815 CityLaw/ Import an Email

CountyLaw

There are 4 methods for importing email into CLW.

Methods 1, 2, and 3 work for any email client. Method 4 works for Microsoft Outlook
emails when the optional Cycom Email Exporter Add-In is installed and configured

properly.

Need a reminder? Use the Quick Reference Guides below:

1.

2,

Import Files Button

CyImportFile Desktop Icon

CyImportFile Send To Menu

Cycom Email Exporter Add-In Option

Need more details? Use the Standard Guides below:

. Import Files Button

CyImportFile Desktop Icon
CyImportFile Send To Menu

Cycom Email Exporter Add-In Option
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CountyLaw

Import Files Button Quick Reference Guide

There are 6 steps to complete this task:

1.

2.

Save your email to your PC.

Open the Attachments view of the matter.

Select Import Files.

Select the email file.

Adjust document name and settings as desired.

Select Save.
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Import Files Button Standard Guide

Step 1. Save your email to your PC.

In some email applications, such as Microsoft Outlook, you can drag the email from the
inbox list directly onto your Desktop to save it to your PC.

oy ® - i B = Group To
File Home Send / Receive Folder View Help CityLaw Group
My | S W3] % =5 %
- = & N
New New BZ~ Delete Archive ) Reply All Quick
Email ltems~ ETj v Steps ~
,O\ ¥ —> Forward
New Delete Respond Quick S...
<
. earch Current Mailbox /O Current Mailbox ~
v Favorites
Focused Other ByDatev 1
Inbox 5 ——
v Older
Sent ltems
(5] Cycom File Share
Cycom File Share You've;m‘r:‘e‘d the Cycom'Fne S 9/30/2019
You've joined the Cycom File Sh... '~ 9/30/2019 Work Brilliantly :
Work Brilliantly
— xyzctylaw@gmail.com
vtest@cycominc,com Citylaw Web Document Approv... 5/22/2019
Inbox
Drafts Click and dragan-email from the
tylaw We ent 2019
Sent ltems
Inbox to your Desktop
Deleted Items -
xyzctylaw@gmail.com
Archive CityLaw Web Document Appro... 5/13/2019
Notice: CityLaw Web user has
> Conversation History
Junk Email xyzctylaw@gmail.com
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You can also right-click on an email to create a copy and right-click your Desktop or inside
any folder in File Explorer to paste the email there.

— T

Cycom File Share 0
You've joined the Cycom Fil =~ SES S 3|
Work Brilliantly [B Copy J

[fL' Quick Print
xyzctylaw@gmail.cor <5 pepiy
CityLaw Web Document Ap  ~ )
Motice: CityLaw Web user h «__) Reply All
—> Forward

xyzctylaw@gmail.cor =
CityLaw Web Document Ap

Mark as Unread

Motice: CityLaw Web userh SS Ca;egcn:e »
M Follow Up >

xyzctylaw@gmail.cor [ Assign Policy N

CityLaw Web Document Aj :

Notice: Citylaw Web user h [ Find Related 2
: Quick Steps 4

xyzctylaw@gmail.cor

CityLaw Web Document A dob  Set Quick Actions...

View
Sort by
Refresh

Paste
Paste shortcut

Undo Delete

New

=1 Display settings
& Personalize
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Finally, you can select an email and then select File and Save As to save the message in
the folder you wish. If your email client does not have any of these options, you may need
to refer to their documentation to learn how to save a copy of an email to your PC.

File “m_e Send / Receive Folder View Help CityLaw Groug

~ % (5§ @ E < Reply = &

New New - Delete  Archive <6) Reply All Quick
Email Items = L~ Steps ~
% 7 —> Forward U
New Delete Respond Quick S...
<
. Search Current Mailbox ,O Current Mailbox ~
v Favorites
Focused Other ByDate~ T
Inbox 5
v Older
Sent tems '
Drafts (5] Cyclor.n.Flle Share ,
You've joined the Cycom File Sh... 9/30/2019
Deleted ltems Work Brilliantly
- xyzctylaw@gmail.com
v test@cycominc.com Citylaw Web Document Approv... 5/22/2019
MNotice: CityLaw Web user has
Inbox 3

EI /ccoun

Open & Export
m Test@cycomi:l
Save As Microsoft Exc
+ Add Account
Save Attachments
A
Print p
e q
Account
Settings ~

Office
Account

Feedback
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Step 2. Open the Attachments view of the matter.

Open the matter to which you want to import the email. Select the Attachments view in
the Module Toolbar (the paperclip icon).

Litigation

~ & 8 llighl = ~0

Documents (0)

|¥| Display Folder View | [&

< 19-0008

Expand All | Collapse All | | Refresh Documenti(s)

Title| Modified Atch Staff

| Category

Templates
(&) System
‘Tw ) Personal

New
Open
Copy To...
Duplicate
Import Folder
Import Files
Export
Print Doc
Print List
Email

Delete

Filter

Step 3. Select Import Files.

On the Documents tab, select Import Files from the column of buttons on the right.

Litigation

-_—

- e

s [0

Q2 ~®

Documents (0)

|¥] Display Folder View |[ &

<j 19-0008

Expand All | Collapse All | | Refresh Document(s)

Title| Modified Atch Staff

| Category

Templates
(&) System
‘Tw ) Personal

New
Open
Copy To...
Duplicate
Import Folder
‘ Import Files

Export
Print Doc
Print List
Email
Delete
Filter
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Step 4. Select the email file.

Navigate to the location where the email was saved from Step 1. Select Open.

2 Open X

- S » ThisPC > Desktop » TestFiles v O Search Test Files p <]

Organize v New folder == m @
[ Desktop ~ Name Date modified Type Size

il Documents 0] Ll Test Template

¥ Downloads @2 This is a test

J‘! Music [ You've joined the Cycom File Share group ~ 12/12/20194:00 PM  Outlook ltem 488 KB

98:35AM  Microsoft Word M... 92KB

91:46 PM Microsoft Word D... 12KB

&= Pictures

B Videos

‘i Local Disk (C:)
- lemporary Stora
=% CitylawFileShare
== Cycom (\\10.0.2

¥ Network
= 10,025
H C1w-DFMO-vm Y

File name: | You've joined the Cycom File Share group All files (%) =

Step 5. Adjust document name and settings as desired.

In the Documents settings box, enter or adjust the settings for this message. You can
provide a more appropriate title, if desired. Fill in the remaining fields as appropriate.

Documents for bt
Enter information about the document over here. Save Cancel
Title “‘fou'vejomed the Cycom File Share group ,
Staff SAB v Cat EMAIL = Type IMPORT -
Prepared By |DEMO [v] Include in File Index File Index Class v
ID 105 Suffix | | Color v |
(&) Public () Read Only () Private
Summary
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Import an Email

Step 6. Select Save.

To import the email to CLW, press Save. A confirmation dialog will appear confirming the

message was imported successfully.

Documents for

Summary

Enter information about the document over here. ‘ Save Cancel
Title “‘fou've joined the Cycom File Share group
Staff SAB v Cat EMAIL = Type
Prepared By | DEMO [¥] Include in File Index File Index Class
ID 165 Suffix Color
&) Public '_ Read Only '_) Private

IMPORT -
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CyImportFile Desktop Icon Quick Reference Guide

There are 3 steps to complete this task:

1. Save your email to your PC.

2. Drag saved email onto CyImportFile Desktop Icon.

3. Select a matter.
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CyImportFile Desktop Icon Standard Guide

Step 1. Save your email to your PC.

In some email applications, such as Microsoft Outlook, you can drag the email from the
inbox list directly onto your Desktop to save it to your PC.

oy ® - i B = Group To
File Home Send / Receive Folder View Help CityLaw Group
My | S W3] % =5 %
. : & ¥
New New BZ~ Delete Archive ) Reply All Quick
Email ltems~ ETj v Steps ~
,O\ ¥ —> Forward
New Delete Respond Quick S...
<
. Search Current Mailbox £ | Current Mailbox
v Favorites
Focused Other ByDatev 1
Inbox 5 ——
v Older
Sent ltems
(5] Cycom File Share
Cycom File Share You've;m‘r:‘e‘d the Cycom'Fne S 9/30/2019
You've joined the Cycom File Sh... '~ 9/30/2019 Work Brilliantly :
Work Brilliantly
— xyzctylaw@gmail.com
vtest@cycominc,com Citylaw Web Document Approv... 5/22/2019
Inbox
Drafts Click and dragan-email from the
tylaw We ent 2019
Sent ltems
Inbox to your Desktop
Deleted Items -
xyzctylaw@gmail.com
Archive CityLaw Web Document Appro... 5/13/2019
Notice: CityLaw Web user has
> Conversation History
Junk Email xyzctylaw@gmail.com
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You can also right-click on an email to create a copy and right-click your Desktop or inside
any folder in File Explorer to paste the email there.

— T

Cycom File Share 0
You've joined the Cycom Fil =~ SES S 3|
Work Brilliantly [B Copy J

[fL' Quick Print
xyzctylaw@gmail.cor <5 pepiy
CityLaw Web Document Ap  ~ )
Motice: CityLaw Web user h «__) Reply All
—> Forward

xyzctylaw@gmail.cor =
CityLaw Web Document Ap

Mark as Unread

Motice: CityLaw Web userh SS Ca;egcn:e »
M Follow Up >

xyzctylaw@gmail.cor [ Assign Policy N

CityLaw Web Document Aj :

Notice: Citylaw Web user h [ Find Related 2
: Quick Steps 4

xyzctylaw@gmail.cor

CityLaw Web Document A dob  Set Quick Actions...

View
Sort by
Refresh

Paste
Paste shortcut

Undo Delete

New

=1 Display settings
& Personalize
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Finally, you can select an email and then select File and Save As to save the message in
the folder you wish. If your email client does not have any of these options you may need to
refer to their documentation to learn how to save a copy of an email to your PC.

File “m_e Send / Receive Folder View Help CityLaw Groug

~ % (5§ @ E < Reply = &

New New - Delete  Archive <6) Reply All Quick
Email Items = L~ Steps ~
% 7 —> Forward U
New Delete Respond Quick S...
<
. Search Current Mailbox ,O Current Mailbox ~
v Favorites
Focused Other ByDate~ T
Inbox 5
v Older
Sent tems '
Drafts (5] Cyclor.n.Flle Share ,
You've joined the Cycom File Sh... 9/30/2019
Deleted ltems Work Brilliantly
- xyzctylaw@gmail.com
v test@cycominc.com Citylaw Web Document Approv... 5/22/2019
MNotice: CityLaw Web user has
Inbox 3

EI /ccoun

Open & Export
m Test@cycomi:l
Save As Microsoft Exc
+ Add Account
Save Attachments
A
Print p
e q
Account
Settings ~

Office
Account

Feedback
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Step 2. Drag saved email onto CyImportFile Desktop Icon.

Locate the file on the Desktop or in File Explorer. Select the file, and while holding down
the left mouse button, drag the file over the CyImportFile Desktop icon. Release the left
mouse button when "+ Open with File Import Utility" appears when the mouse is
hovered over the CyImportFile Desktop icon.

[~

SUUEELGIE 1 0, ith File Import Utility

NOTE: If you do not have the CyImportFile Desktop icon, refer to this article for
instructions for adding it to your Desktop: Add CyImportFile Icon to Desktop

Step 3. Select a matter.

When a file is successfully dragged and released onto the CyImportFile Desktop icon, a
Select a Matter window will appear. You can rename the Document Title at this point, if
desired.

4] Select a Matter - 0 X
Document Title |‘r’0u've joined the Cycom File Share group ‘
File #]| Title/Court Case#t | @
I~ Include in File Index Class  Beginswith @ Contains

j_l

Cancel |
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Enter all or part of the File Number or Title of the matter to which you wish to import this
email in the appropriate field and press Enter on the keyboard or select the open file button

at the right of the Title field.

) Select a Matter - [m] X
Document Title [Ynu‘ve ined the Cycom File Share group
File #]| Title/Court Caselt | ' @'
[~ Include in File Index Clsss | v  Beginswith & Contains
Select Cancel

A list of matters with the provided details will appear. Highlight the matter and press

Select.

) Select a Matter — [m] X
Document Title |You've joined the Cycom File Share group

File # Title/Court Casett |test @

[~ Include in File Index Class v " Begins with & Contains

Mod [FileNo [ Title [Dept A
_|LR  LR17-0001 Test
_|AS (TEST TEST FD
Ll 19-0003 test FD
_|CL C19-002 Test 30-day tickler
_|CL  C19:001 Test automated 30-day tickler
U 19-0002 Test by Cycom FD
Ll 19-0004 test by cycom FD
L 13-0005 test by cycom FD
U 13-0006 Test by Cycom FPD
LI 19-0008 Test by Cycom FD

CM  COO0002 Test Contract with ABC Company for Body Cameras FD
m Test for Training

v
‘ Select | Cancel
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NOTE: You can select multiple matters by holding down the SHIFT or the CTRL button
while using the mouse to select the matters. SHIFT selects all matters between the first
and last selected. CTRL selects matters individually.

A confirmation dialog will appear confirming the message was imported successfully.

nformation X

|‘ 0  Import successful. 1 file(s) imported to
' ' 1900005 - Test for Training
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CyImportFile Send To Menu Quick Reference Guide

There are 3 steps to complete this task:

1. Save your email to your PC.

2. Select the Send To CyImportFile option.

3. Select a matter.
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CyImportFile Send To Menu Standard Guide

Step 1. Save your email to your PC.

In some email applications, such as Microsoft Outlook, you can drag the email from the
inbox list directly onto your Desktop to save it to your PC.

oy ® - i B = Group To
File Home Send / Receive Folder View Help CityLaw Group
My | S W3] % =5 %
- = & N
New New BZ~ Delete Archive ) Reply All Quick
Email ltems~ ETj v Steps ~
,O\ ¥ —> Forward
New Delete Respond Quick S...
<
. earch Current Mailbox /O Current Mailbox ~
v Favorites
Focused Other ByDatev 1
Inbox 5 ——
v Older
Sent ltems
(5] Cycom File Share
Cycom File Share You've;m‘r:‘e‘d the Cycom'Fne S 9/30/2019
You've joined the Cycom File Sh... '~ 9/30/2019 Work Brilliantly :
Work Brilliantly
— xyzctylaw@gmail.com
vtest@cycominc,com Citylaw Web Document Approv... 5/22/2019
Inbox
Drafts Click and dragan-email from the
tylaw We ent 2019
Sent ltems
Inbox to your Desktop
Deleted Items -
xyzctylaw@gmail.com
Archive CityLaw Web Document Appro... 5/13/2019
Notice: CityLaw Web user has
> Conversation History
Junk Email xyzctylaw@gmail.com
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You can also right-click on an email to create a copy and right-click your Desktop or inside
any folder in File Explorer to paste the email there.

— T

Cycom File Share 0
You've joined the Cycom Fil =~ SES S 3|
Work Brilliantly [B Copy J

[fL' Quick Print
xyzctylaw@gmail.cor <5 pepiy
CityLaw Web Document Ap  ~ )
Motice: CityLaw Web user h «__) Reply All
—> Forward

xyzctylaw@gmail.cor =
CityLaw Web Document Ap

Mark as Unread

Motice: CityLaw Web userh SS Ca;egcn:e »
M Follow Up >

xyzctylaw@gmail.cor [ Assign Policy N

CityLaw Web Document Aj :

Notice: Citylaw Web user h [ Find Related 2
: Quick Steps 4

xyzctylaw@gmail.cor

CityLaw Web Document A dob  Set Quick Actions...

View
Sort by
Refresh

Paste
Paste shortcut

Undo Delete

New

=1 Display settings
& Personalize
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Finally, you can select an email and then select File and Save As to save the message in
the folder you wish. If your email client does not have any of these options you may need to
refer to their documentation to learn how to save a copy of an email to your PC.

File “m_e Send / Receive Folder View Help CityLaw Groug

~ % (5§ @ E < Reply = &

New New - Delete  Archive <6) Reply All Quick
Email Items = L~ Steps ~
% 7 —> Forward U
New Delete Respond Quick S...
<
. Search Current Mailbox ,O Current Mailbox ~
v Favorites
Focused Other ByDate~ T
Inbox 5
v Older
Sent tems '
Drafts (5] Cyclor.n.Flle Share ,
You've joined the Cycom File Sh... 9/30/2019
Deleted ltems Work Brilliantly
- xyzctylaw@gmail.com
v test@cycominc.com Citylaw Web Document Approv... 5/22/2019
MNotice: CityLaw Web user has
Inbox 3

EI /ccoun

Open & Export
m Test@cycomi:l
Save As Microsoft Exc
+ Add Account
Save Attachments
A
Print p
e q
Account
Settings ~

Office
Account

Feedback
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Step 2. Select the Send To CyImportFile option.

Locate the file on your Desktop or inside File Explorer. Right-click on the file and select
Send To. In the list that appears, select the CyImportFile option.

M < | TestFiles X
Home Share View 0
™ > Test Files v D Search Test Files pe)
A Name Date modified Type Size
# Quick access a2
LI Test Template 10/18/2019 8:35 AM  Microsoft Word M... 92 KB
[ Desktop + = P ) i -
103 This is a test 4/23/20191:46PM  Microsoft Word D... 12 KB
" EnekEak BAVastisninimad sha Cunom File Share group  12/12/20194:00PM  Outlook ltem 488 KB
| Open
f Print
7-Zip >
CRC SHA >
£ Scan with Windows Defender...
& Share
Open with >
. Give access to >
= Restore previous versions
‘ Send to > | € Bluetooth device
Cut * Compressed (zipped) folder
l Copy ) Countylaw Import
5 I Desktop (create shortcut)
Create shortcut o
IZ] Documents
Delete 2%
i 5 Faxrecipient
Rename gt
[ - 1 Mail recipient
3ite Properties [85] TeamViewer E =

wa Floppy Disk Drive (A:)
= CitylawFileShare (V:)

== Cycom (\\10.0.2.5) (Z:)

NOTE: Your option may be labeled as CityLaw / CountyLaw Import or something
similar. If you do not see an option beginning with CyImport, Cycom, CityLaw, or
CountyLaw, your Send To Menu option may not be set up. Refer to the article for
instructions to set up the Send To Menu option: Add CityLaw / CountylLaw to Send To
Menu
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Step 3. Select a matter.

A Select a Matter window will appear. You can rename the Document Title at this point,

if desired.

4] Select a Matter

|You've joined the Cycom File Share group '

Document Title

Fekl

[~ Include in File Index

Title/Court Casett |

Class E

" Begins with

a

@ Contains

:‘_I

Cancel

Enter all or part of the File Number or Title of the matter to which you wish to import this
email in the appropriate field and press Enter on the keyboard or select the open file button

at the right of the Title field.

4] Select a Matter

Document Title |Y0u've [pined the Cycom File Share aroup
File #] Tile/Court Caset |

[ Include in File Index Class I 22

v

" Begins with

& Contains %

:|_I

Select

Cancel |
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A list of matters with the provided details will appear. Highlight the matter and press
Select.

4] Select a Matter — O X

Document Title |You've joined the Cycom File Share group

File 4] Title/Cout Caset [test @
[~ Include in File Index Class 'l " Begins with ' Contains
Mod [FileNo | Title [ Dept A
_|LR  LR17-0001 Test
| |AS TEST TEST FD
L 19-0003 test PD
_|CL C15-002 Test 30-day tickler
_|CL C15-00 Test automated 30-day tickler
U 19-0002 Test by Cycom FD
U 15-0004 test by cycom PD
U 19-0005 test by cycom PD
U 19-0006 Test by Cycom FD
LU 19-0008 Test by Cycom PD
CM  CO0002 Test Contract with ABC Company for Body Cameras FD

O as | 1300005 Test for Training

v

‘ ﬂl Cancel |

NOTE: You can select multiple matters by holding down the SHIFT or the CTRL button
while using the mouse to select the matters. SHIFT selects all matters between the first
and last selected. CTRL selects matters individually.

A confirmation dialog will appear confirming the message was imported successfully.

nformation X

Import successful. 1 file(s) imported to
1900005 - Test for Training
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Cycom Email Exporter Add-In Option Quick Reference
Guide

There are 3 steps to complete this task:

1. Select the email in the Outlook inbox.

2. Select the Save Email Option.

3. Select a matter.
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Cycom Email Exporter Add-In Option Standard Guide

Step 1. Select the email in the Outlook inbox.

In Microsoft Outlook, locate and select the email in the inbox list.

Group Tools  Inbox - test@cycominc.com - Outlook

File Home Send / Receive Folder  View Help CityLaw Group Q Tell me what you want to do
i S
™
=
Save Save Email
Email Attachment(s)
Save
‘ 0
Search Current Mailbox Current Mailbox ~ — o
v Favorites You've joined the Cycom File Sh
Focused Other ByDatev 1T
Inbox 5 N -
S o @ Cycom File Share
Sentlitems =0z Ereeeeemsee e N=Z» To Cycom Testing
Cycom File Share ‘
ft: 15 i If there are problems with how this message is dis
Lo (3] You've joined the Cycom File Sh..  9/30/2019 | ®©
Deleted Items Work Brilliantly Unsubscribe
- xyzctylaw@gmail.com
Vtest@cycominc.com Citylaw Web Document Approv... 5/22/2019 .
Notice: CityLaw Web user has Offlce 365
Inbox 5

NOTE: You can select multiple emails by holding down the SHIFT or the CTRL button while
using the mouse to select the emails. SHIFT selects all emails between the first and last

selected. CTRL selects emails individually.
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Step 2. Select the Save Email Option.

The Save Email option is located on the CityLaw / CountyLaw tab on the tab bar at the
top of Outlook. If you don't see a CityLaw, CountyLaw, or Cycom tab in your Outlook,
you may not have the optional Cycom Email Exporter Add-In, or it may be inactive.
Refer to the following article if the add-in is inactive: Enable CityLaw / CountyLaw in
Outlook

Group Tools  Inbox - test@cycominc.com - Outlook

File Home Send / Receive Folder  View Help  Citylaw roup Q Tell me what you want to do

—
Save Save Email
Email Attachment(s)

Save

Search Current Mailbox ,O ‘ Current Mailbox ~

wFavorites You've joined the Cycom File Sh
Focused Other ByDatev T
L 2 7 Chdas (9 Cycom File Share
Sent ltems =2 To Cycom Testing
Drafts [1s] Cycom File Share @ If there are problems with how this message is dis
You've joined the Cycom File Sh... 9/30/2019
Deleted Items Work Brilliantly Unsubscribe

Citylaw Web Document Approv... 5/22/2019

Notice: CityLaw Web user has Ofﬂce 365

v test@cycominc.com

Inbox

4l xyzctylaw@gmail.com
5 ‘

Step 3. Select a matter.

A Select a Matter window will appear. You can rename the Document Title at this point,
if desired.

Select Matter X

Tvpe a FileZ or Title and press <Enter> or Click the Search Matfer bution fo go fo the matfer selection dialog.

File# || Title | |
Cowagn@coas | S || W

Document Title {You've joined the Cycom File Share group |
Color [llBlack [ [ Include In File Index File Index Class -
ocument Folder [ ][+ | @ Public (O Read Only O Private

Mod File # « Tile Dept
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Enter all or part of the File Number or Title of the matter to which you wish to import this
email in the appropriate field and press Enter on the keyboard or press Search.

Select Matter X

Type a Filef or Ti press <Entfer> or Click the Search Matter butfon the matter selection dialog.
File # Title | 3 |
Search For My Open
O Starts wiith @ Contains d T | \ Matiers |
Document Title | You've joined the Cycom Fie Share group |

Color [JllBlack [ [ Include In File Index File Index Class -
o ® Public O Resd Only O Private

Mod File # - Title Dept

A list of matters with the provided details will appear. Highlight the matter and press
Select.

Select Matter X

Type a FileZ or Title and press <Enfer> or Click the Search Matter butfon fo go fo the matter selection dialog.

File# | | Title [test |
Search For 0
O Starts with @ Contains | Search | l (& ‘

Document Title | You've joined the Cycom File Share group |

Color [JllBlack = 4 Include In File Index File Index Class -

pocuentFader [ v][+] ® Putlic O Read Only O Prvate
A Test for Training
LI 180002 Test by Cycom FD
L 190003 test FD
L 15-0004 test by cycom FD
] 150005 test by cycom PD
U 15-0006 Test by Cycom PD
L 150008 Test by Cycom PD
CL C19:001 Test automated 30-day tickler
CL C15:002 Test 30-day tickler ™
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NOTE: You can select multiple matters by holding down the SHIFT or the CTRL button
while using the mouse to select the matters. SHIFT selects all matters between the first

and last selected. CTRL selects matters individually.

A confirmation dialog will appear confirming the message was imported successfully.

Email(s) saved successfully

X
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