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WORKING WITH THE DOCUMENT EXPORT UTILITY

This program allows you to export copies of Documents or Docket Events and Notes from within ProLaw to be
used outside of ProLaw. Once these events are exported they are no longer linked to the document
management, calendaring, or notes functions of ProLaw. Any changes made to the exported copies after
they have left ProLaw are no longer captured in ProLaw. Any changes made to events within ProLaw after
copies are exported will not show on the exported copies.

This is an excellent way to bring these events out of ProLaw to put on a computer, detachable hard drive, or
flash drive so they can be brought to court, depositions, mediations, and other times when it is beneficial to
take copies of Documents or Docket Events and Notes for reference. This utility can also be used for
exporting Documents, Docket Events and Notes for archiving outside of ProLaw. In this case, once the events
have been exported and verified, the originals can be deleted from ProLaw.

At times when an Attorney leaves a firm and takes clients with them by agreement, Documents, Docket Events,
Notes, Matter information, and Related Contacts can be easily exported using a number of different methods.
Only a copy is exported so the firm can maintain a full record of work done on these Matters up until the
Attorney’s departure.

There are many different uses for the Document Export Utilities. Your office will determine when it is best to
use and what protocols to follow. This manual is designed to show how to use the Utility.
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METHODOLOGY

To export Documents and /or Docket Events and Notes from ProLaw, select the Matter or Professional whose
work is to be exported. There are a number of parameters which can be selected to narrow down work by
Event Class, Date Range, Pleading Index, Area of Law, and/or Matter Status. Once all parameters are in
place, determine where the work is to be exported (a folder on a shared drive, the workstation’s C:\ drive, or
a removable drive. Click on the OK button and the work will be copied and exported. The Application
Feedback window will let you see what the status is of the export. Once the export is complete, close the
Document Export Utility or select another set of parameters to export more work.

Unless you are exporting data using the All Client Matters checkbox or exporting by Professional, you will not
be able to export from more than one Matter at a time.

1) Select Export by Matter or by Professional
2) Select the parameters to be used for the export
e This will determine what will be included in the export
3) Select the drive and folder where the export will go
4) Export

When selecting the checkboxes to export Docket Events and Notes, Matter Details, or Related Contacts, the
Document Export Utility will create pipe delimited (|) text files that will show in the same folders as the
exported documents or, if not exporting documents, in their own folder. These files can be used to import
data by SQL script into other databases. They can be imported by Excel or Outlook for working with the
information in those programs. Your IT staff will be the ones who will use these files.
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Open Document Export Utility by double clicking the desktop lcon with your left mouse
button:

You do not need to have ProLaw open to use Document Export Utility but it can be useful to use if you
need to search for Matter IDs and other information direct the export.

NOTE: If your office uses Prolaw ProFiling, opening the Document Export Utility will open ProlLaw
automatically.

When you export any Documents or other data from ProLaw using this utility, the information is copied
from ProLaw leaving the original Documents, Docket, Notes, Matters, or Contact data within ProLaw.

Once a copy has been made and exported, any changes to the exported work will not appear in ProLaw.
There is no link from ProLaw to the exported documents or other exported data.

There are tabs at the top of the Document Export Utility window that allow you to access the various ways
to export Documents and Docket/Notes information from ProLaw to be used elsewhere.

You may export Documents, Docket Events and Notes by Matter OR by Professional.
Exporting by Matter allows you to select a single Matter or designate a group of Matters.

Exporting by Professional allows you to select a Professional in ProLaw and export for a number of
Matters the Professional is assigned to.

Documents will be exported with the Windows Filename of the First Line of the Notes Field in ProLaw
rather than the ProLaw Document Number.

As you check various boxes on the tabs of the Document Export Utility, menus will appear to allow you to
follow through on the tasks you have selected.
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EXPORTING DOCUMENTS BY MATTER

& CADO) ==
By Matter ‘ By Document Number I Matter Select I Results | Release Motes
Matter 1D [ Validate Matter ID
Client Level Riter
D ts Feim [¥] Closed -
X [¥] Inactive
Export Documents [ | Use Event Date as Fils Creation Date P [7] Master Matter
[ Append Matter IDto Document Name - [¥] OM HOLD
[¥] Open
Limit Document Export to Specific Event Classes 7l Pepnding
Limit Decument Export to Specific Pleading Index
Select Al [T Administrative -
[ Appeals _
[7] Appearances Gt e @l Administrative -
(7] Damages [V] Agent L
Clear Al [7] Deadines <z V] Audit 3
Select Al [#] Consulting
Build Matter ID Directories [ Append Matter Desc to Directory % ga;: Conversion
SbDrctay | - 9] Dev
[¥] E-nvoice 3.0 5
["] Prefoc Docs whEvent Date [ | Prefix Document w\Parent Relationship
[ Store in Parent Class Directory
— [ Document Level Fitters ]
[7] Export Matters Detail (General Tab) Results
’ Checking .NET components -
"] Bxport Related Contacts Detail NET 4.5/4.6/4.7 installied. D
User: Jeff
Dockets and Notes
V| _
Ermilieics [ Administrative e
Limit Docket to Event Class  |[~] Appeals
[ Appearances
Select Al [[] Damages
[ Deadlines
Clear All [7] Deposistions A '
ear | Uep . b D
Export Notes [T Admiristrative -
Limit Notes to Event Class || Appeals
[C] Appearances Saveto: C:\USERS\JEFF\DESKTOP\PROLAW EXPORT DO\ D
Select Al [C] Damages
[7] Deadines
(7] Deposistions -
[ Export Documents ] [ Exit ] [ Help ]
Store All Selections in Indiviudual Matters Files

Matter ID: Enter one or more Matter ID to be used for the export. If you need to export the data for
all matters in ProLaw, type ALL MATTERS in this field. This can be useful in case of a firm merger or
changing to a different program for document management.

All Client Matters: Use this checkbox to select all the Matters that have a shared Client ID. With this
checkbox checked, enter the Client ID portion of the Matter ID and all matters that begin with that
Client ID will be included in the export. Example: Type 1250 to export Documents, Docket Events or
Notes for every Matter that starts with 1250. If your Matter IDs are prefaced with a year, you will be
able to export only one year at a time. Enter the year and Client ID as formatted in your MatterID.

If selecting more than one Matter ID, use a space between each Matter ID. The Document Export
Utility will read that you have selected multiple Matters by Matter ID and the text on the Validate
Matter ID button will change to read Multi-Select mode.

1000-001 100-004 1070-007 Multi-Select mode

Matter 1D

NOTE: If exporting by Matter ID, there is no need to use the additional filters noted in the section below.
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e Client Level Filtering
How to limit the Matters to export from when All Client Matters is selected.

Client Level Rlter

Status Closed i
Inactive
Master Matter
Select Al ON HOLD
Open
Pending
Area of Law Admiristrative i
Agert 3
Audit E
S Consutting
Data Conversion
DBA
Dev
E-lnvaice 3.0 -

o Limit by Matter Status: Use this checkbox to reveal the list of Matter Status Types you have
within ProLaw that show on the Matter General Tab. You can check the Status for which
Matters you want to use for exporting in this window. For example, you can select Open to
only select from Matters currently open that match any other criteria determined below. This
would exclude any Matters with the status of Closed or any other status. You may select any
number of Matter Statuses that are needed by checking those.

o Limit to AOL: This checkbox will open a window showing the list of all Areas of Law in
ProLaw. You may use this list to limit the export only to Matters in one or more particular
Area of Law (AOL). The operation is the same as limiting by Matter Status.

NOTE: Matter Level Filtering is only of use when selecting All Client Matters. This allows one to
select any grouping of Matters for a Client such as: Matter for that Client which are Open with
the Area of Law of Litigation. When selecting a single Matter by Matter ID, there is no need to
add limits to it.
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DOCUMENTS
NOTE: The Filename of the document when exported will be the first line in the Notes field for the
document in ProLaw Events (or what displays on the Events Tree on the Events Tab in a Matter).
Documents
| BExport Documents Ilse Evert Date as File Creation Date

Append Matter ID to Document Name
o | Limit Document Export to Specific Event Classes
Limit Document Bxport to Specific Pleading Index

Select All Administrative ~
Appeals
Appearances
Damages
Clear Al Deadlines -
| Build Matter |0 Directories Append Matter Desc to Directory
Sub-Directony | -

Prefic Docs whEvert Date Prefic Document whParent Relationship
Store in Parent Class Directory

0 Export Documents: Use this checkbox if you wish to export documents from the Matters as
identified by Matter ID or Client ID. Clicking this checkbox gives you additional fields to use
for filtering which documents are to be exported.

o Use Event Date as File Creation Date: This will use the Event Date for the document in ProLaw
as the date the file was created in the directory where the documents are exported. With this
box unchecked, the document date in the directory will be the date of the export.

o Append Matter ID to Document Name: Checking this box will add the Matter ID from ProLaw
to the name of the document that is exported.

o Limit Documents to Event Class: Checking this box provides you with a list of the available
Event Classes in ProLaw. You may select one or more Event Classes. You may select All by
using the Check All button. Selecting All will export all of the documents that are assigned to
the selected Event Class(es). Any documents with no Event Class assigned will not be
exported. The Clear All button will clear your selections so you may start over should you
want.

DOCUMENTS

Export documents || Use Event Date as File Creation Date

[ ] Append Matter |0 to document name
Limit document export to specific Evert Classes

Limit document export to specific Pleading Index

Check Al (] Appointment ~
[ ] Comespondence
[ ] Decision
[ ] Deposition

Clear Al [] Discowvery W
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Limit Documents to Pleading Index: Checking this box will bring up a list of all Pleading Index Types in
ProLaw. You may select one or more Pleading Indices or Select ALL by using the Check All button. Any
document not assigned to a Pleading Index will not be exported. The Clear All button will clear your
selections so you may start over should you want.

DOCUMENTS
Export documents || Use Event Date as File Creation Date

[ ] Append Matter |0 to document name
Limit document export to specific Event Classes
Limit document export to specific Pleading Index

Check Al [] Publish

Clear All

NOTE: One may limit the documents either by Event Class OR Pleading Index but not both.

o  Build Matter ID Directories: Using this checkbox will create a subdirectory for each Matter
where the documents will be exported in the Save To field. This can be useful when you are
exporting documents from multiple Matters. Without this checked, all documents would be in a
single directory when exported.

o Append Matter Desc to Directory: With this box checked, the Matter Description field from
ProLaw will be added to the Matter ID on the directory name where the documents will be
exported.

o Sub-directory: This drop-down list allows you to create one sub-directory within the Matter ID
directory based on the following fields in ProLaw:

= Event Class

= Event Type

=  Adding Professionals (initials)
= Pleading Index

| Build Matter |10 Directories Append Matter Desc to Directory

Sub-Directony -

Prefoc Docs whEvent Date Prefic Document whParent Relationship
Store in Parent Class Directony

Only one Sub-Directory may be created for each export. If you need to export to multiple
sub-directories, these should each be done as separate exports. This will prevent accidentally
exporting documents to the wrong directory.

NOTE: To use the Sub-directory feature, Build Matter ID Directories must be selected.
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e  MATTERS

MATTERS

[ ] Export Matters Detail
[ ] Export Related Contacts Detail

o Export Matters Detail: Using this checkbox will create a pipe-delimited text file which is
added to the export directory. This will have details of the Matter which can be imported by
SQL or can be opened in Excel.

o Export Related Contacts Detail: Using this checkbox creates a pipe-delimited text file which is
added to the export directory. This will have details of the Contacts in ProLaw related to the
Matter. The file can be imported by SQL or can be opened in Excel.

e DOCUMENT LEVEL FILTERS
Document Level Fitters

o Select the Document Level Filters button to be able to select certain data conditional limits on
your results sets. You can search the Document Notes field for the existence or non-existences
of you to two different character strings. You also have the ability to set a date range limit of
the documents. The date range uses the creation date of the document as specified in the
Event Tracking tab for the documents.

F b |

5! Document Filter R X
Evert Notes ~ Lomains ~  Bill Bice
Connector Or -
Event Nates Does not contain ~ Hite Sortware
Document Date Greater than - &/ 172010 E~
Document Date Lessthanorequalte -~ 4/ 1/2017 B~
[ Save § l Clear J l Exit J

Select Save to preserve the settings, Clear to deactivate the filter and Exit to close the
Document Filter Window.
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e DOCKETS - NOTES
Dockets and Notes

Export Dockets

[] Administrative -
Limit Docket to Event Class  |[ | Appeals
[7] Appearances
[7] Deadiines
Clear Al [] Deposistions -
Export Notes | Admiristrative !
Limit Motes to Evert Class ||| Appeals
[] Appearances
[] Damages
[] Deadlines
[] Deposistions -

o Export Docket: This checkbox allows Docket Events and Note Type from the selected Matters
to be exported in tab-delimited text files.

o Limit Docket to Event Class: This checkbox allows only Docket Events of a particular Event Class
to be exported.

o Export Notes: There is an additional section below Export Docket to allow Notes to be
exported from the selected Matters.

o Limit Notes to Event Class: This checkbox allows only Note Types of a particular Event Class to
be exported.

e Save To: This field shows the directory selected to export to. There is a search button to the right of
the field that will open a window to search for and select a specific drive and directory on that where
the Document, Docket Events, and /or Notes will be exported..

Browse For Folder

Select the Folder

B Desktop

w‘% Homegroup
> A sfried

- 18 This PC

* |7 Libraries
>€i_i Metwork

> @ Control Panel

£ Recycle Bin

Make New Folder Cancel

You may export to drives on your computer, shared network drives, flash drives, or external hard
drives. The Save To field will display the selected drive and directory.

Saveto: |CAUSERSVSFRIEDWDESKTOP
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® Results: This window will display the results of your Export. Any errors will show here. If successful,
you will receive a Process Complete note.
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EXPORTING DOCUMENTS BY PROFESSIONAL

By Professional Tab Fields

® Professional: Select from the dropdown list from Professionals in ProLaw to specify the Professional
whose documents and docket events are to be exported.

®  Active Professionals Only: Use this checkbox to limit the list of Professionals available to only those
who are listed as Active in ProLaw.
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NOTE: The Professional must be assigned to both the Document and/or Docket Event as well as be an
Assigned Professional on the General Tab of the Matter for the export to be successful. If the
Professional is not both on the General Tab and the Event, the Document or Docket and Notes will not

export.

e Export Filter

@)

O

Active Matters Only: This checkbox allows you to limit the export by Professional to Matters
that are Active (not Closed or Pending).

Limit to Assigned Type: This checkbox allows you to limit the documents and docket events for
a particular Professional when they have a specific Assigned Type on the Matters’ General
Tab (e.g., Responsible). Leave this box unchecked if you need to export work for all the
Matters for a Professional regardless of their Assigned Type on the General Tab.

Checking the box brings up a list of Assigned Types available in ProLaw. You can select one
or more Assigned Types for the selected Professional.

EXPORT FILTER

[ Active matters only Limit to assigned type

Check Al [] Biling A
[] Commissioner
[] Legal Assistart
[] Managing

Clear Al [] Originating v

Date Range: Use this checkbox if you want to export Documents and Docket Events for a
Professional within a specified date range.

Daterange  Date type

Start date

End date

Date Type: Use this dropdown list to select which Date field in ProLaw will be used to establish
a Date Range. The options are:
=  Date Matter Created
= Date Matter Opened
®  Matter Status Date
* Docket Date/Document Date: The Event Date in ProLaw for the Document, Docket
Event, or Note being exported. Example: The Date a Docket Event is scheduled to
take place.
* Date Document/Docket Created: The Date the Event was created in ProLaw.
Example: Not the date a Docket Event is scheduled to take place but when it was
entered into ProLaw

Start Date/End Date: This is the start and end date for the date range of the date field
selected in Date Type. The search buttons to the right of the fields will bring up a calendar .

Limit to AOL: Use this checkbox to limit the export only to Matters for the Profession selected
that are of one or more Areas of Law. Not checking this box will bring up all the Matters for
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the Professional. Clicking on the box will bring up a list of the Areas of Law in your
configuration of ProLaw. Use the checkbox next to the AOL to select it. The Check All button
will select all AOLs. Clear All will unselect all of them.

Limit by ADL [] Collections P
[] Contracts
Check Al L] Copyright
[] Corporate
Clear Al [] Criminal
[] Departmert of Natural Resources v

e DOCUMENTS

Documents

+f | BExport Documents Build Matter ID Subdirectories Create as FDF

o Export Documents: Click on the checkbox if you want to export documents. If documents are
not to be included in the export, leave this unchecked.

o Build Matter ID Directories: This checkbox will create a subdirectory for each Matter where
the exported Documents will be copied. The subdirectories will be in the directory specified in
the Save To field.

o Create as PDF: Checking this box will export a PDF of the documents rather than in their
native format. This is of particular use if exporting documents to be used in court or other
proceeding where it is best that a document not be able to be changed. This functionality is
currently available only on the By Professionals tab.

NOTE: If you need to export documents in PDF format, use the filtering functions of
Matter Date Opened and Area of Law to limit the results. Be sure to create Matter ID
Subdirectories to ensure you have the documents for the correct Matter.

e DOCKET
Docket

| Bxport Doclet Exclude Completed Dockets | Use Fitter

0 Export Docket: Click on this checkbox to include both Docket Events and Note Type in the
export.

0 Exclude Completed Dockets: When this checkbox is checked, the export will not include any
Docket Events marked Done in ProLaw. It will only export uncompleted Docket Events.

0 Use Filter: Checking this checkbox will apply the same criteria set for Documents under Export
Filter to Docket Events and Notes as well.

e Save To: This field is where the path will show the directory that has been selected to export to.
There is a search button to the right of the field that will open a window to search for and select a
specific drive and directory on that drive to be used for the export. You may export to drives on
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your computer, shared network drives, flash drives, or external hard drives. The Save To field will
display the selected drive and directory.

Saveto: |CM\Prolaw'SQLLLC \Demonstration®. |:|

Browse For Folder

Select the Folder

B Desktop

> ¥ Homegroup
> & sfried

> M This PC

>4 Libraries
€l Network
>[5 Control Panel

£ Recycle Bin

Make Mew Folder Cancel

e OK: Click the OK Button to run the export.
e CANCEL: The CANCEL Button will cancel the export process.
e Go to the BY MATTER TAB to see the result of the export on the Application Feedback window.
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EXPORTING DOCUMENTS BY DOCUMENT NUMBER

& CADOJ Document Export Utility 6.33 (]

Enter Document Numberis) to Export

Results

Enter Document Numbers with a space, comma or semi colon between each. No quotes please.

Save To:  CAUSERS\JEFF\DESKTOP\PROLAW EXPORT DOJ\ D

Boon

e Export one or more specific documents at a time by Document Number using the By Document Number
Tab..

e Enter the Document Number in the field at the top of the Tab.

e To export multiple documents at a time, enter with a SPACE between each document number.
Documents do not need to be in the same Matter or by a single Professional.

e You will need a list of Document Numbers to use for export. You cannot look up documents from
within the Document Export Utility. It is best to search for these within ProLaw using the Document Tab
in the Events Module.
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e The Save To field allows you to designate where you want to save the exported documents. The
button to the right of that field opens a window to allow you to select the drive and folder to save to
just as it does with the other tabs.

i =

Browse For Folder @

Select the Folder

Bl Desktop <

» = Libraries

- %) Homegroup

» R Jeff

1M Computer

>'Ei_i Metwork

>|_i5_§_| Control Panel
£ Recycle Bin

» 0 Accident

+ . Adobe

» . Bankruptcy

m

Make Mew Folder ] f oK { [ Cancel ]

® Once you have entered the Document Numbers(s), use the EXPORT button at the bottom of the tab to
initiate the export. A green bar below the window will show you the progress of the export.

e The window will confirm which documents are exported and when the export is complete.
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EXPORTING DOCUMENTS USING MATTER SELECT

& CADO) Document Export Utility 6.33 ==
EyMatterI By Professional I Bulk Export | By Document Number‘ Matter Select ‘Results | Release Notes
Matters Info Matters Search Criteria
Matter ID 1 Event Class = | Document Types Attached Document
Administrati Client Stat: it
[ 1 Support and Renor E Darrr:glges e Inl\fnica Sual;l;aission to Client
. Email
Gt ottt General (o Evert Clsss)
Refresh Search
Fiter Document Notes
Document Results
Save To: C\USERSWJEFF\DESKTOP\PROLAW EXPORT DOJ D
e The Matter Select Tab provides detailed control over which documents in a specific Matter are to be
exported.
e Enter the Matter ID in the Matter ID Field.
e Use the Start Search Button to begin searching for which documents in the Matter are to be exported.
Additional windows open upon clicking Start Search.
e The Event Class window allows you to select one or more Event Classes in ProLaw to use for selecting
which specific documents will be exported from the selected Matter.
e The Document Types window allows you to select one or more Documents Types in ProLaw to use for
selection which specific documents will be exported from the selected Matter.
e Both windows have a Check All and a Clear All button to the left of the window to facilitate use when
these are appropriate.
e One can select any combination of Event Class and /or Document Type.
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e Filter Document Notes allows you to include searching the document notes field for certain
syntax along with your Document Type and Event Class Filters. You can also exclude certain syntax if
desired.

Filter Document Notes [Cnriains -

Syrtaw (exact) Jeff

[ Generate Document List

®  When the selection is complete, click on the Generate Document List button below the Event
Class window. This will generate a list of documents in the selected Matter matching the combination
of Event Class and Document Type chosen.

& CADO) Document Export Utility 6.33 (=5l
By Matter | By Professional | Bulk Export | By Document Number‘ Matter Select ‘ Results I Release Notes

Matters Info Matters Search Criteria

Matter D 11 Event Class (V] « | Document Types |[¥] Attached Document -
[¥] Administrative [¥] Client Statement

Description  Support and Report Cussomizasion Select All |([#] Damages Select Al [¥] Invoice Submission to Cliert

[¥] Email

Client Sort U s [¥] General (No Event Class)
Refresh Search

[] Fiter Document Mates

5
i

[7] 1st quarter reports.msg Event Mumber: 2407558 - D
[C] 3365 doc.msg Event Number; 2405424 M
[C] All Claims Reports msg Ewvent Number: 2405351 W
[7] Ancther request msg Event Number: 2400633
[T] Any luck fixing our Entries which wont refresh msg Event Number: 2403202
["] Average Closed ITT Percertage.msg Event Number: 2401044
[C] BAILEY Questions for US Siica.msg Ewvent Number: 2400031
["] BAILEY VOUCHER PROJECT -~ 15 hours - Verbal approval on Evert Number: 2400535
["] Basic Totals & Avgs.msg Event Number: 2405817
[C] CA Plairtiffs to Close msg Event Number: 2404103
[[] Clarfication msg Event Number: 2400105
[C] Client Invoice Created on 1-21-2013 Event Number: 2411574
[C] Cliert Invoice Created on 1-4-2015 Event Number: 7741
[C] Cliert Invoice Created on 1-5-2014 Event Number: 2412013
[7] Cliert Invoice Created on 1-6-2009 Event Number: 2410272
[C] Client Invoice Created on 1-7-2010 Event Number: 5871
[C] Client Invoice Created on 10-1-2009 Event Number: 5770
[C] Client Invoice Created on 10-13-2010 Event Number: 6045
[C] Cliert Invoice Created on 10-14-2008 Event Number: 2410224
["] Cliert Invoice Created on 10-2-2011 Event Number: 2411120
[T] Cliert Invoice Created on 10-5-2012 Event Number: 2411481
[] Clint Invoice Crested on 10-8:2014 Evert Numbsr: 2412402 ]
[C] Client Invoice Created on 11-1-2012 Event Number: 2411514 =
Save To: CAUSERSMWEFF\DESKTOP\PROLAW EXPORT DOJA D

et
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e The Save To field and button work as described in previous tabs to allow you to determine the drive
and folder where the exported documents will go.

e Documents will show on the list with both the first line of the description of the document that is in the
Notes Field on the Matter as well as the Document Number (Shown as Event Number).

e There is a Check All and a Clear All button to facilitate selection. One can check any or all documents
listed in the window.

&% CADO) Document Export Utility 6.23 =3

By Matter | By Professional | Bulk Export | By Document Number| Matter Select | Results | Release MNotes

Matters Info Matters Search Criteria
Matter ID 1 Event Class |[V] + | Document Types |[¥] Attached Document -
Description epor C % ’3:::;’:“‘"9 % ﬁfg:tcst:tfbn::ion to Client
CEdEm usE= % g::ilal {Mo Evert Class)
Refresh Search
Fiter Documert Notes [Cnriz-ins V]

Syrtax (exact)  Jeff

[ Generate Document List

Document Results

[¥] 1st quarter reports.msg Event Number: 2407538 - D
[] 3365 doc.msg Event Number: 2405424 |
[7] All Claims Reports.msg Event Number: 2405551 B
[] Another request msg Event Mumber: 2400659
[7] Ay luck fixing our Entries which wont refresh msg Evert Number: 2403202
[] Average Closed ITT Percentage msg Event Number: 2401044
[] BAILEY Questions for US Silica.msg Event Number: 2400031
[¥] BAILEY VOUCHER PRCWJECT - ~ 15 hours - Veerbal approval on Ewert Number: 2400595
[] Basic Totals & Avgs.msg Event Mumber: 2405817
[] CA Plairtiffs to Close msg Event Number: 2404103
[C] Clarfication.msg Event Mumber: 2400105
[] Client Invoice Created on 1-21-2013 Event Number: 2411574
[¥] Client Inveice Created on 1-4-2015 Event Number: 7741
[] Client Invaice Created on 1-5-2014 Event Number: 2412015
[#] Client Invoice Created on 1-6-2009 Event Number: 2410272
[] Client Invoice Created on 1-7-2010 Event Number: 5871
[#] Client Invoice Created on 10-1-2009 Event Number: 5771
[] Client Invoice Created on 10-13-2010 Event Number: 6045
[] Client Invoice Created on 10-14-2008 Event Number: 2410224
] lent Invoioe Crested on 1022011 Evenefumber:26ii20 ]
[[] Client Invoice Created on 10-5-2012 Event Number: 2411481
[] Client Invoice Created on 10-8-2014 Event Number: 2412402 D
[] Client Invoice Created on 11-1-2012 Event Number: 2411514 57
Save To: CMUSERSWEFF\DESKTOP\PROLAW EXPORT DOJA D

=

e Select which document(s) to export then click on the Export button at the bottom of the tab.
e A green bar at the bottom of the document list window will show the progress of the export.
e The word Complete will display in red to the left of the Refresh Search button.

e The Refresh Search button above the document list window allows you to restart your search in the
same Matter if changes are made after the search has begun.

e The Start New Search button clears the tab and allows for a new Matter to be selected for a new
search.
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EXPORTING CONTACT DOCUMENTS

Contact Documents Tab

CAUSERSWJEFF\DESKTOP'PROLAW EXPORT DOJ '

Marie Laurenci (Riviera in Blug)

The Contact Documents tab is extremely easy to use with very few options. When you switch to the tab the
Contacts section is already populated with the names of all contacts in your database that have documents
associated with them. The contacts are listed in alphabetical order in the Full Name (Company) format.
Simply select your export destination, the Sub Directory Setup (this allows you to select the directory structure
the exported documents will appear in). Your choices are ProLaw Preferences, Full Name (Company),
Company (Full Name), Full Name or Company. Select Export. Your documents will be copied to the
destination location. That easy.

ADDITIONAL TABS
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Bulk Export Tab

The Bulk Export Tab is used to export data via SQL Tables or Text Files. This should only be used by your IT
staff in coordination with instructions from jSQL LLC.

[] Document Export Utility 6.18 H

SQL Server Database Table
Text File {One Matter 1D Per Line]

Results Tab

The Results Tab will provide information similar to the Application Feedback window on the By Matter tab. It
is not currently operative.

Release Notes Tab

This tab provides a history of updates to the Document Export Utility.

Help File Assistance

You can open up this help file while working in the application by pressing F1 or selecting the 2 in the upper
right hand corner of the application.
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HIDDEN FEATURES

Sometimes firms need to export a lot of documents. | mean a real lot of documents. This is actually very easy
to do if you know the Matter IDs of the Matters. It does take a little technical familiarity with SQL Server,
hence why we have buried this information in the Hidden Features section. Here is how you do it, in SQL
Server create a table that houses the MatterlD and Matters primary key data for the matters you want to
export. The basic query will be something like this:

Select MatterID, Matters INTO MATTERSEXPORT from Matters where MatterID in (‘1233-100',1233-101")....
etc

This will put the two columns of data into a table called MATTERSEXPORT. You can name the table anything
you want, but the system comes preconfigured to look for MATTERSEXXPORT. If you use a different table
name then make sure you update the configuration table line

<add key="CustomTable" value="MattersExport"/>
To reflect that table name.

Next launch the Document Export Utility. In the Matter ID field, type CUSTOM. Select all the various filters
and settings you that control how the output is organized and select Export Documents. The process will spin
through the matters contains in your custom table, exporting them as if you have put the Matter ID in one at a
time. Saves lot of timel!

TECHNICAL NOTES

Changes can be made to the configuration of the Document Export Utility. Please confirm any changes with
iSQL prior to implementation.

e The length of the document name as exported can be changed using the parameter
DocumentNameLength
Begin adjusted

e The Document Numbers as assigned by ProLaw can be maintained in the export (KeepDocNumbers). If
different numbers should be assigned use ReNumberStartingIndex and ReNumber. This can be useful
when exporting documents for conversions or moving to different systems.

e The By Professionals, Bulk, and Release Notes tabs can each be hidden from within the Configuration
File.

<add key="Professionals" value = "False" />
<add key="Bulk" value = "False" />

<add key="ReleaseNotes" value = "True" />

e Easily Customize the Save As location with these helpful tricks:

<add key="FilePath" value = "desktop\ProLaw Export" />
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o Coding the FilePath key in the Configuration file with ‘DESKTOP’, , ‘DESK TOP’, ‘MY
DOCUMENTS’, ‘MYDOCUMENTS’ will cause the application to search for that location in the
registry and automatically put it into the Save As field location. Note you can then add
subdirectories. In the above example the files would be saved to the end user’s Desktop to a
folder called ‘ProLaw Export’

e To enforce ltem Level Security when exporting, you will need to set the configuration preference. This
limits the professional that is using the application to only be able to see what they can see via the
ProLaw interface.

<add key="InforceILS" value="False"/>

e Change the length of the output file name by adjusting this Configuration File key. The acceptable
range is between 70 and 150 characters.

<add key="DocumentNameLength" value = "70" />

e |f you want to provide the end user with the ability to select which matters to export from a list of
matters you need to set the below configuration setting to true.

<add key="AllowMattersList" value="true"/>

After setting the configuration file value to true, the end user can type something like 1% to pull up a
list of all matters that begin with the value 1. The % used in conjunction with the configuration setting is what
controls this behavior. After typing in the 1% the user will need to select the Validate Matter Id button. This
will result in the following window appearing. Select 1 or more matters from the list and hit the Process
button. This will load the list of matters to be exported into the MatterID text box. You still need to configure
gverything else and select Export Documents.

B8 Docurnent Export Uitility E'@
Matters List
1 Administration. Sweeney, Jeff -~
11 iSQL Marketing jSQL LLC I
fhecc i 12 Crystal Report Design Sweeney, Jeff 5

13 Crystal Report Marketing Sweeney, Jeff
1.4 Administration - Jennifer Fullmer Time Sweeng
10 Sybase to MS5CQL Conversion Greenberg Traur
10.1 Exchange Agert installations Greenberg Traur
1003 Misc Support issues Greenberg Traurig LLC

Uncheck Al 10.1 CMS Conversion and Exchange Agent setup
100 Technical Consulting ComplQ
1000 Time Ertry jSAL LLC
1000.0814 Maurice Wiliams Matter (1000.0814)
1000.0815 Estrada Law PC - Sybase to M5 5QL Conversion
1001001 Application for Patent Larkspur Pohymer
1001-002 Larkspur Polymers vs. Industrial Fastners, Inc. -
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Hiding certain tabs. It is very easy to do, you simply adjust the configuration file settings listed below.
The name of the tab you hide is prefixed by the word ‘Hide’. True means you hide the tab, false
means it is visible. There is no way to make tabs visible on a by professional /user basis.

<add
<add
<add
<add
<add
<add
<add
<add

key="HideByMatter" value="FALSE"/>
key="HideReleaseNotes" value="TRUE"/>
key="HideDocumentNumber" value="FALSE"/>
key="HideProfessionals" value="TRUE"/>
key="HideBulk" value="TRUE"/>
key="HideResults" value="TRUE"/>
key="HideMatterSelect" value="false"/>
key="HideContactsExport" value="False"/>

For further customizations, please contact {SQL LLC.
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