CASE MANAGEMENT SOFTW,

Service on Attorney by Email
TrialWorks will automate the requirements to create the Service E-mail for All Attorneys on your Se
List with specific formatting.

Using the E-mail Multiple Documents icon on the Home Ribbon, choose your document(s) being served.

You can choose to send your word processing document as PDF using the option to

Send as PDF?
convert using Adobe Acrobat, WordPerfect or Word2007 (rules require a PDF {7 Yes - Using Adobe
document be served). 0 Sl

Click the Serve All Attorneys on the Service List and click Send E-mail and your
Outlook e-mail will be created including the e-mail address for all Recipients with the

required formatting.
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Setting up the Other Attorney Service Email i P

AttyBiarfia: 12545
TrialWorks will now have a field for the Other Attorney Service E-mail. This %’J
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field should be used if the Other Attorney files a Secondary E-mail address. #ww#e=e Jmmsmu s e
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Multiple e-mail addresses can be listed in this field and should be separated awens g
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by a comma. S| 7
When the Other Attorney Atty Service E-mail is populated, the Serve All ot 1
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Attorneys on the Service List option will use this field to populate the E-mail.
The Bookmarks that have been previously created for the Service Lists will also have the addition of the
Atty Service E-mail. These Bookmarks include: AllAttys; AllAttysWrap; AllAttorneys AllAttysGroupBy;
AllAttorneysGroupFirm.

In Addition, a new field for your own firm's Case Service E-mail is added to the Case/Retainer Tab and the
corresponding bookmark will be CaseServiceEmail.
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