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Document Conventions

e OUTLOOK Instructions for Outlook Standalone configuration

e EXCHANGE Instructions for Microsoft Exchange configuration
The following typographical conventions are used in the documentation:

e Text that you should enter exactly as printed is shown in Courier font, e.g. 7/03/2024.

o Keys that you press are shown in uppercase within angle brackets, e.g. <DELETE>.
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About the Link

E-mail integration with Microsoft Outlook or Exchange gives you the ability to view, save, and manage
your e-mails, including attachments, directly from Amicus. You can also configure this feature to
automatically save e-mails to Amicus based on a variety of rules.

Outlook e-mails will appear in your Communications module in Amicus, and an optional embedded
Outlook view is available for those who prefer the familiarity of that interface. Your e-mail lists in Outlook
will indicate whether an e-mail has been saved to Amicus, whether it has been dealt with, and the name
of the File, if any, it is associated with.

Amicus supports integration with either Outlook as a standalone client-side integration, or Microsoft
Exchange which is a server-side integration.

A Configuration wizard guides the Amicus Administrator and Firm Members through the steps
necessary for setting up and initializing the Link. Information is provided on resetting the Link, and
ensuring that the feature runs smoothly.

appointments, and tasks. It shares Firm Settings with the E-mail Link, but has its own Firm Member
mmmmmm  [reference settings. For details, please see the Amicus Outlook/Exchange Contacts & Calendar Link
Guide.

/ NOTE: Contacts & Calendar Integration is a related feature that integrates your contacts

What you need

Installed on the Amicus Application Server:
- Amicus Attorney (with or without Amicus Billing) accessible from the user workstations

Installed on the workstations of users who wish to configure and use the Link:
- Amicus Attorney Workstation

- Microsoft Outlook

If firm selects Exchange (server-side) Link:
¢ Microsoft Exchange installed locally on one of the firm’s servers or used in a hosted configuration
(including Office 365):

For a list of supported Outlook and Exchange versions, see the Amicus Attorney Software & Hardware
Requirements, available from the Technical Resource Guides/Updates section of our website.

IMPORTANT: Ensure that the Windows Time Zone and Date/Time settings on all

Workstations match those on the Amicus Application Server, Amicus Database Server (if
SQL Server is installed separately), and your Microsoft Exchange Server (if applicable). That
is, ensure that the time and date is synchronized across all these computers, typically
against an Internet-provided UTC clock service.

CAUTION: The use of third-party utilities with Outlook (such as an e-mail logger) could affect
the proper functioning of the Link and might even cause data corruption.
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Link overview

Once configured, e-mails and their attachments can be accessed from within Amicus, and Firm
Members can choose whether to save a copy of an e-mail and/or its attachments as an Amicus record
with associations to a File and/or Contact. Each Firm Member can configure their Preferences to create
these saved records automatically based on various rules.

Why use the Microsoft Exchange configuration rather than Outlook standalone?
Those who configure Amicus to support e-mail integration through Microsoft Exchange will enjoy the
added benefit of ‘always on’ synchronization that occurs automatically based on a regular polling
interval, regardless of whether they are logged in to Amicus and whether a local Outlook client is
running on their workstation. This is especially beneficial for those who have configured their Preference
for auto-saving of e-mails.

And Firm Members can of course access their Exchange account via a local Outlook on their desktop or
another desktop provided they have configured their Outlook Profile, or Outlook Web App or Office 365
through a browser.

Auto-saving e-mail

Each Firm Member can configure their E-mail Link preferences to specify that e-mails be automatically

saved.

e Inbox e-mail are auto-saved as Amicus E-mail records when the sender (From field) matches a) one
of your Amicus Contact e-mail addresses, or b) the e-mail address of your specified Firm Members,
and

e Sent Items e-mail are auto-saved as Amicus E-mail records when the recipient (To field) matches
one of your Amicus Contact e-mail addresses.

e Attachments can also be optionally auto-saved but this will occur only if there is a File associated
with the e-mail.

OUTLOOK: When synchronizations occur:

e When you first enable the Link through your Preferences (the first sync is called initialization).

o Automatically while you remain logged in to Amicus, according to the optional sync period you
specified when setting up the Link.

e When you choose Synchronize Now on the Amicus Toolbar at the bottom in the Communications
module.

e When you reset the Link.

If Outlook is not already running when you do a sync in Amicus, it will start automatically as a

background process (not shown in your Windows Taskbar) and your usual Outlook startup prompts, if
any, will appear. Activity during the sync or deletion process is noted in the Amicus Status Bar.

EXCHANGE: When synchronizations occur:

e When the Amicus Administrator first enables the Link for you (the first sync is called initialization).

e Automatically on a regular polling interval, regardless of whether you are logged in to Amicus and
whether your local Outlook is running.

e When you choose Synchronize Now on the Amicus Toolbar at the bottom in the Communications
module.

e When the Amicus Administrator resets the Link for you.
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Administering the Link at the Firm level

®  NOTE: If you use both Microsoft Exchange and Office 365 you must Upgrade to Advanced
, Authentication (OAuth) for Office 365.

Amicus Administrator checklist
1 Read this Amicus Outlook/Exchange E-mail Link Guide.

2 OUTLOOK: Log in to Amicus at a workstation where Outlook is available.

3 Inthe Firm Settings view of the Office module, open the Outlook/Exchange Link — Contacts,
Calendar, and E-mail dialog. Click Configure to complete the Firm Configuration wizard, selecting
the appropriate Link method.

4 Advise Firm Members to configure the link through their Preferences.

5 Firm Members configure their Link in Amicus
EXCHANGE: Upon completing the Preferences configuration, Firm Members will trigger a Sticky to

all Administrators, requesting initialization. Schedule each initialization to be run during off-hours
through the Firm Setting for Exchange Management.
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Configuring the Firm Settings

Choose Firm Settings on the navigation list in the control panel in the Amicus Office module. Choose
Outlook/Exchange Link — Contacts, Calendar, and E-mail on the navigation list in the Firm Settings
dialog that appears.

u Outlook | Exchange ! Office 365 Link

Contacts, Calendar and E-mail - Link configuration

The Outlook/Exchange Link view appears.

Wi Firm Settings — x

Outlook | Exchange Link u

Amicus Attorney supports integration with both Outlook and Exchange.
Individual Firm Members cannot configure their link Preferences or use the integration until
these Firm Settings are complete.

o e i
If using Outlook Standalone option, Outlock must be installed on the
‘wlorkstation fram which you perform this link configuration.

If using Microsoft Exchange option, you may need your Exchange
credentials.

For furthar information review the sppropriafe Link Guids.
Contacts Calendar Link Guide
E-mail Link Guide

| ¢ OK | @ Cancel

Click Configure to start the Outlook/Exchange Link Firm Configuration wizard. The Welcome dialog of
the wizard appears. Complete each of the dialogs in the wizard, as described in the following sections.

OUTLOOK: If Advanced Security for Outlook prompts appear during configuration or initialization, select
the Allow Access action and the Always Perform This Action For This File option, and click OK.
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Specifying how your firm uses Outlook with Amicus
In the Welcome dialog, configure the Link based on the way that your firm uses Outlook.

i/ Outlook / Exchange Link X

i a

The first step in configuring Qutlook / Exchange integration for your firm is
selecting the model that best suits your Firm’s environment.

How does your Firm use Microsoft Outlook?

() Server-side Sync ® Workstation Sync with local Outlook
Microsoft Exchange
Microsoft Office 365

Choosing to synchronize with each individual Firm Member's Outlook requires them to be
logged in to their Amicus Office on the computer where their Outlook client is installed.

Select Outlook Standalone (Workstation sync with local Outlook) or Outlook with Microsoft Exchange

(Server-side sync).
This setting affects both the E-mail Link and the Contacts & Calendar Link.

Effect on existing Link users

e |f you switch from Outlook to Exchange for the firm, any Firm Members who have the Outlook
client-side Link enabled will continue to sync with that method.

e If you switch from Exchange to Outlook for the firm, any Firm Members who have the Exchange
Link enabled will no longer sync with that method. Their Links will no longer be enabled and the
Exchange option will be removed from preferences. Any scheduled Exchange Link initializations or
resets will be cancelled.
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EXCHANGE: Specifying your Exchange credentials

Amicus now allows for Token-based authentication, although users can continue to connect by entering
their Exchange E-mail address and password.

Microsoft Exchange

Selecting the Microsoft Exchange radio button means your firm controls the hardware and
infrastructure.

Enter your Exchange E-mail address and Password.

W/ Outlook / Exchange Link x

T 2

The first step in configuring Outlook / Exchange integration for your firm is
selecting the model that best suits your Firm's environment.

How does your Firm use Microsoft Outlook?

(& Server-side Sync () Wlorkstation Sync with local Outlook
(®) Microsoft Exchange
) Microsoft Office 365

To test that Amicus Server can connect with your Exchange Server provide your e-mail address
and Exchange password and click Test Connection.

Your E-mail Test Connection
Password 2

Then click Test Connection.

If the connection fails, providing additional information might help:

e Your network domain name

e Your user name for logging in to your computer on the firm’s network (which might be the same as
your e-mail address)

e Your Exchange Server address (e.g. “mail.firmname.com)
— if using Microsoft 365. enter "outlook.office365.com"

Then click Test Connection again.
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Microsoft Office 365

Selecting the Microsoft Office 365 radio button allows for more scalability and flexibility. Select the
appropriate radio button to indicate your Exchange is provided through a Microsoft Office 365 account

and enter Your E-mail in the field provided.

@ Outlook | Exchange / Office 365 Link

Contacts, Calendar and E-mail - Link cenfiguration

Vil Firm Settings

Outlook / Exchange Link

Amicus Attorney supports integration with both Outlock and Exchange.

irm cannot igure their link P or use the
these Firm Settings are complete.

Configure the Link

If using Outlock onthe

until

option, Outlook must be
‘workstation from wh

y W Outlook / Exchange Link
Ifusing_M\cmsﬂﬂ =

3=

—= credentials.
Y e
For further informat g . : .
——— selecing he made bt bostsue your Firm s endranment

ms g

(@ Server-side Sync

_) Microsoft Exchange
(@ Microsoft Office 365

How does your Firm use Microsoft Outlook?

() Wworkstation Sync with local Outlook

To test that Amicus Server can connect with your Exchange Server provide your e-mail
address and Exchange password and click Test Connection

Your E-mail

| hagavel@gmail.com

Then click Authenticate.

Sign in te your account

B® Microsoft

Pick an account

Heather Gavel
E HGavel@gmail.com

Connected to Windows

[El bdonnell@gavel.com

_|_

Use another account

Back

Select an account from the list that appears or click the plus icon to sign into another Officer 365
account. You are returned to the Outlook/Exchange window. Test connection was successful displays in
the box at the bottom of the window. Click the Next button to continue the mapping process.

Test connection was successful
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Mapping Contact Address, Phone, Fax, Email, and Web labels

These mappings are needed only for the Outlook/Exchange Contacts & Calendar Link. You can
ignore them if no Firm Members will be using that Link. For details, see the Outlook/Exchange
Contacts & Calendar Link Guide.

W/ Outlook / Exchange Link x

W Mapping Gontact Web/ E-mail Labels qﬂ

‘l’ QOutlook / Exchange Link *

W Mapping Contact Phone Labels ﬂa

i Outlook / Exchange Link *

I“Il Mapping ContactAddress Labels m

a
Selectan Qutiook Address label and the corresponding Amicus label. Click Map. Rep eat for each.
Tip: Click Auto to quickly map all with matching label names.

utlock Address Mapped Address Amicus Contact Address

: Bus Business Business Business ping
ome Home: Home: Hom :I
Other Other Other Other

.

i

Unmapped Addresses will be excluded during synchronization. Clear Mapping
Cancel

Configuring e-mail attachment types for the firm

Firm Members who choose to allow e-mail to be Auto-Saved to Amicus can optionally also choose to
auto-save attachments. As an Administrator, you can control which formats are permitted—this will help
prevent undesirable attachments (such as graphic signatures or .EXE files) from being saved:

1 Go to the Office module, choose Firm Settings, and click Documents - Management.

Ei Documents

| Management - Management options & location mapping |
Assembly - HotDocs Advance Settings
Indexing - Document folders for inclusion in full text search

2 Enter the file types to be saved, separated by commas (e.g. DOC,PDF,TXT).

E-mail attachment types

For security purposes only Auto-Savethe following E-mail attachment types

| HTML,MSG,00C,XLS,PPT,D0CH

»
’ Note that .MSG attachments cannot be saved.
[ ]
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Each Firm Member must set their own Link preferences through the Link Configuration wizard (available
from the Preferences view of the Office module in Amicus). Configuring the Firm Member workstation

Firm Member checklist

Each Firm Member should complete the following steps to initialize their Link.
1 Read this Outlook/Exchange E-mail Link Guide.
2 Assess your Outlook Mailbox. Delete or archive any unnecessary Outlook records (optional).

3 Set your Link preferences through the Link Wizard (available from the Preferences view of the
Office module).

4 OUTLOOK: IMPORTANT - Back up your Outlook database before initializing your Link. See your
Outlook Help or your System Administrator for details.

5 OUTLOOK: Coordinate with your Amicus Administrator as to when to start the Link initialization
(Step 4 of the Link Wizard).

EXCHANGE: From Step 4 of the Link Wizard, click the Send Sticky button to inform your Amicus
Administrator that you’re ready for Link initialization, and they’ll schedule that automatic processing
(usually off-hours for Server optimization).

Assessing your Mailbox

Before you enable the E-mail Link for the first time, you should assess the current state of your Mailbox.
Consideration should be given to the volume and the type of historical e-mails you wish to incorporate
into your firm’s database.

If you choose to auto-save e-mails from a specified date, then when you initiate the Link, all e-mails in
your Inbox and Sent Items mail folders on and after that date will be processed for saving based on the
sender or recipient matching one of your Contacts and optionally Firm Members, subject to your
exclusion and inclusion settings. If you want to auto-save e-mails stored in subfolders or any other
folders of your Mailbox, move them to your main folders or manually manage these e-mails from your
Amicus Outlook view. Attachments on auto-saved e-mails may be saved as Documents according to
your Preferences.

Preferences enable you to exclude some e-mails: Contacts to be ignored, the date prior to which any
e-mails will be ignored, and a requirement that the Contacts be associated with no more than one of
your Files. You may also include e-mails from specified Firm Members. If you have a large number of
e-mails in your Mailbox, initialization will impact Amicus performance because each e-mail (and
optionally, including attachments) will be processed for possible association with your Amicus data. This
process should be run off-hours.

OUTLOOK: Using an Internet e-mail account

Amicus can access your Internet e-mail account, provided that your Link is configured for Outlook
Standalone, and Outlook has been properly configured to ensure that:

e You have established a connection with your mail server through the Internet.

e You have configured Outlook with your POP3 and SMTP Server names. (The Link does not support
IMAP connections.)
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You may optionally configure Outlook settings to remember your password. If you choose not to use this
option, you will be prompted for this information upon logging in to Amicus.

You may want to check your settings for how often an automatic send/receive is scheduled when
Outlook is offline or online. (In Outlook, go to Tools > Options > Mail Setup and click Send/Receive.)

If you use an e-mail POP3 account, an Amicus preference allows you to indicate whether the e-mail
provider's Send/Receive command should be executed automatically to update your mailbox and, if so,

how frequently (e.g. every 10 minutes). We recommend that you set this option if you do not always
have Outlook running.

Setting Firm Member Link preferences

1 Choose Preferences on the navigation list in the control panel in the Office module.

2 Select Links > E-mail — Outlook/Exchange configuration.

@ Links

I E-mail - Outlook / Exchange configuration
Calendar & Contacts - Outlock ! Exchange / Google configuration

Wil Outlook / Exchange E-mail Link w
i]l“li Qutlook / Exchange E-mail
Configure the following steps to integrate your Email with Amicus. Link Guide
Process my email (i.e. auto-save) with:
(% Mone

() Outlook on my Workstation (Clientside)
) Microsoft Exchange/ Office 365 (Server-side)

Configuration Steps Status
Step 1 Basics Incomplete
Step 2 Attachment Handling Incomplete
Step 3 Auto-Save Incomplete
Step 4 Initialization / Reset Incomplete
|:| Enable Regular Synchronizstions

3 Choose the Outlook (Client-side) or Exchange (Server-side) option if necessary. Which options are
available depends on how your Amicus Administrator has configured the integration for the firm.

e If you had the Outlook Client-side Link enabled and your Amicus Administrator has now set the
firm to Exchange Server-side, you should reconfigure your settings. You may continue using
your Link with Outlook as before but once you switch to Exchange, your Outlook Client-side
integration will be automatically disabled and you won'’t be able to choose it again.

The current completion status of each configuration step is shown at the right.

Complete each of the steps in the configuration dialogs, as described in the following sections.
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OUTLOOK: We strongly recommend that Firm Members configure and enable the Outlook Client-
side Link at only one workstation and with only one Outlook Mailbox. Otherwise, confusing
results and a loss of data may occur.

Step 1 - Specify your basic sync settings

EXCHANGE: On the first screen, specify your e-mail address and password for that account, and then
click Test Connection. If Exchange is provided through a Microsoft Office 365, ensure that you are
currently logged in to that account via the Web at this computer.

If the connection fails, providing additional information might help:

e your firm’s network domain name

e your user name for logging in to your computer on the firm’s network
e your Exchange Server address (e.g. “mail.firmname.com)

You might need to contact your firm’s IT administrator if you do not know the domain name.

If you previously configured your account on a mobile device such as an iPhone, the domain name will
be listed in the account settings on the phone.

Then click Test Connection again.
Exchange syncs occur frequently and automatically, regardless of whether you're logged in to Amicus.

If your Exchange credentials change after initialization: You must update these settings in Amicus
or your Link will stop working. Simply return to this screen, enter your new password, click Test
Connection, and then click Finish.

W/ Outlook E-mail Link ¥

W Email - Basics m

Limit date range for Unsaved E-mail in the Communications module to the last days

(This setting will affect performance. Sent Unsaved items do not display in the Quistanding view.)

E] Show the embedded view of my Outlook mail in the Communications module

[:] Enablethe Amicus Taskbarwithin Qutlook

D lusean Internet e-mail account (POP3). Schedule an automatic sendireceive every

minute(s}.

Auto-Delete

When Saved/Unsaved E-mail is deleted in Amicus, also delete in Outlook / BExchange
Timer

a Start Timer when E-mail is created (if associated with one Amicus Filg)

Delivery &Read Receipt Update from Outlook

Include Delivery Receipt for new outgoing email
Include Read Receiptfor new outgoing email

& Finish & Cancel
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e Number of days for which unsaved e-mails can be displayed in the All and Outstanding views of the
Communications module. Setting a large number will affect performance. Note that the Outstanding
view shows only incoming unsaved e-mails.

e Show the embedded Outlook view in the Communications module. This view lets you perform
Outlook-based actions on your e-mails, including accessing all of your Outlook mail folders.

TIP: If you turn off Auto-Save in Step 3 and you wish to forward Saved E-mails (associated with
a File) via right-click commands in the embedded Outlook view, we recommend that you enable

— and activate the Amicus Tasks Toolbar. (To activate the Toolbar, click on any button each time
Outlook is started.)

e Enable the Amicus Tasks Toolbar within Outlook. (The Toolbar must be installed first—see “Setting
Up Your Office > Document Assembly preferences” in User Help) You might need to restart Outlook
for this change to take effect.

e OUTLOOK: If you use an e-mail POP3 account (rather than Microsoft Exchange), indicate whether
the e-mail provider’'s Send/Receive command should be executed automatically to update your
mailbox and, if so, how frequently (e.g. every 10 minutes). We recommend that you set this option if
you do not always have Outlook running.

e When an Amicus Saved or unsaved E-mail is deleted from Amicus, automatically delete the original
Outlook e-mail. (When an E-mail is saved in Amicus, the Outlook e-mail item is not removed from
your Outlook Mailbox.) Deleting an Outlook e-mail directly from your Communications Outlook view,
or from within Outlook itself, will not delete any related saved Amicus record, but it will affect the
accessibility of any e-mail attachments not separately saved to Amicus.

e Start the Timer automatically whenever you create a new E-mail that is associated with a File.
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Step 2 - Specify how attachments are handled

—

g e €3

Amicus will first attempt to save your email attachmentto the shared location for
Documents on the applicable matter File.

Ifthatiocation is unknown (i.e. notsetor inaccessible) indicate an alternats folder
location accessibieto the Amicus Server for saving your email attachments.

Default location for e.mail attachments:
| | Browse

{Mote: fyour firm is configured for Amicus Managed mode for documents this sefting is not applicatie)

ﬂmmimmmnnmmﬁumhumdmmmm associations

¥ Automatically save all Attachments when saving an individual E-mail message.

¥ Automatically save all Attachments when saving multiple E-mail messages at once.

e [fyou are in a User-Managed Documents environment, you'll need to specify the default location for
saving your e-mail attachments—you could create a folder named ATTACHMENTS for this purpose.
This is NOT required if the firm is configured for Amicus-Managed Documents.

In the box, click Browse and find the folder. A UNC path is recommended—specify the computer
name and full path. For example, enter \\Alaska\ATTACHMENTS if the document attachments are
to be saved in the \ATTACHMENTS folder on the computer named Alaska.

Attachments will be auto-saved to automatically created, separate subfolders within your specified
location: \Today’s date\First 19 characters of the subject_Encoded message ID

e Select from the following options:

o Manually save attachments on an Unsaved E-mail in Amicus, the underlying E-mail will be
automatically saved as well (associated to the same File to which the attachments are saved).

o Automatically save all Attachments when saving an individual E-mail message
o Automatically save all Attachments when saving multiple E-mail messages at one time.

o Users can setup the preferences to have different behavior for mass-saved or single-saved
email messages.
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Step 3 - Specify your auto-save settings

Specify whether e-mails in your Outlook Inbox and Sent ltems mail folders are automatically saved as
Amicus E-mail records when the sender or recipient matches any of your Amicus Contact e-mail
addresses, or the sender is one of your specified Firm Members. (The From field is used in incoming
e-mails and the To field is used in outgoing e-mails. The Cc and Bcc fields are ignored.)

i/ Outlook E-mail Link b

TR .

Auto-save E-mail sentfreceived in my e-mail program wherethe Send er/Recipient matches one of
my Amicus Contacts

Exclude Contact Include Firm Members

E-mail Sent/Received from: E-mail Sent/Received from:

John Doe 2 Heather Gavel

E] E-mail when Contactis on more than one File

Auto-5ave Attachments:
(& Only ifthereis a File assigned* ) Mever auto-save attachments

*AMICUSFILEASSIGNMENT automatically occurs whenthe Contactaddresseeis associated with
anly one of your Amicus Files.

¢/ Finish @ Cancel

e Optionally exclude e-mails in the following cases:

- E-mails sent to or received from selected Contacts. For example, you may wish to exclude
family members who are in your Amicus Contact list. Click the Select People button to change
the list.

- E-mails where the sender or recipient Contacts are associated with more than one of your Files.
You would choose this option if you want more control over e-mail associations at the time of
saving it as an Amicus record.

e Optionally include e-mails in the following cases::

- E-mails you send to or receive from selected Firm Members. Click the Select People button to

change the list.

Changing these settings later will affect only the e-mails received from then onward.

Attachments

Choose whether e-mail attachments are automatically saved to Amicus as Amicus Document records
when the incoming e-mails are auto-saved (provided there is a File assignment). These Document
records are associated with both the E-mail record and the File.

Your Amicus Administrator can block certain attachment types from being automatically saved in order
to manage undesirable Document records in your Amicus database, such as graphic signatures, etc.
Note that MSG format attachments are never saved.
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Start date

For initialization purposes, you must set the start date for the auto-save feature—see the appropriate
“Initializing the Link” section. Use discretion when setting this date—it will impact Server performance.

OUTLOOK: Initializing the Link

OUTLOOK: Consider the following important points before choosing to Initialize:

e Initialize and run subsequent synchronizations from only one workstation, otherwise you may
experience confusing results or data loss.

¢ Initialization can be a quite lengthy process, depending on the amount of email included in your
auto-save range and the setting for the number of days to be shown in the Outstanding view of your
Communications module. We recommend that you perform this task during off-hours.

When ready, go to Step 4 in the Wizard.

Configuration Steps Status

Attachment Handling Complete
Auto-Save Complete

Initialization /Reset Incomplete

|:| Enable Regular Synchroniztions

W/ Outlook E-mail Link ¥

I“" E-mail - Initialization | Reset uﬁ

Completethe checklistand click Begin Process when ready.

Review the User Guide

Apply my auto-save setings to my emal sentreceived:

(@ Since Sat, Sep 24, 2022
Mote: This will affectthe length oftime required for processing.

lam currently logged in to my customary workstation where my Qutlook is configured.

| am ready to begin processing my e-mail.

This process can be quite lenghty depending on the amount ofthe email included in your
auto-saverangeand the setting for the number of days shown in the Outstanding view of
your Communication module. Iltis recommended that you perform this task during offhours.

DO NOT LOG OUT OF AMICUS UNTIL THIS PROCESS IS COMPLETED.

!/ Begin Process @ Cancel
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Set the start date for the auto-save feature — e-mails dated earlier will not be auto-saved but you can
manually save them.

Check the remaining items in the list.

Click Begin Process. You may see an Advanced Security for Outlook prompt. Select the Allow Access
action and the Always Perform This Action For This File option.

EXCHANGE: Initializing the Link
EXCHANGE: When ready, go to Step 4 in the Wizard.

Configuration Steps Status

cusics
AttachmentHandling Complete
Auto-Save Complete

Initialization / Reseat Incomplete

|:| Enable Regular Synchronizaions

W Outlock E-mail Link >

I“" E-mail — Initialization / Reset Eﬂ

Completethe checklistand click Begin Process when ready.

Review the User Guide

Apply my auto-save settings to my emal sentreceived:
(@ Since =at, 3ep 24, 2022

Mote: This will affectthe length oftime required for processing.

lam currently logged into my customary workstation where my Qutlook is configured.

| am ready to begin processing my e-mail.

This process can be quite lenghty depending onthe amount ofthe email included in your
auto-saverangeand the setting for the number of days shown in the Outstanding view of
your Communication module. ltis recommended that you perform this task during ofthours.

DO MNOT LOG OUT OF AMICUS UNTIL THIS PROCESS IS COMPLETED.

yf Begin Process @ Cancel
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Set the start date for the auto-save feature — e-mails dated earlier will not be auto-saved.
Check the remaining items in the list.

Click Send Sticky to advise your Amicus Administrators that you’re ready for initialization. Your
Administrator will schedule your initialization at an appropriate time, likely during off-hours. Initialization
can be a quite lengthy process, depending on the amount of email included in your auto-save range and
the setting for the number of days to be shown in the Outstanding view of your Communications module

You'll be informed by Sticky when your initialization has completed, at which time your link will be
enabled and begin synchronizing on a regular polling interval (approximately every 15 minutes).

Changing your Preferences

After initialization, you can edit your Link configuration to enable/disable or change the auto-save
feature or other preferences. Those changes will take effect upon the next sync.

Amicus information in Outlook lists

For convenience, we recommend that you display the Amicus Status, Amicus File Name, Amicus Dealt
With, and Amicus Time Entry fields in your Outlook Inbox and Sent Items list views. This enables you to
tell at a glance whether an e-mail has been saved to Amicus — useful in the Outlook embedded view.

(Note: These fields are not available in OWA or Office 360.)

¢ AmicusStatus—indicates whether the e-mail has been saved as an E-mail record in Amicus or has
been marked Ignore

e AmicusFileName—names of associated Files on a Saved E-mail, if any
e AmicusFilelds—internal IDs of associated Files on a Saved E-mail, if any

e AmicusDealtWith—indicates whether the e-mail has been dealt with (and so not shown in the
Outstanding view of the Communications module)

e AmicusTimeEntry—indicates whether an Amicus Time Entry has been created for the e-mail
These fields might appear automatically but, if not, you may set them manually by completing the
following steps:

1 In Outlook, open your Inbox folder.

2 Right-click on the From/Subject/etc. header above the e-mail list, and choose Customize Current
View in the menu that appears.

In the Customize View dialog, click Fields.

w

4 In the Show Fields dialog, choose “User-defined fields” in the Select Available Fields From list box,
add the Amicus fields from the Available Fields list at the left to the Show These Fields list at the
right, and rearrange the order of fields if desired. Click OK twice.

5 Open your Sent ltems folder and repeat steps 2 to 4.
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Initialize your Outlook e-mail signature block (Opti

In Outlook, a defined signature block can be configured for automatic inclusion in new e-mails that you
send. That same signature block will be applied to the e-mails you send from Amicus. For example, your
signature block for new messages could include graphics, your full name, position, company name, and
other details, as well as formatting.

1 Go to the Outlook view of the Communications module.

2 From the Actions > Outlook Email menu, choose Set Outlook Signature.

®  NOTE: If you later change the signature settings in Outlook, choose Set Outlook Signature
/ again to update your e-mail signature in Amicus.
I
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EXCHANGE: Managing initializations and resets by Administrators

EXCHANGE: While individual Firm Members are responsible for setting their own Preferences,
initializations and resets of the Exchange Link are managed by your Amicus Administrator. The last
Preference step triggers a Sticky message to all Amicus Administrators in your Firm advising them that
this user ready for Initialization. A similar step is part of the Reset process.

An Exchange Management view is available only to Administrators and only if the Firm is configured to
use the link with Exchange.

To access this view:

In Office > Firm Settings, choose Outlook/Exchange Link — Exchange Management.

“ Outlook ! Exchange ! Office 365 Link

Contacts, Calendar and E-mail - Link configuration
| Exchange Management - Schedule Initializations and Resets |

Vil Firm Settings - *
B> " - Initialization / Reset i E
Initizlizations require i ive server p ing and may take several hours for each Firm Member depending on volume of
data.
+ Schedule to occur during off-hours (after 1:00 AM or on weekend)
+ Scheduled Users will be queued.
+ Target for completion prior to regular work hours.
Double click row to edit scheduling details.
() Contacts & Calendar () Email (® Both
Uszer Name “ | Pending Request = Scheduled For Contacts & Calendar | Email Alerts
| Heather Gavel r ot Enabied
Heather Gavel r Outlook Link

Choose the “Email” or “Both” option to filter the list to active Firm Members who have configured E-mail
synchronization. Their current status is shown:

Enabled
Not Enabled
Pending

Scheduled

Outlook Link

Configured and initialized to sync with Exchange. Regular syncs occurring.
Configured for Exchange but not Enabled. No regular syncs occurring.
Initialization or reset has been requested but has not been scheduled.

Initialization or reset has been scheduled but has not yet occurred. The scheduled date/time will
appear in the Scheduled column.

Configured to sync directly with local Outlook client. It's recommended that you encourage this
user to switch to linking with Exchange.
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Scheduling an initialization or reset

To schedule an individual whose status is Pending or Scheduled, click the desired row to open the
Exchange Status view of the Firm Member’'s Administration Profile.

il Administration Profile - Heather Gavel x

Librarian Administrator Type| Managing Partner - |

[] Permission to Edit Security Profiles E-Billing Posiion |Other - |

Contacts & Calendar: Pending (Initializaton) | Cancel Pending Status |

Security Attributes Scheduled For: Today

Group Membership |I}B:I}D PK v|

MNew File Assignments -

Email: Pending (Initialization) ‘ Cancel Pending Status ‘

Billing Rat
AR Scheduled For Today

Exchange Status |ua:uu PM w |

*ltis recommended thatyou schedule processing to occur during off hours
(after 1:00 AM or on weekend).

Schedule the date and time. The process can be lengthy depending on the amount of data, and it is
server-intensive, meaning that it may affect performance for those using Amicus. Take the following
best practice recommendations into consideration:

e Schedule processing to occur during off-hours, after 1:00 am or on a weekend.

e Processing will occur automatically one Firm Member at a time, based on their scheduled start
times—when one is completed, the next will start, even if it overlaps the next start time.

e Avoid overlap with nightly server processing (such as Amicus Daily Checks and backups)
e Target completion prior to the time that users normally login to Amicus.

o Generally avoid scheduling more than 3 or 4 users on a weeknight.
If you need to cancel the scheduling, click Cancel Pending Status in the Firm Member's Admin Profile.

Upon completion of an individual’s Initialization or Reset, a Sticky message is sent to that Firm Member
and to all Amicus Administrators. The Firm Member’s Status is updated.

If an Initialization fails to complete, the Alert column in the Exchange Management will indicate this.
Check the Log file for details. See “Troubleshooting” on page Error! Bookmark not defined..
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Using the Link after initialization

Synchronizing information

OUTLOOK:

e A prompt appears whenever you log in to Amicus, if you have set your Link to do so.
Synchronization will continue to occur periodically while you remain logged in.

e Click Synchronize Now on the Amicus Toolbar at the bottom in the Communications module. For
example, you might have just read, moved, or deleted some unsaved e-mails in Outlook and want
those changes reflected in Amicus right away.

During the sync process, “Synchronizing with Outlook” appears in the Amicus Status Bar.

EXCHANGE:
e Synchronization occurs frequently and automatically, regardless of whether you’re logged in to
Amicus.

e Click Synchronize Now on the Amicus Toolbar at the bottom in the Communications module. For
example, you might have just read, moved, or deleted some unsaved e-mails in Outlook and want
those changes reflected in Amicus right away.

Disabling the Link

Each Firm Member can temporarily stop regular synchronizations from occurring for themselves by
clearing the Enable checkbox in their Preference.

with e-mails in Amicus

See the "Communications" and "Files > Using other facts about a File > Viewing Communications on a
File" topics in the User Help:

o Places from which you can send a new e-mail

o Creating a new e-mail from a blank message

o Creating new e-mail from a merged message generated by an E-mail Merge Template
o Receiving e-mails automatically

o Saving an e-mail to Amicus

o  Working with unsaved e-mails

o  Working with Saved E-mails

o Managing e-mail attachments

o Viewing e-mail details

Both Outlook and Exchange configurations require a local Outlook client in order to support opening
unsaved e-mail, creating new, replying or forwarding e-mail.
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Using the embedded Outlook view of Communications
The Outlook view is available only if you have chosen the option to make it available.

e ot

s ] 10 M e Seve & Associate

15D/ |From suBsect | AMICUSFIENAME AMICUSSTATUS | AMICUSDEAL.. AMICUSTIVE... |RECEIED  ~ sze catecores v [
4 ate Eafe this Month

Showing My Outiook Folders
Amicus Saved ~

! Helpdesk Your Password will expire today. Thu2017-11-02746PM  12K8 >
Adthur File 4 Date: Older

New File (51) Your APX Application Has
Calendar
Contacss
Conversation Hisioy

Fri201709-151056 AM  19KE I\
Fri 201709151055 AM  15KB >
Thu2017.05-143167M  31K8 >
Cloud Support Tue 20170912 139AM  73KB >
Cloud Support Sun2017-09-10 115 AM 2548 >
Registration (SENT FROM Q) icus Online - invte others to join Fi2017-09-08 1003 AM  171KB >
Registration SENT FROM Q) Amicus Oniine Login Fri2017.0908551AM__ 3248 >

Product Updates  We've Recelved Your Appli

Journal v

Office
Dailies.

Favorites

Files

Calendar
Tasks
People
Time Sheets

Notes

A Communications

Documents
Library
‘Showing Outlook Inbox - 36 tems

This view is your Outlook Mail embedded in your Amicus Communications module. It includes the
Outlook right-click commands to perform all available Outlook-based actions on Outlook e-mails,
including: Open, Reply, Reply to All, Forward, Delete, and Print. However, we recommend that you use
the commands in the Amicus Toolbar at the bottom (New & Save, Reply & Save, etc.), and the Save
and Associate controls in the control panel, to perform the indicated actions. This will ensure that
Amicus saves the sent e-mail, e-mail reply, or forwarded e-mail from this view.

Also see "Showing Amicus information in Outlook lists" on page 19.

EXCHANGE: This view is available from any workstation where your Outlook Profile is configured.

Saved and unsaved e-mail

Amicus allows you to view saved and unsaved e-mail. Saved E-mails are those that are stored as
Amicus Communications records. Unsaved e-mails are those captured from your mailbox for display in
Amicus but not yet saved as Amicus records.

e Saved E-mails are those that have been either auto-saved or explicitly saved as Amicus records by
you or another Firm Member. They may optionally be associated with one or more or your Amicus
Files and/or Contacts. You must enable the E-mail Link in order to save your e-mails.

¢ Unsaved e-mails are not Amicus records and have no association with File or Contact records.
They are displayed only if you have the E-mail Link enabled. Generally, your sent unsaved e-mails
are not considered to be Outstanding. Unsaved e-mails are denoted in lists by the following icon:

-

The Communications module allows you to view your e-mail by selecting various filters for viewing
combinations of sent/received, saved/unsaved, outstanding and Today's e-mail. Your Today’s Overview
in the Dailies module also shows your e-mail. The Communications views of File and Contact Details
show only associated Saved E-mail.
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Working with Office 365 when Multi-factor Authentication

is enabled

An App Password is required to give Amicus Attorney permission to access your Office 365 account if you have
enabled Multi-factor Authentication (MFA).

You are required to update your Firm Settings, as well as your Preferences to use the Exchange link in the
Contact & Calendar synchronization and in the Email Integration.

Multi-factor Authentication (MFA) is an authentication process that requires a user to provide a second form
of identification in addition to their password.

Retrieving your App Password for Office 365

Check whether your Office 365 Admin has turned on MFA for your account. If it is not turned on you will not see
the following options in Office 365.

1. Sign into Office 365 with your regular password, click Sign in to display this screen.

IJ Office 365

For added security. we need to further verify your account

Hgavel@ Gavel.com

Your admin has required that you set up this account for
additional security verification.

Set it up now

Sign out and sign in with a different account

More information

2. Click Set it up now to display the Additional security verification screen.

B macecact

Additional security verification

T i B st By e PR v PR R 1 Tomat PATATA W wab B racr P 15 MO s a0

Step 1: How should we contact youl
ALthantcrton phacrer
Uitk Sakars [+ 1] " COAD sl

Rdetiaad

®  nd e 30008 Dy Wl meTLEGE

3. In Step 1 select your authentication method from the dropdown list and follow the prompts on
the page.

4. After you verify your alternate contact method click Next to receive an app password that you
can use with Outlook.
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5. Click the Copy icon to copy the password to your clipboard.

Additional security verification

Secure your account by adding phone verification to your password. View video to

Step 3: Keep using your existing applications

In some apps, like Qutlook, Apple Mail, and Microsoft Office, you can’t use a phor
password” to use in place of your work or school account password. Learn more

Get started with this app password:

yakmkmpymtmsfgyb rE] A—

Creating an App Password

You will now want to create an App Password instead of using the code from the previous screen.
1. Sign into Office 365 with your regular password, click Sign in to display this screen.

2. Select Security & privacy from the left navigation pane and Additional security verification
from the main screen.

»
, Note: You will only see this option if your Admin has set up MFA for your firm.
|

Office 365 My account

Security & privacy

My account

Password

Personal info Change your password.

Contact preferences

Subscriptions
P Manage how and why you are contacted

Additional security verification
Add or change your security verification settings

Security & privacy
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3. Select Update my phone numbers used for account security from the dropdown list to
display the following page:

2 Office 365

Additional security verification |App Passwords

When you sign in with your password, you are also required to respond from a registered device. This makes
View video to know how to secure your account

what's your preferred option?
We'll use this verification option by default.

Text code to my authenticationp ¥

4. Select App Passwords at the top of the page and choose Create to get an app password.

5. Type a name for your App Password such as “Amicus” and click Next to display Your app
password screen.

@

Your app password

Name: Amicus
Password: stbbcrmxwjhpbslkwp

Mote: This password will not be displayed again.

copy password to clipboard

6. Click copy password to clipboard so you don’t have to memorize the password.

7. Go to the Amicus app and enter or paste the App Password when you are prompted.
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You will only need to do these steps once to update your Firm Settings.
1. Log into Amicus Attorney, select Office > Firm Settings from the left navigation pane.

Vil Amicus Attorney

m Fle / Edit

Office
H
Alon: ‘@ Firm Settings
£t Preferences
"
Repors
@ Rep fh General [%) Calendar
Merge Templates . .
G < E Firm Basics - Basic Info out the Firm EventCateqaries - Classific Nepsintments | To Do's
£3 Help Center Fiscal Year - Currentfis dBilling startup date e et FppmmerE oo
Firm Mews & Message - iy .
Shared Resources - M Holidays - Ho peve
-B. Open Another Office Notifications - Autom Court Rules - Configure Court Rules Settings
-8 Open Tutoria Reporting Services - Server Settings and Reports dey
< Login Management - Map Single Sign On Users (O Time
Customer Experience Improvements Activity Godes - Activity, T
Practice Automation Libraries - M Billing Categories - Billa
_ Billing Rates - Billing R
User Rates - Timel
* Accounting - Links and Pesting template configuration
E Documents o N shng teme .
L Management -
= Assembly - HotDo
- for inclusionin full textsearch
Encryption - Secure document options @8 Outlook ! Exchange | Office 365 Link
- Online Servicas - Link with third ocument Services
- | Contacts, Calendar and E-mail - Link config n |
Exchange Management - Schedule Intizliza ]
Im Files
File Types-File ty ns €Y Maintenance
Special Status - Classe: oting Files with s pes
Business Types - Client Business Types Utilities - Dz
People Roles - Role onFi i Updates- C
Matter Came to us... - Sow v
< >

2. Select Contacts, Calendar and E-mail under the Outlook / Exchange Link tab to display the
Outlook / Exchange Link dialog. Click Configure.

W Outlook / Exchange Link X

T 2

The first step in configuring Outlock / Exchange integration for your firm is
=selecting the model that best suits your Firm's environment.

How does your Firm use Microsoft Outlook?
(%) Server-side Sync
@ Microsoft Exchange

' Microsoft Office 365

) Workstation Sync with local Outlook

To test that Amicus Server can connect with your Exchange Server provide your e-mail
address and Exchange password and click Test Connection.

Your Email [ Hgavel@gmail.com | Test Connection

Password | s sk e e ek | Q)

3. Enter the App Password in the Password field.
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Updating your Preferences in the Exchange Settings dialog.

1. To access the Exchange Settings dialog, select Office > Preferences from the left navigation
pane to display the Preferences screen.

Vil Amicus Attorney

m File / Edit GV
Office

# Preferences

u Reports

n Merge Templates
Q Help Center

+B. Dpen Another Office

+B. Open Tutorial
Administration

&5, User Management

E Firm Settings W

A Home ~ ”I"

Hh General

Wy Profile - Basic Inform: bout me
Wty Warkgroup - Firm Members | work with

© wmy Application
Defaults on Login -
Toolbars - Settings
Spell Check - Spelling

default display settings

r i

[ Dailies

Dailies Pages - My daily pa
Today's Practice Reminders - M,

s

[y reminders
I Files
Display - Index and Detail view defaults

Mew Entries - Default settings on new Files

3] calendar

Display - Settings for so at and repests
Mew Entries - Default

Other - Alerts an

ttings on new Events

settings

2 People

Detail view defaults

ault settings on new Contacls

Display - Index an
Mew Entrigs - De

14 Feedback

Preferences

Ej Documents

Management - Document Folder L
Document Assembly - Default gen

(© Time

= Notes

General - Motes and Stickies settings

M| Communications

Messages - Phone Message defaulis, slerts and maintenzance

|E Library

Defaults - Default Library Pag Search settings

3§ Links
| E-mail - Outlook | Exchang on
Calendar & Contacts - Outlook/ Exchange/

configuration

2. Select Email — Outlook Exchange configuration under the Links tab to display the Outlook /
Exchange E-mail dialog.
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Vi Qutlook / Exchange E-mail Link ®

I“” Outlook | Exchange E-mail
Configurethe following steps to integrate your Email with Amicus. Link Guide

Process my email (i.e. auto-save) with:

) None
Dutlook on my Workstation (Clientside)
(® Microsoft Exchange/Office 365 (Server-side)

Configuration Steps Status
Basics Incomplete
Step 2 Attachment Handling Incomplete
Step 3 Auto-Save Incomplete
Step 4 Initialization / Reset Incomplete
DEnabIeRegular Synchronizations

3. Choose the Microsoft Exchange (Server-side) radio button under Process my email with,
and Click Step 1 to display the Exchange Settings dialog.

W Exchange E-mail Link *

I“" Exchange Settings H

Amicus requires your email address and login credentials in order to communicate with
Exchange.

Enter Name portion only
E-mail Address: @ Gavel.com
Password: = Test Connection

4. Enter the App Password in the Password field and click the Next arrow in the footer.
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Troubleshooting
EXCHANGE: E-mail LinkLog |

EXCHANGE: E-mail Link Log

To view a history of your Link initialization and synchronization processes, including any errors
encountered, choose Outlook Email > Show Log on the Actions menu in the Communications module.
There are 3 views of the Log: Today, Error Log Only, and Full Log.

Wi Log Entries - O *
IToday j
Error Log Only ontext Text ﬂ
Full Lag

: Print \/ Close

A text version of the full Log listing all users is available directly on the Amicus Server
(AmicusExchangeSync Date.log). In the Windows Start Menu, choose Amicus > (Amicus Attorney
Tools >) Server Logs.

Resetting the Link

If a Firm Member has changed their Preferences, to auto-save e-mail to/from additional Contacts, or
from an earlier start date (earlier than when the Link was initialized), resetting the Link will process the
relevant unsaved e-mail.

This will clear the links between the records in the two applications and re-initialize the Link. This can be
a lengthy process and should only be done under the direction of a member of the Support Team.
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Go to Step 4 (Initialization/Reset) in the Wizard.

Configuration Steps Status
Step1 Basics Complete
Step 2 Attachment Handling Complete
Step 3 Auto-Save Compihete:
I Step 4 Initialization / Reset Compihete:
[¥ Enabie Regular Synchronizations Enabled

A strong Warning appears making it clear what is being done as some users may not understand the
ramifications of constant reinitializations.

Amicus Attorney

WARNING: Resetting means removing all existing
links between Amicus and Exchange records and
a re-initialization of the link.

Check your settings to ensure duplicate records
are not created.

This action should only be taken if directed to
do so by a support represenative.

Are you sure you wish to proceed?

v oK | ® Cancel

Click OK to proceed. The Exchange Settings - Reset dialog appears.

&/ Exchange Calendar and Contacts Link X

iﬁi Exchange Settings - RESET E

WARNING: Res etting the Link will force a realignment of your Amicus and Exchange daia

Reset Contacts Both Ways: Amicus <-> Exchange |
Reset Appointments = DO NOT RE-INITIALIZE -
Reset Tasks One Way: Amicus -» Exchange -
[} Exclude Tasks dated before: Tue, Nov 14, 2023

Once you have made your selections, click the “Send Sticky” button to notify your
Administrator that you are ready to be scheduled for a reset of your data. This is
an off-hours process which can be lengthy depending on the amount of data.
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The default option that appears in the Reset Contacts and Reset Appointments fields is “DO NOT
RE-INITIALIZE” so the user needs to choose exactly what they want to reset.

The drop-down list also contains options to reset One way Amicus-> Exchange and One way
Exchange->Amicus.

Once a selection has been made click Send Sticky to notify your Administrator that you are ready to be
scheduled for a reset of your data.

®  NOTE: The Reset process may be lengthy depending on the number of records created and
/ synchronized. We recommend that you avoid performing a Reset during the period when
mmmmmm  Firm Daily Checks occur, which is shortly after midnight.

Other Important Information

See the Amicus Product Bulletin provided in the Support > Bulletins section of our website, at
http://abacusnext.com/support/bulletin

Ensure that the Windows Time Zone and Date/Time settings on all Workstations match those on the
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Appendix A — Upgrade to Advanced Authentication (OAuth) for

Office 365

As of October 2022, Microsoft is retiring support for Basic Authentication for Office 365.

This could impact Amicus Attorney users synchronizing with Office 365 for Amicus Contact, Calendar
and/or Email integration capabilities if they have not made the move to Advanced Authentication.

Firms who do not use Office 365 will not have to make any changes.

To apply the Advanced settings firms must be on Amicus Attorney 20.7 or higher.

Administrators

The change must be initiated by a single Firm Administrator in the Firm Settings. Firms with multiple
administrators should only perform this action once.

1. To adjust the configuration settings, go to Firm Settings, then select Contacts, Calendar and
E-mail under the Outlook / Exchange / Office 365 Link section.

I Amicus Attorney

B File / Edit

ATTORNEY
Office
B Merge Templates
k3 Help Center

-8 Open Tutorial

Administration

[5] Firm Settings
@ Security Profiles

MewFile Intake Management

4 Import
M FirmRepors
<

8. Open Another Offics

2, User Management

™ Custom Pages and Recards

e General

Firm Basics - Basic Information about the Firm

Fiscal Year- Currentfiscal year and Billing startup date
Firm News & Message - Locations and Message of the Day
Shared Resaurces - Mesting rooms, AV equipment, etc.
Motifications - Automated system e-mail messages

Reporting Services - Server Settings and Reports deployment

Login Management - Map Single Sign On Users
Customer Experiencelmprovemsnts - Anonymize usage data
Practice Automation Libraries - Manzge Customizations

Tax Settings - Taxes on Fees and Expenses

B Documents

Management - Management options & location mapping
Assembly - HotDocs Advance Settings

Indexing - Document folders for inclusion in full textsearch
Encryption - Secure document encryption options

Online Services - Link with third party Document Services

B Files
File Types - File type descriptions
Special Status - Classes dencting Files with special status
Business Types - Client Business Types

P - Role on File @
Matter Game fo us... - Source of business categories
Document Groups - Document Groups per File Typs

& People

People Groups - Firm and Contact Group Names
Prefix - Name prefix options

Suffix - Mame suffix aptions

Communications - Phone, Fax, E-mail and \web labels
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Firm Settings

(%] Calendar

Event Categories - Classifications for Appointments/ ToDo's
Prigrities - Priority labels for To Do's

Haolidays - Holidays to be displayed in all Calendars

Court Rules - Configure Court Rules Settings

Time

Activity Codes - Activity, Task-based, and Expense Codes
Billing Categories - Billable/ Non-Billable classifications
Billing Rates - Billing Rate |zbels for Time Entries

User Rates - Timekeeper rates per user and security
Accounting - Links and Posting template configuration
Import - Set default profile for Fess and Expenses

Track Changes - Manage Justifications for edits

' Outlook ! Exchange / Office 365 Link

Contacts, Calendar and E-mail - Link configuration

Maintenance

Utilities - Database backupand utilities
Updates - Check for Amicus Updates

Client Portal

Portal Setup - Configure Client Portal Setiings

Billing

General - Next Invoice Number and Invoice File Format
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2. The Outlook / Exchange Link window displays.

Vi Firm Settings - x

Outlook / Exchange Link u

Amicus Attorney supports integration with both Outlock and Exchange.
Individual Firm Members cannot configure their link Preferences or use the integration until
these Firm Settings are complete.

Configure the Link

If using Outlook Standalone option, Outlook must be installed on the
wlorkstation from which you perform this link configuration.

If using Microsoft Exchange option, you may need your Exchange
credentials.

For further informaiion review the appropriate Link Guids.
Contacts Calendar Link Guide
E-mail Link Guide

| “ oK | 9 Cancel

3. Click Configure to display the Welcome screen.

¥ Outlock / Bxchange Link X

W Welcome E

The first step in configuring Outlook / Exchange integration for your firm is
selecting the model that best suits your Firm's environment.

How does your Firm use Micresoft Outlook?
() Workstation Sync with local Outlock

To test that Amicus Server can connect with your Exchange Server provide your e-mail address
and Exchange password and click Test Connection.

“Your E-mail | TestConnection
Password ®

4. If the Microsoft Exchange radio button is selected under Server-side Sync, select Microsoft

Office 365. The lower part of the screen changes.

" Note: If the Microsoft Office 365 option is already selected, then no further action is

required.
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\;i Outlook / Exchange Link
Welcol
L "

How does your Firm use Microsoft Outlook?
(%) Server-side Sync
) Microsoft Exchange
| ® Microsoft Office 365 |

The first step in configuring Cutlook / Exchange integration for your firm is
selecting the model that best suits your Firm's environment.

3=

) Workstation Sync with local Outlook

To connect your Microsoft Office 365 account, enter your email address and click Authenticate.
Then follow the prompt to allow Amicus to authenticate the account.

Your E-mail | gavel @abacusnext com

Authenticate

5. The original Administrator’s email address will be displayed in Your E-mail field.

6. Click the Authenticate button to display the Microsoft login screen, then enter your email in

the Sign in field.

3ign in to your account
BY Microsoft
Sign in

gavel @abacusnext.com|

Can't access your account?

Next

q Sign-in options
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7. Click Next and enter your password in the field provided.

Sign in to your account >

(NABACUSNEX.T

« gatestd@abacusnext.com

Enter password

Forgot my password

Welcome to AbacusMNext

8. Click Sign in to return to the Welcome screen. A message now displays at the bottom stating
that the Test Connection was successful.

W Outlook / Exchange Link s

ﬁl“" Welcome E

The firet etep in configuring Outlook / Exchange integration for your firm is
selecting the model that best suits your Firm's environment.

Haw does vour Firm use Microsoft Outlook?

@ Server-side Sync () Workstation Sync with local Outlook
() Microsoft Exchange
(® Microsoft Office 365

To connact your Microsoft Office 365 account, enter your email address and click Authenticate.
Then follow the prompt to allow Amicus to authenticate the account.

Your E-mail | gavel@ahacusnest com | | Authenticate

Test connection was successful.
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9. Click the Next arrow to display a new screen and click the Next arrow again to display the Next
Steps screen.

Wl Outlook f Exchange Link X

T e 2

ou have novw completed the basic Firm Settings and can proceed fo:

1. ADVISE USERS that they can configure their Preferences for Contacts & Calendar
andior E-mail integration.

2. BACKUP the Amicus databasze prior to indislizalions .
3. UPON REQUEST FROM INDIVIDUAL LISERS plen for Iniialization scheduling.

Intislizations reguire server processing and may take several hours to process
MFmWMmhmmmwﬂmmm
= Schedule during off-hours to ensure optimum server performance
(after 1:00 AM - Daily Check runs at Midnight).
= Do not attempt to initislize large numbers: of users simultaneously.
(Scheduled Users will be queued )
= Target for completion prior to regulsr work hours.

10. Click Finish to complete the process.
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When Office 365 and Exchange links have already been configured

When a Firm Administrator in a firm with multiple administrators begins the process of configuring the
Office 365 and Exchange links a strong warning message will display if the Office 365 and Exchange
links have already been configured by another Administrator. This lets them know that the process has
already been completed, and warns them that if they continue with the process all users in the firm will
be disabled.

To view the warning message select Contacts, Calendar and Email - Link configuration under
the Outlook / Exchange / Office 365 Link in Firm Settings, then click Configure to display the
Welcome screen with a strong warning message. The Configure button is also replaced by a
Re-configure button.

(™) Outlock / Exchange Link =

W Welcome E

The first step in configuring Cutlook f Exchange integration for your firm is
selecting the model that best suits your Firm's environment.

How does your Firm use Microsoft Outlook?

(® Server-side Sync () Workstation Syne with local Outlook
() Microsoft Exchange
#) Microsoft Office 365

The link has been already configured by another user with this account:
Click Re-configure to disable the link for all users and reset with another account.

If you choose to click Re-configure, a prompt displays informing you that if you continue with the
reconfiguration the link will be disabled for all users.

Amicus Attorney

This option will disable the link for all users.

@ Are you sure you want to proceed with
disabling all users and configuring with a new
account?

If you still wish to configure a new account, click Yes to proceed or No to return to the Welcome screen
without making any changes.
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