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Creating and Saving a Document

Introduction

Your firm may have a template management system
or a defined process for the creation of documents
using templates. If so, please follow those instructions
and go to below.

Creating a new document

1. InndWeb, click [_+ _|at the top of the screen, to
the right of the Search box:

2. Select Blank Document from the menu that
displays.

+ Add

Upload

Blank document

Calendar event

3. The Create a New Document screen is displayed:

Create a New Document

Document name: ‘Erter new document name ‘

Document format: | Select dacument farmat |

Store in this cabinet: [ND Workspaces Demonstration (Hofforand Consuiting Limited) » | Il

M rs
File in this Folder:

The new document will be stered in the ND Workspaces Demonstration cabinet. [

Document name — type a document name (up to 200
characters).

Document format — to change the default of Microsoft
Word, click the drop-down arrow and select from the
list.

Store in this cabinet — click the drop-down arrow to
change the cabinet into which your document will be
saved.

File in this folder - click on the location to which you
wish to save.

Click OK. The document is saved to the specified
location and opened for editing.
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What if the workspace I need isn't shown?

1. Inthelist of workspaces on the right, scroll down
to the bottom of the list and click on
| E[Sele:: another Demo ND Matter) | (you‘r VieW V\/l" not ShOW
[cemenp)) at the bottom of the Recent Matters list.

2. A pop-up window is displayed. In the Client Name
box, type in the relevant Client number:

ﬁ Workspaces

Demao ND Client:

Demo ND Matter:

3. Repeat the above step for the Matter Name box,
using the Matter information.

4. Click Add to add the workspace to the Recent
Matters list.

How do [ search for a workspace?

When using Select Another Matter as described above,
you can click the Lookup button [..] on the Client
Name box.

1. Inthe Find entries that field, click the drop-down
arrow to change 'begins with' to ‘contain’:

e udth

Find entries th E —

[tby: (8 Key O T Make this my default sort

2. Inthe empty box to the right, type part of the
Client or Matter name, then click the magnifying
glass to run the search:

. o

Saving a new document (Word, Excel or
PowerPoint)
Create the document as normal then save it using

Quick Access Toolbar or File > New and File > ND Save
or the Save button on the Quick Access Toolbar:

[ @ H EZ E -0 [@d -
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Select where to save your document

On the left of the Save As dialog box is a folder tree
that you can use to find a saving location required:

m Save As

Add Folder Go to Workspace

Home

Recent Documents
Recent Locations
=Acc0unt5

=Administration

13

= Client Matters

== Recent Workspaces

w=n Favorite Workspaces

Cabinet
Tree |

Folders

= Knowledge Database

== Marketing

= Office Manual and Forms

= Pitches and Proposals

— == Training and Development

1. Locate the required cabinet, Client Matters,

Knowledge Database and so on. Click the arrow to

the left of the cabinet to expand if necessary.

2. Within the cabinet, click the arrow to the left of
Recent Workspaces to view a list of cabinet
workspaces you have recently accessed.

Note — you can also expand Favorite Workspaces

to see workspaces you have added to Favorites.

3. When you have found the required workspace,

What if the workspace [ need isn't in my Recent or
Favourite Workspaces?

1. Click the Go to Workspace button at the top of the
Save As dialog box:

E Save As
Recent Docum&WDo
Add Folder
Home

4 Recent Documents
Recently Edited
Recently Opened
Recently Added

Recent Locations
B Accounts

=Administration

4 = Client Matters

2. The Go to Workspace window is displayed:

[ Goto Workspace *

Cabinet:| Demonstrations... *

gel : EH

| 101007 - Client Golf

Demo Client™:

Demo Matter®:

| QK || Cancel |

3. Click into the Client Name field and type at least
the first character of the client’'s name or number

click the arrow on the left of the workspace name
to expand it and view the filters (document type)

and folders to which you can save your document:

4 oo Demonstrations - Workspaces
4 g Recent Workspaces
4 g Client Golf - Client Golf Matter 1
B Administrati-:nn

Anti Money Laundering
Do%ument @] Correspondence
ype 7
Filters Deposition
Emails

K

X} File note

4. Click once on the filter to which you wish to save

the document.
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as shown above. More characters might be
needed.

Select the required client from the drop-down list.
Repeat steps 3 and 4 in the Matter Name field.
Click OK.

Note — depending on the cabinet you are
searching in, the fields in the Go to Workspace
window may vary. For example, Client Name and
Matter Name fields may display in a Client Matters
cabinet, but in another cabinet, you may see, for
example, Case.

The workspace is added to your Recent
Workspaces and you can now select it.

Page 2 of 6



HOFFBRAND
Consulting

net

Creating and Saving a Document

What if I don't know the Client Name or Matter Name
details?

1. Click into the Client Name or Matter Name box,
then click the Lookup button on the right:

| |

The following window appears:

Client Mame™;

[ NetDocuments Lookup *

Client

) begin with

Find entries that | _ . gal
® contain

Sartby () key (® description Make this my default

In the Search box, type a word or phrase you know
is in the Client Name or Matter Name:

2. Click the contain radio button to search the entire
Client or Matter name.

3. Inthe Sort by section, click key to sort the results
by the workspace number, or description to sort
by workspace name:

Sort by

4. Click the Find button. Matching workspaces are
displayed underneath the Find Result tab:

[ MetDocuments Lockup

) . ) begin with
Find entries that

.

@® contain

Sortby O key @ desgip'k. Make this my default

Recently Selected | All | Find Result

02/110 - Test Client
101001 - Client Alpha
101002 - Client Beta
101003 - Client Charlie
101004 - Client Delta
101005 - Client Echo
101006 - Client Foxtrot
101007 - Client Golf
101008 - Client Hotel

< 1 [eg>»
Double-click the workspace you wish to add or
click it once then click the Select button (bottom
of the Lookup dialog box). The workspace number
is now entered in the relevant Client Name or
Matter Name box.

How can I add a workspace to my Favorite
Workspaces?

1. Intherelevant cabinet, open the workspace and
click to the left of the client name.

*’/ Client Golf - Client Golf Matter 1
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Enter document details

In the right-hand column of the Save As dialog box,
enter further document information into the profile

fields in the right-hand column:

tions - Workspaces » Client Gotf - Client Golf Matter 1 - 101007.107001

Dot Mogih Profile Templates

Sex

The profile fields are colour coded:

Green — required field that is complete.
Red — required field that is not complete.
Blue — optional field or pre-completed field.

1. File name — enter a document name (up to 1,000
characters). You cannot use \/ : *? " < > | in the
document name.

2. Save as type - if required, click the drop-down
arrow to select a different document type to save
the document as, for example PDF.

3. Client Name, Matter Name and Practice Area —

these fields should already be completed using
data from the workspace chosen in Steps 1, 2 and
3 above. The Client Name, Matter Name and
numbers are displayed together with the Practice
Area.

Tip — if you are looking up a Matter for a
specific client, you can click the All tab to view
all the matters for the selected client.

Searching will ignore upper- or lower-case
characters.

4. Select the Document Type from the centre

column.

5. Notes - click to enter further information about

the document (up to 60,000 characters), for
example from where the document originally
came.
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Save the document

1. Click the Save button (bottom-right). The
document is saved to the selected workspace.

2. The document is allocated the next available
unique 12-digit reference number, which is shown
with the document name and version number 1 in
the Title bar at the top of the document.

Tip - to save changes to the document under
the same version number, click the Save
Button in the Quick Access Toolbar or press
File > Save.

O @ HE # -0 g -

Saving a copy

1. Open the document you wish to make a copy of
and then select Save As from the Quick Access
Toolbar or File > Save As.

O e HE E ©-0 @ -

2. Inthe Save As dialog box, ndOffice assumes you
wish to save a new version of the document. Click
the Save as new version checkbox to deselect it
and remove the tick:

@ave as new version | Description |

3. Select a location for the copy of the document,
then enter the document name and other details
as described above in the Creating a Document
using ndOffice paragraph.

4. Click the Save button. The copy of the document
is saved and then opened on screen, and the
original is closed.

Creating a copy of a document from the
Open dialog box

1. Click the Open button in the Quick Access Toolbar
or press File > Open to view the Open dialog box.

[ @ HE @ -0 @4 -

2. Navigate to, or search for the document for which
you wish to create a copy.

3. Right-click the on the document name and select
Open as a new document:

Home T 7

Recent Documents @ Training File 4
= : .

Recent Locations @S] Star L

4. The Select Location window is displayed:
T Sclect Location

ND Works lemonstration Search by "Locat.. Q. ~

= Recent Workspaces

Folders

Profile Templates - Clear profile

Demo ND Client*: 1000
Iranside Works Limited

Demo ND Matter™: 101
Company Formation

Demo ND Author®: Laura Roslin

Demo ND Work Type™: LIT
Litigation

Demo ND Document Type*: AGREE
By default, the location for your new document is
the same as the original document from where
you are copying. If required, select a new location
for your copy.

5. The Profile fields are automatically populated with
the Client Name, Matter Name, Practice Area and
Document Type details (taken from the workspace
details). Complete any other profile fields as
required.

6. Ensure all the fields are green and click the Save
button. The new document is created and opened
on screen for editing.

Using the ndOffice Activity Centre to create
new document/copies

You can access up to 100 of your Recent Documents
from the ndOffice Activity Centre.

From here you can create new copies and/or versions
of these documents.

1. Click the Activity Centre iconm on the right-hand
side of the taskbar, near the computer clock.

2. [If you cannot see the icon on the taskbar, click the
up arrow as shown below to view further icons:

3. The ndOffice Activity Centre is displayed:

BB Accounts ] Star
B2 Administration
B Clert e Ind| Activity Center O X
4 TODAY
@ Partial Summary Judgment.docx v.2 5
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4. To create a copy of a document, right-click it and

select Open as a new document from the menu:

Cpen

Open as read-only
Open as a new version
Rename

Print

Check in

Copy link

Copy ID

Email link

Email copy

Versions and attachments

a— Training Filedocx v4

=| Opened for editing

5. The Select Location window for the new

document is displayed. Select a location for the
new document, then complete any other required
fields.

Click Save. The new copy of the document is
created and opened on screen for editing.

Importing using ndWeb

Importing using the Upload button

In ndWeb, click the button at the top of the
screen (to the right of the Search box), then click
Upload on the menu:

Upload

Blank document

The Select document/file(s) to be imported dialog
box is displayed:

& Select document(s) to be imported
4 I > ThisPC 5 Desktop > v & | Search Desktop p
Organise = Mewfolder = - m @
“
& OneDiive
~ ny L
[ ThisPC ¢ Be=
I Desktop I
[£) Documents
AmazonCloudDri AP Dani - home
& Downloads veDownload admin

Find the document(s) locally saved on your
computer and select it.

Click .

The Upload Documents form is displayed; with the
document/s you have selected for import listed at
the top:

Upload Documents

C:\Users\Andrew\Documents\ChatLog Workstation Install 2015_12_11 10_36.rtf  (Remove)
C:\UsersiAndrew\Documents\ndEmsPrLog.csv  (Remove)

To remove a document, click the blue Remove link
to the right of the name.

To import additional documents, click the blue
Select more documents link at the bottom of the
list.
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10.

11
12.

Select a location to which the document/s is to be
saved.

For more information on how to do this, please
see What if I don't know the Client Name or Matter
Name details? above.

Note - you can also add workspaces as described
above.

Select the Import Mode:

Import mode:  ® Move (Remave frompgy O Copy (Copy remains on PC)

Move - saves the files in NetDocuments and
deletes the originals from the PC.

Copy - saves the files in NetDocuments and leaves
the originals on the PC.

Click OK.

If further information is required, the Edit
Profile/Tags screen is displayed:

Edit Profile/Tags

* indicates that an entry is required. # indicates an entry that affects security.

Clear Profile  Restore original values
ID 4146-3582-1085

Document name * |Chathg Weekly Catch_Up Meeting 2019_05_29 12_39 ‘

Client * [2009 - NetDocuments ~]

Document Type * | Documents - Documents -

Notes

Save As Template  Validate

Continue

13.

14.

Complete any missing information, for example,
Author.

Select whether to apply the information you have
entered to all documents you are importing, or
just this one:

® mpply these profile values to this document and the other documents in the import list.
O apply these profile values to this document only.

Note — if you select the first option to apply to all
documents, the documents will not all be given
the same name. The document name is taken
from the document/s you are importing.

Click . The document/s are imported and

displayed in a list.
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Importing using drag and drop

1. InndWeb, click on the workspace you wish to
import the document/s to, then click on the name
of the filter/folder into which you wish to import:

* q Client Golf - Client Golf Matter 1 - 101007.107001 ~

OVERVIEW DOCUMENTS

0O | iE o0selected

> [ Anti Money Laundering]

2. Click the Restore Down button at the top-right of
the ndWeb window.
_ x |
This allows you to access other windows while still
being able to see the ndWeb window.

3. Minimise any other windows until you can see just
two - the location your documents are in and the
ndWeb window.

4. Click and drag the document/s into the ndWeb
window, on top of the filter/folder name at the top
of the screen.

5. A message similar to the following message will
flash quickly up on screen while the document is
being imported:

net . .

= DOCUMENTS MATTERS

Home > Legal > ROD01.00001 - Acquisition of 50-60 Blaak, Rotterdam

= Document v ﬂ

6. The following information will appear while the
documents are being imported:

Importing Documents

«_Imported 1 item Please wait.

7. You will be required to complete the profile
information:

8. When completed, press and the
document is then imported.

Note - you may need to refresh the view before
you see it in the chosen location.

Uploading to Websites

This process requires the use of Microsoft Edge or
Google Chrome and ndClick.

If you need to upload a document that is saved in
NetDocuments to a website, you do not need to and
should not save the document locally to your PC first.

If the web site is connected to NetDocuments, use the
upload functionality in the web site. When the web
site asks to upload the document and you click
Browse or whatever the website requires to upload,
the ND Open dialog box is displayed, allowing you to
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search for or navigate to the document directly from
NetDocuments.

Note — at the bottom of the dialog box you can select
the Convert to PDF check-box to upload your
document in PDF format. If you select this option, you
may also wish to tick the Save exported document as a
new version check-box, which creates a new version
of your document:

nperree.. & (TENID 1E0R,.  SUS 1BSFHIE0 MOS0 LECE.
1 TAN/2006 6:08...  4843-2403-5342  Microsoft Wor..

1 o0 mnan nnn ANIR TTAT NAS4 NETRE Pimaiimen

pe Cancel

[+] Carmvert to POF
|| Save exported document as a new version

Once you have selected the required document and
other options, click Open to upload the document to
the website.

Offline Mode

In ndOffice your connection to NetDocuments is
monitored.

Depending on your settings (set by your
administrator), you will be alerted to the fact you are
offline and that edits will be saved to NetDocuments
when the connection is restored.

Help and Support

If there is a support agreement with Hofforand
Consulting Limited, please send an email to
support@hoffbrand.consulting detailing your issue or
call us on +44 (0)7770 608770 or W Click to talk on
Teams

HOFFBRAND
Consulting

4 +44 (0)7770 608770

@iClick to talk on Teams n
Consulting
#=7 paul@hoffbrand.consulting partner
CERTIFIED
# www.hoffbrand.consulting
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