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1.1
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Lawtrac Connect Installation and User Guide

The Lawtrac Connect feature is an Outlook interface created to give users the ability to associate
emails to Lawtrac matter to which they are assigned from within Microsoft Outlook. This application
was designed to sawe time for Lawtrac users who spend most of their working time in Outlook.

Warning: Lawtrac's Office plug-ins are not certified to work on Microsoft Windows 10, and users
may experience performance defects when using Lawtrac Connect on this operating system and
platform.

Installation

The current installation package works for 32bit and 64bit computers. Refer to the detailed guidelines
below, or select Document Tools from the Documents tab on your Lawtrac homepage for quick
instruction.

For the installation to work correctly, you need to have the Microsoft Visual Basic and Microsoft
Visual Studio 2010 Tools for Office Run-time application installed on your computer. You must
uninstall any previous Lawtrac Connect installs. During the Lawtrac Connect installation, your
Outlook must be closed.

Important Note: The use of Lawfrac Connect counts against the overall seat licensing for in-house
users in Lawtrac.

Step 1: Confirm Installed Programs

Go to Control Panel>Programs and Features and ensure the following are installed on your
machine:

e Microsoft Visual Basic application
e Microsoft Visual Studio 2010 Tools for Office Runtime

If both are successfully installed and you do not have a previous version of Lawtrac Connect installed,
proceed to Step 2. If both are not listed, follow the install instructions below.

To install Microsoft Visual Basic PowerPacks 10.0 application:

e Click the link: http://go.microsoft.com/fwlink/?LinkID=145727&clcid=0x804.

e Select Run.

e Accept any prompts regarding unknown publishers.

o After the application has successfully installed, close the window.

To install Microsoft Visual Studio 2010 Tools for Office Runtime:

e Click the link: http://www.microsoft.com/en-us/download/details.aspx?id=44074.
e Select Run.

e Accept any prompts regarding unknown publishers.

o After the application has successfully installed, close the window.

Lawtrac Connect Installation and User Guide
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113

If this is not your first time installing Lawtrac Connect, you must uninstall any previous versions. To

uninstall your current Lawtrac Connect:

Go to Control Panel>Programs and Features.

Locate Lawtrac Connect and select Uninstall.

Close the Control Panel window when complete.

Important Note: During the Lawtrac Connect installation, your Outlook must be closed.

Step 2: Locate Lawtrac TeamiID

You need to know your Team ID in the Lawtrac application.

Step 3: Lawtrac Connect .zip File

On the top menu, click People>In-House Legal Department.

Locate and select your name.

Find your Lawtrac Team ID at the bottom of the page.

Miranda Rogers
QUALITY ASSURANCE (MITRATECH HOLDINGS)

5001 Plaza On The Lake
Suite 333
Austin TX 78746

EMAIL: MIRANDA ROGERS@MITRATECH.COM
VOICE: 5121234567

-)

STATUS

® HOLD ADMINISTRATOR
@ ROUTING SLIPS

® ADMINISTRATOR

@ APPLICATION SETTINGS

Can approve invoices up to 1. Hands invoices over
that amount to Edward Invoicer for his/her

review.

PERSONNEL NO:
LAWTRAC TEAM ID:
ACTIVE DATE:

10/27/2014

User Credentials

From the homepage within your Lawtrac application, select Document Tools from the Documents

tab.

Click the blue Download button to activate the LawtracConnect.zip file. Choose Save File and
then click OK, or choose to open the file with Windows Explorer.

Outlook 2007

Download

Download

Outlook 2010 and Later

Dow nload Connect

Lawtrac Connect Installation and User Guide
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11.4 Step 4: Extract File

There are two .zip files for the Lawtrac Connect application: Lawtrac_Setup_2010_and_Above,

and setup. Click Extract all files in the taskbar.

= Recent Places

4 Libraries 3
%] Documents
& Music
& Pictures

Subversion

B videos

4% Computer
£, Windows7 08 (C
B DVD RW Drive (E:
¥ Lenovo_Recoveny

5# Scans_General (\'

2 €l Network
/8 HOMIBLAHA
8 MTAUS-DCL
1 MT-AUS-K100
M MT-AUS-K118
M MT-AUS-X147
oM RAT-AIIS-¥1R2

’

" 2 items

o [@])[=
\/\/ [ » Computer » Windows7_0S(C:) » Users » MIRAND~LMIT b AppData b Local b Temp » LawtracConnect-1 [ 43 |[ Search LawtracCannect-1 2|
Organize » | Bxtract all files - 0 @
A *  Name ’ Type Compressed size Password .. Size Ratio Date modified
B Desktop i) Lawtrac_Setup_2010_and_Above Windows Installer Package 415K No 609KB 41%
& Downloads 5 setup Application 191KB No 419KB 5%

Extract Files

Double-click the setup file to begin the installation process. Follow the
new Lawtrac Connect Setup Wizard window.
s Accept any prompts regarding unknown publisher by clicking Run.

Click Next to accept the defaults in the installation.

= When the installation is complete, click Close.

brief instructions in the

Lawtrac Connect Installation and User Guide
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11.5 Step 5: Open Outlook

Reopen Microsoft Outlook. If you receive a pop-up requesting permission to install from unknown
publisher, click Install.

Micreseft Office Customization Installer

Publisher cannot be verified P
>
Areyou sureyou want to install this customization? y -
Name: Lawtrac.Connect - Lawtrac.Connect
From: file:///C:/Users/miranda.rogers. MITRATECH-

AUS/AppData/Roaming/Lawtrac/Lawtrac Connect/Lawtrac. Connect.vsto
Publisher:  Unknown Publisher

While Cffice customizations can be useful, they can potentially harm your computer, If
you de net trust the source, do not install this software, Mere Information...

[ Install H Don't Install ]

Install

In the new Lawtrac Connect Setup Template (shown below), type your Team ID into the Team ID
text field.

Lawitrac

MAMAGIMEIMNT SOLUTIONHSE FOR IN-HOULE LAW DEPARTHENTS

:h'll.'lﬁ [ LAW TRACIOOOOE J00K 0000

DONT SHOW THIS DIALOGUE NEXT TIME

Setup Template

The URL is pre-populated with your site.

In the Team ID field, enter your personal Team ID from Step 2.

Contact Lawtrac Support to obtain the Upload Path and the Web senice URL.
Sawe the settings.

Click Close.

Lawtrac Connect automatically loads into Outlook: "Lawtrac" is added to the menu bar and the
bottom pane displays the Lawtrac Connect add-in.

Lawtrac Connect Installation and User Guide
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B & [ =
HOME SEMD / RECEIVE FOLDER VIEW LAWTRAC TeamConnect

(=T [T-?Ignore D , D . p Box Invites €3 To Manager
r 2 2 £ B Meet ; ?
=1 & X R mve | ¥ bore

7= Clean Up = Tearn Email
Mew  MNew Delete  Reply Reply Forward [55 ~
] ¥ ¥ More 2 Reply & £ Cr -
Email ftems~ o Junk - Al m & Reply & Delete Create MNew
Mew Delete Respond Quick Steps

Lawtrac Tab in Outlook

11.6 Troubleshooting

If, after completing the install, the setup template does not automatically display or the Lawtrac
option does not appear on the menu bar, perform the following:

e Ensure Microsoft Visual Basic application and Microsoft Visual Studio 2010 Tools for Office
Runtime are installed and listed in Programs and Features. If they are not, you need to install
the programs; uninstall Lawtrac Connect, and reinstall.

e Ensure the Lawtrac Connect add-in is enabled in Microsoft Outlook.
o Outlook 2007
-  Tools
& Trust Center
- Add-ins
b Verify that the Lawtrac Connect Add-in is listed under Active Application Add-ins
o Outlook 2010
>  File
L  Options
> On left sidebar, click Add-ins
b Verify that the Lawtrac Connect Add-in is listed under Active Application Add-ins

If Lawtrac Connect Add-in is listed under Inactive or Disabled, highlight the add-in and click Go.
Check the box next to Lawtrac Connect Add-in and click OK. Select File>Exit to close Outlook and
then reopen.

1.2 Using Lawtrac Connect

After a successful installation, Lawtrac Connect loads automatically when you open Outlook. The
Lawtrac option on the Outlook menu bar has a Settings link and a Lawtrac Connect switch to hide/
display the feature.

Lawtrac Connect Installation and User Guide
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FEoBaa D -
FILE HOME SEMD / RECEIVE FOLDER WIEW LAWTRALC TeamConnect
‘;l +| Lawtrac Connect

Settings

Lawtrac Settings in Outlook

Attach a Matter

The Lawtrac Connect feature is an Outlook interface created to give users the ability to associate
emails to matters to which they are assigned from within Microsoft Outlook. For complete
information regarding this feature, refer to Lawtrac Connect Installation and User Guide.

Attach an Attachment (Document) or Email to an Assigned Matter
1. Select the matter in the drop-down.

2. Click on the email or attachment to be added and drag it into the box. Note: The upload process
starts after a few seconds. Do not repeat.

3. If the drag-drop into Lawtrac Connect is successful, a green ‘Success’ bar displays in the drag-
drop area. Note that the Success bar indicates that it has been successfully pulled into the
Lawtrac Connect temporary holding area, not necessarily successfully into the matter.

&

When emails and attachments are uploaded to a matter via Lawtrac Connect, they display in the
destination matter (via Documents>Detailed List>Associated Documents area of the Main Matter
Screen). Emails are uploaded as .msg documents and can be viewed, as can the attachments.

When uploaded, the Lawtrac Connect upload process adds a tag to the document name with the
date added plus a control number, and “Added via Lawtrac Connect” is added automatically to the
document Synopsis field. The tag number is unique to each Lawtrac Connect upload so if the same
email (i.e., same email subject line) is uploaded more than once to a matter, the tag tracks which
was uploaded first.

Documents
DOCUMENT - CATEGORY / FOLDER DATE
B ge Uploaded invoice- Where is it _20140114112959.msg [10f1] Uncateqgorized 01/14/2014
@ RE Lawtrac Connect tip_20140114104027.msg [10of1] Uncategorized 01/14/2014
@ Document Bank.docx [1of1] Contract 01/08/2014
@ Demoll.docx [2 of 2] Uncategerized 01/07/2014

Document Tag Track

Move/Resize

On the top bar click the down arrow and the ‘X to close out of Lawtrac Connect. Clicking the arrow
displays 3 options: Move, Size, or Close.

]

Lawtrac Connect Installation and User Guide
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Move—Relocate the Lawtrac Connect box to another area within your Outlook.
Size—Drag in the edges of the Lawtrac Connect box to the desired size.

Close—EXxit out of the Lawtrac Connect tool.

1.2.1.2 Matter Drop-Down

The matter drop down contains up to 1,000 matters to which you are assigned, listed in alphabetical
order by matter name. Matters that have been closed within the past 90 days are included in the
selection list.

Note: If your matter selection list begins with blank lines, this is due to matter that have been
deleted. Contact Lawtrac Support regarding matter clean-up.

If you are assigned to a large number of matters, it may be difficult to locate a specific matter. To find
a matter quickly, open the selection list and key an initial letter to jump to the matter prefix for that
letter/number.

Click the Refresh button to update the list.

E]

1.2.1.3 Drag-and-Drop Box

Once the appropriate matter has been selected, click on the email or attachment to be added and
drag it into the box.

Note: The upload process starts after a few seconds. Do not repeat.

If the drag/drop into Lawtrac Connect is successful, a green Success bar displays in the drag-drop
area.

Note: The Success bar indicates that it has been successfully pulled into the Lawtrac Connect
temporary holding area, not necessarily successfully into the matter.

If you drag an email attachment (document) with an unauthorized extension to a matter, that
document is not added to the matter. The user receives an automatic “Unauthorized File Upload”
internal message in Lawtrac. The green Success bar may appear however, signifying the file was
transferred, but it is not accepted by the application.

1.2.1.4 Matter Information Area

This area defaults to information about the currently-selected matter, including the legal team
assigned and key matter data.

E]

If the Lead/Primary role is not filled, the Primary row displays No Lead Role.

]

Home f—Refreshes the middle matter information area for the currently-selected matter.

Lawtrac Connect Installation and User Guide
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1.2.1.5

1.3
1.3.1

13.2

Notes #*—Refreshes middle area to display a Text Records/Quick Note area. Current text records
are listed to the left, new text can be added and categorized on the right. Click Save to add the new
text to the listing and to the matter. Click on existing text record to view details.

&

Events Set—Refreshes middle area to display the selected matter's Upcoming Events and a place
to add a new event. The outside counsel access defaults to "no access".

]

Email Contact Information

The far right area looks at the email currently highlighted and displays the sender's name, email and
phone number (if available). If the current email is not from an individual, then the right area displays
your Today’s Events or your Upcoming Events, regardless of the matter selected.

You can click on an event to display the event metadata and any comment(s). Click the X in the top
left to close the event display.

Viewing Lawtrac Connect Updates in Lawtrac

Documents

When emails and attachments are uploaded to a matter via Lawtrac Connect, they are displayed in
the destination matter (via Documents>Detailed List>Associated Documents area of the Main
Matter Screen). Emails are uploaded as .msg documents and can be viewed, as can the
attachments.

When uploaded, the Lawtrac Connect upload process adds a tag to the document name with the
date added plus a control number, and Added via Lawtrac Connect is added automatically to the
document Synopsis field. The tag number is unique to each Lawtrac Connect upload so if the same
email (i.e., same email subject line) is uploaded more than once to a matter, the tag tracks which
was uploaded first.

Documents
DOCUMENT - CATEGORY / FOLDER DATE
B ge Uploaded invoice- Where is it _20140114112959.msg [10f1] Uncateqgorized 01/14/2014
@ RE Lawtrac Connect tip_20140114104027.msg [10of1] Uncategorized 01/14/2014
@ Document Bank.docx [1of1] Contract 01/08/2014
@ Demoll.docx [2 of 2] Uncategerized 01/07/2014
Documents

Text records

Text records added to a matter via the Notes feature in Lawtrac Connect display in the matter as
usual. The Time column is not populated for records added via Lawtrac Connect, but a Control
Number is assigned.

Lawtrac Connect Installation and User Guide
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MATTER TEXT Add New
DATE & SUBJECT & UPDATE & TIME SOURCE NAME
01/22/2014 Description 01/22/2014 11:58  In-House Staff Price & i}
01/14/2014 Correspondence Record 01/14/2014 = In-House Staff Price & i}
01/14/2014 Test 01/14/2014 In-House Staff Price & jinj

Text record access for outside counsel and key personnel defaults to the setting for each text

category.

1.3.3 Calendar

Text Records

Events added via Lawtrac Connect display on the matter's Calendar page, and are added to the
matter's Month View. Editing an event from the matter also updates in Lawtrac Connect.

Lawtrac Connect Installation and User Guide
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