810 CityLaw/ Access Template Folder

CountyLaw

There are 8 steps to complete this task:

1.

Open a matter.

Press the Attachments icon in the Module Toolbar.

Press New, under Templates.

Copy the Template folder address.

Press Cancel.

Open File Explorer.
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Paste the Template folder address to the address field.

Press the Enter key.
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Step 1. Open a matter.

Open any matter in any module. The example shown here uses a matter in the

Assignments module, but that is irrelevant for this process.

Step 2. Press the Attachments icon in the Module Toolbar.

The Attachments icon looks like a paper clip and is located in the middle of the Module
Toolbar. Press this icon.

Assignment

Basic | Description [SBI:I.IS } MNotes l Keywords | Contacts | File Mgmt

|__"S)h‘.'/*¢06- o &

Title John Doe vs City Dog Pound

Fund

Desc John Doe claims his dog was taken out of his yard by the City Pound.

File # | 1900001 | Swaff| DEMO * #+  Category MEMO
Attomey SAB v Inves b4 Type
Attomey Y| ++ Team 4 Action
OS5 Coun: = Cross Ref

Dept PD — Police Department

v ASTrack -
hd Priority hd

v Status | O v

Received 1/16/2019
Target

Complete

Jm BB

Disposition

Step 3. Press New, under Templates.

On the right side of the Documents tab, under Templates, press the New button.

| Documents (0) Y File Index |

| Display Folder View [ Expand All  Collapse All | Refresh Documents)

i tonees Titte|  Modtties Atch Sutr Catagery Tyt z-nl ) Personal
New
Open

Templates
*) System

Copy To...
Duplicate
import Folder
Import Files
Export
Print Doc
Print List
Email
Delete

Filter
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Step 4. Copy the Template folder address.

In the Open dialog window that appears there is an address field displaying the location of
the Template folder. NOTE: Your displayed address may be different than the one shown

here.
@ Open x
<« v > Network » 10.0.25 » Cycom » Template Search Template yel
Organize v MNew folder = - [N 0
~
) 3D Objects A Name Date modified Type
I Desktop @ AS Letter to Contact Microsoft Word
E Documents @ Corrective Action Report Microsoft Word
l Downloads B Corrective Action Report2 - Delay Microsoft Word N
J, Music B Corrective Action Report2 Microsoft Word
=] Pictures @5 Denial letter template Microsoft Word |
| videos @ Plaintiff Attorney Letter Microsoft Word
= Local Dick (C @ Pre-Authorization Form Microsoft Word N
& Local Disk (C:] @3 Test Ll with Attorneys Microsoft Word N
== Temporary Stora
== Cycom (\\10.0.2
¥ Network
10,025
Ml ciw-nemnum ¥ € >
File name: v ‘ All files (*.7) ~

Copy the address by clicking anywhere in the address field. The address will be highlighted.
Right-click and select Copy to copy the address to the clipboard.

& Open
o RN 10025.Cycom\ Template
Undo 1
Organize v New folder Cut
) 3D Objects & Name Copy ‘
B Desktop @57 AS Letter to Cont Paste
= Documents @ Corrective Actior Delete
; Downloads @ Corrective Actior Select All
i @ Corrective Actior
d Music = ! Right to left Reading order
=1 Pictures @ Denial letter tem) )
= < sl Show Unicode control characters
B Videos @ Plaintiff Attorney N . X
e &2 Pre-Authorizatiol nsert Unicode control character
‘s Local Disk (C:
i ol Tk 9) @3 TestLiwith Attor  Open IME
== lemporary Stora Ricomiersion
== Cycom (\\10.0.2
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Step 5. Press Cancel.

Press the Cancel button to close the Open dialog window.

& Open X
« v 4 » Network » 10.0.25 » Cycom » Template v O Search Template pel
Organize ~ MNew folder = - i |
J 3D Objects -~ Name Date modified Type
B Desktop M5 AS Letter to Contact 7/30/2018 Microsoft Word !
[5] Documents @ Corrective Action Report 2 ficr ord !
"y Downloads @7 Corrective Action Report2 - Delay 11/1/20 Microsoft Word
b Music B Corrective Action Report2 11/1/2018 2:39 PM ficrosoft Word
= Pictures @ Denial letter template 10/2/2018 licrosoft Word |
B videos Qg Plaintiff Attorney Letter 7/30/2018 4:46 PM Microsoft Word !
Local Dick (C @7 Pre-Authorization Form 9 7 AM licrosoft Word

2 K (C: ; .
== Local Disk (C) @ Test LI with Attorneys /18/2018 7:40 AM Microsoft Word P
= Temporary Stora
== Cycom (\\10.0.2

g Network
410025
M ciw-nEMoum Y € Y

File name: ~ Allfiles{'. v

Step 6. Open File Explorer.

If the File Explorer icon is on the Taskbar, press it to open File Explorer.

O Type here to search
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Otherwise, press the Start (Window) icon and begin typing 'file explorer'. Select File
Explorer when it appears in the results.

&= 0O & Filters v/
Best match

File Explorer ‘

App
Apps

7-Zip File Manager

Settings

O Recovery options

i= Choose a default app for each type of file
Filter out repeated unintentional keystrokes

Ignore brief or repeated keystrokes

Search the web

L fil - See web results

£ il

Step 7. Paste the Template folder address to the address field.

Click anywhere in the address field located at the top under the Menu headings. Right-click
the address field in the File Explorer window and select Paste.

n 5 | File Explorer
Home Share View

i I # Quick access|

Undo
~
v Frequent fola

Cut

> Quick access

I Desktop ; Desl Copy ”
This
‘ Downloads - , ‘ Paste

Delete

| Documents
& Pictures ¢ pICt, Select All ey
wwem| 1 his cumentd
AutoFile 5 Right to left Reading order
P001 Terr Show Unicode control characters
Temp This Insert Unicode control character > Zycom
Template Open IME
(& OneDrive 7 Recent f||e5 (. Reconversion
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Step 8. Press the Enter key.

Press the Enter key on the keyboard to navigate to the Template folder. All the templates
accessible through CLW are located within this folder. NOTE: The contents of your folder

will be different from the image shown below.

B, = | Template - O X
Home Share View 0
« v. > Network » 10025 » Cycom > Template v Search Template P
Temp A Name Size
Template G5 AS Letter to Contact ft Word Mac...
& OneDrive B3 Corrective Action Report Word Mac...
85 Corrective Action Report2 - Delay Word Mac... 79KB
v B8 This PC 8 Corrective Action Report2 t Word Mac, 3 KE
- 3D Objects B Denial letter template 7 AM Microsoft Word Mac KB
I Desktop @3 Plaintiff Attorney Letter N rd Mac... E
= Documents 83 Pre-Authorization Form Word Mac... KB
o i Microsoft Word Mac... 31KB
¥ Downloads G Test Ll with Attorneys crosoft Word Mac B
LY
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