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LEAVE THE
TRAINING TO US.

- Comprehensive digital courses - Live training sessions
- Affordable membership plans - “Ask the Expert” sessions
- On-demand training videos - Customizable training plans

Affinity Insight offers insightful training programs created by legal professionals for
legal professionals. Our digital courses and training membership plans give you
access to some of Affinity’s most dynamic law firm management and legal
technology trainers—not just for a day or a week, but all year long. Join live training
sessions with your peers or learn at your own pace with bite-sized, on-demand
training modules. Design a custom training plan for yourself or everyone in your firm.
Learn more at https://affinityinsight.com
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MEET OUR NETDOCUMENTS EXPERTS

Meet our NetDocuments experts who co-authored this manual.

PAUL UNGER

While most people understand the day-to-day struggle of keeping up with email
and managing documents, Paul knows how to tackle the problem better than
anyone. Paul's passion is coaching lawyers on managing time, distractions, tasks,
emails, and documents efficiently. As the author of Tame the Digital Chaos - A
Lawyer's Guide to Time, Task, Email and Distraction Management, Paul is truly an
expert on the topic.

Paul's expertise is well-founded from his time practicing law. When Paul isn't
coaching lawyers, he teaches CLE classes for attorneys across North America.

RUSSELL DUNCAN

Passionate about document management, Russell knows how important it is to
properly deploy a document management system and properly train users. While
working for NetDocuments, Russell oversaw training and support for the partner
network.

Russell provides clients with an "easy button" - making work easier for everyone. i
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CHAPTER 3

BASIC
SEARCHING/FINDING

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Recent Documents / Recent Matters

There are two major methods of getting to documents in NetDocuments: (1) Navigating to
documents and (2) Searching for documents.

Recent or Favorite Documents

Using the Documents menu is one of the easiest ways to access documents, allowing you to
easily find a document you recently worked on, or a document that you saved as a “favorite”.

netdocuments:

OCUMENTS

RECENT

FAVORITE

FIGURE 3-1

The Favorite section will show all documents that have been favorited in a single list (in other
words, all your Home Page items, minus workspaces and folders).

The Recent menu allows you to quickly open a recent document by hovering over ‘Recent’”:

DOCUMENTS MATTERS

RECENT '“ > ﬂ_o spreadsheet

@@= Sample Agreement
FAVORITE

— Agreement Loan Closin
* B 1097.001 - Elmer Fudd @= s 5

% Letter to Ms. Jones
My Forms

M= Lebowski Bankruptcy MERGE DOC2 (copy) [Av
FIGURE 3-2
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Left-click on a document to open it. Or, left-click ‘Recent’ to view all Recent Documents in a list
view. You can then filter to see recently edited, opened, or added documents:

= DOCUMENTS MATTERS
Home > Recent Documents

Recent Documents v

Show: All Edited Opened Added 34items | 0 selected
] Name
[] % ﬂno spreadsheet

[ % @@= Sample Agreement

[ ] ¥ @= Asgreement Loan Closing

[ ] & M= Letterto Ms. Jones
FIGURE 3-3

Recent or Favorite Matters

Use the Matters menu to browse workspaces you have recently visited or favorited, from across
all cabinets.

DOCUMENTS MATTERS

NAVIGATION HECER

FAVORITE

FIGURE 3-4

Opening from Word, Excel, PowerPoint

You can initiate the searching and opening of documents directly from Word, Excel, and
PowerPoint as well.

File > Open > ND Open

FIGURE 3-5

Use Navigation Pane to find the document or run a search (see Searching).
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Single-click on document to open.

To see versions, right-click on the document > versions.

Activity Center

The Activity Center shows recent documents that you have touched from all programs. Access
the activity center by right-clicking on the ndOffice icon in the system tray (lower right-hand
corner of screen).

10:42 PM

1/1/2018

FIGURE 3-6

m ndOffice Activity

@ Letter to Joe Smith.docx v.1
Checked in 12/14/2017 at 1:18 PM —~

ﬂ Test Link for the GSO Matter 12...msg v.1 =

Settlement Agreement.docx v.1 ™

a

Shoe Carnival CPM 03495 Brok...docx v.1
Checked in 11/30/2017 at 9:19 AM ‘

a

UAT OQutline for User Access Te....docx v.1 (7)
Checked in 11/30/2017 at 8:36 AM =

B

Test Document.docx v.1 —
FIGURE 3-7

|

Left-click on a document to open it. Right-click to get alternative open options (open read-only,

specific version, rename, print, get link, etc). Click on the @ to view a document's
details/metadata.

Methods of Searching
Search and Display All Docs in a Matter

To go to all the documents in a matter, select Go to Matter (upper right-area of home screen).
Depending on the cabinet name, this label may change.

Go to a matter...

Customize Layout

FICURE 3-8

NETDOCUMENTS FOR LECAL PROFESSIONALS PAGE 6



h

XY
—
Affinity CHAPTER 3

Tag Matter as a Favorites

Once you get to the desired matter (above), remmember that you may want to tag the matter as
a Favorite if it is an active matter of yours, so it shows up on your Home Page.

DOCUMENTS

Home > Clien 1 - Test Client for Training
L 999999.00001 - Test Clien

OVERVIEW DOCUMENTS *

FIGURE 3-8

Tag a Document as a Favorites

Once you get to a document within a matter or a search result, you may want to tag the
document as a Favorite, so it shows up on your Home Page.

* QJJ Scanned Pleadings v

Y 2items | 0selected

Na

+ ‘@ Complaint

FIGURE 3-9

Basic Searches

Select the drop-down arrow in the Quick Search field (top-center) to select the desired cabinet
to search.

v Search Leasing - Transactional e E

A Client /Matter ,, _

Library

All Cabinets

Global Search -
All Cabinets (that
you have rights

FIGURE 3-10
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Type the search term(s) in the Quick Search field. Select if you want to search Name/Subject
(titles) or Everything (text within the doc).

vl
Searchin: @ Name/Subject Everything

Recent searches >
4825-1848-3537
heckman [Worldox]

4813-7208-7375

FIGURE 3-T1

NETDOCUMENTS FOR LECAL PROFESSIONALS PAGE 8



LEAVE THE
TRAINING TO US.

- Comprehensive digital courses - Live training sessions
- Affordable membership plans - “Ask the Expert” sessions
- On-demand training videos - Customizable training plans

Affinity Insight offers insightful training programs created by legal professionals for
legal professionals. Our digital courses and training membership plans give you
access to some of Affinity’s most dynamic law firm management and legal
technology trainers—not just for a day or a week, but all year long. Join live training
sessions with your peers or learn at your own pace with bite-sized, on-demand
training modules. Design a custom training plan for yourself or everyone in your firm.
Learn more at https://affinityinsight.com
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