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Disclaimer

DCNC, Inc. makes an effort to ensure the accuracy and quality of these materials; however, they
make no warranty whatsoever, express or implied, with respect to the correctness, reliability, or
appropriateness of the material for any particular purpose. All the data and examples contained
herein are intended as fictional only. Any resemblance to real persons or clients is coincidental.
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Saving and Profiling in Worldox

Chapter at a Glance
Profile Groups
Saving a New File
Type Down Feature
Favorites Tab for Profile Field Table Windows
Subsequent Saves treated as a Save As
Quick Profile
Make a Quick Profile the Default Profile Group

Profile Groups

You have several profiles to select from depending on what type of file you are saving. The
following profile groups are available: Files, HR, and Private.

Saving a New File

After you have created a new file, save the document by clicking Save. The Worldox save screen
will now open to your default profile. Enter all of the required profile fields, including the
description, and click OK. The document will now be saved in Worldox and assigned a unique

Document ID number.
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e Fill in the Description field with what you would like to name the document. This field
can be up to 120 characters long.

e Use the Comments field to further describe the file. Enter keywords that could help you
search for the document in the future. This field will hold up to 5,000 words and is text
searchable with the Description of the document.

Type Down Feature

When saving a document, click the name of the field (for instance, Client) to see the table with
all options available. To quickly search the table for the Client you’re looking for, simply start
typing the name or client number. You do not have to highlight the field you are attempting to
search in. This feature will work for the other lists as well (Matter, Doc Type, Author, Doc
Date).

v &= [EFHE fé”@ﬁ/i*"’

1 Type down: Client |11 [SES

™ Line Found!

T E—

|

700009 Ron's Fith Avenue
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(00011 Metzer, Mariyn

Favorites Tab for Profile Field Table Windows

There are two tabs located on the profile field table windows. One is for the default profile fields
and the other is the Favorites tab. The Favorites tab will track and display your recent choices for
that selected field. This can make it easier to find the choices you make often.

For example, when you click on the Client button you are presented with the Client profile field
table as shown in the figure to the left.
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Click on that Favorites tab and you will see all of the recent choices you have made for this field,
shown in the figure to the right. Any choice you recently made will appear automatically on this
Favorites tab. This Favorites tab appears for all of the other Profile field selection windows (such
as Matter, Doc Type, Author, and Doc Date).



By right clicking on the Favorites tab, you can make your Favorites your default tab so when you
access the table the next time, it will automatically display your favorites. You can add to your
favorites by right clicking a client in the main tab and choosing Add to Favorites.

Save As

l ! Doc ID: 00002220.00C
Description: MotiontoDismissPIvIH

Description: |MationtoDisrmissPIvIH a-| E
Comments: | |

Choose Action: || © Replace File. This is the same as File=Save.
@3 |  Save as Version 2. The prior version wil be preserved.
I | T Save as New File. You wil be prompted for a new profile.

E3 | T Edit Profile. You wil be able to modify the current profile.

E3 cancel

When you select Save As, you will have the following choices for saving the document:

o Selecting Replace File automatically overwrites the file you have open.

e When you want to save another draft of a file, select Save as Version. This will keep the
same profile information but will change the version number.

e Choose Save as New File to create a copy of the file while preserving the original. This
will assign the copy a new Doc ID, and allow you to change the profile information if
necessary.

e Choose Edit Profile to modify the profile features of your current document.

Quick Profile

If you are going to be saving many documents with the same profile features, you can create a
Quick Profile to save time. This will allow you to save the profile features you want to use and
quickly apply them when saving new documents.

The Quick Profile Menu is located in the File Save screen along the top and slightly to the left.
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Creating a Quick Profile:

Click Quick Profile Menu.
Choose Save As Quick Profile.
Name your Quick Profile and click OK.
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Using a Quick Profile:

1. Choose to save your document.

2. Select the My Profiles tab to the right on the profile
window.

3. Select the profile you wish to use.

4. Profile information will be automatically inserted.

5. Enter a description or any desired comments.

Make a Quick Profile Your Default

8 .My Profiles ]l-__ 9.Public Profiles ] A
1. Choose Save to open the profile window. !_5;”':“ i‘;": - ”
2. Inthe My Profiles tab, right click on the Quick Profile | 5=~ cunce
you want to use. §] Load Quick Profile Template
3. Choose Set as Default. L lsetasDefautt |
4. Now all documents you save will default to that Quick ¥ Email to another user
Profile. However, you will still be able to change the (7] Edit Quick Profile Template
profile information if you need to. 3§ Delete Quick Prefile Template
Il

Choose to save your document, and fill out all the required fields in the profile window.

& 8.My Profiles |\ 9.Pub

8 Quick Profiles
() City of Masa
;':fJ James moraty
&) Nathan Mangement
@ oa
=) Rons
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Retrieving and Searching Files

Chapter at a Glance

Opening a Document from Word
Using the WorkZone
Performing a Search

Text Searching

Boolean Search Operators
Viewing a File

Tags Filtering

Bottom Tabs

Quick File Retrieval
Location Line

Favorite Files

Bookmarks

Managing Bookmarks

Searching in Worldox is an incredibly powerful, effective way to find information and locate
documents in your firm’s Worldox document repository. You can perform quick, simple
searches, or advanced searches that combine full-text searching, date ranges, profile fields, and
more.

There are several ways to search for documents in Worldox. You can open the program you
know the document was created in (such as Word) and choose Open, or you can search by
opening Worldox from the icon on your desktop or through the WorkZone.

Opening a document from Word

If you know your document is a Word document, open Word and choose Open. This will launch
Worldox and you will be able to start your search. Worldox will open showing the most recent
(or “Favorite”) 20 Word documents that you have accessed.

Using the WorkZone

When Worldox is running, a small icon called the WorkZone will appear near the top
center of your desktop. You can double click this to open Worldox, or you can drag and drop
files into the WorkZone to automatically open the profile save window. You can also move this
icon around your screen by clicking and dragging it to where you want it.




Performing a Search

If your file is not in your Favorites, you can search multiple ways. The most powerful method of
searching is by clicking Find (represented by binoculars) along the top of your Worldox screen.
This will open a list of your Profile Groups. Select the Profile Group you wish to search in to
open the search screen.

Worldox G33 - Find Files - Files @

Mamne/Comment | |
Doc ID: |

Date Created |
Date Modified |
Date Accessed |
Text in File |
Profile Group | Files
1, District |
2. Category |
3. File |

4. Doc Type |
5, Author |
6. Ret-Date |
7. Stamp |
Search what | &3 active

Ll Lef el LefLef Lo}

Ll Lefled LefLed L fL«]

G2 Search ‘ 42 Back | [ clear | 53 options ‘ 3 cancel |

From here, you can search by any of the profile fields that you used to save the document, as
well as several other fields. See the list below for a description of the search fields available.

¢ Name/Comment - The Name is the Description you assigned the file. Worldox searches for
any files containing the text entered in either the Name or Comments.

e Doc ID - Each file is assigned a unique Doc ID. If you have the Doc ID number, you can
enter it into this field (with or without leading zeros) to immediately find that document.

e Date Created -- The Date Created when the document was saved for the first time.

e Date Modified -- The Date modified is when the file was last saved by its native
application.

e Date Accessed — The Date Accessed is the last date the file was opened.

e Textin file -- This is where you enter words for full-text searching of your documents.
Worldox has a fast, powerful text search engine that uses Internet-style syntax so you can
search your own documents similarly to how you search the Web. Please refer to the
examples in Text Searching in Worldox section in this chapter.



Text Searching in Worldox

This following method of searching applies both to searches in the Name/Comments field and
in Text in File (full-text searching).

For basic text searching, just enter words or search terms, separated by spaces, in the Text in File
line of the Find window. For example, breach contract. For more examples, see Sample Searches
table on the next page.

By default, Worldox will assume a w/3 (within three words of each other) if two words are
entered in either the Name/Comments field or the Text in File. For a document to qualify, it must
contain both words.

e Capitalization ~-Worldox searches are not case sensitive. For example, the following are
equivalent: President, PRESIDENT and pReSidENT.

e Punctuation — Punctuation is significant in searches. For example, searching for ASPCA will
not find documents containing “A.S.P.C.A.” To find such a term, you must enter the periods
between the letters: A.S.P.C.A..

e Automatic Exclusion of Common Words — Worldox ignores common words, such as “the”
and “how,” as well as certain single digits and single letters. Such words tend to slow down
your search as they are found in most documents. Alternatively, you can specify directly on
the Text in File line to include common words by preceding them with a “+”, as described in
the following section. A third alternative is to enclose the terms in quotation marks to search
for the entire phrase.

e “+” Searches — If a common word is essential to what you are searching for, you can force
its inclusion by placing the “+” sign in front of it. In the search, his current position,
Worldox ignores the common word “his”. This means you might get a document with “her
position is current” or “the current position is untenable.” To include “his” in the search, and
therefore exclude the extraneous hits, enter +his current position.

o “AND” Searches — Worldox supports the logical AND operator. Joining terms with AND
results in any documents that have all of the words, irrespective of how far apart each term
occurs. For example, searching for breach AND contract returns any document that has both
terms.

e “OR” Searches — Worldox supports the logical OR operator. Joining terms with OR results
in any documents that have any one or more of the words.

e NOT Searches — Narrows your search and retrieve records that do not contain the term
following it. For example: truck NOT pickup will find all instances where truck is present but
will exclude any files that also include the word pickup in the file.
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e Word Variations (Stemming) — Worldox text searching supports the use of the wildcard
character “*” for word stemming. Use the asterisk when you want to search for variations of
aterm. You can use this anywhere in the word.

e Phrase Searches — Search for complete, literal phrases by enclosing the words in quotation
marks. Words enclosed in quotation marks “like this” must appear together in all results,
exactly as entered. Phrase searches are especially useful when looking for company names,
direct quotes and proper names.

¢ Proximity Searches — Proximity searching allows you to combine search terms by specifying
the maximum number of words you want between the terms. Worldox offers two types of
proximity searches.

o “W/X” Proximity Searches — Use the “W/x”” operator, where X is the maximum
number of words of separation allowed. For example, searching for elevator w/5
lawsuit locates documents where the terms “elevator” and “lawsuit” occur within five
words of one another. Note that the order in which the words occur is not
significant—only their relative position (proximity) to one another matters.

e “/x, y/” Ranged Proximity Searches — This allows for a unidirectional search, from
left to right, within the range of words specified by x and y. For example TECH /3,9/
CALL would search for "CALL" within three to nine words of "TECH", where
"CALL" must appear to the right of "TECH". Note that there can be no spaces
between the opening and closing slashes.

11



Boolean Search Operator Examples

If you want to narrow a search, you can add in Boolean search operators. See the table below
which highlights Worldox’s powerful full-text searching.

Text Search Example

Description

motion to compel

Finds documents where the word “motion” and the word “compel
are both found. Since “to” is a common word, it is ignored.

order cease desist

Finds documents where the word “order”, “cease” and “desist” all
occurs within a document. This is the same as: order AND cease
AND desist.

“order to cease and desist”

Finds documents that include the exact phrase “order to cease and
desist” only. To find an exact phrase, enclose it in quotation marks.

1992 AND gonzalez AND Finds documents with the terms “1992,” “gonzalez” and “pleading.”

pleading All three terms must appear. This differs from searching for 1992
gonzalez pleading in that the terms do not have to occur within three
words of one another.

wor* Finds documents beginning with the letters “wor.” This would find,
for example, documents with such words as “Worldox”,
“worldwide”, “workshop” and “worship”.

*duction Finds documents ending with the letters “*duction”. This would

find, for example, documents with such words as “production”,
“introduction”, and “reduction”.

truck NOT pickup

Finds all instances where truck is present but not pickup.

hospital w/10 jalapeno

truck OR lorry

Finds documents where the word “jalapeno” occurs within 10 words
of “hospital.” For example, “She was taken to the hospital after
eating a particularly hot jalapeno.”

Finds documents with either the first word, the second word or both
words. In this example, the term “lorry” is a synonym for “truck,” so
including it in the search, joined with OR, ensures that you’ll find
documents using either term.

hot /2,4/ dog

Finds documents where the word “hot” occurs prior to, and between
two and four words of “dog.” For example, “It was so hot the dog
ran beneath the sprinkler.” Something like the following would not
qualify: “He entered the hot dog eating contest.”

12




Viewing a File

After you have performed a search, you will be presented with a list of files that
have met your search criteria. If you want to preview a file in the viewer before
opening it, select the file in the Worldox window and click the View button. Or
you can select File>View. View

Tags — The Visual Filter

Tags filters in Worldox is a visual way to see the distribution of profile field values and other
elements within work lists, along with a set of graphic tools for setting work list filters. To use
Tags, choose the Tags tab along the bottom of the Worldox screen.

. Worldox GIG - Desktop [

File Edit List Seach Bockmarks Display Audit Network Project Help WDtoPDF

fqadedw @z ERD0 H| Y

Open Vew | Home Refiesh | Fnd Drect Favorts | Copy Mowe nqu Profie  Emal || Navigabon (Comants 0 You
Access  Fis Panel Know?

B Client Guidelines Sy Client List %MLW B Delvery SrFax Sy GDI W-9 2013 Qlenemead By Lexis Nexs B Parking List Ty Private $j Staff Client List Sy Staff Time Sheet % VCRF

1 Email < Find: File No=1180206 ... lNzw Usli

4 - wp | P Location: | Find: Fle No=1180206; Profile Group=Fies <Actve> B =N <]
@ - o - | “Friter: | Al Fies (*.7) |G| -
3 0ver 2650 found | 6 @ € isck | DGotopage: [T | o | B Next 3 M | B Combine al pages
My Computer | Doc tame Doc ID |vers |  Modfed | Fie o Desc | DocType Desc |
() Woridox - Modfied: 2 weeks ago (9/28/2013 - 9/22/2013) =
\}—_} My Documents RE: Teresa Bradford v. USAA 00542054.M5G 9/27/2013 11:50 AM Hiverding ¥. Y... EMAIL
culll My Computer ) ime report
Hrm C:\-05 % Order Granting P's MEOT to Supplement ROA 9-23-13 00540456.PDF 9/24/2013 08:11 AM Hiverding v. Y... Appelate Pl..
BHg D Modfied: 3 weeks ago (9/21/2013 - 9/15/2013)
HH38 F:\ - \\GDSBS\N... @ Confidental: Hiverding v Yanchunas 00539034.M5G 9/18/2013 11:13 AM Hiverding v. Y... EMAIL
32 P:\ - \\GDSBS\U,,e RE: Confidential: Hiverding v Yanchunas 00538974.M5G 9/18/2013 10:16 AM Hilverding v. Y... EMAIL
w38 W\ - \\GDSBS\... RE: Confidential: Hiverding v Yanchunas 00539195.M5G6 9/18/2013 08:33 AM Hiverding v. Y... EMAIL
Confidentiak Hiverding v Yanchunas 00538870.M5G 9/17/2013 07:26 PM Hilverding v. Y... EMAIL
% Att 1 to P's MEOT to Supplement Record 8-16-13 00538726.P0F 9/17/2013 03:36 PM Hiverding v. ¥... Appelate Pl...
Appeal Clerk's Affidavi re ROA
= P's MEOT to Supplement Record 8-16-13 00538708.P0F 9/17/2013 03:21 PM Hiverding v. Y... Appelite Pl...
J Modfied: 3 months ago (Jul 2013)
% Order re ROA due 9-16-13 - 7-23-13 00511405.P0F 7/23/2013 09:22 AM Hiverding v. Y... Appelite Pl...
. Appelant’'s MEOT to Supplement Record 7-17-13 00510361.POF 7/16/2013 10:42 AM Hiverding v. Y... Appelate PL..
(2] RE: Hiverding v. Yanchunas - we won! 00510306.M56 7/18/2013 08:06 AM Hiverding v. ... EMAIL
241 RE: Motion for Extension of Time 00510285.M56 7/17/2013 05:14 PM Hiverding v. ¥... EMALL A

—

e e . | |SFreris: | EMn 2 Fies | |_Juncheck Al | (@ Rafresh

A FROe ke @ opocneme: Confidential:  PW:  Fwd: 1 mnoden:  RE:

O7npe:  "0AT  *DOC  *DOOX w0 F.MSG *PDF -mmx =woL

[ profie Groups

|| B cooes O 2 vocTipe:  APLPLEADNGS  BILLING corRes DRAFTS psavosas EMAIL  caera
| & worsoaces MEMO-RSRCH misc  PLEADINGS  eeoxcr  mecoros  TRIAL
Y Scokrarie Qszamo: DRD xa wc LAF 1 MML wec OUTSIDE SIC as TDK s
% || O Full List | = Comments | B Profilc [ % Viewer | £l Relations |8 Project %7 Tags | piles\ 1180206 File: 2 of 500

What can you do with Tags?:

o Visual “weighting” means that types of files with that profile will appear larger and
bolder than others. In this picture, you see that the current list has more .PDF and .MSG
files than other file types.

e The ability to filter by including or excluding items by checking the icon to the left of
each category, making it either a green “plus” sign or a red “negative” sign.
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e The ability to set multiple filters, (i.e., set all filters before re-filtering, refreshing the list)

e A symbol appears to the left of each filter category:

@ =Include
= Exclude

¢ Rolling the mouse cursor over any item displays a checkbox next to that item, and a
highlighted message detailing how many times this item appears in the work list:

You can set any number of filters in this window by clicking on those items checkboxes:

—_———
Description:  DVComparison: Fi: RE:
@rpe: *BP  *¥.DOC  =nmM|0

*PDF  =png  =PPTX %R 3 WS
7P

You can click that left-side category symbol to toggle between include and exclude. Clicking the
type category symbol above switches the filter to exclude by those elements.

Onpe: *BMP 0*.DOC  *xm Q*MSG  *pOF  =pc  =pmx

*RTF  =wo  =us =

el Min 2 Fil . . . . .
The button is another useful tool. Click this to not display any items that only

appear once on the visible work list files. This can make it much easier to use Tags filters on
larger lists.

Bottom Tabs

] Full List |'_| Comments I E Profile ]Qx Yiewer J £l Relations J[ﬁ Project J“»!j Tags J

e Full List fills the window with the worklist.

o Comments displays and allows you to add, edit or delete the comments for the
highlighted file.

o Profile displays and allows you to edit the profile for the highlighted file.
o Viewer displays the highlighted file in a preview window.

o Relations displays files related to the highlighted file.

e Project displays the projects window.

e Tags Displays the results in a visual filter format.
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Quick File Retrieval

There are a number of ways to quickly access files you have recently opened, searches you have
recently executed, and folders that you have recently accessed.

The Location Line, and Favorite Files button are the most commonly used features to access
files.
The Location Line

Location Back Location List Go

o

<J-$-‘5'Lomtion: 1] jv|§h‘.|m

Location Forward :
Search History

You can enter the Doc ID or Name/Comments of a file you want to find directly in the
Location Line field, then press Enter or click on the Go button.

L, Werldox GIG - List > Selected Favorites
Category Help

You can also access a history of your recent searches by clicking on v X .
the drop down arrow to the right of the Location Line field or click ) RSl e o
on the Location button. From there select the search or folder that Select one o more categores below

to see the fies contaned theren.
@ Al |8 Personal |
Categories & | ]
\) <ALL> ﬂ
% Acrobat
L Adobe
® Attachments
&) stmap
£ Bukp
@ Copied
EBundleViewer
. . . 5 Ecopy
Favorite Files List Button B oo

Click on the Favorite Files List button to display the &) i
Worldox Work List window. From this window, double click on the N S
file type (e.g., Word, WordPerfect) or Worldox Action (e.g., Moved, D rfan

B wec

you have recently accessed.

Copied) to display up to the last 20 files of that type that you have B e
accessed. You can also click on the <ALL> to display last 20 of all i
the types listed. ) powerbont
B Re-Profied
2 Setup
Text
@, Viewed
A VIC -
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Favorite Matters

You can view a list of the folders of your favorite files from the view buttons to the left of your

Worklist. This is similar to the Worldox Favorite Files feature except folders are tracked instead

of files.

You can remove entire Profile Groups and also folders that appear in the Favorite Matters pane.
1. Right-click the folder or group you want to remove and click Remove from Favorites.
2. Once a folder or group has been removed the structure will be need to be re-accessed to

add them back to Favorite Matters. Folders or groups will also be removed for the
Favorite Files listing if you remove them here.

Favorite Matters
q—
HE) cost - Wholesale Cos # J ﬁ
-5} licensing - Licenses J ﬁ
—lD MNETWORKREVIE - M J i
EHZ) SKYLAND - Skyland Me; J i
-2} DoCS - Documentat J ﬁ
(£} LICENSING - License J ;
L) QUOTE - Retail Price - ;
) SWEETBAUM - Sweetb Wi
s T o I| | 1
3 Cancel

— == Remove from Favorites
€ 0%
) PASSWORDS =
1 ey
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Bookmarks

Bookmarks allow you to save frequently used searches for future use. You can either save the
Bookmark on the Button Bar by pinning the Bookmark or you can uncheck the Pin to button
bar checkbox and the bookmark will be located in the Bookmarks drop down menu.

To Create a Bookmark:

1) Do the search you wish to bookmark
2) Click Bookmarks in the title bar ’
3) Select Add this list

4) Name the Bookmark
5) Decide where you want it to show

On the Button Bar or in the drop down menu.
6) Click Save

Managing Bookmarks

e To Edit a bookmark Right Click on the Bookmark >
Select Edit Bookmark>make changes>Click OK.

e To Delete a Bookmark Right Click on the Bookmark>

Select Delete Bookmark>Click OK.

Bookmarks | Display Audit Nety

op Add this List Ctrl+D
& Create Ctrl+Shift+D
jiF Manage Ctrl+B
| @ Lo Location: [ change

Find: Clent=00001; Profie Group=Clent Fles cActves

On salection: © Show temolits
® perform saarch

Booksrark Hame: [ fiathar
_P|F #n o utton ar

Savm nckmark for: 8 | & oy Me

| T Evenyone

alru

el save L3 cancel|

3 Cancel
| Edit Bookmark
&% Delete Bookmark k

3 Email to another user

Cancel
[#] Edit Bookmark

[y Delete Bookmark

o3 Email to another user

e To Email a Bookmark to another user Right Click on the 3 Cancel
Bookmark>Select Email to another user>Fill out the

Email and send as usual.
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You can also edit Bookmarks by selecting Manage from the Bookmarks menu. In Manage

[ ]
screen, use the functions along the top of the screen to Add, Edit, or Delete Bookmarks.

Bookmarks | Display Audit  Netw

o Add this List Ctrl+D
& Create Ctrl+Shift+D

Ctrl+B

¥ Manage
I3 City of Mesa - Gas Supply

|3 Credit Forms

—— — x

W1 Worldox GX3 - Bockmarks > Manage

Bookmark

v o (7 ¥

Select | Add Edit  Delete
Sort pinned bookmarks by:  Description ¢ Location ¢ Owner ¢ Type

W= All |@ Favorites Files I@Folders IB) Searches I B Personal IUPuhIic I

|| pescription = | Location i

& 3 DCNC\GRUND\DOCS DCNC\GRUND\DOCS
PR B Leah's Test Find: Clients=TEST, Doc Type=TRAINING, Author=LPEABBLE; Prof
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Email Management

Chapter at a Glance

Attaching a File to Email from the Worldox WorkList
Attaching a File to an Email using Outlook

Profiling Sent Emails

Profiling an Email from Outlook

Profiling Email Attachments from Outlook

Saving an Incoming Email Attachment as a Version
Saving with Same Profile As

Quick Email Profiling

Managing your Quick Profile Folders

You can email files directly from the Worldox screen without having to go into your email
application. However, you can still email attachments from within your email application by
selecting Insert>File in the New Mail Message Form window.

You can create, view, forward, and reply to email directly from Worldox. Outlook users can
profile email messages and attachments directly from Outlook into Worldox.

You can view your Inbox directly from Worldox. You can send email, and also profile email
messages and attachments.
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Attaching a file to Email from the WorkList

Using the WorkL.ist, you can select from three different methods to insert a file into an email
message.

Sending to someone in your firm: o worsersxs rie> o ||| i

Doc ID: 00000851.D0OC Version#: 3

The Worldox f||e ||St feature can ‘@ Description: Software Development and Distribution Agreement
only be used internally. Whenthe | £ Qpen the selected fie
recipient clicks on the link in the .
Email, it will take them to the 32 Dspy the Verson Lst|
Worldox File Open screen with

. R . -B Cancel
the file highlighted. [Bnel]

Sending to someone outside your firm:

Use the Full Copy feature for external emails. This sends a copy of the entire file. To
open the attachment, users outside of the office will open attachments as they normally
do. Worldox will automatically apply the standard file extension for the file type. This
method will send the most recent version of a multi version file.

Use Compressed to zip large files sent to external users. You also have the option of
adding a password.

o
.. Worldox GX3 - File > Emai )
| Lg Doc ID: 00001194.XL5X
. Description: demadoctype
Attach to email: [=] | * A Full copy of the file

0| T Ina Worldox file list (internal use only)

% | ¢ Encrypted container (i.e. a passworded ZIP fila)
Set As Default

I~ Attach with Doc ID instead of Document Description.

& 0K E3 cancel

Attaching a file to an Email using Outlook

Address your Outlook email as usual. When clicking on the Insert file button or the File option
on the Insert menu, a Worldox window will display. Find and double-click on the file you wish
to attach. If the file has versions, you will be presented with a Worldox Open window asking if
you want to open the most recent version or display a list of all of the versions. You will then be
presented with the same three choices as shown above.
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Profiling Sent Emails (This automatic pop-up has been
disabled)

When sending Email from Outlook you will have a Worldox Sent Message window
automatically pop-up after clicking on the Send command in Outlook. This message is disabled
for all Internal Recipients. The Worldox administrator can also disable this message for specific
domains and individual email addresses. You can also control this on the individual
workstations. If you have previously profiled an email from the recipient and you decide to copy
or move the sent message to Worldox, the Smart Profile feature will provide a pre-populated
profile. You can at that time change any of the fields. If you have never profiled an email for the
recipient you will need to fill in all required profile fields. If you don’t want to be prompted to
profile an email to a specific address you can click on Add this address to my ignore list. If you
don’t want to profile the email just this time click the Ignore button and the next time you send
an email to that address it will still ask you to profile it into Worldox.

Warldox GX3 - Sent Message @
j. To: 'rdaar@dcncing.com’
Subject: tes

Choose Action:  =¢ | Move message to Worldox
@ | add the address to my ignare list,

E 1grore

Profiling an Email from Outlook

To copy or move an email from your inbox into Worldox:

1) Highlight the message you wish to copy/move. L &3

2) Click on the Worldox Tab. Click on the Copy or Move to l-I-Jp;t' _r.m:e_{a
Worldox — this will bring up your profile window. L NI e YRS,
3) Fill out the profile window as normal. R AR Bl R

Messages profiled by this method are saved in a standard message format (.msg) recognized by
most email client programs. You will be prompted to complete the profile information.
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Profiling Email Attachments from Outlook

Attachments to an email message are included when the original message is profiled to Worldox
using any method. The attachments are saved along with the original message, and they can be
viewed later when the message is opened.

Attachments saved as part of a message are text searchable through Worldox. Attachments can
also be saved separately from the email that they were attached to so that you can find them
independently of the email. Or sometimes the email is not important and you only want the
attachment in Worldox. To do this you right click on the attachment then click Save As and the
profile window will open for you to profile the document.

If you save the attachments as a separate document after you have copied or moved them to
Worldox, the attachments are automatically related to the original email.

Saving an Incoming Email Attachment as a
Version

We often send files to external email recipients for their revisions. When they email the file back
to us it can be desirable to save the file as a different version of the original file. As long as the
recipient does not change the file name you can easily create a different version of the file by
dragging the file to the WorkZone, or by right clicking attachment and clicking save as.
Worldox recognizes the document ID and will allow you to replace the original file, save as a
different version, save as a new file or edit the profile.

l ! Doc ID: 00001169.D0CX Version#: 2
Description: Contract for employment

Description: |C0ntmct for employment ﬁj g
Comments: |Rita 4/16/12._ |

Choose Action: k| ¢ Replace File. This is the same as File>Save.
[z | ' Save as Version 3. The prior version wil be preserved. (G Preview
/ I | © Save as Mew File. You wil be prompted for a new profile.

E*| © Edit Profile. You will be able to modify the current profile.

3 cancel
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This would be the scenario in a perfect world! However, most of the time, the recipient changes
the name of the document and when we receive it, saving it as a new version becomes a bigger
challenge. In this situation use the same profile as feature shown in the next section.

Using Same Profile As

When you receive a file attachment that needs to be a new version of an existing document but
the sender has changed the name of the document, Worldox does not automatically recognize it
as an existing internal document.

The Same profile as option is the easiest and best method to use. | [ same profile as... ||
1. In Outlook, right-click on the attached file
and select Save As. The Worldox Save Worldox § - Same Profile &5 Ex2)
Attachment window will be displayed. =
. . i Doc ID: 00001035, DOCK
2. Click on the Same profile as... button N
. P Bscription: Iotion to Dismiss
3. Search for and display the original document | _ | e
R rofile Group:  Clients
(or a document you wish to attach a new B Gt EURKE  Burke
Version). 7 Matter GEMERAL General
- [ subMat:  Ha Mot Applicable
4. Double-click to select the document. The T
following screen will be displayed. ¥ author  WOINDEXE WOIndexer
5. Select Save as new version of this file. The Poosmpi VES  Workdox Doc ID Added 35 Stamp

file is now the next version of the original
document.

Action: [ | © Copy/Paste checked items

| * Save as a new version of this file.

o OK ‘ 4 Back |

3 cancel ‘

You do not have the opportunity during this process to change the file name or add additional
comments. However, you can easily find the document version in your Worldox window and
modify any of the profile fields as desired.
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Quick Email Profiling

Create Quick Profiles as Worldox Folders in the Outlook tree

Worldox has folder based drag and drop email profiling for Microsoft Outlook users. To create a
Worldox folder within the Outlook folder list (Quick Profile), select an email message and
select Move to Worldox button. After filling out the profile fields, Worldox will give you the
opportunity to create a Quick Profile folder in Outlook. Select Yes when prompted and confirm
the information for the fields and then name the Quick Profile (Folder) and select OK.

Worldox G} - Create Quick Profile ==

Wiorldox GX3 - Email » Move to Worldox  [s23m] e
% &
L The Quick Profile will be:

|:‘|> @ p Profile Graup: Clients
1 emai Moved

Client: DCMCTEST DCMC Worldax Test Client
ﬂ Matter;  DCMCMATTER DCMC VWorldox Test Matter
Practice:  LITIGATE Litigation
DocType: EMAIL Ermnai
Do you want to create 3 Quick Profile based PHEER WONIEE  ThBIE 2]
Typist: WDINDEXE WhIndexer

on the profile of the email you just moved? Stamp:  NOSTAMP Mo document footer stamp

@ Ho

Details: | Click here to review list

Quick Profile Mame: | DCMC|

o 0K | [ cancel |

Y|

You will have a sub folder under Worldox in your Outlook folder list. If you want to create
subfolders below that simply use a backslash \ after the folder name as shown below.

. Wasldoe 63 - Creste Quick Profie (="

:) £ 4 ] Worldox

. The Quick Profie wil be: .

ool it A =Manually Profile=
Clent:  RREYNLDS R Faynokd » [ Burke

Matter:  GENERAL

Praction:  LITIGATE [ DCRMC

4| § RIReynolds
s [ General
uick Profis Name: [ROREyolds\General

v | D cancsl

Once you have your Quick Profiles created, you can drag and drop one or more email messages
from your inbox to the Worldox folder and Worldox fully profiles the messages and moves them
to Worldox. We recommend that you profile no more than 75 emails in one save.
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If you want to stay in Outlook and work with Worldox you don’t need to toggle between the two
applications” Outlook is instructed to provide drop folders to display Worldox within Outlook, so
that it displays in the right-side frame of the Outlook window. The result is a seamless interface —
two applications displayed in one application window.

i~ WORLDOX Quick Profile - Microsoft Qutlook o o0 o ]
i File Edit View Go Iools Actions Help Type a question for help -
i &iNew - | 5 FjSend/Receive - | [ Search address books + @ - @Back @ A (A | {2} @  outlookWORLDOX\Anderson Filing ..
Folder List « | [4 Anderson Filing - WORLDOX Quick Profile
All Folders F3 k | k
5] A Outiook tems P @O RRIPE B X D0 hE ea OF B
= €6t Mailbox - Michael Devito - -
1 Corme CIFORM | | New List|
84 Contacts - Location: | Firm Forms Files\FORM | @ 1
® 5] Deleted Items (5] sk : \ -l |@E KB
[2) Drafts [5] & - & - | Priter: [Al Fies (*.7) & | RE|=-
Lj_ Inbox (1}
(_éﬂJuumal E'WORLDDX [ |Descnption a Doc ID | Modﬂed|Ver# |
(g Junk E-mail [1] =@ My WorkSpaces B
] Notes £ Client 0000110010 Ed Firm Forms Fles - F
3 Outbox =] Firm Forms Files\FORM (33 files)
() Rss Feeds ) Cormespondence O BK_Form_B1 05 00000190.00C | ..
@ E :‘”t:‘”“ 1 gv‘i‘” ‘ 4l o3 BK_Form_B1_123005 00000191.PDF 1/13/2006... =
ync Issues E 2
i Tasks 1) EM us Dea 0| BK_Form_B3A 00000192.PDF 1/13/2006...
2 3 WORLDOX A L e eron S:’te ST o3 BK_Farm_B3B 00000193.PDF 1/13/2006... ]
< Manually Profile> @ "rofile Groups 0| BK_Form_B4 00000194.PDF 1/13/2006...
G Fim Clent Fes ]| BK_FORM_B4 00000185.00C 1/16/2006...
Tent Requests &=+ [ Firm Forms Files - _ T
£3 Depositions & i Actve o® BK_Form_BS 00000196.PDF 14B/2006...
(3 Landers Discavery - o8 BK_Form_B6A 00000197.PDF 1/13/2006...
1 [0 Search Folders BAGR’ Agre... ]| BK_FORM_B6A 00000198.00C 1/17/2006...
81 5 Archive Folders REDIICTS - [&F:3 BK_Farm_BGB 00000199.PDF 1/13/2006...
8 [ Public Folders I FORM - For... &
0 BK_FORM_B6B 00000200.00C 1/17/2006...
older Sizes s B BK_Form_B6C 00000201.PDF 1/13/2006...
e B A Archive = 3y
Data File Managem L b4 mnm‘"? o [ BK_EORM_AAC 00000202.00C 111712006 Z
1.1 1 e Cilae =
BRSO - LAl . | 3 e = B LY & ] Firm Forms Files, File: 1 of 3.

All folders are up to date. |£3 Connected to Microsoft Exchange ~

Even though you are working with Worldox GX? in that right-side frame, you are still in
Outlook. Just click back on any message category in the left-side path tree, and you are once
again looking at Outlook content.
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Manually Profile Folder

Under the Worldox GX? folder in the Outlook tree, you will notice a folder called <Manually
Profile>. This folder catches e-mails that were part of a failed attempt to profile into Worldox.
In the event of a cancelled or failed email profiling attempt the following message will be
displayed.

When you see this message please click on the <Manually Profile> folder to find and complete
the processing of the e-mail.

® Worldox - Unprofiled Emails g‘
Y @ 1 email was not maoved, I WORLDOX
Detais: | Click here to review list =1 [ =Manually Profilex

It has been relocated to the <Manually Profiles folder.
Please remember to go there and re-profile the contents elsewhere,
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Managing your Quick Profile Folders

Create Worldox folders without having to move an email.

1) Select the Worldox folder
in your Outlook tree.

2) Select Quick Profiles
button in the message
window.

3) Select My Profiles button.

4) Select the New Button.
5) Fill out the required fields.

6) Name the Quick
Profile>Click OK

You will go to this location to
delete old quick profile drag and
drop folders.

',/ Quick Profiles

Document Aecess - i

Send / Receive Falder View Add-Ins Waorldox
algnare f | % Meeting & %
& Clean Up v - - - (34 Team E-mail vy
E':l:‘:f“ “':;\:fv & urk - Delete | Reply RZTIW Forward B, are 2 Create New
R Delete Fespond Quick Steps
4 Favorites i
5 nbox 154]
(3 sent Items ™
3] Deleted Rems (2] L O r ld OX
Jy
4 WhIndexer@bu-legal.com v

] nbox [64]
7 Drafts
(] sentItems

5] Deleted Rems (2

g Junk E-mail
(5] Outhox
[ Rss Feeds

Lo search Fume/
4 Worldox

[ <Manually Profiles

>3 Burke
[23 DaNE
4[5 RiReynolds
[ General

! WV ot

pdd/Edit; (3 Quick Profles | () Sent ddress Russ |

List Files: & Seavthl A Direct A((essl [#] Favarite Files |

& 8.My Profiles |w 9.Public Profiles

& Quick Profiles

=) Burke
L@ Gereral
@ DN
) RIReynolds
L'@ Gereral

(& tew

o

4

Edit |

»

38 Delete | 3 dose |
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Working with Existing Files

Chapter at a Glance
Quick Menu

The Worldox Main window and the Worldox Word File Open window are where many of our
everyday tasks will be performed. Copying, moving, previewing, searching, and emailing files
are examples of some of the tasks we may need to perform.

., Worldox GG - Desktop ===
File Edit List Search Bookmarks Display Audit Metwork Project Help WDtoPDF
) 4

tyeadeop v @ = X EBRD

Open View | Home Refresh | Find Direct Favorte | Copy Move | Delete | Profie Emai ||Navigation |Comments | Did You
Access  Flles Panel in List Know?

S Clent Guidelines 'Sy Clent List 5y Daiy Log S Delvery SFax 5 GDIW-9 2013 Ppletterhead 'SplexisNexis ‘5 Parking List SpPrivate S Staff Client List 'S Staff Tme Sheet 'S VCRF
4 Email % Find: File No=1180206 ... | New List|

i - % - | ¥ Location: [Find: Fle No=1180206; Profie Group=Fies <Actve> R =0 |
& - & - | Triter: [AlFies (*.7) INTSTF=
@ Over 2850 found | ¢ @ € 5o | [JGotopage: (1 =] o | B next 3 ¥ | B combine al pages
Yoy Computer I Tooc ame Doc ID [ves | ~ Moddied | Fie Ho Desc__ [ DocType Desc |
W) Worldax 7 Modfied: 2 weeks ago (9/28/2013 - 9/22/2013)
&) My Documents RE: Teresa Bradford v. USAA 00542054.M5G 9/27/2013 11:50 AM Hiverding v. Y... EMAL
J‘& My Computer ] ime report
e €1\ -08 = Order Granting P's MEOT to ROA 9-23-13 00540486.PDF 9/24/2013 0B:11 AM Hiverding v. Y... Appelte PL.. |
B D\ Modfied: 3 weeks ago (9/21/2013 - 9/15/2013)
5+ Fi\ - \\GDSBSN... & Confidental: Hiverding v Yanchunas 00539034.M5G '9/18/2013 11:13 AM Hiverding v. Y... EMAIL
B38 P\ - \\GDSBS\U.. RE: Confidential: Hiverding v Yanchunas 00538974 .M5G 9/18/2013 10:16 AM Hiverding v. Y... EMAL
B3 Wi\ - \\GDSBS\... RE: Confidentsl: Hiverding v Yanchunas 00539195.M5G. 9/18/2013 08:33 AM Hiverding v. ...
Confidental: Hiverding v Yanchunas 00538870.M5G 9/17/2013 07:26 PM Hiverding v. Y... EMAILL
% Att 1 to P's MEOT to Supplement Record 9-16-13 00538726,PDF 9/17/2013 03:36 PM Hiverding v. Y... Appelate PL..
) Appeal ark's Affdavi re ROA
%) P's MEOT to Supplement Record 8-16-13 00538708.PDF ©/17/2012 03:21 PM Hiverding v. Y... Appelate Pl..
J Modfied: 3 months ago (Jul 2013)
% Order re ROA due 0-16-13 - 7-23-13 00511405 PDF 7/23/2013 09:22 AM Hiverding v. Y... Appelate L.,
% Appelant’s MEOT to Supplement Record 7-17-13 00510361.PDF 7/18/2013 10:42 AM Hiverding v, Y... Appelate PL..
LI RE: Hiverding v. Yanchunas - we won! 00510306.M5G 7/18/2013 D8:06 AM Hiverding v. Y... EMAL
LI RE: Mation for Extension of Time 00510285.M5G. 7/17/2013 05:14 PM_Hiverding v. Y... EMAL
. - - RE: Motion for Extansion of Tme 00510303.M5G 7/17/2013 04:05 PM Hiverding v. ... EMAL
grrom || | % Appelats Clerk's Affidavit Requesting 60 EOT to Fie ROA -17-13 00510108.PDF 7/17/2013 11:09 AM Hiverding v. Y...
g Favorite Matters Motion for Extension of Time 00510247.M5G 7/17/2013 08:59 AM Hiverding v. Y... EMAL
> ) Legal fee estmate 7-16-13 00509758.00CX 7/16/2013 04:39 PM Hiverding v. Y...
] profe rouss % Artide re Mertes from cient 6-11-13 00507299.PDF 7/12/2013 04:13 PM Hiverding v. Y... Corresponde...
5] My Computer ! 6-30-13 Stmt backup 00507266.PDF 7/12/2013 03:18 PM Hiverding v. Y... Biing
& Worpaces = 6-30-13 some 00506855.DAT 7/11/2013 11:17 AM Hiverdng v. Y... Biing
= Modfied: 4 months ago (Jun 2013)
L | RE: Hiverding v. Yanchunas - we won! 00503443 MSG 6/28/2013 10:18 AM Hiverding v. Y... EMAL |
“ || (3 Full List [= Comments [ B2 Profile | & Viewer | &) Relations | B Project | 7 Tags | piles\1180206 File: 2 of 500

This main window will often be our "headquarters" and we will want to customize this window
to meet our specific needs. In this chapter we will examine the basic features of the
Worldox main window, and in the next chapter we will learn how to customize the window.
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Quick Menu

Many functions can be performed by selecting the file and accessing the Quick Menu. Open the
Quick Menu by right clicking on any document in the Work List in Worldox.

{EJ Cancel
P> SendTo Y | B Local Mirror
t»i Open File l Copy to Windows Desktop
5 Print File I Copy to Windows Wy Documents
2 Edit v | [ Copy to Windows My Pictures
R fl DVD/CD Rom Drive
|@| Favorite Files ¥ :, Printer
] Mare ¥ ‘J Printer {Default)
Cancel This closes the Quick Menu
Send To This opens up the Secondary

Menu

Local Mirror This option copies the file to the local mirror on
your hard drive. (available off-line)

F:\ If you have a thumb drive inserted into your
computer it will show up with the Windows
assigned drive letter here.

Copy to Windows Desktop This option copies the file or files to the user’s
Desktop

Copy to Windows My This option copies the file or files to the user’s

Documents My documents folder

Copy to Windows My Pictures | This option copies the file or files to the user’s
My pictures folder

DVD/CD Rom Drive This option copies the file or files to the folder
within Windows that allows you to write them to
a DVD/CD.

Printer This option opens a window for you to select the
printer and print the file or files.

Printer (Default) This option prints the file or files to your default
printer.

Edit This opens up a sub-menu with | I Copy Location to Cliphoard
options for copying the selected

files path to the Clipboard.

Favorite This opens up options to add or | # 2ed
Files remove the file or files from [# Rermowve

selected favorite files.
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More

This opens up a secondary Menu
— This is dynamic — as you use
these features they will show in
the main Quick Menu.

=& Sust

Open With This opens a window that allows you to open the
file with a different application.
View File This opens the file in the Worldox Viewer.

List Versions

This opens a new tab with a list of versions

Make New Version

This saves the document as the next version.

Check-Out This checks the file out to be worked on off-line.

Check-In This checks files back into Worldox.

Copy This allows you to copy the selected file or files
to another profile group.

Move This allows you to move the selected file or files
to another profile group.

Delete This opens up a window and allows you to move
the selected file to the salvage bin.

Security You will only see this if you have rights to add
security to a document

Email This attaches the highlighted file or files to a blank

email.

Open File Location

This opens the file location on the server.

Edit E3 Profile
& Set Dwner
Igs Lssign to Categaries

This allows you to edit the profile of the file or
files selected, set the owner of the file or files and
also assign to categories.

Audit

This shows you who created the file and everyone
who has modified, copied or moved this file.

30




The Worldox Environment

Chapter at a Glance

The Worldox Window

Customizing the Window

Change Sort
Date Grouping

Window Style Features

Your Worldox Window

Your Worldox window will look something like the following window:

L. Worldax I3 - Desktop

: == Eon =)
File Edit List Search Bookmarks Display Audit Network Project Help WO to PDF
SRR E e
Qe HBE=XEBER & |
Open View | Home Refresh Fnd Drect Favorte | Copy Move | Delete | Profie Emai || Comments = Did You
| Access Fles. | Panal in List Know?
5 Clent Guidelnes 3 Chent Lst B Daly Log B Delvery SFax B GDI W-0 2013 B Letterhead Ty Lexs Nexs 5 Parking List B Private 3 Staff Chent Lst %} Staff Tme Sheet %) VCRF
_ Email S Find: File No=1180206 | Wew List]
& - & - | ¥ Location: | Find: Fie No=1180206; Profie Group=Fles <Active> -3 H A
& - B - | Frker: [AlFies () ST =

S 0ver 2850 found | 6 @ € ok | Gotorage: [1 ~| o | B et 3 M | B> combne al pages

| Doc teme

Modfied: 3 months ago (ul 2013)
% Order re ROA due 9-16-13 - 7-23-13
| % Appelant's MEQT to Supplement Record 7-17-13

00511405.PDF

My Computer Doc I [verr |  Modfied [ Fl tio Desc [ DocType Dest |
i) Worldox Modified: 2 weeks ago (9/28/2013 - 9/22/2013) z
gHE) My Documents - RE: Teresa Bradford v. USAA 00542054 MSG 9/27/2013 11:50 AM Hiverding v. Y... EMAL
" ) ime report
drem C:\-05 % Order Granting P's MEOT to Supplement ROA 8-23-13 00540486.PDF 9/24/2013 08:11 AM_Hiwverding v. Y... Appelate PL..
@ DA Modified: 3 weeks ago (9/21/2013 - 9/15/2013)
B3 F\ - \\GDSBSH.... & Confidentil: Hiverding v Yanchunas 00539034.M56 '0/18/2013 11:13 AM Hivardng v. Y... EMAIL
32 P\ -\\GOSBS\UL.. | RE: Confidential: Hiverding v Yanchunas 00538974.M5G 5/18/2013 10:16 AM Hiverding v. Y... EMAL
Wi\ - \\GDSBS}... RE: Confidential: Hiverding v Yanchunas 00539195.M5G 9/18/2013 08:33 AM Hiverding v. Y... EMALL
Confidentak Hiverding v Yanchunas 00538870.M5G. 9/17/2013 07:26 PM Hiverding v. Y... EMAIL
) Att 1 to P's MEOT to Supplement Record 9-16-13 00538726.90F 9/17/2013 03:36 PM_ Hierdng v. Y... Appelata Pl..
) Appeal Clerk's Affidavit re ROA
% P's MEOT to Supplement Record 5-16-13 00536708.PDF 9/17/2013 03:21 PM Hiverdng v. ... Appelate Pl

7/23/2013 09:22 AM Hiverding v. Y... Appelate PL..

00510361.PDF 7/18/2013 10:42 AM Hiverdng v. Y... Appelate |
L] RE: Hiverding v. Yanchunas - we won! 00510306.M5G 7/18/2013 08:06 AM Hivardng v. Y... EMAL
L) RE: Motion for Extension of Time 00510285.M5G 7/17/2013 05:14 PM Hiverdng v. Y... EMALL
g - — L.l RE: Mation for Extension of Time 00510303 MSG 7/17/2013 04:05 PM Hiverding v. ... EMAIL
g7 % Appelate Clerk's Affidavi Requesting 60 EOT to Fie RDA -17-13 00510108.PDF 7/17{2013 11:09 AM Hiverding v. Y... Appeliate PL..
g Favortte Matters Motion for Extension of Time 00510247.M5G 7/17/2013 08:59 AM Hiverding v. Y... EMAIL
) et srues ) Legal fee estimate 7-16-13 00509758.000X 7/16/2013 04:39 PM_ Hiverding v. Y... Drafts
- % Article re Mertes from clent 6-11-13 00507299.PDF 7/12/2013 04:13 PM Hiverdng v. Y... Comresponde...
5| My Computer % 630-13 Stk backup 00507266.PDF 7/12/2013 0318 PM Hiverdng v. Y... Biing
& orksoaces @ 63013 5tm 00506855.DAT 7/11/2013 11:17 AM Hiverdng v. ... Biing
Modfied: 4 months aga (Jun 2013)
B Bookmarks (5] RE: Hiverding v. Yanchunas - we won! 00503443 MSG 6/28/2013 10:18 AM Hiverdng v. Y... EMAIL =
“ |! O3 Futl List [= Comments | B Profile | viewer [ &) Relations [W Project | %7 Tags [ fies\1180206 File: 2 of 500
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Customizing the Window

Worldox windows can be customized for each Open window in every application that you use.
Column headers can be added, removed or moved to different locations and they can be sorted as
well. Once you have customized your window you can save the style so it will look the same

each time you access it.

Click here to add Column Headinas |

l

| Description

Dot ID |ver#  |Mod

To Size a Column, move
your insertion point over
the Column Heading
until it takes the shape of
a bracket, [ or ], then
drag to resize it.

To Sort Columns, right-
click on the Column
Heading and select
Change Sort.

To Rearrange the
Columns, select the
Column Heading you
want to move and drag
and drop it to a new
location on the Column
Header

=

To Delete a Column,
select the Column
Heading you want delete
and drag it off of the
Column Header

=

E This is the Best Fit button. By
clicking this button it will modify
the columns for the best fit.

I
Cancel [%

Comments

Dates 3
Descripkion

Doc ID

Doc Ver#

Ernail >
File Icons

Profile Group

Profile Group Fields
Properties 4
Relations?

Search Rating
Security 4
ZIP Filename

i

Select the field or fields
you want to appear as a
Column Heading

If you want to add a field from a specific Profile Group,
make sure that you have displayed a search result based on
that Profile. If you are displaying Favorites you will not see
any Profile Group Fields and will display None.
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Change Sort

You can easily change the sort of a column heading by clicking on the column heading. The first
time you click on the heading it will change to Ascending sort and the second time you click on
the heading it will change to a Descending sort. The little blue arrow  shows which column is
being used for the sort and which direction it is sorting. %4

Date Grouping

| Description

Modified: Yesterday (Tue 3/18/2008)
C 2 Outling - Upgrading to Exc

Modified: 2 days ago {Mon 3/17/2008)

| Course Outlineg - Upgrading to Access 2007
alw]

[ A e SR JUPU I Y JUY Y R

If you have chosen to sort by Modified Date Column Heading, Worldox will automatically
group the files based on date ranges as shown above. To disable this grouping feature you will
need to right-click on the date column heading and choose Hide Groupings.

Worldox Window Styles Feature

Worldox Window Styles is a feature that allows you to save several window layout elements for
a variety of Worldox list types. Once you have selected the column headings you want, sort the
column headings the way you want and select the appropriate document tab you will want to
save your Window Style.

Ga v & | P Logtion: [T O« |B 18 |
A

Worldox - Display > Window Styles > ... [EEESa

1 Current List Type:
pe ” -
l% Search Results Cllck here to
Save i&les: B | V¥ Columns and sort save your
]| ¥ width of oider tree Window Style

E| ¥ Bottom tab heights
E | ¥ selected bottom tab

For list types: [w] | ¥ Favorite Files i
]| ¥ Folder List I

3 cancel

® | ¥ Search Resufts
B3| ¥ Version List
&1| ¥ attachments

E v Project

Save Style Shestfor: & | # Only Me |
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Configurable Toolbar

Named Toolbar Buttons

RN

Open  View

o &

Home Refresh

@ = |9
Find  Direct Selected
Access  Favorites

M )

Check Check
Out In

BN

Copy Move

S

Delete

2 a9 ®

Profle Securty Email

b

:
List  Compare ||Navigation Comments
Panel in List

»
Did You
Know?

The toolbar has labels for quicker learning and instant recognition.

User Configurable Toolbar

You can add, remove or rearrange the buttons on the toolbar. You can even change the icons or

rename the buttons.

To Configure the Toolbar:

To add a button:

1)
2)
3)

4)

Right click the area to the far right on the toolbar.

Select Append

Select group button is in that you want to

add

Select button you want to add. Change
name if desired. Click OK and the button
will appear at the end of the toolbar.

| Worldox GX3 - Change Text (SES

| £
. List > Relations

|| Butfon Text:

« 0K

Relations

To rearrange buttons:

1) Right click on button you want to move.

2) Select Move Button Left or Right

34

&7 Change Text /

L4 Ayppend Button
, jppcnciuRen
List el
Search 4
i Sort Bookmarks?
@) Home Display v | & | E ll:lI | EZ!
3 ew o audt V[ [ g7 |-
irect Access Network ¥
%gpeit:\\le Location I m EFOJECt » E Type | AUthorﬁ
[@] All Favorites E @ Task » AINING RCLAAR =
[#] Selected Favorites == Workflow P
GEmbytmen= L, Help Y AINING  RCLAAR
[iiz Versions
A Export
& print
& Refresh
::;t‘::’: Tz £ Cancel
81 Undo Header %, Changelcon

¢a Move Button Leﬁ:‘

=» Move Butten Right

2| Remove Separator

op Append Button

= Remove Button

& Undo

i) Restore Original




To delete a button:
1) Right click button you want to delete.
2) Select Remove Button.
To change the Text:
1) Right click button you want to modify.
2) Select Change Text.
3) Change Text to what you want and Click OK.

To change the Icon:

\. Worldox GX3 - Change Text (SN

% File = Version > LLst/

Button Text: |Ver5i0n List

| o 0K | Cancell

(e N | 1) Rightclick button you
I want to modify.
Lock in: I | Icons j - ef B~ fy
= Name - Date modified Type *
=5 T 2) Select Change Icon.
= ¢ angelico 6/5/2006 1141 PM  Icon ) g
Recent Places
& appleico 6/15/2006 11:45 PM  Icon
" i application.ico 5/24/2006415PM  Icon 3) Select Icon you want to
Deskion I3 application_enterprise.ico 5/24/2006 4:15PM  Icon .
e L astrologerico 6/15/2006 11:41 PM  Icon use and Click Open'
w;wJ ﬂ bible.ico 6/15/2006 11:44 PM  Icon
Libraries @ book_open, 6/15/2006 11:44 PM  Lcon
A 9 boxing_glefles_red.ico 6/15/200611:45 PM  Icon
> @ brainico 6/15/2006 11:46 PM__ Icon
s 8 brickwallico 5/24/2006 4:23PM  Icon
‘3‘; B brifease.ico S5/4/2064:25PM  lcon
-. .. . e enar e -
Network < m ] \ LS
Fie: niame Jorain ico | Cpen
Files of type [icons rico) | Cancel
[ Open as read-only

Now you have your new icons!

T @

Version Did You
List Know?

You can also remove the separator or restore to your defaults from the right click menu.
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View Buttons

Profile Groups

Wiorldox It

/{ Comment [LP1]:

The buttons to the left of your work list are configurable.
When you click on the button it opens up that list at the top.
Favorite Matters displays a list of matters that you have

accessed. This is similar to the Worldox Favorite Files feature
except folders are tracked instead of files.

Profile Groups and My Computer Show profile groups and
your mapped drives.

Workspaces displays files and folders that currently appear in
your Workspace.

Bookmarks displays a list of your personal bookmarks.

|
[=FIJ Profile Groups

&% Legacy - S-drive
& Private

Fl b

ddddd

| g Favorite Matters

u Profile Groups

To configure the navigation pane:

The wrench icon (lower right in the navigation
pane.) allows you to customize the icons that
appear or reorder them in the order you would

prefer.
1)

2)
3)

4)

5)

Select or deselect the check box next to the
Tabs you want to appear or remove.

Click the up and down green arrow buttons
to change the order of the Tabs.

Click Restore Defaults to restore the
buttons to the default order.

Select the When mouse is over panel,
extend to fit check box if you want the
Folder Tree to automatically resize when
your mouse is placed over the Folder Tree.
Click OK when you have made all your
desired selections.
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=F My Computer

&i Workspaces

& Bookmarks

®

Worldox GX3 - Configure Tree Tabs @

I "-'I\ Check which tabs you want to see,
\9 Use arrows to change their order,

Tabs
Select: 13| W Favarite Matters &

g W Profile Groups ﬂ ﬂ
% W My Cornputer ﬂ ﬂ
ﬂ WV workspaces ﬁ ﬂ
ﬂ W Bookmarks ﬁ

4\ Restore Defaults

Options
¥ ‘when mouse is over panel, extend to fit

Save Settings for: & | & only Me

" Everyone

3 cancel |




Related Documents

To relate one file to several to find them all quickly you can select a “parent” file and relate all
the “children” files to it. Search for and display the documents you wish to relate to each other.
Then simply select the files and drag to the relations box. Whichever file is highlighted when
you drag and drop is considered the “parent”. You can add to these related files or unrelated
them at any time. Now whenever you are viewing a file in the worklist you can select the
relations tab at the bottom or Select List from the top menu then Relations and it will show you

all related

e T==5 documents.
N T R —y—
> G 5 ST T % F B B il Hrr
Qe @eo R L EDFRE IR =Y
Open  Vew | Home Ashedh | Frc  Drect Faworbe | Checr Creck | Copy  Wowe  Delots | Profls Geousty Smal Lt Comoas  (Mavgaton (Commants  Cud You
Ao Pl e L e Wi Parsd | niet Frva
ety % Dents - Enal -
¥ sl [EAWerd [ Fiu: Ellemie DUNRE - 1 | ew L] |7 W 01 - Ctarty Secnan =]
45 = | Pltatirs [Frd Cart 5 B Brfe =it <At ﬂ Veas v Mg ehcind.
e E e ) 1P e ddaatnsdd
i Do Mare [ - Mot | Qe Do | Matter Do | DT
il =z i fies s you want to Felot?
G Worldos Modtec Tocay
2 Pl s O % Lhbna S T AR B35 Pt ks [ e @ The 4 ke [ OommmeewE =)
4l Adrretration L TR0 IXEN P sk e avg
1o ot - AT TITI P Durky Garersd nog | ~ raghighted e Do 10 000G STF
$ @ gy Buia S L o Description: Mation (o Demes
&l Periond o
ks SIS T A (s Garwrd @I O
ol
SES002 0T P Burios Gonard
'] B2 200 P (ke Coponitn RAXCT
) SR 208 P ke Grccome POXCY —
s . Warlba G - Relate Fies (===
CLERO | ) SEILE LSO P e A .
RN e W2 11T Bk Corwd  ROECT 4 filas selactad;
feai e 2 N2 515 P Buke Corpnste A | Chick hwrn o moeview bt J
e Lo S Reekate the above fles as chidren of:
Tex ocer | Do I DOO0F036 POF

Desmription: Mation to Dismiss

e EIm
P Fite has o seltisns, A _I
| o Gromen
|y Lot Rirrsies
&) wokiowes

@ A Tl iin | Commvars | B ratie ] 0k viewsr ghiiaiamanai i Prajoet | 2 Tags | coerissoovErierenac s irion e r=rr
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Projects

Projects group files together for quick retrieval without moving or copying them. This works
great if you have diverse files — That are found by multiple searches.

To create a Project:
1) Find files you wish to save in the Project.
2) Click on the Project tab to open it.
3) Drag and Drop the files into the Project window.
4) Perform additional searches to find documents to add to your Project.
5) Drag and Drop these additional files to the Project window.
6) When all documents have been added to your Project — Click Save As.
7) Fill out the profile. Use Project as the Doc Type.
8) Click OK and your Project folder is complete. Close the project in the project tab.
[ Wemmean oy o

File Bde Lie Saeh Dackmarks Diplay Aude Naswndk Brject  Halp

Pladede Vi@ E 9@ ML EDEV
WENoble OO SCANS W Test

TCmall @ A | Mew List |

G - o | Locbon [ Favorie Ples Sl S Wa
Tavurite Matters | Benerptin [P [vers | Heeklant | nl
O woce ] ULl Mot Alberds Lkt ALLODST DOCK YLD 13 P -
522 Favarite Matteny S HB]  Famby Law Addrossos n WORD 0030130200¢ [ 12 10/20/2002 03116 PM
bl adestri Off winws DOS06060 DOCK V/20/7017 03577 P
R —— S E] wayna test 0504410 D0CK, 11/13/2002 0720 PM
i = 3
& @ Fin Foe THE 3 201z brekres Hetwark Taifena 1 p
created iy Jan Beauchamp Som Marknne Gordon's computer 1152012
O] Rt A - Dol 339 FINAL DOHE2294 DO 11/2/3001 01:09 PM
&S] et e deete thi OO PR DOCH S/A6/2012 10523 AM
G test from oty comoter O0H 7888 DOCK /1872002 (1:1 P
@] Oufford Cument Lser Sotup o
GE  tawirin OOH74931 DOCK AL 02135 PM
©#] RV Cutinok Lier Guds and 0037977 00 412000 19:41 P
H] Ernspe Vet OWA o Al Expiorer OOITEITE000 101009 OL04 P4
] Ertmpre Yt with OWA N L Expicrie FAQ
H]  Tranemon Memt M52 DOC L2012 1154 26
& oSt Tomglate D502 DOCK AFRTIR011 52 A
] Practics Area Descripton itye DO43S09] DOCK. A[2712011 0520 AM
W] iR CVERVIDW - I Style Teer oosrSanock [ 2 any2ata0nz 0349 P
Ver, 2 indudes DB changes of J0/yfa0u2
Fer kit packet
T — \
i Foxhahin ey 1 Descrtion \ Docl | vers | Modked v [E8 o
[2] profie croen \ J——
I My Computes Qo
(s files fenm shove and drap here 1o create & Praject R, v
Work: v
oy workspacns P
o Bockmare | B fiere
T Full Lizt [ =] Comments | &1 Prafile [ & Viewer [ & Aelasoes 1 Project [FTaga |- e
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You can add and remove files at any time. Find the Project, highlight (click once) it then click
the Project tab. From the right side of the projects tab click edit. Perform a search to find the files
you want to add then drag them to the project tab. Select Save As to save the changes to the
Project. Close the project in the project tab.

To quickly find your newly created projects click on the favorites tab on the toolbar and select
Projects.

Project: Test Project For training (Client Files\TEST\TEST|00S07048, WOL) Drag and Drop 1 File: 1of 9
| Description Doz D [vers | v Modiﬁed% —i| B coit

1] test 11-20-12 00506060.DOCK 11/20/2012 03:27 PM —’ K Save A5

] Famiy Law Addresses in WORD  00301302.00C [ 12 11/20/2012 03:16 PM —’ B dose

) Wayne test 00504410.00CK 11/13/2012 07:20 PM E MT
@_l] Dufford Current User Setup 00478627.00C 5/17/2012 D4:46 PM W
@_] tast from robyn's computer D0476988.00CK 5/16/2012 01:15 PM —_—
B tact rlasca dalata thic ANATARON MOEY SIAN1Z 1032 A S M

=] | =] | 2 | B @ | ¥ | Administrative, COMPUTER", DCNC File: 11 of 139

Alternatively you can find all your projects by searching for the Doc Type of Project.
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Workspaces - Projects

Workspaces is a way to quickly access and create projects, it also
“bookmarks” folders for quick access.

First you need to subscribe to a client/matter:
1) Click on Workspaces button to open at top.
2) Right-Click the My Workspaces icon.

3) Select the Profile Group where the Client and Matter are
located

4) Now enter the Client and Matter then Click OK. It will now
show under the My Workspaces icon as a folder.

5) You can now change the name if you would like — simply
right-click the folder and choose rename workspace.

Now when you click on this folder it will show you everything for
that client and matter. If there are projects that have already been
created they will automatically show under the folder in My
Workspaces.

To create a new project for that Client and Matter:

1) Search for documents you want to include in your project.

Workspaces

Worldox

|# <Recent Projects>

|3 User, Demo

7l
é-ﬁ My Workspaces

3 client Files\0000140000
=3 Client Files\0000940011

Workspaces

Worldox
é—ﬁ My Workspaces

[¢] <Recent Projects=

|2 Client Files - ADL\000...
i iles\ 0000110000
I Client Files\00009Y0011

Iy User, Demo

2) Drag them to the Top folder for the Client and Matter — Name the Project and Click OK.

3) It will confirm that you want all selected or the one highlighted if you select more than

one document. Click Continue.

4) Now your new project is under the Client and Matter folder.

add more documents simply drag and drop to your
project.

Workspaces

To Worldox
IJ:'I-ﬁ My Workspaces

wWorkspaces | Dac Mame
i i i ; —1| 0= Plat of wind
These will stay here until you delete the project or unsubscribe Worldox ‘ = ;-‘37.39 arl1nd ;f_l
é% My Workspares | =l

to the Client and Matter. To unsubscribe simply right click on
the Client/Matter folder and select unsubscribe. You can also
create a project from here.

Please note that if you create a project from here it will take the
doc type from the first document in the client/matter folder.
You will want to go edit the profile to the Project doc type.
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I RIReyn i Subscribe to Accounting
@ Subscribe to &dministration
i Subscribe to Clients

@ L 3 cancel
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Categories

Categories are visual cues (a combination of keywords and/or symbols) that can be created,
defined, and then assigned to files helping you to further organize files by providing additional
information. You are able to assign more than one category to a file. There are 3 types of
Categories available: Personal, Public or Folder.

e Personal: Each user can create and use categories that are only viewable to that user.

Public: These are created by the Administrator and are available and viewable by all
users.

o Folder: These are created and available to all users, but are only available in that folder.

Creating Categories

First add Categories to your column header:
By adding this column header to a Worldox file list it will allow you to view the icon(s) and text
of any category assigned to the files listed.

1. From the Worldox File List window, left-click on any gray area in the Column
Heading bar to display the list of fields that can be added.

2. Select Categories which will appear as a Column Heading.

3. Resize the Categories column header as necessary. This is also a column heading that
you can sort on.

4. Note that category icons will always appear and text truncated to match space
available.

[ cancel

Create a Personal Category &k Add Category |

1. From the Worldox File List window, right-click under the

Category column on a file and choose Add/Edit i@ Add/Edit Categories
Categories. - — i
9 Cliclg Add Worldox GX3 - Edit > Assign to Categories St
3. Click the Personal tab. All Personal Category  List
categories will display.
: play AIE
Selact | Refresh Add Edit  Delete
e Doc ID: 00001995.%L5
W Description: Correspondence 2011

0 Categories selected.
Tag one or more below.

i Al & Persona 1 Public ]

| Name & | | ﬂ
<No Changes> j
B Follow-up 2
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"\ Worldox GX3 - Categmys A E e

EII]] “ B Personal Category
Choose Iconﬁlﬁlﬁlﬁlﬁlﬂﬂﬂﬂﬂ Q,Morelm

New Category Narme: [P |Review a~|

1 W 0K | 3t | Cancell

| |

4. Choose an icon to best represent your category. Click More to view more available icons.
5. In the New Category Name field, enter a name for the category.

6. Click OK. The new Personal category will now be available and viewable to only the
user that created and assigned the Personal category.

Create a Folder Category (You must do a folder search (Direct Access or from Navigation
Pane.)

1. From the Worldox File Open window, right-click on the Category column on a file and
choose Add/Edit Categories. Note the Category will be created in the folder of the

file selected.
Cancel
2. Click Add. op Add Category
3. Click the Folder tab. All Folder categories will display. @ Add/Edit Categories

. Worldox GX3 - Edit > Assign to Categories ol =3
Category List
v e @ X
Select | Refresh | Add Edit  Delete
g Doc ID: 00001909.PPTX
Description: DCNCmodified presentation.pphx
| 0 Categories selected.
' Tag one or more below.
(-
| @ All | 8 Personal | Public (3 Folder |
i Mame = [ |path | |ﬁ i
<No Changes> *
\
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4. Choose an icon to best represent your category. Click More to view more available icons.

] 4, Worldox GX3 - Category > A —_— - ‘ | 24 | 1

E:]j l“ & Personal Category
Chnuselcnn:ﬂﬂﬂ@ﬂﬂﬂﬂﬂﬂmm

New Category Mame: [[® |Review ﬁﬂ

o 0K Cancel

5. Inthe New Category Name field, enter a name for the category.

6. Click OK. The new Folder category will now be available and viewable to only the user
that created and assigned the Folder category. The Folder category will only be available
for use in the Folder where the category was created.

Assign Categories
Assign a Category to a selected file using Add Category.

1. From the Worldox File List window, select the file or files by selecting the ones you want
to assign a Category to. Right-click under the Category column. Place your insertion
point over Select Category.

B3 Cancel
oH Select Category »
I Add/Edit Categories

2. Alist of available Categories will display (e.g., Personal, Public, Folder).

E] Cancel
ol Select Category r | # Personal » | 7’7 Full Training Book
& Add/Edit Categories ) Public  * | % Important
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3. Place your insertion point over the Category you wish to make your selection from. A list
of available Categories will be display. Select the desired Category. The icon and
Category Name you assigned will appear under the Categories column header.

Worldox GX3 - Clarification [ = |

| Description ‘ Author |
] Fundamentals of Worldox GX3 L RCLAAR

=) With Categories r You highlighted Category:
] Fundamentals of Worldox X3 - To Do TDda‘r" RCLAAR

=] with Categories
) Fundamentals of Worldox GX3

e e It's not tagged, but did you to mean add it?

] Fundamentals of Worldox 6X3 RCLAAR

=] with Categories
7% Worldox GX2 Fundamentals - [ Yas ‘ No | E:! Cancel ‘ RCLAAR
] Fundamentals of Worldox GX3 %. RCLAAR

=] with Categories

ook RoLAAR

E'_] Fundamentals of Worldox GX3 00042437.00Cx [ 5 11/5/2012 12:50 PM RCLAAR
=] with Revisions after training
and updated toc

Using Add/Edit Categories

1. From the Worldox File List window, select the Worlgox GX3.; it » Assign to Categories ]
file you want to assign a Category to. Right- Cotegorge
click on the Category column. Place your (4 @ 'ﬂj
insertion point over Add/Edit Categories. Or ey e OO
you access It from the Flle Menu or add to the u DescDr;;E\UIIz; iDGDREEEMSsNI'JFO:ND PLAMN OF REORGANIZATION
Assign to Categories button to your toolbar.

[| 0 Categories selected.
Tag one or more below.

2. The Assign to Categories window will appear. || g a1 | & personal |0 Public | Folder |

) Name & | ‘ Path | |ﬂ
3. Select the Category you want to assign by P — B
using checkbox and click Select. The icon and @ Fled
H H 5 Follow-up &
Category Name you aSSIgnEd WI” appear & Review ) Client Files\20000\100
under the Categories column header. * T

4. The Clarification window will appear if you
did not use the checkbox and just had an item highlighted. Click Yes to assign the
Category if you forgot to check it and thus assign it.

Note that using this dialog only assigns the Category to the file selected. To

assign more than a single file see section below and use file tag in combination
with the right-mouse click method.

Assign Multiple Categories

You can assign more than one Category to a file. Follow the steps described above. When
multiple Categories are assigned to a file, they will appear in the following order when in the File
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Open window: Personal, Folder, and then Public. Categories in subsets will appear in
alphabetical order.

Remove a Category

1. From the Worldox File List window, select the file you E3 Cancel
want to assign a Category to. Right-click on the Category tl Add Categ »
column. = Remove V »
2. Choose Remove and select the Category you wish to i Add/Edit Categories
remove.

Delete a Category
1. From the Worldox File List window, right-

click on the Category column. Worldox GX2 - Category > Delete (BES)

2. The Assign to Categories window will )
appear. o
pp | m “ & Personal Category

3. Click on the tab (e.g., Personal) that contains
the Category you want to remove from the
list of available Categories.

Delete Category: &* Follow-up

@ No

4. Select the Category and click Delete.

5. Click Yes to delete the Category.

If you delete a Category that is assigned to files, the Category will be deleted from
the list of available Categories and also from the files that it has been assigned to.

A great way to filter documents with a specific category is to use the TAGS Filter tab. See Page
13 for more information about TAGS.
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I Worldox Keyboard Shortcuts I

File Management:

Open, View File......ccccoviiiiiiiinieces ... F9
Open, Security.... .F11
Open, Sort Key .....cccceeevvinnes ... F12
Open, Toggle Comments on/off .................... Shift + F6
Open, Place Cursor in the File Filter List ................. F3

View, Move Next Occurrence of Text
View, Move Previous Occurrence of Text .... Shift + F3

Select, All o Ctrl + A
Deselect All........oovveeeiiiieeeeeeceee s Alt + Ctrl + A
Toggle Select on/off.......ccceeeviiiiiieeee e Ctrl +1
MOV e F7
(0] o PRSP PPPPPPPR PP F8
CheCK-OUt...uvieiiieeciiie e Alt + F8
Check-In. Alt + F9
SECUTTLY vttt F11
AUdit Trail oo Alt + F11
Versions, COMPAare.......c.cocevveeenveeeneneens Alt + Ctrl + C
Versions, NEW........ouueeeieiiiiiiiieeeeeeiiens Ctrl + Shift +V
DEIBLE .ttt Del
EMail .o Ctrl + M
Print LiSt .oovveeiiiiiiiie e Ctrl + P
Editing:

Profile. .. Ctrl + E
Add to Favorites............... Ctrl + NumPad Plus symbol
Remove from Favorites ........... Ctrl + NumPad + minus
symbol

Copy Location to Clipboard ........ccccceeeviieennnnn. Ctrl +C

Preferences.......ccccccccovunnn. .. Ctrl + F1

Starting LisSt ....oooeveiieeeeeeeee e Ctrl + F2
List:

NEW ..ot Ctrl + Shift + Ins

DIir€Ct ACCESS uvvviiiiieeiiieeiiee e siee e saee e naee e Ctrl + O

Selected Favorite Files .......ccccoovvvevieeennns Alt + Ctrl + F

RelationS .....vvveiiieecie e Alt + Ctrl + R
Versions. . Alt + Ctrl +V
REfTESN vt F5
Previous File.....coocciiiiiiiieeie e Ctrl +U
NEXE FIl€ uviiiiiiiiiiiiii e Ctrl + N

Search:

Bookmarks:

Add this LiSt..cccccccveeviieeniieeeienn,
Create NEW .......coocvvveeeeeiiiiiiieeeenn,
Manage ........cooecevvveeiiiiiiiiiiee e

Display:
Bottom Tabs, Full List....

CommentS......ooooeeiiiiii

Location Bar, Edit........ccceevcvveenns
Location Bar, Show/Hide ............
File Filter Bar, Edit.......ccccccouvvennns

.............. Ctrl + F

.............. Ctrl +D
..Ctrl + Shift + D
.............. Ctrl + B

LCtrl+1
.............. Ctrl + 2

.............. Ctrl + 3
.............. Ctrl + 4
.............. Ctrl +5
.............. Ctrl + 6

File Filter Bar, Show/Hide ...........
WorkList Tabs, Open Left of Current ....

. ... Alt + F3
Ctrl + PgUp

WorkList Tabs, Open Right of Current.. Ctrl + PgDn

WorkList Tabs, Open First Tab ......... Ctrl + Shift + 1
WorkList Tabs, Open Second Tab.... Ctrl + Shift + 2
WorkList Tabs, Open Third Tab........ Ctrl + Shift + 3
WorkList Tabs, Open Fourth Tab ..... Ctrl + Shift + 4
WorkList Tabs, Open Fifth Tab ......... Ctrl + Shift +5
WorkList Tabs, Open Sixth Tab ........ Ctrl + Shift + 6
WorkList Tabs, Open Seventh Tab... Ctrl + Shift + 7
WorkList Tabs, Open Eight Tab......... Ctrl + Shift + 8
WorkList Tabs, Open Ninth Tab........ Ctrl + Shift + 9
WorkList Tabs, Last Tab................... Ctrl + Shift +0
WorkList Tabs, Current Tab .......... Ctrl + Shift + F11
WorkList Tabs, All Other Tab........ Ctrl + Shift + F12
Options:
Audit Trail QUErY .....cceveviiieiieeieceeen Ctrl + F7
Help:
ACCESS HEIP oo F1
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