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The following article provides instructions to manually install and configure CLW. Please
note that due to some restrictions and system configuration choices implemented at some
sites, some site-specific adjustments to these instructions may be required.

Manual installation is only required if your site does not have a Master Install Script or
running it did not work. The Master Install Script is usually located in the shared drive in
the Tools folder. It is run by right-clicking and selecting Run as administrator.

Additionally, many issues that users encounter with CLW can be resolved by going through
the manual installation steps to ensure all application dependencies and add-ins are
installed and configured properly.

Article Contents:
¢ Installation Checklist
e Preparation
o Install and Configure Add-In(s)
o Update Internet Explorer (IE) Settings
e Add Icons

Page 1 of 31



@ @ CityLaw/ Install CLW

CountylLaw

Installation Checklist

These steps should be performed for each user:
Preparation

O

I A I A

Create Windows User [Only necessary for new users]

Map Network Shared Drive [Optional for some sites, but suggested]

Grant User Read, Write, and Modify Privileges to the Shared Drive or Folder(s)
Disable UAC

Download and Install Silverlight

Install and Configure Add-In(s)

0
0

Create Local Folders and Copy Contents
Install Add-In(s)
o CyNet Office File Manager [Required]
o Cycom Email Exporter Plus [Optional]
o Outlook Calendar Add-in [Optional]

[l Verify Add-in(s) Listed in Applications

U
U

Update Registry Keys
Configure Add-in(s) Trust Center Settings

Update IE Settings

[1 Add Site URL to Trusted Sites

O

Disable Protected Mode

[J Add Site URL to Compatibility View [Optional]

Add Icons

[0 Add CLW Desktop Icon

[0 Add CyImportFile Desktop Icon

[0 Add CLW Import Icon to Send To Menu [Optional]
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Preparation

There are five steps to complete this task:
1. Create Windows User [Only necessary for new users]

Map Network Shared Drive [Optional for some sites, but suggested]

Grant User Privileges

Disable User Account Control

us W

Download and Install Silverlight

Step 1. Create Windows User

If this installation is for an existing user, move to Step 2.

CLW uses the current active Windows user account to identify the default user and their
customization settings. Creating a Microsoft account for the user will provide a Windows
user login but is not required unless your site is using Office 365.

If your site is using Office 365, each user will have an Office 365 ID which serves as their
Microsoft account ID and their Windows user account.

If your site is not using Office 365, instructions to create a new user for Windows 10 with
and without creating a Microsoft account can be found here:
https://support.microsoft.com/en-us/help/17197 /windows-10-set-up-accounts

Instructions to create a new user for Windows 7 or 8 can be found here:
https:/ /support.microsoft.com/en-us/help/13951 /windows-create-user-account

Step 2. Map Network Drive

Each device must have access to the network file share where CLW files are maintained.
This can be done by mapping the network drive to the user’'s computer. Note that the user’s
device will require Network Discovery to be enabled in order to complete this step. You
can access this setting in the Network and Sharing Center from the Control Panel.
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To map a drive, open File Explorer on the user’s device and select This PC from the

directory on the left.

B3 [ =] misPC
Computer View
« v & @5 ThisPC >

&/ Pictures * A
AutoFile
CycomSQL
Templates

Test
> @ OneDrive

v @ ThisPC
> 8 3D Objects
> [ Desktop
> %] Documents
> Downloads
> D Music
&/ Pictures
> B Videos
> ‘i Local Disk (C:)

> a Temporary Storage (D:)
== WPDocs (\\10.0.2.5\testt
> s TestBed (\\10.0.2.5) (Z:)

> @ Network

11 items

v 0
v Folders (7)
3D Objects Desktop
w, Documents Downloads
A
E \ 4
ﬁ Music ____ Pictures
—
—
E Videos
 Devices and drives (3)
[ Floppy Disk Drive (&) = _L"“' Disk (C)
Ny W 58,6 GB free of 126 GB
Temporary Storage (D:)
m
gy GB free of 27.9 GB
v Network locations (1)
TestBed (\\10.0.2.5) (Z:)

w” 6
13.2 GB free of 126 GB

]

Select the Computer tab in the Menu Bar. Then select Map Network Drive.

Properties Open Rename  Access
media v

Location
CycomSQL
Templates

Test

@ OneDrive

3 This PC
“J 3D Objects
I Desktop

& Downloads

D Music

&= Pictures

B videos

“ia Local Disk (C:)

wa Temporary Storage (D:)
== WPDocs (\\10.0.2.5\testt
== TestBed (\\10.0.2.5) (Z:)

o Network

11 items

% d Uninstall or change a program
L

1®4 System properties
Map network Add a network Open

drive v location Settings ‘s Manage
Network System
SU vujecs veskwop
Documents ‘ Downloads
Music Pictures
[~
L
Videos
v Devices and drives (3)
m Floppy Disk Drive (A) - Local Disk (C:)
1
L B free of 126 GB
Temporary Storage (D:)

-
Ny 25.8 GB free of 27.9 GB
~ Network locations (1)
TestBed (\\10.0.2.5) (Z:)

| —
W™ 132 6B free of 126 G8
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In the Map Network Drive window that appears, select the drive letter your site uses for
the file share. This should typically be later in the alphabet to ensure there are no issues
with removable storage drives. For consistency and future support, CLW Best Practices
suggests using the same drive letter for all users at your site for the network shared drive,
even if not required by your specific CLW configuration. If the needed drive letter is already
in use on the user’s device, you may have to adjust accordingly.

@ Map Network Drive

What network folder would you like to map?

Specify the drive letter for the connection and the folder that you want to connect to:

Drive: Y v

Folder: ‘ v Browse...

Example: \\server\share
£ Reconnect at sign-in
[J Connect using different credentials

Connect to a Web site that vou can use to store your documents and pictures,

Einish Cancel

If you know the destination you can type it directly into the Folder field. Otherwise, select
Browse to view all available storage devices on the network. Select the appropriate
network computer or server and then the shared folder for CLW.

Be sure to check the option to Reconnect at sign-in.

X

‘@ Map Network Drive
What network folder would you like to map?
Specify the drive letter for the connection and the folder that you want to connect to:
Drive: \ A v
Folder: | \\10.0.2.5\testbed v| [ Browse..

Example: \\server\share

E4Reconnect at sign-in

[J Connect using different credentials

Connect to a Web site that you can use to store your documents and pictures.

Page 5 of 31



¢lo

CityLaw/
chntyv{aw

Install CLW

Select Finish. You may be prompted to enter a username and password to authorize the
network connection.

% Map Network Drive

What network folder would you like to map?

Specify the drive letter for the connection and the folder that you want to connect to:

Drive: Y:

Folder: I \\10.0.2.5\testbed

~ Browse...

Example: \\server\share

[MReconnect at sign-in

[[] Connect using different credentials

Connect to a Web site that vou can use to store vour documents and pictures.

Cancel

You should now see the new mapped drive in File Explorer in the directory on the left.
Selecting this drive will display the shared CLW folder, usually titled Cycom32. However,
your site may use a different name. Please note that your mapped drive will appear in the
list on the left, as in the picture below, but the label will be unique to your site.

[ This PC

) 3D Objects

I Desktop

| Documents

& Downloads

D Music

| Pictures

B videos

‘s Local Disk (C:)

- lemporary Storage (D:)
== TestBed (\\10.0.2.5) (Y:)

&
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Step 3. Grant User Privileges

Each CLW user needs READ, WRITE, and MODIFY privileges for the network file share
where CLW files are maintained. If you have a user that should be restricted to read-only in
CLW, that can be managed in CLW by a System Administrator using a security profile.

To grant privileges, right-click on the network drive and select Properties. Alternatively,
you can grant privileges only to specific folders on the network if this drive is used for more
than CLW. To do so, use the same process, but instead of accessing the properties of the
drive, right-click the folder(s) and select Properties.

Select the Security tab.

L=
Cycom

Expand
Templa
EH Scan with Microsoft Defender...

Test 5 s
Restore previous versions
> @ OneDrivi Open in new window
« [ This PC Pin to Quick access s
7-Zi
» 2J 3D Obj 5
CRC SHA >
I Deskto
» B Docur Always available offline
Pin to Start
> 4 Downl
Disconnect
D Music
| Picture Cony
y I Videos Rename
s LocalC New >

- Tempo

Properties
> wm TestBea vviviviciy ey A &

w»~ TestBed (\\10.0.2.5) (Z:) Properties X

General SW‘YWVM Customize

Object name: Z:\

Group or user names

~
S21USR

S8 SYSTEM G

< >

To change pemissions, click Edit Edit...
Permissions for CREATOR

OWNER Allow Deny

Full control Co:
Mody

Read & execute

List folder contents

Read
Wirte

For special permissions or advanced settings, anced
click Advanced. b

Cancel | || sl
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Select Edit.

~- TestBed (\\10.0.2.5) (Z:) Properties

General Securty Previous Versions Customize
Object name: Z:\
Group or user names: _

CREATOR OWNER
821USR
82 SYSTEM
Pt

To change pemissions, click Edi. ‘ Edt...
Permissions for CREATOR

OWNER Allow Deny

Full control

Moddy

Read & execute
List folder contents
Read

Write.

For special permissions or advanced settings, Advanced

click Advanced.

[ox ][ coce

Aoply

A Permissions window will appear. In the Group or user names section, select the user.
Then select the appropriate permission levels by using the checkboxes. Be sure to allow

Modify, Read, and Write.

w> TestBed (\\10.0.2.5) (Z:) Properties

General Securty Previous Versions Customize

fo — =
Permissions for TestBed (\\10.0.2.5) (Z:)
Gn
i Secuty
: Object name: Z:\
2 Group or user names:
To CREATOR OWNER B
P S21USR
oy |B&SYSTEM
S8 NETWORK
| | 88 NETWORK SERVICE
| € >
[ Add. Remove
| Pemissions for CREATOR
| OWNER Alow Deny
Modfy O O
Read & execute O O
List folder contents O O
Read O O
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Select Apply and then close the Permissions window by selecting OK. Close the
Properties window by selecting OK.

Permissions for TestBed (\\10.0.2.5) (Z:) X
Securty
Object name: Z:\

Group or user names:

$2 CREATOR OWNER N
S21USR

§2 SYSTEM

S8 NETWORK

8& NETWORK SERVICE

< >

Pemissions for CREATOR
OWNER

Allo

Ful control O
Modéy &
Read & execute M
%]

%]

List folder contents
Read

Cm' M*

Step 4. Disable User Account Control

Disabling User Account Control (UAC) is advised to prevent unnecessary pop-ups during
installation and operation of CLW.

From the Start menu or the Settings Control Panel, type UAC in the search field. Select
Change User Account Control settings when it appears in the list or drop-down.

Windows Settings

uad X

¥ Change User Account Control settings
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All Apps Documents
Best match
Change User Account Control
settings
Control panel

Search the web
Control panel

P uac - See web results >

Documents - This PC (1+)
7 Open

Change User Account Control settings

O uad ,

Move the slider down to Never Notify, then select OK. You will need to restart the

computer before you continue with the installation.

& User Account Control Settings
Choose when to be notified about changes to your computer

Tell me more about User Account Control settings

Always notify

Never notify me when:

®  Apps try to install software or make changes to my
computer

® | make changes to Windows settings

o Not recommended.

.

Never notify

User Account Control helps prevent potentially harmful programs from making changes to your computer.

Cancel
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Step 5. Download and Install Silverlight

CLW must be opened in an IE browser with Silverlight. Please note that Edge is not
currently acceptable for running CLW, nor is any other browser except IE.

Please note that you will need administrator privileges to install Silverlight. To download
Silverlight, open an IE browser. The Silverlight download page is located at

’ https://www.microsoft.com/getsilverlight/

Select Install for Windows from the Direct Download Links. Save this file to your
device when prompted.

All Microsoft Site:

s 4 Silverlight home page
Prepare for Silverlight 5 end of support after October 2021. Learn more >
Get Microsoft Silverlight

w Siveright

You are running on a browser that may not be fully compatible with
Microsoft Silverlight. You can still try to install by clicking below or you
can refer to the System Requi for more inf d

Direct Download Links

D Install for Windows
N Install for Macintosh

Installation Instructions System Requirements Uninstall Silverlight

Open the saved file. Silverlight will be installed on the device. To confirm Silverlight is
installed, navigate to the same download page as above. If Silverlight is properly installed,

the message will disclose the Silverlight version and will report “You are ready to use
Microsoft Silverlight”.

All Microsoft Sites

. 4 Silverlight home page

Prepare for Silverlight 5 end of support after October 2021. Learn more >
Get Microsoft Silverlight

» Siverlight

The version of Silverlight installed is:
Silverlight 5 (5.1.50918.0)

You are ready to use Microsoft Silverlight

Installation Instructions System Requirements Uninstall Silverlight
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Install and Configure Add-Ins

There are four steps to complete this task:

1. Create Local Folders and Copy Contents

2. Install Add-In(s)
o CyNet Office File Manager [Required]

o Cycom Email Exporter Plus [Optional]
o Outlook Calendar Add-in [Optional]
Verify Add-in(s) Listed in Applications

Update Registry Keys

Confirm and Configure Add-ins

Step 1. Create Local Folders and Copy Contents

Open two instances of File Explorer. In the first, navigate to the user’s C: drive. In the
second, navigate to the Cycom32 folder of the shared drive. In the user’s C: drive, create
two folders. Name the first CycomSQL and name the second CycomDAT.

1 . Logal G Drive

5 | Local Disk (C:)

Sﬁaréd,-cl)rive

I Desktop A
‘ Downloads
[5] Documents
& Pictures
AutoFile
CycomSQL
Templates

Test

@ OneDrive

3 This PC

18 items

- 3D Objects
I Desktop

l‘{] Documents
¥ Downloads
Jﬂ Music

&= Pictures

B Videos

im Local Disk (C:)

2 items selected

Name

SWinREAgent

C Vel

CycomDAT
CycomSQL

Perflogs
Program Files
Program Files (x86)
ProgramData
sources

Temp

Upleoad
UploadFile
UploadFolder
Users

WER

Windows
WindowsAzure

| Pictures *
AutoFile
CycomSQL
Templates

Test
@ OneDrive

3 This PC
i 3D Objects
I Desktop
|| Documents
& Downloads
j Music
[&] Pictures
B videos
‘i Local Disk (C:)
== Temporary Storage (D:)
== TestBed (\\10.0.2.5) (Z:)

¥ Network
12 items

2 Name

BUILDS
Ctylocal
Install
Reports
Template
Tools
TraCSFiles

TraCSFiles -

Work
WPDocs

Copy

0 Cycom.vmd
ﬁ CyMain.exe
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Double-click the CycomSQL folder you just made to open the folder in the first File

Explorer window.

M = | CycomsQl . | ' % | Cycom32 = m] X
Home pars View (2] Home Share Vieyy 4
C:\CycomsQL # Shared Drive f
T Yoo hj € T oSt Yo = Sesrth
I Desktop # A Name &=/ Pictures # A Name -
Downloads » AutoFile
* This folder is empty. ' BUILDS
|z Documents * CycomSQL_ CtyLocal
=] Pictures * Templates Install
AutoFile Test Reports
Template
CycomSQL_ @ OneDrive
Tools
Templates )
g [ This PC TraCS:!es
;v. 3D Objects TraCSFiles - Copy
@ OneDrive Work
B Deskto
B This PC = P WPDocs
= is |=] Documents D) Cycomvmd
_J 3D Objects & Downloads Tl CyMain.exe
I Desktop D Music
[5] Documents & Pictures
& Downloads B videos
D Music ‘i Local Disk (C:)
[&=] Pictures - Temporary Storage (D:)
B Videos == TestBed (\\10.0.2.5) (Z:)
‘s Local Disk (C:) O e S = Network A7 >
Oiterns =) 12 items E =

Copy the following files from the shared drive into the local CycomSQL folder:

e CySQLCfg.ini (typically found in the Install or CtyLocal folder)
e CyImportFile.exe (typically found in the Install or Tools folder)

I ] < | CycomSQL = X -

1 C:\CycomSQL Shared Drive r
I Desktop * A Name . [&] Pictures *» A Name . A
& Downloads 4 ) CylmportFile.exe AutoFile Crystal
5] Documents * &) cysqlcfgaini CycomSQL_ Crystrun
&=/ Pictures * Templates Exe

AutoFile Test [%] Clawbce.dn
CycomSQL._ ) \j CLENG32.DLL
& OneDrive 1% clnwin32.dIl
Templates = A
; com.ico
Test I This PC ||!|Zy ,
“J 3D Objects 18} Cycom:ven
@ OneDrive 4 CycomSQL.EXE
I Desktop ¢
I This PC = ﬁ cyconfig.exe
>~ 5 [l Documents “4J CylmportFile.exe
P 3D Objects ¥ Downloads [ eylibeay32.dil
[ Desktop D Music 5] CYMAININI
[£] Documents &= Pictures Qlcysetup.exe
& Downloads B Videos {_J cysqlcfg.ini
D Music &y Local Disk (C) "_J CyUser.ini
" |4 dten600.dII
& Pictures - Temporary Storage (D:) =
. | ] ENGLISH.DCT
B Videos == TestBed (\\10.0.2.5) (Z:) [ EzTaCur.di ”
‘i Local Disk (C:) o Fe 5 & Network v i 5
2 items = 41items  1item selected 867 bytes E =
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Step 2. Install Add-In(s)

Make sure Word, Excel, and Outlook are closed prior to installing any CLW add-ins.
Please note if you skip this step, you will likely end up with a faulty version of the add-in
requiring you to uninstall and reinstall correctly.

There are three add-ins for CLW: CyNet Office File Manager, Cycom Email Exporter
Plus, and Outlook Calendar Add-in. Please note that your site may not have all three
dependent on your licensing and contract terms.

The add-ins are located in the network shared drive. Usually they can be found in the
following location (substituting your network shared drive address for NETWORK):

| \\NETWORK\Cycom32\Tools\Add-ins |

If you have trouble locating the add-in folders, they may be in another folder. First, try
looking through the other folders in the shared drive. If found, either note the location for
future installations, or else create the necessary folders to create the address path above
and move the add-in folders there.

If you cannot find the add-in folders, please contact Cycom Support for assistance.

Start with CyNet Office File Manager and perform the following steps for each add-in.
Please note the images below show the Cycom Email Exporter Plus add-in, but the steps
will look similar for all the add-ins.

First, open the add-in folder. Inside you should find a file named setup.exe that will install
the add-in. You should also find a folder of prerequisites that may be named
ISSetupPrerequisites or simply Prerequisites.

v s | Cycom Email Exporter Plus-32 = o X
Home Share View 0

« v A <« Tools > Add-ins > Cycom Email Exporter Plus-32 > v O Search Cycom Email Exporter ... ©
& Downloads g Name - Siz,
| Documents * ISSetupPrerequisites ‘
& Pictures * WinRoot
AutoFile ] 0x0409.ini 2 KB
CycomSQL ;E.’f Cycom Email Exporter Plus.msi 7KB
Templates | FileMgrSettin, 1KB
setup.exe 1KB
7K8

Test
&) Setup.ini

@ OneDrive

Next, try installing from the setup.exe file by right-clicking the file and selecting Run as
administrator.
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You must select Run as administrator even if the user has administrator privileges on the
device.

ISSetupPrerequisites File folder
WinRoot File folder
& 0x0409.ini 10/1/20 nfiguration sett 22KB
@ Cycom Email Exporter Plus.msi 7 Windows Installer 787 KB
| | FileMgrSettings.xml XML Document 1KB
setup.exe Application 1,551 KB
] Setup.ini 7KB
& Run as administrator ‘
Troubleshoot compatibility
7-Zip >
CRC SHA >
EQ Scan with Windows Defender...
& Share
Always available offline
Restore previous versions
Send to >
Cut
Copy
Create shortcut
Delete
Rename
Properties

If missing dependencies are identified, you will be prompted. If you see a dialog window
listing one or more missing files, close that and return to the add-in folder and open the
prerequisites folder. Inside you will find folders for each prerequisite.

| M = | ISSetupPrerequisites — O X
Home Share View OI
<« v 4 « Cycom Email Exporter Plus-32 > ISSetupPrerequisites > v O Search ISSetupPrerequisites P
‘ Downloads o Name - Date modified Type Size
i Docuaents * {2B692A0F-7172-4482-B0CB-9991078AFD... File folder
&=/ Pictures * {FFD539BF-6501-441B-804A-9CA7400685... File folder
AutoFile Microsoft SQL Server 2008 R2 Native Clie... File folder
CycomSQL Microsoft SQL Server 2008 R2 Native Clie... File folder
Templates Microsoft Vsto 2010 Runtime File folder

Install each of the prerequisite files in the same manner by first opening the folder and then
right-clicking each file and selecting Run as administrator. If Run as administrator is
not an option, select Install. You may be required to restart the computer after some files
are installed. Once all the prerequisites are installed in this way, return to the add-in folder,
and run the setup.exe file as administrator again.
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If no dependencies are identified, you will see an installation wizard. Follow the steps in the
wizard, accepting the default selections.

Welcome to the InstallShield Wizard for
Cycom Email Exporter Plus

The InstaliShield(R) Wizard will install Cycom Email Exporter
Plus on your computer. To continue, click Next.

WARNING: This program is protected by copyright law and
international treaties.

TN T

During installation of the add-ins, if you are prompted to enter an IP address, enter the
following information:

IP Address: 0.0.0.0

Service: Leave blank

Port: 6655

Secure http: Uncheck

Install for All Users: Check
Use Upload Service: Uncheck

Enter P address

IP Address [0.0.0.0
Service I

Port |6655

[T Secure hitp
W Install for All Users
™ Use Upload Service
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Step 3. Verify Add-In(s) Listed in Applications

Once finished installing the add-in(s), open Apps & Features in Settings and confirm each
add-in you installed appears once and only once in the list of applications.

Apps & features
Optional features
App execution aliases

Search, sort, and filter by drive. If you would like to uninstall or
move an app, select it from the list.

Lo <]
Sort by: Name v Filter by: All drives v
4 apps found
Cycom Email Exporter Plus ‘ 19.3 MB
10/9/2019
CycomCityLawNG 1.12.0 716 MB
8/21/2020

6/24/2020

m CyNet Office File Manager ‘ 549 MB

CyTime Widget 23.0 MB

7/30/2018

Apps & features
Optional features
App execution aliases

Search, sort, and filter by drive. If you would like to uninstall or
move an app, select it from the list.

Ioutl ><|

Sort by: Name Filter by: All drives

1 app found

m Outlook Calendar Add-ins ’ 17.0 MB

5/1/2020

Step 4. Update Registry Keys

This step may not be necessary because the registry keys are usually updated with the add-
in installations. However, occasionally, due to alternate system configurations, the registry
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keys may not be updated completely or correctly. Because of this, it is CLW Best Practices
to update the registry keys anytime add-ins are installed manually.

First, you will need to download the All Registry Keys.txt file attached to this article in our
Help Center. Store this file in the shared drive, so it is accessible for all future installations.
This file will need the extension changed to BAT in order to run. This is easiest to do from
File Explorer. If file extensions are not visible, first turn them on by selecting View and
then check the box for File name extensions.

v 5 | Cycom32 - a X
Home Share View ‘ ™ o
l: m = Extra large icons (& Large icons | [[] ttem check boxes 2 E
<l Mediumicons i Small icons - [Vl File name extensions .
Na;:;gri'?n @ B8 ust =< Details |d e [¥] Hidden items H'de.::"l.:ma Op‘:ons
Panes Layout Show/hide
CycomSQL CtyLocal File folder
Templates Install File folder
Test Reports File folder
Template File folder
& OneDrive Tools File folder
I This PC TraCSFiles File folder
“J 3D Objects TraCSFiles - Copy File folder
Work File folder
- s WPDocs 0 File folder
& Documents ] All Registry Keys.txt 7/22/20202:08PM  Text Document
¥ Downloads [} Cycomymd 1/8 AM  VMD File
) Music |Tf|CyMain.exe 1/8/20 Application
| Pictures

Next, right-click the All Registry Keys.txt file and select Rename. Replace the TXT
portion of the file name with BAT.

)| All Registry Keys B0 |

You will be warned that changing the extension may affect the file. Select Yes to confirm.
Please note that you will only need to rename once if this file is stored in your shared drive.

Rename

| If you change a file name extension, the file might become unusable.

Are you sure you want to change it?

y Yes || No

Next, copy this file to the local C:\CycomSQL folder and right-click the file and select Run
as administrator. A command prompt will open, and the keys will be registered. If you are
prompted to overwrite an existing file, type Yes or Y and press the Enter key.

Once the registry keys have been updated, restart the computer.
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Step 5. Configure Add-In(s) Trust Center Settings

CyNet Office File Manager

CyNet Office File Manager is an add-in that allows integration with Microsoft Office
products, such as Word, Excel, and Outlook. This add-in is required for templates to
function correctly in CLW. To configure this add-in, open Word and confirm that you see a
CLW tab in the Menu Bar at the top. This may be labeled CityLaw, CountyLaw, or

Cycom.

Document1 - Word

References Mailings Review View Developer Help Cycom

E- vi— v a—v | €= 3= | A A =D/
;= =i Bl b ) AaBbCcDc. AaBbCcDc AaBbC( AaBb
T Normal | TNo Spac.. Heading1 Heading

11
S

+

v’. Paragraph 1 Styles

Next, select File and then Options to open the Word Options window. Select Trust
Center on the left and then select Trust Center Settings... on the right to open the Trust
Center window. Select Trusted Publishers and confirm that Cycom Data Systems is
listed as a Trusted Publisher and that the Expiration Date has not expired.

Trust Center ? x
JUEZ TS I .. Trusted Publishers

Trusted Locations

Issued To Issued By Expiration Date

Trusted Documents Cycom Data Systems, Inc Symantec Class 3 SHA256 Code Signing CA  2/10/2021

Trusted Add-in Catal Cycom Data Systems, Inc. VeriSign Class 3 Code Signing 2010 CA 1/15/2018

Add-ins

ActiveX Settings

LA st

Next, select Macro Settings and select the Enable all macros option. Please note that
selecting this option is not required but is highly encouraged as long as you or your users
regularly exercise sensible precautions and do not open documents from unknown sources.

Trust Center ? X

Trusted Publishers
fusted FubiEREr Macro Settings

Trusted Locations
Disable all macros without notification
Trusted Documents
Disable all macros with notification
Trusted Add-in Catalogs Disable all macros except digitally signed macros

Add-ins ®) Enable all macros (not recommended; potentially dangerous code can run)

Developer Macro Settings

n Trust access to the VBA project object model
Protected View

Message Bar
File Block Settings

Privacy Options
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Select OK to close the Trust Center window, then select OK to close the Word Options
window.

If Excel will be used by the user, repeat these steps in Excel.

Cycom Email Exporter Plus

Cycom Email Exporter Plus is an add-in that allows the user to import email from
Outlook directly to CLW. To configure this add-in, open Outlook and confirm that you see
a CLW tab in the Menu Bar at the top. This may be labeled CityLaw, CountyLaw, or
Cycom.

File Home Send / Receive Folder View Help CityLaw TeIII

E] % l_f?)v @ E (_lY] ég] FJ} E*? Y Documentation

= =2 To Manager
E':Jne\a":l |t2‘,-:vsv- ,Q; } Delete Archive Reply RCAF::Y Forward E.D < ) Team Email
=N Delete Respond Quick Steps
4 Favorites <

Search Current Mailbox ,O Current Mailbox ~

Inbox 5

Next, select File and then Options to open the Outlook Options window. Select Trust
Center on the left and then select Trust Center Settings... on the right to open the Trust
Center window. Select Trusted Publishers and confirm that Cycom Data Systems is
listed as a Trusted Publisher and that the Expiration Date has not expired.

Trust Center X

{ Trusted Publishers °
..'E*ed ul?.!i--g?-m»---r: Trusted Publishers

Privacy Options
Issued To Issued By Expiration Date

Email Security Cycom Data Systems, Inc. Symantec Class 3 SHA256 Code Signing CA  2/10/2021

Attachment Han:ﬂw’ Cycom Data Systems, Inc. VeriSign Class 3 Code Signing 2010 CA 1/15/2018

Automatic Downloa
Macro Settings

Programmatic Access

Next, select Macro Settings and select the Enable all macros option. Please note that
selecting this option is not required but is highly encouraged as long as you or your users
regularly exercise sensible precautions and do not open email and attachments from
unknown sources.

Select OK to close the Trust Center window, then select OK to close the Outlook Options
window.
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Outlook Calendar Add-in

Outlook Calendar Add-in is an add-in that allows calendar events created in Outlook to
be synced with CLW and vice versa. To configure this add-in, open Outlook and select the
calendar icon to open the Outlook Calendar view.

Select New Appointment and confirm there is a CLW button at the top of the
Appointment form. This may be labeled CityLaw, CountyLaw, or Cycom.

File Appointment Insert Format Text Review Help Q Tell me what you want to do
Ellj—l @ Calendar ﬁ @ ﬁaj @ﬂ p+
Save & Delete — Forward ~ Appomtment CityLaw Shetling Skype Teams Meeting Invi;
Close Assistant Meeting Meeting Notes Attendees
Actions Show Skype Meeting | Teams Meeting | Meeting Notes | Attendees
Subject
Location
Starttime  Thu 9/12/2019 1| |8:00Am v | [ Al day event
Endtime | Thu 9/12/2019 [£]| |&30Am v
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Update IE Settings

There are three steps to complete this task:
1. Add Site URL to Trusted Sites
2. Disable Protected Mode
3. Add Site URL to Compatibility View

Step 1. Add Site URL to Trusted Sites

Open IE and enter the URL address for CLW at your site. If you do not know the URL
address for CLW at your site, enter the following (replacing IIS_SERVER with the name of

your IIS server:

| http://IIS_SERVER

Alternatively, you can also acquire the URL from any other user with an active installation

by simply opening CLW on that device and noting the address in IE.

Once CLW is open in an IE browser, select Tools and then select Internet options to

open the Internet Options window.

Print >

File >
|
Zoom (83%) >

Safety > n
Add site to Apps
View downloads Ctrl+)
Manage add-ons
F12 Developer Tools
Go to pinned sites
Compatibility View settings
1 Internet options
1 About Internet Explorer
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Select the Security tab.

Internet Options ? X

General  security Q Content Connections Programs Advanced
Home page
/‘ To create home page tabs, type each address on its own line,
=4

l (] ol 51

Use current Use default Use new tab
Startup

(O Start with tabs from the last session
(®) Start with home page

Tabs

Change how webpages are displayed in tabs. Tabs
Browsing history

Delete temporary files, history, cookies, saved passwords, and web

form information.

[[]Delete browsing history on exit

Delete... Settings
Appearance
Colors Languages Fonts Accessibility

Select Trusted sites from the zones box.

Internet Options ? X

General Security Privacy Content Connections Programs Advanced

Select a zone to view or change security se!
Internet  Local intranet Restricted
sites

Trusted sites

This zone contains websites that you
trust not to damage your computer or
your files.

You have websites in this zone.

Security level for this zone
Allowed levels for this zone: All

Medium

- Prompts before downloading potentially unsafe
[i=:4] content
- Unsigned ActiveX controls will not be downloaded

Sites

[[] Enable Protected Mode (requires restarting Internet Explorer)
Custom level... Default level

Reset all zones to default level

[ T
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Select Sites to open the Trusted sites window.

Internet Options ? X

General Security Privacy Content Connections Programs Advanced

Select a zone to view or change security settings.

@ @ v O

Internet  Local intranet Restricted

sites
Trusted sites
Sites

This zone contains websites that you
trust not to damage your computer or
your files.

You have websites in this zone.

Security level for this zone
Allowed levels for this zone: All

Medium

- Prompts before downloading potentially unsafe
== content
- Unsigned ActiveX controls will not be downloaded

[[] Enable Protected Mode (requires restarting Internet Explorer)
Custom level... Default level

Reset all zones to default level

o1 [ o | [

Uncheck Require server verification for all sites in this zone.

Trusted sites X

You can add and remove websites from this zone. All websites in
this zone will use the zone's security settings.

Add this website to the zone:
| hitp://10.0.2.5 || Ad |
Websites:

https: //cycomdata-files.sharepoint.com Remove

https: //cycomdata-myfiles.sharepoint.com

‘ [JRequire server verification (https:) for all sites in this zone

Close
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The URL for CLW should already be populated in the Add this website to the zone field.

If not, enter the URL and then select Add.

Trusted sites X

You can add and remove websites from this zone. All websites in
this zone will use the zone's security settings.

Add this website to the zone:
| hitp://10.0.2.5 | | Add

Websites:

https: [fcycomdata-files.sharepoint.com Remove
https: //cycomdata-myfiles.sharepoint.com

[CJrequire server verification (https:) for all sites in this zone

Close

Select Close to close the Trusted sites window.

Trusted sites X

You can add and remove websites from this zone. All websites in
this zone will use the zone's security settings.

Add this website to the zone:
[l | Add
Websites:

http://10.0.2.5 Remove

https: /[cycomdata-files.sharepoint.com
https: //cycomdata-myfiles.sharepoint.com

[CJRrequire server verification (https:) for all sites in this zone
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Select OK to close the Internet Options window.

Internet Options ? X

General Security Privacy Content Connections Programs Advanced

Select a zone to view or change security settings.

@ ¢ v O

Internet  Localintranet Trustedsites  Restricted
sites

Trusted sites

This zone contains websites that you

trust not to damage your computer or
your files.
You have websites in this zone.

Security level for this zone
Allowed levels for this zone: All
Medium
- Prompts before downloading potentially unsafe

- content
- Unsigned ActiveX controls will not be downloaded

[[Jenable Protected Mode (requires restarting Internet Explorer)
Custom level... Defauit level

Reset all zones to default level

8 s

Step 2. Disable Protected Mode

With CLW open in an IE browser, select Tools and then select Internet options to open

the Internet Options window. Select the Security tab. Uncheck Enable Protected
Mode.

Internet Options ? X

General Security privacy Content Connections Programs Advanced

Select a zone to view or change security settings.

Internet  Localintranet Trusted sites  Restricted

sites

.
r 4 This zone contains websites that you

V' tustnot to damage your computer or
your fles.
You have websites in this zone.
Security level for this zone
Allowed levels for this zone: Al
Medwm

- Prompts before downloading potentially unsafe
=a content
- Unsigned ActiveX controls will not be downloaded

[CJenable Protected Mode (requires restarting Internet Explorer)
Custom level... Default level

Reset al zones to default level

Select OK to close the Internet Options window.

Page 26 of 31



@ @ gigxl-al wI’w Install CLW

Step 3. Add Site URL to Compatibility View

With CLW open in an IE browser, select Tools and then select Compatibility View
settings to open the Compatibility View Settings window.

o~ @
Print >
File >

I Zoom (100%) > I’"
Safety >
Open with Microsoft Edge Ctrl+Shift+E :

Add site to Apps
i Manage add-ons

View downloads Ctrl+) I

F12 Developer Tools

Go to pinned sites ‘
I Compatibility View settings

Internet options

About Internet Explorer

The URL for CLW should already be populated in the Add this website field. If not, enter
the URL and then select Add.

Compatibility View Settings X

l/C»] Change Compatibility View Settings
wa

Add this website:

Add
| =

Websites you've added to Compatibility View:

[ Display intranet sites in Compatibility View
[ use Microsoft compatibility lists
Learn more by reading the Internet Explorer privacy statement

Close

Select Close to close the Compatibility View Settings window.
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Add Icons

There are three steps to complete this task:
1. Add CLW Desktop Icon
2. Add CyImportFile Desktop Icon
3. Add CLW Import Icon to Send To Menu

Step 1. Add CLW Desktop Icon

Since CLW is accessed through an IE browser, first create a desktop shortcut for IE and
name it CityLaw, CountyLaw, CLW, or the name your site has chosen to use.

Do this by navigating to the location in Program Files for the IE application. In the IE
folder, you should see a file named iexplore.exe. Right-click that file and select Send to
and then Desktop (create shortcut).

Next, right-click the icon you just made and select Properties.

Open

Open file location
& Run as administrator
Pin to Start
7-Zip >
CRC SHA >
EH Scan with Windows Defender...
Pin to taskbar

Restore previous versions
Send to >

Cut
Copy

Create shortcut
Delete

Rename p

Select the Shortcut tab and in the Target field you should see the path to the
iexplore.exe file. It will likely look like this:

"C:\Program Files\Internet Explorer\iexplore.exe"

At the end of this path, enter a single space and then in quotes enter the full site URL for
CLW. Do not erase the original path. The original part of the target opens the IE browser.
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The part you are adding sets the address destination to your site’s CLW URL. When you

have entered your site’s CLW URL, the target should look similar to this:

’"C:\Pr‘ogr‘am Files\Internet Explorer\iexplore.exe" "YOUR_URL"

Next, to help distinguish this icon from IE, you may wish to change the icon image. Select
Change Icon... to open the Change Icon window.

@ CityLaw Properties X

General Shotcut Securty Detalls Previous Versions

=
e

Target type: Application

Start in: "C:\Program Files\intemet explorer”
Shotcut key:  [None \

Run Normal window M
\

Comment:
e ——

Cancel Aoply

Select the desired icon if it is available in the options or select Browse... to open the

Change Icon window.

Change lcon

Look for icons in this file:

Select an icon from the list belo

|
1]

| ok || cance

Page 29 of 31



@ @ gﬁﬂ"? wI’w Install CLW

Navigate to and highlight the desired icon, then select Open. If you do not have the CLW
icon available, it is provided at the end of this article in our Help Center. Save the icon
image to the shared drive so it is available for future installations.

Select OK to close the Change Icon window.

Change lcon X

Look for icons in this file:

C:\CycomSQL\Icon-White-256-.ico H Browse... |

Select an icon from the list below:

Select Apply to apply the changes you have made and then select OK to close the
Properties window.

Step 2. Add CyImportFile Desktop Icon

Inside the C:\CycomSQL folder right-click CyImportFile.exe and select Send to and then
Desktop (create shortcut).

The icon you just created can be renamed to CLW Import or anything desired to make it
easier for users to identify. To do so, right-click the icon and select Rename. There is one
exception. You cannot name this the same as the desktop icon that opens CLW.

Step 3. Add CLW Import Icon to Send To Menu

To add the CLW Import tool as an option in the Send To menu, navigate to the user’s
C:\CycomsSQL folder.
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Right-click the CyImportFile file and select Send to and then Desktop (create
shortcut).

In File Explorer, type the following in the address bar:

‘shell:sendto

Now drag the icon you just created into this folder. Rename the file by right-clicking and
selecting Rename. It should be named something meaningful to the user, such as CLW
Import or Import to CityLaw (or CountyLaw).
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