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What's New in Worldox GX4

Worldox GX4 has been totally redesigned with two (2) key focal points:
1. Ease of Use

2. Mobility

Our main goal is to make GX4 as effortless as possible.

Many new features significantly reduce your time to file and retrieve
documents, including:

* Broad document tagging and searching

« Active Profiling - Follow Me Favorites technology knows which files you
worked on recently and then presents these choices for quick filing

e



User Changes in the File List

Worldox GX4 offers a clean and simple user interface with a more modern theme.
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3 Files

1. H '@ Section B Revised proposal Q1
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Preview Files Panel and In-line Viewing

Technology

When a file is highlighted in the file list, click the View tab on the right side of the screen to
preview the file's content. To close the viewer window, click the Hide View tab to collapse it.

' ™
() GX4 - Desktop (=] C

File Edit List Search Book ks Display Audit Metwork Project Task Workflow Connect Help Digital Paper
o8 & 49 B
A8 ® oA X
Open  View Refresh  Advance Direct Home Fawvorite Email List Move Edit
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— DocType LTR Letter Accessed  1/23/2017 (Name), of
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. . - — Y
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Field Table Lookup for Code and Description

When adding or changing profile metadata, start typing either the field's Description or Code to
automatically locate it in the list and populate the field. Worldox does not delineate between
code and description and it highlights any matching codes or descriptions in the field table list.
You can type additional characters to refine your search. In the following example, the user
began to type “ME" in the Matter field. Any codes and descriptions with those letters
automatically appear in the list for quick and easy selection.

r ™y
(1)) GX4 - Microsoft Word 2007-2016 - File Save =5

H IE' Save outside Worldox ]

Description lAgreement for Asset Purchase at 511 Lexington Avenue I b4 ]

" Cabinet I_E Sample Client Files j l Copy metadata from... ]

1.Client  [00003 € ~| Melizer, Lewiss.

2 Matter [ ME| a |
3. DocType <Arrow down and Enter/Tab to select>
0790 Cust for Gary Meltzer 00003  Meltzer, Lewis 5.
4. Author 0800 Cust for Sharon Meltzer 00003 Meltzer, Lewis 5.
1280 Meltzer Associates 00003 Meltzer, Lewis S.
I
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1
6. doc date I jlj
[ Cotegories || Clickheretosdd -]

| & Add Security |[£) Relate thisfileto... ||[7) Saveasa Version... || s SavetoProject.. ||@ Make Defaults |

@Workspaces |(3-)' Quick Profiles |‘ Fav Matters IIEI Cabinets |

Save as type: IWord Decument (*.docx) j [V oK ] IE:] Cancel ]
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Enhanced Search Capabillities

The new Search tab’s search field allows you to find files based on File Contents, Doc ID or
Description, or Doc ID or Description/Contents. The other allows you to search for text to find
within the contents of files.

Note: GX4 continues to provide search functions that were available in earlier versions of Worldox.
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Enhanced Search Results

The following example shows search results for files that contain the text ‘"act”. A line appears below
the file name to show the snippet of found text in the file. The word “act” displays in bold in each line.

Arrows in the line under the file name indicate the next instance in the file where text was found. You
are not required to open the file if you quickly need to confirm the occurrence(s) of text found.
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not find the file 1. Certificate of Incorporation
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Search for Doc ID or Description/Contents

File lists and Tile views have Search for Doc ID or Description/Contents fields.
Type search criteria in the field and then click the check mark icon.

o=

List view ¢g Change Sort a Customize

The file list or file view displays files that match the search criteria.
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such transportation as provided in Exhibit “C" corporations may be organized
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Filter Buttons on the Search Tab

When you type criteria into the Search bar and click Search, the cabinets that are
included in your site’s Quick Access template are the ones that will be searched by
default. You can narrow a search by adding multiple filters for Cabinets, Profiles,
Categories or Dates.

Enter a document’s Description, ID or contents.

Click a filter button, for example Add Cabinet filters. The Select Cabinet dialog appears.
Check a cabinet or cabinets to search.

The Search tab’s field box displays the name of the cabinet you want to search.

% Search |

|api @ || search

[ [E| Add Cabinet filters | [ Add Profile ikters | | 3 Add Category fiters || £ Add Datefiters | [ € Undo |

(79 [W] Word Files

You can combine Cabinet, Profile, Category and Date filters to further narrow your search.
Note: There is only one limitation for searching more than one cabinet if you add a profile
field. See A Limitation when using Search Tab Filter Buttons in the Worldox GX4 Professional
User Guide: The Basics for details.
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Worldox Indexer Service

The Worldox Indexer provides Worldox users with the ability to search profile and text data in large document
stores in the Worldox DMS (Document Management System). Beginning with the Worldox Update File 10
(WDU10) revision of Worldox GX4, Indexer as a Service generates other services that carry out scheduled tasks.
This has the added benefit that while an update is occurring, changes can continue posting to the database.

Please note that the WDU 11 update includes the Indexer as a Service (IAAS) technology introduced in WDU
10, as well as the option to run the Indexer in desktop mode. With WDU 11 code, Indexer as a Service (laas) is
no longer the only way to index data, but it is the best practice.

The Worldox Indexer Service is accompanied by the Worldox Service Installer named WDSLAUNCHER and the
Worldox Indexer Console.

" WOSERVICE GXA - Service nformmation TIESII=NI )
() WDINDEX GX4 - Metadata and Content Indeser =|0] B |
Login to service as: ’ . q a @
This Account: s Bworldox.com | seat | Swp  Viewsr Refresh  Schedule  Logs  Logs
Password: Meta  Text
Startup Type: AUTO START = Change User Status as of: Mon 09011/2017 1104 AN [=6 pexcs sance Last refresh)
Iy AN I“ . waEtidan tam I B Other indevers |

—Service Info:

BL®

Tiext Last Updated Size =hleta TMest  Irdeser

Service Mame: Worldox Indexer Service
Display Name: Worldox Indexer Service

Description:  This will start the indexer service

Status: Running I
B Cobinet = sPaths  fFie =
o= Update Service I Remove Service
|™ Start Service (@) Stop Service 4 Chent Files 0 o a
10 Corporate General Coursel o 0 -
3 Cancel
WDSLAUNCHER Worldox Indexer Console

10
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Executive Tile/Grid or List Views

In the file list view, click the Switch to Tile View
Tiles to view profile information for files in a gri

Switch to tile view

T

vV

1T

button or select Display > File View >
han list view. Tile views display groups

of records in a rectangular tile. You can sort tile files by Date Accessed/Modified/Created,
Category, DocType Code/Description, Author Code/Description or Typist Code/Description.
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Client Files\20000\200 4, Client Files\I'm the Author @ Favorite Files: Added @] Favorite Files: Word 318 Final Contract Negotiations

,‘i Find: Modified=3/17/2004-2/10/2015; Cabinet=Personal Files ,‘% Find: Text=patent; Cabinet=Client Files <Active> ,,%Smithtown Pediatrics T Tags: Category="Final" ¥ Tags: Category="Rays Swi"

‘WSC Corp.

for OR

for

& Find: Name=act OR Text=act

& Email | | & Fina: | =1 an |@SEarm |

= = | P, Find: Name=act OR Text=act; using Quick Access <Active> ‘ Tile view ¢g Change Sort acus(umize ‘ & [ FindDocID or Desc|Contents

D[ e

I 2 months ago (Oct 2015)

[ Fitery Babee =] o |

= Modified I Categories ] Author Desc ] DocType Desc

List view
€

(%]

MAPEPI W

[f¥ersion# 7 DocID: 00001109 doc

) G¥4 - Desktop

[=[@] = |

Q, 1) 10f3@ the Gas sold hereunder from the Delivery Point to Buyer's

File

Edit List Search Bookmarks Display Audit Network Project Task Workflow Connect Help Digital Paper

facilities, except that Seller shall act as Buyer's agent for

g
£
=
2
5
H
=4
= purposes of scheduling such transportation as provided in £y O\ FL . ) = {h\ @ % @ B & j
£ ENA Sales agreement, Summer Index included Open View | Refresh Advance Direct Home Favorite | Email  List  Move Edit  Relations
E ver 4 opposing counsel edits List Find  Access Files Versions Metadata List
@
&y verg ClientFi Client i ientFi 131D0C [ Client Files\00247\0070 (o= Client Files\00257\0010 (o= Client Files\20000\100 [ Client Files\20000\200
& Client Files\I'm the Author @ Favorite Files: Added avorite Files: Word 31 Final Contract Negotiations & Find: Modified=3/17/2004-2/10/2015; C: Files & Find: - Cabinet=Client Files <Active>
g 9 month Mar 2015;
5 [l S mastisags (20 20 # Smithiown Pediatrics T Tags: Category="Final’ Y Tags: Category="Rays Swif" | Users\DSaporito\BexSync |~ WSC Corp.
o i
£ |0 @ ] BmS Supply Agreement 3/10/2015 01:28 PM | - Need Emsil (&) An | searen |
H
= : N
= [7) Doc 10: 00001026.doc - =D ‘ Favorite Files tview \|,5 change son ¥ customize | & [ FindDociDorDesciContents ]| Fiterby BtDesc v o ‘ [x%]
5]
#1. [) Agreement (AGR) File 7 of 26 #2. [] Brief (BRIEF) 2 Files
g
E Sample Brief z
Kl [Fversion# 8 Modified: 12/30/2016 01:07 PM Owner: Walter Ox (WDOXT) [7] Modified: 7/4/2014 09:41 PM Owner: Walter Ox (WDOXT) E
E ENA Sales agreement, Summer Index included Q
- ver 4 opposing counsel edits ample Brief =
= vert. [Version#3 Modified: 7/4/2014 09:33 PM Owner: Chris Dew (WDTSTUSR) B
B a
P o
g i z
g City of Mesa-ENA-Gas Sales Agmt ES
Tile VieW E [Hversion# 8 Modified: 12/30/2016 01:07 PM Owner: Walter Ox (WDOXT) %
4 ENA Sales agreement, Summer Index included =
ver 4 opposing counsel edits. %
é ver6. S
2 E
y Note (Lump Sum ) B
El [Versiontt2 Modified: 12/7/2016 11:02 AM_Owner: Walter Ox (WDOXT) 3
o@
#3. [ Contracts (CONTRACT) 6 Files #4. [ Employment (EMP) 2 Files
x| 1. @@ Contract Sample I Employee Contract
[Y Fiters | [# Metadata_ | £] Relations ] Client Files\20000\100  Tile: 1/16 File: 7/26
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Tile View Layout

In the Tile view, click the Customize button and select Tile columns/layout. A dialog box opens
where you choose your preferred layout and defaults based upon your personal preferences or

monitor size.

In the following example, 2 columns per row are selected.

Email  [& Al |g;5earch |
- = | Favorite Files | g; List view ,.Lg Change Sort a Customize | @ I Find Doc ID or Desc|Contents jl Filter by .Ext/Desc j « | m
2] : . . 1>
#1. [ Agreement (AGR) File 7 of 26 #2. [ Brief (BRIEF) 2 Files Z
5 = - E
£ 5. @ Export Confirmation -l 1. @ @5 sample Brief H| 2
2 =
2 @\A‘:rsion# 3 Modified: 4/24/2017 03:04 PM Owner: Walter Ox (WDOXT) [ ] Modified: 7/4/2014 09:41 PM_Owner: Walter Ox (WDOXT) £
5 r T~ |
: o () G%4 - Tile columns/layout () Q,
- 6. @ Installment Promissory Note (Secured) - =
. BMVersion# 3 Modified: 3/29/2017 08:32 AM Owner: Walter Ox (WDOXT) - 2
- sms g
g City of Mesa-ENA-Gas Sales Agmt 5
§ ¥ O d A-lad d }-‘g 1 _ Layout _g"‘
- . . . m
= @w LTI T A T L Eor e R @ D Max columns per row: I 2 VI Pixels between columns: |40 «| Pixels between rows: |3U Yl =
‘fl EMA Sales agreement, Summer Index included =
ver 4 opposing counsel edits ~ File Lists z
& vere. I~ Framethem. Maxlines: [ 5 v| Min Width (pixels): [350 ~ | o
] B 5
3. @@ @ City of Mesa-ENA-Gas Sales Agmt =
Save file layout for @ & Only Me S
E @\Ersicm# 8 Modified: 12/30/2016 01:07 PM Owner: Walter Ox (WDOXT) :
[ EMIA Cmlnm mmrmmmnnmb C1imnmnne o dn onlisdnsd i " Everyone —
oG
#3. [ Contracts (CONTRACT) 6 Files hall S
ﬁ 1.9 Contract Sample
o -
[¥riers | [# Metadata | £ Relations Client File\20000\100  Tile:1/16 File: 7/26




Change File Sorting in the Tile View

In the Tile view, select Change Sort and choose to sort by dates, doc types, categories and other
key fields. Content is presented per your sort field in a summarized manner to quickly find the file
you need.

|\ GX4 - Desktop
File Edit List S5earch Book ks Display Audit MNetwork Project Task Workflow Connect Help Digital Paper
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|| A Client Files\I'm the Author @ Favorite Files: Added Favorite Files: Word 51 Final Contract Negotiations g Find: Modified=3/17/2004-2/10/2015; Cabinet=Personal Files & Find: Text=patent; Cabinet=Client Files <Active>
& Smithtown Pediatrics 7 Tags: Category= "Final" ? Tags: Category= "Rays Stuff" Users\DSaporito!Box Sync WSC Corp.
Email | [3] Al |g;s5earcn |
. - o= . . n s S PN =" | E=T——— 1 )|
Favorite Files = Listview Change
€« | = 2 change s 2%~ (%
0] . -] >
#1. [] Agreement (AGR) File 7 of 26 #] o Sorted by DocType Desc (A->Z) Z
l i — =
i % 5 @ Export Confirmation ;I 1 Sort by Date Modified (New-=Old) then by DocType Code (A->Z) E i
= 2 Sort by DocType Code (A->Z) then by Description (A->Z) then by Date Created (MNew-> Old) g
@ i H . .
B 'E @\ﬁerslomfs Modified: 4/24/2017 03:04 PM Owner: Wzlter Ox (WDOXT) 3 Sort by Date Modified (New->Old) then by DocType Code (A->Z) | =
E . ) 4 Sort by Date Accessed (Mew-» Old) then by DocType Code (A->Z) Q,
» 2 4 Instaliment Promissory Note (Secured) 5 Sort by DocType Code (A->7Z) then by Description (A->Z) then by File Types (A->Z) g
_... @\krsmn# 3 Modified: 3/25/2017 08:32 AM Owner: Wzlter Ox (WDOXT) 12 Sort files another way D
= 2
E City of Mesa-ENA- =
2 =
=) @\.\Ersion#ﬁ Modified: 12/30/2016 01:07 PM Owner: Walter Ox (WDOXT) E
41' ENA Sales agreement, Summer Index included g
ver 4 opposing counsel edits ;
ver6. &
] &
Inn = . z
8. @[ m City of Mesa-ENA-Gas Sales Agmt -
8
E @\krsion# 8 Modified: 12/30/2016 01:07 PM Owner: Walter Ox (WDOXT) 3
oG
#3. [] Contracts (CONTRACT) 6 Files #4. [ Employment (EMP) 2 Files
& 1. @ Contract Sample 1. @@ Il Employee Contract
. — i
r_ Filters I # Metadata IB Relations Client Files\200004100 Tile: 1/16 File: 7/26
g 4
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> [] inbox (1]

@ Drrafts

(=3 Sent Items [2947]
> {5 Deleted Items (2)

(@ Junk E-mail
(3 Outbox
(Fg) RSS Feeds
[ Search Folders
4 [ Worldox
[ (Manually Profile)
4 [ [Administration]
Al EMAILEmails
4 [ [sample Client Files]
4 Q 00001.Nathan Management (Inc.)j
i 0010.General
4 [ 00042 Acme Manafacturing
id 0000.Ret. Plan Administration
4 [ 00247 Acme Pediatrics
i 0060.General
i 0120.Keogh Plan

I [ [Technology Operations]

Microsoft Outlook Drop Folders now Automatically
Correlate with Favorite Matters

Favorite Matters will appear as Worldox drop folders within Microsoft Outlook. You can easily
move your incoming and outgoing emails to these folders in Outlook so that they are
immediately saved into Worldox.

5 Cabinets | Favorite Matters

! Wy Computer

| Workspaces

E & {2

Flat Refresh  Sort

Favorite Matters
H—]—g Adrninistration
L5 EMAIL - Emails
= E Sample Client Files
Iﬂ—} 00001 - Mathan Management (Inc.}
L% 0010 - General

EH 00247 - Acme Pediatrics
i: % 0120 - Keogh Plan
o 0060 - General
= 00042 - Acme Manafacturing
L/, 0000 - Ret. Plan Administration

& M Technology Operations

Sample Client Files\002470120
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Drop Folder Naming

Worldox GX4 dated 12/7/2015 and
later now provides you with the
ability to control the drop folder
naming structure. Just click the
Email tab in Worldox and then
select Drop Folder Naming from the
Edit menu.

In the Edit > Drop Folder Naming dialog
you can select different characters to use
within the Worldox drop folder structure in
Outlook. You can also choose whether
you want to display the Num/Code before
the Description or Description before the
Num/Code. You can make the naming
convention longer or shorter by adding or
removing Description and just using the
Num/Code or vice versa.

There are numerous separator characters
that you can use in the drop folder
naming structure. Note the slash will
create a tree structure while others create
a single line display based on the choices
made.

_EEI’I‘IG

|\, GX4- Desktop

Help

v (-] Mark as Read
{5} Mark as Unread

Email | Edit| List Bookmarks Display Actions

&

Mew
Messal Address Rules

Delete

wq (5 Quick Profiles

ITO Word Files\RCURTO

@ Fav

Drop Folder Maming Ctrl+N

3arn

& Signature

U v W

-0ut &3 Find: Desc/Comment=agreement G H

L |
Did You
Know?

Word Files\ROCK W

X Y Z

4 GX4 - Edit > Drop Folder Naming

—
—

.

Drop Folder:  [Cabinet]

. j INum!Code j I j ¥ Description

Colon
Semi-Colon

olyn Derfrnan

ward Pattison

- Dash
+ Plus
< Left Diamond
RE:Pol>  Right Diamaond

% Sub Folder

[5ing Favorte Matters
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Drop Folder Naming Example

The following is just one example of the various ways you can configure your Worldox drop
folders in Microsoft Outlook. For other examples, please see the Configuring Worldox Drop
Folder Structure in Microsoft Outlook section in Worldox GX4 Professional User Guide: The
Basics.

In this example, the Description has been de-selected. Note that the second drop-down list
of characters is removed from the dialog.

r ™
{, GX4 - Edit > Drop Folder Naming [
Drop Folder: [Cakinet] I\ ;I INum!Code LI I~ Description
W 0K 73 Cancel
e o

This is how the drop folders are displayed in Outlook. The slash creates
a tree structure and only the Num/Code is shown.

‘QQWMMM “ | @ Email 10000310011 |@.Search |
4 [ [Client Files] 3]
4 | 00003 &= = ‘ Client Files: 0000... EEE .Lg a ‘ o I Find DocID of
iod 0011
& [ 00007 l l Description &
> £ 00060
o i ® Client Files - Client: 00003 (Meltzer, Lewis 5.)
ol 00102 9
> Sl 00118 Client Files\00003 - Matter: 0011 (Will)
I £ 00123
Dg 00166 L B W - needs signed
¢ Q 00247 O l=</ PRIVILEGED AND CONFIDENTIAL ATTORNEY CLIENT PRIVILEGE
> Bl 20000 - T . o S
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View Worldox Content from within Outlook

In Microsoft Outlook, double-click a matter folder under Worldox to launch the Worldox file
list. Click a file to preview content directly from Outlook.

lanually Profile E-mail(s)
B 4
4 Favorites

Inbox
Unread Mail
Sent Itemns

4 rzdemo@waorldox.com

Inbox
Drafts
Sent Itemns
Deleted Items
Junk E-Mail
Outbox
RSS Feeds
4 Worldox
4 [Client Files]
4 00060.Display Producers

I 20000.City of Mesa
I [Workspaces]
<Manually Profile»
I Search Folders

4 Personal Folders

Automatically Profile E-mail(s)

SEND / RECEIVE FOLDER VIEW ADD-INS Worldox
& B2 W B B m

Copy Move Update Copy Maove Clear  Refresh Quick
Column Column Profiles

Dropfolders

WORLDOX Quick Profile - Outlook

File Edit List Search Bookmarks Display  Audit  Metwork  Project

Workflow  Help  ShareFile

0140.Fifth Ave Real estate Pu...

';O‘

Open  View

S ® mH [
List Find Access Files
\mso\ul—mﬂl'@ search |

“-=>-|

Client Files\00060\0140

=

Refresh Advance Direct Home Recent Email

g; Switch to list view | ¢g Change Sort | a Customize | @ I Sea

[ AGR (Agreement) 5 Files

Modified: 12/18/2009 02:11 PM Typist Desc:

Power of Attorney Form
Modified: 7/14/2011 02:32 PM Typist Desc: b

Software Development and Distribut...

v: 7 Modified: 7/4,/2014 09:35 PM Typist D...

Stock Purchase Agreement
Meodified: 7/24/2011 07:32 PM

T wsc agreement
v: 2 Modified: 7/8/2014 03:23 PM Typist D...

ots |E§‘ Workspaces |£—b Bookrmarks &' Favorite Matters |:

s CNOREENTIRERE - W S F-N RS

Viewing: Confidentiality agreement (Client Files\0006040140400001044.WPD})

STATE OF
AGREEM
COUNTYOF
THE AGREEMENT enewxd ho this the 1 day o

COMPANY) Fic., herhaferefred m as "COM PANY )", ar
=Ened o as "Confdant.

WITNESSETH:

WHEREAS, Confdant & an empbyee, sak=m an, or Iy
COMPANY), or other person or oman¥atn wih access |
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Microsoft Outlook ‘Active Profiling’

A new Worldox Profile column in Microsoft Outlook shows suggested email heuristics. Profiled
emails can then be added to appropriate clients and matters.

Inbox - redemo@waorldox.com
HOME SEND / RECEIVE FOLDER. VIEW ADD-INS Waorldox
R NE A
X e a3
Update Copy Move Clear  Refresh Quick
Column Column Profiles
£
4 Favorites All Unread Search Current Mailbox [Ctrl.. 2 | Current M
Inbox Uik | [ @ |FROM SUBJECT |RECENVED | WORLDOX PROFILE
Unread Mail 4 Date: Today
Sent Items @I Ray Zwiefelhofer test Wed 1/28/2015 3:. 8 | Client: 00102 | Matter: 0020
Ray Zwiefelhofer spreadsheet for options Wed 1/25/2015 2.8 | Client: 00102 | Matter: 0020
Ray Zwiefelhofer
4 rzdemo@worldox.com Preysident
Waorld Software Corporation
Inbox P
Drafts Ray Zwiefelhofer FW: LTM Afternoon Update: Le... Wed 1/25/20151:.8 | Client: 00102 | Matter: 0020
From: Law Technology Mews [mailto:lawtechnologynews@alm.com]
Sent ltems Sent: Tuesday, January 27, 2015 4:04 PM
Deleted tems Ta: Ray Zwiefelhofer
Junk E-Mail Ray Zwiefelhofer FW: ILTA Mews Bulletin: Januar.. Wed 1/28/2015 1:.8 | Client: 00102 | Matter: 0020
Cutbox From: Peggy Wechsler [mailtoiilta@iltanet.org)]
Sent: Tuesday, January 27, 2015 5:06 PM
RSS Feeds To: Ray Zwiefelhofer
4 'World
ordox 4 Date: Yesterday
4 [Client Files] i i . _
i @J Ray Zwiefelhofer FW: Revised mobility brochure... Tue 1/27/2015 3:4.8 | Client: 00102 | Matter: 0020
4 00060.Display Producers From: Helle Grossman
0140.Fifth Ave Real estate Purc... Sent: Tuesday, January 27, 2015 3:36 PM
To: Ray Zwiefelhofer
I 20000.City of Mesa
I [Workspan:ﬁ] 4 Date: Older
<Manually Profile> @J demo@rayz.us Workflow#120124.1507.45.6 [C... Tue 1/24/2012 3:2.8 | Client: 20000 | Matter: 100
B o i need back asap
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Microsoft Office QuickSave and Search

File and find documents quickly without leaving your office application. Click the green
Worldox Quick Save button in Word, Excel or Adobe Reader to save a file intfo Worldox.
You can add profile information at a later fime.

WD-QuickSave button in Microsoft Office

WD-QuickSave button in Adobe Reader

|

20150121120248.doo ign | Comment @ Extended
Insert Page Layout References Mailings Review View Developer DocsCorp Acrobat WORLDOX - -
2 X ~ Worldox
= Cut PO — —
0= ., Calibri(Body)  ~ /11~ A" A7 | Aa | 252 aabceDe | AaBbcede AaBbCi AaBbce Ad D o .
Dl L) . X w. A - _ ] ) ) WWorldonmckSave
s a Format Painter o K, X & =T oA = T Normal T No Spaci.. Heading1 Heading 2 Title -
Clipboard G Font G 5 | Styles w Worldox Open
Navigation * X[ | IR Y | 1 | 2 | 3 | 4 |+ 5 p—
- | | L1 : ‘h‘) Worldox Save
Search Documen| () Worldox GX4 - Microsoft Word 2007-2010 - File Save | = |

= e+

This docume G) Quick Profiles

To create na| | BF( - Cabinet Defautt
in your docu L .
Styles. & Personal Files

e
|- M 00009.0020 - Rons fifth ave gene...
M 00043.0000 - 585 Metal Works ...
M 00060.0140.WSC Corp.General
M 00247.0060 - Smithtown Pediatri...
B+ City of Mesa
|: M Agreements

M General
M Client Files
] Meltzer

L wil
4

|®‘QuickProfi|es & Favorite Matters ||E| Cabinets |V

=

[ Save outside Worldox

Description ISta ndard Agreement

| ©

Cabinet Ig'j Workspaces

IWDOXT a 'l Ray Zwiefelhofer

5§ Categories I Click here to add vl

& Add Security &7 Relate this file to...

1. User

[ Save as a Version...

Copy profile from...

@) Save Defaults

=~

Save as type: IWord Document (*.docx)

[ Cancel
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QuickSave One-click Save

The QuickSave feature allows user to save a file into Worldox without a profile card based on a
pre-defined Quick Profile template. This allows you to save a file into Worldox immediately with
the option to re-profile it at a later time. This feature uses predefined Quick Profile(s) to quickly
save the file to a named Worldox Quick Profile without any interaction. The feature can be
accessed by using the green icon in the Microsoft Quick Access Toolbar. You can also access a
Worldox Quick Save button from Adobe Reader.

WEHEY- O .-
Home Insert Page Layout R Page Layout Formy
h = l==== e | Word 2007-2010 Calibr -u -| Excel 2007-2010
15 B bd &8 ——
Cover Blank Page Table | Picture Clip Sh = =
Page~ Page Break < Art Clipboard [F1 Font
FPages Tables I
H - @- xP -
E| O o o . HOME IMSERT PAGE LAYOU
x s
L X - .
HOME = INSERT  DESIGN  PAGE LA N - Calibri Ju K s Excel 2013
Pasti N o I .
e Ex cut Calibri (Body) -1 | A Word 2013 e ¢ B I U- - D-A
58 Copy .
Past . 2 Clipboard Font
- © ~ Format Painter B IU-a&xx
! E— =
Clipboard [F Font

Tools  Fill &Sign | Comment | E

“| = Worldox

@ Worldox Quick Save

@ Worldax Open
@ Worldox Save

Adobe Reader
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Set QuickSave by Application

You can still set global and personal Quick Profiles in Worldox, but now you can also set Quick
Profiles by application. This overrides the generic predefined #QuickSave.

To set this, add */application_name” to the Quick Profile name when you add a new
Description for a Quick Profile. For example:

#QuickSave/Word for use with Word 2007-2013
#QuickSave/Excel for use with Excel 2007-2013
#QuickSave/Adobe for use with Adobe Reader X and Acrobat X and higher

Tree View

%] word Files
Author: HELLE
Doc Type: TEST
Typist: DSAPORIT)
¥j Local C Drive H
Author: 000000 User,
@ Rolodex Attac
#QuickSave/Adobe
7 Documentatio
Folder: DSAFORIT Dy
Andrews Budget
[w] word Files
Doc Type: TEST

Typist: DSAPORIT
4

U GX4 Enterprise - Microsoft Word 2007-2013 - File Save...

=+ | X , H
R.eFresh Add Edit Delete

g
p=

Description
0
[an }

2]

[Iﬁ Save outside Worldox l

W/ G¥4 Enterprise - Add Quick Profile

B &

Tree View | Refresh  Sort

47 Documentation i
DSAPORIT Donna's workproduct

%, Tech Support Notes

GENERAL Uncategorized

<7 Documentation

ADMIN

+

>

i - -

E Description I#QulckSavej'Word

3

[

- _ _

- Cabinet |@S' Documentation j
§ 1. Folder |TECH ﬂj Tech Support
£

]

=

s

@

" 0K ] ’E:! Cancel
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Redesigned Toolbar to Quickly Perform Searches

within Word and Excel
H © O . s Documentl - Word
FILE HOME INSERT DESIGM PAGE LAYOUT EFEREMCES MAILIMGS REVIEW VIEW Docs
Ta Find: | | i Same Profile & Update Footer LI Temporarily Clear Stamp L]
i Search for the DocID or Name - Content i Document Favorites | LI Clear Whole Stamp (" Wipe Footer LT
# QuickSaved Documents LT Clear Stamp code  4_¥ Refresh Caption LT
Searches Document Stamping
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Selecting One-click Favorites within the
New, Streamlined Inferface

You can click a heart @ icon next to each file to add or remove it from the personal favorites

File Edit List 5Search Bookmarks Display Audit Metwork Project Workflow Help  ShareFile

A0 @ & ad @By

Open  View Refresh Advance Direct Home Recent = Email
List Find Access Files

\,20000\100 £23 |@ Search |

= - =) .| Client Files\20000\100

4 Files [ conTRACT (Contracts)

Selected Favorites (o

[ 1 AGR (Agreement)

r “'__E.-

City of Mesa-Contract

12 Modified: 1/14/2015

(9]

Filterby: & W My Chosen Favorites € Justthese

In the List >

Selected Favorites &

City of Mesa-ENA-Gas §
: 5 Modified: 10/17,/2014

dialog, you can [=] ENA Sales agreement, 5 I Word < Just these
select file types to 1 ——— I Excel < Justthese
filter in order to view vers I PowerPoint € Just these
S.eleCT.ed ﬁ.les in The ms contract for fifth st prog B | [ Outlook € Justthese
list or tile view. ) Modifed: 025 2014 & T Acrobat < Just these

Modified terms [~ Currently Checked-Out € Just these

|E§| Workspaces |i’ Bodkrmarks |C Favarite Matters |«

ver 2

Unclick a heart @
icon next to a file if
you no longer want it
to appear as a £ Cancel
Favorite.

T Show Filtered Favorites

Export

%

Modified: 9/24/2014 01:2 " Show All Favorite Files

[ v rovbibirl |
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Reorganized File Save Dialog

File Save dialog boxes now feature convenient Cabinets, Favorite Matters and Quick Profiles talbs.
When you save a new file, click one of those tabs and then double-click an item in the list to
populate profile fields with different information. In the following example, the file is originally
being saved to the Client Files cabinet with profile metadata pertaining to that cabinet.

Save files outside of

i ™
W) GX4 - Microsoft Word 2007-2016 - File Save As | P | Worldox by |Ounching
Fl ,/ the native save dialog
. : ,—ﬁ for the program you are
Fly out quick save|| _ IF Save outside Worldox runningp 9 Y
menus z ’
’ E Description ICi‘ty of Mesa - Contract template - . o
G File descriptions and
=l comments are
« | | @ Cabinet I‘lm Client Files j [ Copy metadata from... l combined into one
o
£ field. Simply press the
’ = 1. Client 20000 €1 ~| City of Mesa
= ! =l ciy Enter or Return key after
ol | ZVE | 100 € | General you finish typing your
_... 3. DocType IAGR ﬂj Agreement descrlphon to add
= _ comments.
5 4. Author | AAGUIL € ~| Aguilar, Alex
’ o
"3
= 3. Typist IMGUIL ﬂj Aguilar, Alex
=
g I3 Categori I Click here to add j
B ;
> E | & Add Security || Relate this file to... |[[7) Saveasa Version... || Saveto Project... || @ Make Defaults |
/=
=
Field inline =
Qddmg of Save as type: IWord Document (*.docx) j lv oK l [E:! Cancel ]
categories % )
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Edit Categories from the File Save Dialog

You can quickly assign or edit categories from the File Save dialog. In the Categories field
box, start typing the name of the category you want to assign to automatically select it. Or
you can click the drop-down button next to the field box to select a category from the list of
names. Click Undo to make changes if necessary.

( () GXa - Microsoft Word 2007-2016 - File Save ) |
H [rﬁ Save outside Worldox ]
Description IEmponee Handbook I - ]
@ Cabinet I [} Personal Files j [ Copy metadata from... I

1. User I Required j *
-~

2. SubFldr |

’E Qategmiq I For € j
<Arrow down and Enter/Tab to select>
& Add Sec |* Demo for Oscar ale as a Version... ] [ﬂ Sawve to Project... ] [” Make Defaults
B For Review
FORM
HOT - IMPORTAMT FOR DEFEMSE

|E=l VWorkspaces |G:‘}' Quick Profiles |.. Faw Matters |IEI Cabinetsl

Save as type: IWord Docurnent (*.docx) j [f oK ] ’E:] Cancel
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Edit Security, Relations, Versions, Projects and
Detaults from the File Save Dialog

The File Save dialog features buttons that allow you to assign security groups, relate the file
being saved to another file, save the file as a new version or save defaults.

W) GX4 - Microsoft Word 2007-2016 - File Save As | = |
! [rﬁ Save outside Worldox ]
Description IStandard Hold Harmless Agreement I - ]

@ Cabinet I [} Personal Files j ’|_— Copy metadata frorm... ]
1.User  |DEMO € ~| User, Demo
2.SubFldr | GENERAL € ~| General Documents

Iy Categori I Click here to add j

l £ Add Security l ’t‘a Relate this file to... ] ’|'_T|'] Save as a Version... ] ’ﬂ Save to Project... ] ’@ Make Defaults

|E=l Workspaces |G—:l- Quick Profiles |1 Faw Matters |IEI Cabinets |

Save as type: IWord Document (*.docx) j ’f oK ] [ £ Cancel
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Follow Me Favorites

Access Follow Me Favorites in the Save dialog by clicking the Favorite Matters tab. You can
quickly profile and save files into favorite matters that you have recently accessed. Follow Me
Favorites are also available in Worldox/Web Mobile and on other devices.

r ™
4 GX4 - Microsoft Word 2007-2016 - File Save As | % |

=R S A H

[ I Save outside Worldox l

DEMO User, Demo
GEMNERAL General Documents
T client Files

00060 WSL Corp.

0140 General

Tree Refresh  Sort l
View tn
© -
- | = Description IStandard Hold Harrless Agreement I - l
3
B
& Client Files w | | @ Cabinet I [J Perscnal Files j ’ Copy metadata from... l
o
00007 Isaacsan, lesse b=
0050 Personal = 1.User  |DEMO € ~| User, Demo
20000 City of Mesa = 2.SubFldr | GENERAL € ~| General Documents
100 General _'
00003 Meltzer, Lewis S. 8| || Categories| |  Click hereto add  ~|
0011 Will 2
B nal Files E" [3 Add Security l ’a Relate this file to... ] [ED Save as a Version... l [ﬂ Save to Project... ] ’W Make Defaults
(=
.
a
£
g
=
nil
| ==

Save as type: IWord Document (*.docx) j & QK ] IE:] Cancel
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Workspaces on File Save

As you save a new file, you can click the Workspaces flyout menu and save the file
to a certain Workspace project.

- -,
1 GX4 - Microsoft Word 2007-2016 - File Save | S |

FI|'=|

Worldox o
é-m My Workspaces

[]-@ <Recent Projects>

) Client Files\0000110010

—) Client Files\0010210030

[Iﬁ Save outside Worldox ]

Description IInstaIIment Promissory Mote (Secured) I - ]

>
£
=
=
3
—@ Credit Forms E
[}® Dema User E Cabinet I M Client Files j [L— Copy metadata from... l
_w Real Estate\100\\100 ﬁm 1. Client ICIUOCI? L x| j Isaacson, Jesse
B+l University General Counsel\B... z
—m Uzer 3, Demo v = & IUUSU TTags:CategorlF "Final" TTags:Categor'F "Rays Stuff" Users\DSaporito)Box Sync WSC Corp.
EI-&‘J W5sC ? 3. DocType I'D‘ISR Email QSEarch I
i client =
| L1 ) clien j 4. Author [ DEMOS &= = ‘ MW project: needs sig (Client Files\00060\0140\00001205WDL) ‘ 228 Tile viey
=:I needs sig ~ i
T W signed 3 5. Typist | DEMOS E. [ [ Description I Medified
ling Categories| [ Click 2] [ Agreement (AGR)
% =
S o ol [W] = & Installment Promissory Note (Secured) 4/18/2017 01:11 PM
2 || = Client Files\00060401 = .
£ : [] Doc ID: 00DG1348.doc
-:J.f L Add Security [ |=Rf | =
] —*! [ 1mageFile (IMAGE)
E [0 @ =] Floor Plans for new wing 7/14/2011 01:43 PM
= )
= Save as type: IWord 97-200 ﬂgn [ Doc ID: 00001036.1pg
« 1 3
- i [0 @ =] Building Photo for File 3/7/2011 10:32 AM
[ Doc ID: 00001037 jpg
ok
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Save to Project on File Save

The File Save dialog for new files has a Save to Project button so you can add, create, rename

or select projects under a Workspaces branch while saving the new file.

ra

1) GX4 - Microsoft Word 2007-2016 - File Save

==

Worldox o
é—@ My Workspaces

E}@ <Recent Projects>

FH) Client Files\0000110010

) Client Files\0010210030

—@ Credit Forms

&) Demo User

i) Real Estate\100%14100

L) University General Counsel\B...
—l‘j User 3, Demo

EHL) WSC

H

() GX4 - Save to Project S5

+ =!= <-In Workspace Tab

right-click on: & "My Workspaces' to add Project Workspaces

right-click on: Workspace to create/rename a Project

Expand the branch of a Workspace to see its Projects

left-click on: [ | To select a Project

left-click on: % To deselect a Project

|E=1 Workspaces (¢ Quick Profiles |q Faw Matters |IE| Cabinets |V

4 L) 3

Save as type: IWord Document (*.docx) j

[rﬁ Save outside Worldox ]

= ()

[|__ Copy metadata from...

HiE Save to Project.. ] [@ Make Defaults

o OK ] [E:i Cancel
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Worldox Ribbon: Quick Profiles, Favorite Matters and
Make PDF Options

A Worldox ribbon is available in the toolbar when using Microsoft Word and Excel. In previous
versions of Worldox, options for Searches, Document Stamping and File Handling have been
available. Worldox GX4 now provides Quick Profiles and Favorite Matters tabs on the riblbbon bar,
as well as new Make PDF and Make PDF/A options in the File Handling tab. These new features
are advantageous and time-saving shortcuts to use when saving files into Worldox.

HE -G °¢ ._ll-"g (W Document] - Word
FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW WORLDOX DocsCorp WORKSHARE
) Open File To Find: i Same Profile & Update Footer [$]Refresh Options=  [5]File Options -
pe v P v P
Quick Eavorites \‘:u' Save File ) Search for the DoclD or Name - Content @ Document Favorites [%] Stamping Options = n Make PDF from Doc [%] Information -
Profiles - - \‘;} Save as new File  f# QuickSaved Documents [%] This Document Only ~ u Make PDF A from Doc
WC W, Display Producers_Fifth Ave Agr Display Producers Fifth Ave Real Estate Purchase Document Stamping File Handling

B, Meltzer_Will Meltzer Lewis S. Will
W, Sterling_Properties Sterling Donald T. Properties

The additions of Quick Profiles and Favorites to the Worldox ribbon bar leverage Worldox GX4's
Active Profiling and Follow Me Favorites technology, which tracks the files you worked on
recently and presents choices for quick filing and navigation.
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Intelligent Find

If you perform a search and too many vague results are found, you can further narrow your
search criteria.

(L Worldox GX4 - Narrowing the search (]

The search found over 5 thousand files
=] Do you want to narrow it down by date?

Created from: 30 Days Ago j H Search | |

Modified from: 30 Days Ago j ol Search i

Accessed from: 30 Days Ago j % Search

|¢ Laaatabo bl s |

|
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Morldox

Category Find

You can now search for files based upon their Category.

i '
@ Worldox G¥4 - Find Files - Quick Access | = |
L Category I Real Estate € -
' ™
1)) Worldox GX4 - Customize Find Fields | = | Name/Comment | storage a -
Doc ID: hi
Available Fields: Active Fields: I J
LR — Ownerlits | =
Email To Name {Comment
Email CC Add Before > ||poc IE;C Date Created I j
Email BCC Owner Inits .
Email Sent Add After-> Date Created Date Modified I j
Date Modified
Date Accessed Date Accessed I j
<. Remave Textin File
= Profile Group Text in File I agreement € j
Search What
«- Remove All . . .
Profile Group <Multiple Profile Groups:>
1 Author | |
oK Cancel 2. Typist I j
- / search What [y Active
& Search 4= Back ﬁ Clear -f.l'- Options F3 Cancel
LN A
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Morldox

Minimizing the Navigation Panel

Increase the amount of space for your Worldox file list by minimizing the Navigation Panel. The
minimized Navigation Pane collapses into a vertical bar of buttons that still provides access to your
most used folders and views.

By default, the full Navigation Panel is shown.

Cabinets < Click the left arrow to minimize the panel and increase the width of the file list.
Worldox e
S) Cabinets When the Navigation Panel is minimized click the right arrow to expand it.
[}i }'."_ccu:nunting E‘Eg‘
£ Tm Client Files Edit List Search Bookmarks Display Audit Network Project Task Workflow Connect Help Digital Paper
Q| & AR L E D
B0} Corporate Gener... AU ® A [ 5
Open View | Refresh Advance Direct Home Favorite | Email  List  Mowe  Edit  Relations
B i: Developm ent List Find  Access Files Versions Metadata  List
~ | Client Files\0000S\0020 |~ Client Fil=s\00042\0010 [FClient Fi \0140\00001131.D0C = Client Files\0D24T\0070 [ Client Files\0025740010 [ Client Files\20000\100 |- Client Files\20000,200
[}'-hg Forms # Client Files\I'm the Author @ Favorite Files: Added M Favorite Files:Word 88 Final Contract Negotiations 4 Find: Modified=3/17/2004-2/10/2015; Cabinet=Perscnal Files 4 Find: Text=patent; Cabinet=Client Files <Active>
B @ Global =" A Smithtown Pediatrics T Tags: Category="Final" T Tags: Category="Rays Stuf" Users\DSaporita\Box Sync WSC Carp.
== Email | [3] All |@555rcn |
Human Resources .
[}58 %- = =) | Favorite Files EEE Tile view ¢g Change Sort ﬁcusmmize ‘ @ | Find DocID or Desc|Contents jl Filter by Ext/Desc j J ‘ m
£ ﬁ Legacy Files - “é_ l'—) Description Modified | Categories Author Desc DocType Desc & i
o = = = = = = l =
1 |— LU 4 = = Tucson Electric Power Company Attachments 9/20/2014 05:30 PM ¥ - Needs review Exhibit ‘e
= =
— = [[] Doc1D: 00001181 .doc H
- H ]
P Favorite Matters f Ow Collaborative Research Agreement 11/10/2011 10:13 PM ¥ - Non-Responsive Barreto, Amelia Exhibit [ Q
=
U | [[] Doc1D: 00001105.doc ]
,@ Bookmarks P revised to include nda language B
& 2
g H
Jg“, [0 @i am Calculation of Discount to Index in Enron Proposal 11/10/2011 09:40 PM ¥ - Responsive Exhibit 8 p2 j;
E 2
ﬂ% Workspaces f [7) Doc1D: 00001083 doc E' s
-
3
Cabinets [ @M’ section BRevised proposal 11/10/201109:32 PM ¥ - Responsive Exhibit [N H
— i [ poc1D: 00001080.doc g
Power Supply Proposals from a Varying and Flexible Portfolio =
oX5 Workflows g =
o @B collection Demand Letter 7/8/201109:09 PM P - Non-Responsive Barreto, Amelia Exhibit 2 P -
* o8 [] bocID: 00001106.pdf
® @& Building Photo for File 3/7/2011 10:32 AM ' - Hot-Important to D...  Barreto, Amelia Exhibit 8 oa
— [] bociD: 00001104 jpg i
[T citters  [# Metadata | £ Relations Client Files\200001200  File: 38/80
—_— J
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Morldox

Customize the User Interface Theme

Select from three (3) different Interface Styles and choose the icons and color themes you want to see in your Worldox
environment.

From the Worldox menu, select Display > Customize > Interface. In the dialog box that appears, select one of the
following Interface Styles:

»  Worldox GX3. This interface uses GX3 button styles. For example, the buttons are rectangular and have a light
border.

» Windows 7 (the default view). This interface shows buttons with the rounded look of Microsoft Office 2010. Borders of
buttons become dark when selected.

*  Windows 8. This interface shows the flat buttons used in Microsoft Office 2013. Button borders are light by default, but
become darker once you hover over or click them.

Note: Preview how buttons will look in the interface of your choice by clicking the Test me button in the Example section
of the Display > Customize > Interface dialog.

[ L) Wordox Gxe - Display > Customize > Interface | %] Select the type of Icons and Color Themes you want to see in Worldox:
= Crisp reverts to the type of icons used in Worldox GX3.

ctInterfaceSter: B0 Workdn &2 =  Flat (the default Icon/Color Theme) uses flat vectoricons shown in
Worldox GX4.
8| © Windows1 = Separators insert dividing lines between icons.
58 © Windows8 = Tiles usesicons similar to Microsoft Office 2013's tile icons.

SelectIcon/Color Theme: () " Crisp
55 & Flat ¥ Separators

25 O Tiles Background

Example
’7 Test me “' O\ ﬁ 8 @

Save dialog stylefor: & & Only Me
i) © Everyone

o 0K [ Cancel




Morldox

Customizing the File List

GX4 provides a variety of ways to easily customize fonts, colors and spacing in your file lists.
From the Worldox menu, select Display > Customize > File List.

T A
() Worldox GX4 - Display > Customize > File List [

% Each file can potentially have multiple lines of information,

Mote: Your current file list may not show all combinations,

In the Display >

Customize > File List Show Click to set font/color Above Below Undo Redo
dialog, click a user I~ 2 [Group] Label: Volu| £ Cancel =
interface property and T TTRTETeTRer ALl Change Label Fort
change the font or £ Change Label Color
color. o [Property] Label: Vel [i] Change Value Font
¥ O [Text hits] Label: vall £ Change Value Celor | Select diﬂ:eren.l. pixel
rd [Checked-out] Label: Value Im values to increase or
™ o [Workflow] Label: Value  [4pixels _v] <€ decrease spacing
v Comments Id pixels j Ilﬂ pixels j between user

When a file has 2+ lines: |15 pixels vl |nTerfC|C€ |Tem5.

[ Stripe alternate lines

" Property Line

Saveliststylefor & & Only Me

) O Everyone

¥ 0K I Apply £3 Cancel
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Morldox

Customize a Font in the File List

In the following example, comments in the file list use the Calibri font. To change them, do the

following:

1. Select afile in the list.
2. From the Worldox menu, select Display > Customize > File List. The Display > Customize >

File List dialog appears.

3. Inthe Comments field, left-click and select Change Font.
changes.

p

File Edit List Search Bookmarks Display Audit Metwork Project Task Workflow Connect Help Digital Paper

o A @

20| 8 ® oA

Open  View Refresh Advance Direct Home Favorite
List Find Access Files

Client Files\00009\0020 Client Files\00042\0010 @Client Filg
&Client Files\I'm the Author ” Favorite Files: Added Favorite
A Smithtown Pediatrics T Tags: Category=""Final" Y Tags: Categol

) GX4 - Display » Customize > File List |

% Each file can potentially have multiple lines of information.
Mote: Your current file list may not show all combinations.

Show  Click to set font/color Above Below Undo Redo

[" | & [Group] Label: value IS pixels j IS pixels j

lent Files\ 20000100 Clien
t=Personal Files & Find: Tey|

Email  [@ ANl |®55arcn |
€ > | Qe Dseieperen e =
O T Toscriton [ Properyiiobeivoive | [piets <]

[ Employment (EMP)

O [file line] (this virtual file is here to help you
D Profile Property Label: Profile Property Value
[checked-out] by X Xxxx (XXX) on 00/00/000
oS [workflow] . Sent(1) | [#Edit | & Inbox(1)

[comments]

sample two line comment

=2 Bookmarks |¢ Fawvorite Matters

[ @@ 1l Employee Contract
[ poc ID: cOCO1162.docx
For Ray Zwiefelhofer

¥ | O, [Text hits] Label: Value |4 pixels  ~|
Ird [Checked-out] Label: Values |4 pixels j
¥ =G [Workflow] Label: Value |4 pixels j

ID or Desc|Contents jl

Desc l DocType Des)

F |2 comments | [4 pixels =] [10 pixels =|

When a file has 2+ lines: Font -

[V Stripe alternate lines

oees e s I

"Pmpeny Line

]
— revision for extended vacation days 5
Save list style for: E] & Only Me
E Oe Employee Contract © Everyone
[ poc ID: cOCO1161.docx
g For Ray Zwiefelhofer o 0K
revision for extended vacation days
\
E [ Exhibit (EX)
ﬁ Filters | E# Metadata | &1 Relations |
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Customize Margins in the File List

Morldox

In the following example, more space is created for comments lines in the file list.

1.
2.

3.

Select a file in the list.

From the Worldox menu, select Display > Customize > File List. The Display > Customize > File

List dialog appears.

Select a different value for pixels for Above and Below options for Comments.

) Worldox GX4 - Desktop

File Edit List Search Bookmarks Display Audit Metwork P

“-=>-

Client Files\00007\,0050

[ AGR (Agreement}

'@ Adoption Order
Modified: 7/8/2011 07:31 PM Owner: User 5, Df

Waiting for other firm

WS Adoption Reguest

Modified: 7/8/2011 07:32 PM Owner: User 5, DY

'@ Contact After Adoption Agreement
Modified: 7/8/2011 07:32 PM Owner: User 5, D

]
Comments of: Adoption Request [Client Files\00007\005000000074

|E§| Warkspaces |-'i'-‘ Bookmarks |ﬂ Favorite Matters |E|

[mm

| %

’; O 1 A @ ‘ b ) Worldox G¥4 - Display » Customize > File List | 29 |
i e i D m M Each file can potentially have multiple lines of information.
Open  View Refresh Advance Direct Home Recent Email o .
List Find  Access Files Mote: Your current file list may not show all combinations.
{8} Email \00007\0050 £33 |® Search | Show  Click to set font/celor Above Below Unde Redo

[ & [Group] Label: value

|5 pixels j |5 pixels j
¥ O, [Text hits] Label: Value [4pixels ~]
2 [Checked-out] Label: Value m
[T o [Workflow] Label: Value m

[ 1stfile line (per cols)

o= [Property] Label: Valus

v [ comments
|15 pixels VI

When a file has 2+ lines:

[V Stripe alternate lines

Property Line

ﬁ

Save list stylefor: & Only Me

W Everyone

1 Cancel

o OK Il Apply
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1.
2.

3.

Customize a Color

Select a file in the list.

From the Worldox menu, select Display > Customize > File List. The Display > Customize > File

List dialog appears.

In the Comments field, left-click and select Change Color. Use the Color dialog to make

changes.

In the File List

In the following example, comments in the file list are blue. To change the color, do the following:

W Worldox GX4 - Desktop

File Edit List Search Bookmarks Display Audit MNetwork P

D AGR (Agreement)

T Adoption Order

IS piels Vl
|4 pixels vl

[ 1stfile line (per cols)

== [Property] Label: value

a O = PR @ 5| ) Worldox GX4 - Display > Customize > File List = ]
. b ‘ t’ D m ‘ M ==| Each file can potentially have multiple lines of information.
Open  View Refresh Advance Direct Home Recent Email = T L
List Find  Access Files ——  Mote: Your current file list may not show all combinations,
{8} Email \00007\0050 £3 |@ Search | Show Click to set font/color Above Below Undo Redo
- =) - | Client Files\00007\0050 [T & [Group] Label: Value IS pixels j |5 pixels j

| @ I SearcH

g
£
% W O, [Text hits] Lghal-uzlus I |
s Maodified: 7/8/2011 07:31 PM Owner: User 5, Df Color | PY |
2 v [Checked-of
- Waiting for other firm Basic colors:
d [T oG [Workflow]
— : et Iminl ol 0 0|
E @ 8 Adoption Request W Scomments || Il W HNEMN |
_§ Maodified: 7/8,/2011 07:32 PM Owner: User 5, Dg When 2 file has 1 . . - . . . . .
o
A T contact After Adoption Agreement [¥ Stripe alternate | EfEEEE.N
— _ _ EEEEEEEN p
g Modified: 7/8/2011 07:32 PM Owner: User 5, Df Property Line - - - . . l— . I_
= Ver#  Modified  Owf
g Custom colors:
K .. ————
— 4 Save list style for 8 . . - I_ . . I_ I_ ue ’
Comments of: Adoption Request (Client Files\00007\0050%0000074 . Sat: (240 Green:lﬂ_
E Q0 Define Custom Colors > | ColoriSalid Lum:|32_ Biue:lﬁ
v Or oK | cancel Add to Custom Colors |
I 1.3 _ \
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Morldox

List Favorite Matters and Quick Profiles in Tree or Flat Views

In previous versions of Worldox, the Favorite Matters tab in the Navigation Panel showed
Worldox, Profile Group name, and Active folder with sub-folders.

In Worldox GX4, you have the option of selecting Tree or Flat views when you view Favorite
Matters or Quick Profiles in the Navigation Panel.

mail \00007\,0050 £3 |m Search I {8} Email \ 0000740050 £3 |@. Search |

e | Client Files\00007\0050 =-= - | Client Files\00007,0050

A — A

S B & 2

Tree Refresh  Sort Flat Refresh Sort

View View

T Client Files fit (5 Favorite Matters -
00007 Isaacson, lesse &M Client Files

H—} o 00007 - Isaacson, Jesse
|: @ 0060 - Trust Agrmt w/B. Meltzer

© 00S0-Peonal
g 00003 - Meltzer, Lewis 5.
g 20000 - City of Mesa
g 00060 - WSC Corp.
£
£

0060 Trust Agrmt w,B. Meltzer

% personal Files
DEMO  User, Dema
GEMERAL General Decuments

t- e 00102 - Tawfik, Harry D (MD,PC)

|E§' Waorkspaces |f’ Bookmarks |ﬂ Favarite Matters E

B personal Files 7 00043 - 5 & 5 Metal Works
CHRIS N =& Perscnal Files

M Client Files 5 & DEMO - User, Demo

00003 Meltzer, Lewis S. L & GEMERAL - General Documents

1280 Meltzer Associates E —l CHRIS

20000 City of Mesa B Workspaces | &
100  General i kad ’~ » DEMO I
L 3 7| v
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Full List Tab Has Been Replaced with the Arrow Icon

In previous versions of Worldox, the first tab in the bottom tab bar was named “Full List”:

In Worldox GX4, you can simply click an [s] arrow button next to the bottom tabs to view the full
file list.

Favorite Matters 1| | pescription | Doc 1D | verz| ~ Modified | Owner | categories [ Type |
@ wordox —1| % sample Clent Fles - Cient: 00247 (Smithtown Peditrics) iT
503 Favorte Matters [ sample Client Fies\00247 - Matter: 0060 (General)
&[#] .Word Fies I Modified: 3 years ago (2011) q
=@ Active 1= Buiding Damage: 00001047.0P6 7/14/2011 01:45 PM_DUS PG
() BRENDA - Brenda's DocUMENE | Assessments have not yet been finshed.
CHRIS - Cd's Documents "I [&] Floor Plans 00001048.1P6 7/14/2011 01:43 PM DUS e
DSAPORITO - Donna Saporko. | fans for fioors 1 through 5
() EDDIE - Edward Patticon I [ Re: Revised Emergency Authorities Memo 00000912.M5G 7/12/2011 11:10 AM DUS usG
11 Legal Hold 1| ||| 2 Fw: Tagging ssue st NERC Securiy Subcommittee tom... 00000932.M56 7/12/2011 11:14 AM DUS
& Bug List _J (=] Re: DRAFT Slides for Sempra Meeting 00000914 M5G 7/11/2011 05:16 PM DUS MSG
% Dept Docs 7] ||~ 2 Re: Fw: Possble cosponsorships 00000913.M5G 7/11/2011 04:58 PM DUS [
1 Dept Ray Standard Hold Harmless Agreement: 00001053.00C 7/8/2011 08:20 PM DUS poC
i - e Letter of Business Proposal 00000801.D0C 7/8/2011 07:56 PM Donna Saporito (DSAPORIT) m(.
=g Workflow: &, Sent (1) | = Pending Route: 0 of 0, No reples yet | [ Edit
[gg Favorite Matters Storage Space Lease Options 00001050.00C 7/8/2011 07:55 PM DUS DoC
1 ] Expense Report ending quarter 00001051 XLSX 7/8/2011 07:53 PM DUS
(&l prote Grouss to School Emergency Medical Treatment ... 00000792.00C 7/8/2011 07:45 PM DUS Doc
5] My Computer Commission Report Submitted by Management Team  00001055.XLS 7/7/2011 08:45 PM DUS xS
&, Votspaces ontingent Fee Retainer Invoice for rent panning 00001054.00C 7/7/2011 08:34 PM DUS Doc
Stock Purchase Redemption Plan 2011 00001049.00C 7/7/2011 08:34 PM DUS
=3 Workflows
Comments | E2 Profile | & Viewer | Bl Relations [ Project | Tags | 00247 File: 10f14

IZ. ] ] Description - Modified l Categories lAmhm Desc I DocType Desc > |I
é ™ Client Files - Client: 00007 (Isaacson, Jesse) > Description ified | Categories Author Desc DocType Desc & Ver# | R? >
= = I
= Client Files\00007 - Matter: 0050 (Personal) 210 ; A “l &
E] £ 2
= - = . =
s I+ @ months ago (Mar 2015) 3 [ Dec1D: 00001181 dac 2
= -
Lo | EFlO® Collaborative Research Agreement 11/10/2011 10:13 PM F - Non-Responsive Barreto, Amelia Exhibit M 3 Q
=
[ Doc 1D: 0000DE4S. doc e [ DocID: 00001105 doc 3
4 3 revised to include nda language =
:
5| | coviner M ClientFiles Promissory Note (Lump Sum Rep{ c | (] @ @i Calculation of Discount to Index in Enron Proposal 11/10/2011 09:40 PM ¥ - Responsive Exhibit [ -
2 H
—— | client 00007 lsaacson, Jesse 4 [} DocID: 00001083 doc E B
Matter 0050 Personal b
E Doclype  AGR Agreement O Section B Revised proposal 11/10/2011 09:32 PM ¥ - Responsive Exhibit 8 e %
Author  DEMOS E [ DocID: 00001080 doc g
o@| | Tist DEMOS5 Power Supply Propesals from a Varying and Flexible Portfolic H
Location  Client Files\00007\0050 =l T
O@HB  Collection Demand Letter 7/8/2011 09:09 PM 7 - Non-Responsive Barreto, Amelia Exhibit 8B —
RTv ] Xrites _ Brronie  [F] retatons
o@ [) Doc ID: 00001106.pdf
= CO@®E Building Photo for File 3/7/201110:32 AM Wy - Hot-Importantto D... Barreto, Amelia Exhibit B a
— ") Doc ID: 00001104 jpg i
[¥ Fitters | Metadate | &7 Relations Client Files\200000200  File: 33/80
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Morldox

Cabinets Folder Tree Has Replaced Profile Groups

In previous versions of Worldox, a Profile Group was a category of profiles (a form used to profile
documents). Worldox GX4 now refers to that as a Cabinet. Worldox allows up to 150 different
cabinets. For example, you may have one cabinet for administrative documents and another
cabinet of documents associated with litigation. Each cabinet utilizes a unique profile form,
with a characteristic set of fields. As individual documents are profiled, users first select the
cabinet, then use that group’s profile form to describe the document.

= Email Accounting £1 |d§.5earch |
Groups =-=p - | Accounting
) world
H—}E Sample Client Files - pridex

IJ;'I-@ Profile Groups

& Accounting

- M Client Files
L-E Active
H—}@ 00001 - Mathan Management (Inc.)
|:ED 0010 - General

2 1580 - City/Suburban

& 00003 - Meltzer, Lewis 5.
D 00006 - Starr, Harold & Monica
[}E:' 00007 - Isaacsen, Jesse
- 00009 - Ron's Fifth Avenue
D 00011 - Meltzer, Marityn
[}@ 00032 - Fraternal Beer Company
£
£
[E
[
[

5 Active B |
LJ—}EII 00001 - Mathan Management (Inc.)

t[h 0010 - General B

[ 1580 - City/Suburban
() 00003 - Meltzer, Lewis S. D |
fHC3) 00006 - Starr, Harold & Monica
) 00007 - Isaacson, Jesse D |
T

fH[2) 00009 - Ron's Fifth Avenue

T —IF T

4

44444

q; Favorite Matters

B Workspaces |ﬂ’ Bookmarks |c Favorite Matters I:

@ Profile Groups
}E:I 00034 - Mewman, Malcolm Dr.

}E:' 00042 - Acme Manafacturing

%, My Computer

D .
s Workspaces E 7100 00043 - § & S Metal Works
/2 00048 - Keeler, Robert A, (Inc.)
=3 Workflows R +-2) 00060 - WSC Corp.
T 5/ 00095 - Binder, Philip R. -
W Client Files\00009 | G

4]



Morldox

Tool Tips for New Methods

Descriptive tool tips pop up when you hover over new options to guide you as you use Worldox GX4.

(L Workdox GX4 - Microsoft Word 2007-2010 - File Save
- i
I 5 Save outside Worldox
1 | Ind
| g After you finish typing the it [Eniter] to add additional comments.
E_ Description |Agreement for asset purchase at 511 lexington ave f
-]
G !
E
— | @ Cobinet [ Client Files -] [ Copy profile from... | I
]
ﬁ -
5 1 Client | - I
o
- 3. DocType | ] -
k)
5 4. Author | WDOXT € v| Ray Zwiefelhofer
% 5. Typist | WDOXT € ~| Ray Zwiefelhofer
=
S| | 5 Categories |  Clickheretoadd ~|
=
o
¢l | & AddSecurity ) Relate this fileto... [7) SaveasaVersion.. @ Save Defaukts
¥
g
E Save as type: IWurd Document (*.doox) d « 0K 3 Cancel
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Print Security Groups and Walls Informatfion from WDADMIN

% WDADMIN GX4 - Edit > Group Security R T [ [ |
. . . Security | Edit  Items
You can now print reports with details = o
about Worldox Security Groups and

* UserGroups & ¢ Users $F ¢ Features [  Cabinets €% ¢ Ethical Walls " Path\Folders

Ethical Walls.

i User Groups

. o Create [#TEdit 3¢ Delete | e add @alow @Elock (D) Test
Launch WDADMIN and select Edit > —— | Py e -
Group Securlty. & )'&((l:unting 2 Users =] A[(ount\}']g
& Admins ¥ Features LD \z Client: 00001, Year: 201...
& Home Office & Allowed o Client Files
. ° & Simple |:° Blocked |:|:| .z Client: 00001, Matter: 0...
Click the User Groups or Ethical Walls & Support B Cabinets 1 G Clert 00006, Motter ..
radio buttons. From the Security menu, ST F: eionly v s
H & Blocked
SeleCT Prlnt' LN Ethical Walls
5 - < L™ Allaad - v -

. . L Worldox GX4 Help % Worldox GX4 and Microsoft Off.. % | WDADMIN Report x |+
A W DA D M | N R e p O rT IS | O U n C h e d I n | @ | filey§/C:/Users/DSaporito/ APPDATA/LOCAL/ TEMP/WBGX(TT12/VIEW/00L/SWDO00BT ht v|¢ ‘ ‘ Q search

your default Web browser to show
details about the Group Security or
Ethical Walls you printed.

WDADMIN GX4 - Edit > Group Security

User Groups (Wed 12/16/2015 10:40 AM)

%4 \Accounting

(% \Ethical Walls

' Ethical Walls

5 \Accounting

(& \Accounting\Client: 00001, Year: 2011, Doctype: AP, Typist: AAGUIL

© \Client Files
(/& \Client Files\Client: 00001, Matter: 0010, DocType: AFFID, Author- AAGUIL. Typist: AAGUIL

(/& \Client Files\Client: 00006, Matter: 0020, DocType: AFFID, Author- AAGUIL. Typist: AAGUIL

5 \Corporate General Counsel

(/&) \Corporate General Counsel Division: ADMIN, Dept: ADMIN, File#: 0193, Doctype: AFFID, OC: ATJONES, Author: 000000, Typist: 000000
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Morldox

Synchronizing a Particular Ethical Wall

With the installation of WDU13 (Worldox
update 13), customers may now
synchronize a particular ethical wall
rather than having to synchronize all of
them every tfime a change is made.
Note: This feature works if you have
Active Directory (AD) Integration
turned on.

This, along with the ability to restrict the
branch of the AD Directory that is
synchronized with Worldox, enables a
quicker and more streamlined ability to
control access to data.

To use this feature, do the following:

1. In WDADMIN, select Edit > Group
Security.

2. Click the Ethical Walls radio button.

3. Select an Ethical wall.

4. Select Sync Selected Rule(s).

&' WDADMIM GX - Edit » Group Security
Security  Edit ltems Metwork

H €62 &

Undo Redo Sync AD

("'L.Pseleups E]('U;ers @("E

€2 Ethical Walls

" Cabinets @ Ethical Walls " Path\Folders

% Add Groups 8 AddUsers MRemove @ & @

ok Add [#TEdit 3¢ Delete Cj-l;svncSelened Rule(s)

) Fhical Walls
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Full Support for Microsoft Office 365 - 2019

Worldox features are fully infegrated with Microsoft Office 365.

You can use the following Microsoft Office 365 applications within
Worldox:

= Microsoft Word

= Microsoft Excel

= Microsoft PowerPoint

= Microsoft Outlook

For details, please see the Worldox GX4 and Microsoft Office 2013 and
2016 Integration document on the Worldox Knowledge Base:

https://knowledgebase.worldox.com/
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https://knowledgebase.worldox.com/wp-content/uploads/2015/12/Switching-from-a-Network-Drive-Installation-to-a-UNC-Installation-A0920864x80C7.pdf

Boolean Symbol Search Logic and AND, OR and Other
Search Commands

In Worldox GX4, you can conduct searches using both Boolean
symbols and words (logical operators). In previous versions of Worldox
you could only search using words such as “AND", “OR" and “NOT".

In GX4 you can also search with the following Boolean operators:
= & = AND combines terms to limit a search
= | = NOT removes unwanted criteria from a search

= | = OR broadens searches

For details, please see the Worldox GX4 Professional User Guide: The
Basics on the Worldox Knowledge Base:

https://knowledgebase.worldox.com/
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https://knowledgebase.worldox.com/wp-content/uploads/2015/12/Switching-from-a-Network-Drive-Installation-to-a-UNC-Installation-A0920864x80C7.pdf

W

PowerPoint Add-in

Worldox now provides an add-in Good r

for Microsoft® PowerPoint that
delivers the same level of
integration that exists for Word
and Excel in GX4 Professional. This
new integration shows file
Descriptions in the caption bar of
PowerPoint. It redirects file close
of unsaved workspace back to
Worldox instead of OneDrive. The
Add-in also enhances Version
Control of PowerPoint files in
Worldox. (For details about
Worldox icons in Word and Excel
applications, see the GX4
Templates Guide.) This Worldox
add-in is compatible with
PowerPoint 2016, 365 or 2019.

Blank

Recent

B ®® 8o
Pig
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Worldox Email Agent

Morldox

The Worldox Email Agent, available with WDU 14 and later, provides more email
capabilities than ever before to accommodate the increasing number of
messages stored in Worldox. (Note: A minimum of WDU14 is required; however,
WDUT15 or higher is recommended.)

When installed it will:

Process Worldox Automatic Drop
Folders, so you don't have to wait for
them o process.

Process the new User-Defined
Worldox Link Folders or user-created
Outlook folders that support Move to
Worldox or Copy to Worldox features
with pre-defined metadata.

Add Worldox icon to Outlook folders
linked to Worldox

Add Global Flags to messages
already moved or copied

Process messages without the
Worldox Client running - mobile
devices, Outlook Web App, etc.

File Home

Manually Profile E-mail{s)
4 Inbox 1
4 My Active Matters
i1 Acme LLC case
I City of Mesa
B Test5
b [ WDU 14 Messages
7 Drafts
= Sent ltems
I 5] Deleted ltems 17
Archive
I [i2] Calendar
I [85] Contacts
I 7 Conversation History
%Joumal

T liumle Ermail

Send [ Receive

Caolumn  + Copy
Automatically Profile E-rppili=

Falder

+ Mave

View

Inbox - demo 1 @clouddms.d

Waorldaox

Developer

2E B B X 2 E | [d
B B2 X B e B
Copy Move Update AutoProfile AutoProfile Clear Refresh  Quick  Change Link Fold

Calumn  Dropfolders Profiles Qutlook View  to Warld

s

£
lz‘ Search Currer|

All Unrea
4 Today

Demo U
WorldoxEn
Error occu

Demo U
‘WorldoxEn
Error occu

Demo U
‘WorldoxEn
Error occu

Demo U
‘WaorldoxEn

Errar occu

Demo U

Create MNew Folder *

Mame:

Folder contains:

|Mai| and Post Items |

Select where to place the folder
N E,g demol1@couddms.com -

~ = Inbox {1)
> My Active Matters
5 [ WDU 14 Messages
[ Drafts
E Sent ltems

> |5 Deleted items (17)
- Archive

» 58 Calendar
> Contacts

5 [ Conversation Historv b

ok | | cancel
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Morldox

Worldox Web Updates

Our latest offering, Worldox Web 3.2, is slated for release May 2021. The continued move for law firms to operate in and out of the office
has necessitated digital tools that enable seamless work from anywhere, and Worldox Web 3.2 touts the same secure document
management Worldox users are accustomed to while extending the power of your DMS wherever you go.

Worldox Web product is a single solution that provides remote access from a web browser. Our Worldox Web Agent brings the power of
Worldox to remote PCs, enabling easy open and save.

Worldox Web 3 is included for all clients, but for Worldox Professional or Enterprise customers who don’t want to invest in a web
server, we also offer a Hosted Worldox Web option for a modest monthly fee.

Worldox Web 3.2 | = find boc 10 or pesc Q World Software Corporation @

Bookmarks Display

If you have a Microsoft Office 365
subscription, you can use Email, OneDrive

25| & e

Email i ~aFile and Teams file sharing features.
Onebrive~  Teams v A custom Sort button is now l ‘
. . available for columns. - -
Q Favorite Files: <ALL> s |1z || & ||V Filter Q
@
'g Description Doc ID Ver # Modified 1 Categories
= =l ¥  Aadding 2 file from DND The command ribbon 015847.wdl 4/22/2021 5:43 AM R

rovides more features
[:-1 Please keep this updated tean P!

and configurable display

options than ever.
E [ @  Refinancing Options 4/20/2021 12:24 PM
£ P _
z = Q3 projects 00015574.wdl 4/20/2021 12:05 PM
w
4 v - Borrowers 00016423.wdl 4/20/2021 12:03 PM
£ = - Mesa Workspace 00017435.wdl 4/20/2021 11:48 AM -
5 4 »
8
20 File: 6/61
2 0 100 200 Filters and Metadata tabs show more n 2 3 4 '
detail about a selected file in the list.

& Y Filters & Metadata
8
£ Cabinet Client Files Refinancing Options Doc ID 00017438.docx
< g Opf
=
2 Client 00060 Display Producers Created 4/20/2021

Matter 0160 Seventh Ave Real Estate Purchase Accessed 4/20/2021

DocType REALEST Real Estate Modified 4/20/202112:24 PM

Author AAGUIL Aguilar, Alex Size 11.3KB
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Worldox Web Web 3.2's “Your Recent Work™ Dashboard

One of the most notable new features in Worldox Web 3.2’ is “Your Recent Work” dashboard.
You can configure this view to show Favorites, Fav Matters, Bookmarks and Workspaces in tile
or column views. This dashboard is the landing page, but you can return to it from a list page by

clicking the Worldox Web 3.2 icon on the upper left side of the screen.

Worldox Web 3.2

Search

Bookmarks Display

World Software Corporation 83

B4 & Fisia) =
Email OneDrivew  Teamsw¥ ShareFile
@
£ =
= =
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®
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g 4 4 ¢ 9 8¢ 489 ¢ 4 Qg
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