe delay in getting b
Preview
Open Services, EMEA

Quick Print
1 Save As net ndemail\andypayr

Save All Attachments...

=
ke
[
=] F| I Saveto NetDocuments I

g Save to OneDrive » Jani Payne
7% Remove Attachment

By Copy
P ] B Select All

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 astype: | Microsoft Word Document (*.docx)
|5 save a5 new version || | ) 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.
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Calendar events

You can attach items to a calendar appointment in
Outlook.

1. Inthe appointment window, click the Insert tab,
then click the Attach button on the ribbon:

File  Appointment FormatTet  Review

= 2
U B L O lag
Attach Outlook Business Signature || Attach Table  Pictures Online

File= Item Card~ Pictures
Include ND Aftach  Tables

() On Premises EMail Folders \Professional Services \General Email
(23 ND Accounts WD Accounts \Emal
[ ND Accounts \Allen &Overy LLP \Emails

(2 On Premises EMail Folders \Email Engineering \ehi Mai Instance

oooog

(@ Explorer Desktop » (O File () Da NotFile

Subject Client Meeting
Location  |Broadgate Circus
starttime | Tue 09/01/2018 M| |1e:00 -

2. The Attach dialog box opens. Select the
required item/s to attach (as described above),
and click Insert.
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