WinYou® Law Adding Word Templates

Youwant to use your own word templates WinYou

WinYou Lavis using Microsoft Word Templates for creating document from the document
control center. This allows you tweateor change existintemplatesdirectly in Microsoft
Word. You have the possibility to ugéinYou LavBookmarks to automatically get information
(address, client, salutation etc.) fromlinYou Lawvdirectly into your document based on your
template. After creating a template, you havedave it in théNinYou Lavwemplate folder and
register the template within th&VinYou LawAdministrator.

You can also use an existing WinYou Law template. You find the templates here:
C\Users$[userfDocumentsWinYou Lawlemplates

EN -+ WMIE A - Winou® Law J0108F F E | f n¥= DocCente
Clients / Cases / Projects Contacts Activity Log / Journal TimeSheet Document Calendar Eilling Tools
o j —. ] =4 Change Title Import Document | Link Contact Comment
u‘.! __ﬂﬂ o) |l ge e @ P t‘ ﬁ . QE ¢ C e . = e
- ] Properties 5how Documents S K Remove Link +4 Revert

Create  Create Send Cpen Search _ Show View ) . Mew
Document EMail Documents || Document Documents Security Explore Falder DocCenter Contact = Link Information || yersion Delete

Project Explorer

RGeSt WIEd B Contact Explorer

. Project: Acme Corporation
: ’

= || Clients [ Cases [ Files [ Projects
¢ Favorites
—|-- | | Acme Corpeoration
E| || Acme Share Purchase

Document Templates: Address

Apple Inc.

Steve Jobs

1 Infinite Loop
Cupertino, CA 95014

| Contracts
|| Widget Manufacturing

Project - Contact Links:
[@) Client
=~ Apple Inc., Cupertino, CA

i & Jobs Steve [5]]

=¥ Canada: L3R 5G2, Markham, ON
(@) Invoice address Language:  Address
@ Contractors [E v] [Smndard
[@)/ Insurance
@ Bank
Eﬁ Microsoft Corporation, Redmond, Wa
@ Counterparty
[@)) Lawyer of counterparty
[@ Other Options:
Eﬁ Apple Inc., Cuperting, CA [¥]5ave Automatically [ Automatic Fee

Address Options:

[ By Registered Mail [] By Telefax
[Cley Express Mail  [] Delivery
[T Personal / Confide [] By Courier

Title: First Test Ref.: ®X
Subject:| First Test] Create

QuickFilter: [

Copyright ©2010 JLInc. All rights reserved. www.winyou-law.com Free Trial Version ACTIVE

This is théaVinYou Lavbocument Control Center Window, from here you control which client
you want to send a letter, which template you want to use, which address (and contact person)
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you want to use (project related or not), your document title (showg/inYou LawActivity
Log), document subject (shows up in the document) etc.

Step by step to add you own template to WinYou Law:

1 In Microsoft Word, open your existing template (navigate to your template folder)

@ Open

GO:*| . =« AppData » Roaming » Microsoft » Templates - |&, | ‘ Search P‘
‘ Organize ~ &g Views ~ [ Mew Folder -
Favorite Links Mame Date modified Type Size Tags
|l Templates @MyLeﬂerTemplatE‘dob(

E| Documents
8 Computer

=a DATAPARTL (D)
& os@

B Desktop

i.—_l Recent Places
& Computer

More »

~

File name: MyletterTemplate.dotx ~ |Word Templates {".dobe) -

Tools - Open * \d Cancel

Folders

Below you see our sample template:

- = x

@

\,:!:I \ Hd9-ov = MyLetterTemplate.dobx - Microsoft Word

foa —
- ‘ Home | Insert Page Layout References Mailings Review View Developer Add-Ins Acrobat

#

| AaBbCeD¢ | AaBbCcDé AaBbCi %

_ Change | Editing

T Styles~ || -
ir}

ﬂj 4. Times Mew Roman -0 -
_ 2

Paste ‘B-I g-ah::, le |E
- F A AL [~
Clipboard Font (i

7 Normal | No Spaci...  Heading 1

{F] Styles

Paragraph

Law Ccm:antlr

1155 Avenue of the Americas
MewYork, NewYork 10036, US
Tel:+1 2126267100
Fax:+12123001000
info@LawCompany.com

Page:1 ofl1 | Words: 25 | §§ English (United States) | 7 |
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2 First we want to save your template in the

)
E'_l
~ =
@y Oper
fiwa
e S
E Save As |k @;_'
@ Print » :-__'j
@ Prepare F ‘
@ Send 4 |_!
EE Publish *
2
# !
Close

Save a copy of the document

Word Document

Save the document in the default file
farmat.

Waord Template

Save the document as a template that can
be used to format future documents.
Waord 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003.

Adobe PDF

PDF or XPS

Publish a copy of the document as a PDF or
XPS file,

Other Formats

Open the Save As dialog box to select from
all possible file types.

Zip File...

Normally you find the

=] Word Options | | X Exit Word

WinYou Law folder here:

C:\Users\[user] \ Documents \WinYou Law \ Templates

WinYou Law template folder:

W] Save As
w| . <« AppData » Roaming » WinYoulaw » Templates v | ¥4 || Search P
)
‘ Organize ~
ROtk MName Date modified Type Size Tags
i wyeBianc, dotx ;
|/ Templates @LwyeFax.dob(
E| Documents 6] wyel etter.dobe
1% Computer @LwyeShor‘tLetter.dob(
—a DATAPARTL (D)
& o5
Bl Desktop
More »
Folders »~
File name; MyletterTemplate.dotx -
Save as type: ’Word Template (*.dob) -
Authors: JL Tags: Add atag
[ Save Thumbnail
# Hide Folders Tools - [ Save QJ [ Cancel ]
Click on ASaved to save your templ atearytds

rename the file name.
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3 Now we will add some WinYou Law Bookmarks like Address, Subject etc.

@ H9-u = MyLetterTemplate.dobx - Microsoft Word - = x
= | Home_l Insert Page Layout References Mailings Review View Developer Add-Ins Acrobat @
e
0= _’.i Goal o -[a W) | AaBbC<De | ALBECcD¢ AaBbC: % #
Pafte 7 |1; I U -abe x, X Ax.”ayv A'| \Q_v :v\ TMormal | Mo Spaci.. Headingl — ggT:sgf Ed'ryng
Clipboard "= Font il Paragraph i Styles il |
l |
Law Co
1155 Avenue of the
New York, New York 1
Tel:+1212 (=
Fax:+1212
info@LawCom
[Address]
[Date]/ [ProjectMo]/ [Userlnitials] / [ProjectName]
[Subject]
[Salutation]
|1
Yours sincerely
£
[UserName] °
¥
[ I | |
Page:1ofl  Words:38 | gj English {United States) | S | 2 '} -+ et

Save the changes.

In WinYou Law , select menu Tools / Administrator. In the dialog  Administration
WinYoulaw sel ect fADocument Templateso. Click on
Administration WinYou Law El@
Administrating WinYou Law |
- Introduction Document Templates
- Languages
- User Management
=¥ Document Templates ID |Langu.. |Group Mame TemplateMame SaveAsDocMame o
" Template Directory 1 E Standard Letter Wy=L=Letterdot L<LogMo=.doc
- AutoDoc Directory 2 E Standard ShortLetter WY=L=ShoriLetter.d SL=LogMo=.doc
- Database Security 3 E Standard Facsimile W-=L=Fax dot F<LogMo=.doc
& Billing 4 E Standard Empty Docum WY<L=Empty.dot E<LogNo=.doc
;---Sales Tax [ VAT " E Standard Save currentV X=LogMo=.doc
Currency 12 E Standard EMail EMAIL
- Updates 13 E Standard Powerpoint  testppt
14 E Standard Excel testxlt
15 E  Standard Inser Address =
| 99 E [Stendard |Emai samole|EHAL I
l Add "J [ Delete ] [ Properties ]
|

Copyright @2009JL Ine.  ODEBC Datasource: C:AU sershJ LiAppD atab R oaringhint'ou LawsDatabaseidin oulaw OB
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5 In the dialog Document Templates enter the following:

Document Templates [F=R|E=R X5
Gereral Etdail Template
1D 16 rhique 1D
) Entry will be showen under this Language in
Language: Document Control Center
. Entrizs with zame grouphame will be grouped togather
Standard : ;
Group name! andar in the Template tree in Document Contral Center
Description: My Letter Dezcription in Template tree
Template: Mul etterT emplate. dats o Coresponding ward Template [ dat)
empate W 2 | “'ou can use the <L> Parameter to get the
I Temolat bairs "EMAIL" corresponding Language Template automatic.
Em:iTE;dZiqoiW;énjsed Wh's Lxtest dot will look for W Etest. dot when
- check EMail Tah the Address or Project Language iz Englizh,

WhFtest. dot when Language is French.

Save az Doc: Generated Document [using defined Template]
LsLogho>.docd zhould be zaved with the indicated name
L<LogMay doc will be saved az LOOO03456. doc
[«LogMo: will be replaced with & unique Mumber)

[ ak i\é[ Cancel ]

Click on the AOKO button to save the new

6 Close tab Document Control Center if any is open T we want to refresh the document

template list in the document control center

Click in toolbar DocCenter (this opens the document control center again) and select

your new Document Template iin our case AMy Lettero.
ContactPerson) , fill in the title and subject
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