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NOTE! To install and implement the CSI Outlook Add-in, all users must have Outlook 2010 or a newer version.
Outlook 2007 supports very few of the CSI Outlook Add-in features.
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When a customer takes the CSI Outlook Add-in into use, it has to be installed at the company level first. After
this, users can activate the Add-In for their own use.

1.1. ACTIVATING OUTLOOK ADD-IN AT COMPANY LEVEL

The power user is able to activate the CSI Outlook Add-in at the company level in the Settings. Select
"Customization” located in the top left corner. Next, select "Module Plugins”, and from the Ilist
"CSl.OutlookAddin.Plugin”. In the Module Plugin window, select the "Components” subfolder, see the picture
below.

[Z] Module Plugin: CSI.OutlookAddin.Plugin - B X
H & Saveand Close [ e
= Details i
(=] Iofarmation View: Al Components M
) X @ Related - &9 Actions = E

[

Component

Solution: CSI Outlook Add-in

Activated On Deactivated On

28.12.2015

27.11.2015

y CSI Outlook Add-in
Solution: CSI Qutlook Add-in for Docs
&3 CSI Qutlook Add-in for Docs 15.9.2014 27.11,2015 28.12,2015

0 @ History

The Components subfolder contains two parts:

e CSIOutlook Add-in. This component contains all the other features of the CSI Outlook Add-in except
for archiving.
e CSI Outlook Add-in for Docs. This one contains only the archiving feature.

NOTE! In case your office already uses the M-Files document management system combined with Outlook
archiving, this feature should not be activated.

The add-ins can be activated individually by right-clicking the row and selecting Activate, see the picture above.
If you activate the CSI Outlook Add-in for Docs component first, CSI Outlook Add-in will be activated as well.
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The activation will open the System level Parameter window, see the picture below. It enables defining CSI
Outlook Add-in default values at the company level. In Outlook, users are able to define similar defaults for
their own use. For more information, see the “CSI Lawyer Tab in Outlook”. In the window you can define:

e Default transaction types for e-mail messages, calendar entries and tasks.
e The contact view to be synchronized to Outlook (defining which contact list is displayed in Outlook).
o Whether related e-mail messages, calendar entries, and/or tasks are attached to the Notes tab of a
transaction when registering transactions in Outlook.
e Archiving-specifically (can be defined only at the business unit level in the CSI Lawyer business unit
parameters)
o if arelated e-mail message is archived automatically when a transaction is created
o which e-mail archiving prefix is used for the subject of archived messages.

] 5ystem - X

System
Modify 'System’ level parameters

% General I Parameter Value (System) Effective Value | Source of Effective Value ]
= |, Set parameter values for C5I Outlook Transaction Type For Appointment System
/; pra Transaction Type For Task System
51 Outlook Add-in for Docs Contact Data Synchronization View Sysitem
;‘ Ef:cﬁ']%r::ﬁ;tler values far archiving Attach E-mail To Motes When Cre... ': ': System
/ Attach Task To Motes When Crea... [* [* System
attach Task To Notes When Crea... " " System
Show Expense List ¢ ¢ System
Show Conflict Check List s s System
E-mail Timer Active By Default s s System
Deactivate Timer when E-mail Los. .. " " System
Create Transaction When Sendin... s s System

1.2. REMOVING OUTLOOK ADD-IN AT COMPANY LEVEL

The power user is able to remove the CSI Outlook Add-in from the use in the whole company. In the Settings,
select from the top left corner "Customization” and then ” Module Plugins”. From the list that opens, select the
"CSl.OutlookAddin.Plugin”, and from the next window the "Components” subfolder. It enables you to remove
the add-ins one by one by right-clicking the row and selecting Deactivate. NOTE! If you first deactivate the CSI
Outlook Add-in, the CSI Outlook Add-in for Docs component is deactivated automatically.
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1.3. ACTIVATING OUTLOOK ADD-IN FOR USERS
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CSI Outlook Add-in can be activated in CSI Lawyer by clicking the user’s own name located in the bottom right

corner, see the picture below. NOTE! Before this action, the power user needs to activate the CSI Outlook
Add-in in the Settings, as described earlier.

User

Username
Business Unit

Cost Center

a User Information

Damain Logon Mame

Employee Role

Workload Forecast | Week

Marika Tiepuali |§|
s
marika ﬁ|
E& HELSINKI |E
= Q FCSI Outlook Add-in i

53

b e

i 2 3 4 5 k4
@ o @ @ @ ‘E‘

c -

In the "User Information” window that opens, click the Outlook icon, see the picture above. The system displays

the question below, to which you can select Install to start the installation of the CSI Outlook Add-in. Cancel
the installation by selecting Cancel.

CSI Outlook Add-in Installation x

Install C5I Qutlook Add-in.

| | Cancel

The system informs you when the installation has been finished.

Information

X

In case Outlook was running during the installation, you have to restart Outlook to take the CSI Outlook Add-

in into use.

Csl.
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1.4. REMOVING OUTLOOK ADD-IN FROM USERS

If the user wants to remove the CSI Outlook Add-in, it can be done in CSI Lawyer by clicking the user’'s own
name located in the bottom right corner, see the picture below. NOTE! To uninstall the add-in, Outlook must
be closed.

s IUser Information

Iser Marika Tiepuoli |§|
Domain Logon Mame Q‘L |
Username marika |ﬁ|
Business Unit i HELSIMET @

Cost Center E
E | C5I Outlook Add-in

Employee Role am

Workload Forecast [ Week

©

55 1 2 3 4 5
e @ @ ¢ ¢ @© ‘O‘

In the "User Information” window, click the Outlook icon, see the picture above, to open the question window
below. If you select Uninstall, the CSI Outlook Add-in is uninstalled, and its functionality removed from Outlook.
You can cancel the uninstallation by selecting Cancel.

CSI Qutlook Add-in Uninstallation x

Uninstall C5I Qutlook Add-in.

e | —

The system informs you when the add-in has been uninstalled.

Information x

—
i 3

C5I Cutlook Add-in has been uninstalled successfully.

- -
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2.1. CSI LAWYER GROUP IN THE HOME RIBBON TAB

After installing the CSI Outlook Add-in, the Home ribbon tab in Outlook contains a CSI Lawyer group, see the
picture below. The commands "Create Transaction”, "Open Transaction”, “Create Work Time Entry” and “Open
Work Time Entry” are available for e-mail messages, calendar, and tasks. The "Archive” command, as well as

Timer, is available for messages only.

EE] %Createkﬁ.‘urkTime Entry |Z| = Iﬁ @

Create Archive Timer

b W WY

Transaction 00k 0000

CSl Lawyer

NOTE! These commands are available both for lists, such as an e-mail message list, and for an individual
record, such as a message window.

These commands are described in more detail in the following chapters.

2.2. CSI LAWYER RIBBON TAB

Outlook displays a new "CSI Lawyer” tab with the following features:

FILE HOME SEMD / RECEIVE FOLDER VIEW CSl Lawwyer M-FILES

=2 EE B B F w ¢

Companies and Private Assignments Transactions Work Time = Quick Dashboard = Settings

Associations  Persons Entries Reports
Lists Reporting Settings
Lists Group

e Companies and Associations; displays the same list of corporate customers as the Workplace
task area in CSI Lawyer. Outlook enables viewing and editing information of existing companies and
saving new ones.

e Private Persons; displays the same lists of private persons as the Workplace task area of CSI
Lawyer. Outlook enables viewing and editing information of existing private persons and saving new
ones.

e Assignments; displays the same assignment lists as CSI Lawyer. Outlook enables viewing and
editing information of existing assignments and saving new ones.

e Transactions; displays the same transaction lists as CSI Lawyer. Outlook enables viewing and
editing information of existing transactions and saving new ones.
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e Work Time Entries; displays the same work time entry lists as CSI Lawyer. Outlook enables
viewing and editing information of existing work time entries and saving new ones.

Reporting Group

e Quick Reports; displays the same reports which are available in the CSI Lawyer Workplace task area.

e Dashboard; enables viewing the same dashboard charts as in CSI Lawyer. NOTE! To have access
to dashboards, they must be in use in CSI Lawyer (not available automatically). In case your office is
interested in dashboards, please contact CSI Helsinki.

Settings Group

NOTE! This group is accessible to the CSI Lawyer power users only. The Settings group opens the dialog
(see below) for managing the CSI features in Outlook.

Transaction Types

E-mail @ p
Appointment [nﬁ p
Task ] 2
Data Synchronization Views

Contacts -

Attach to Notes when Transaction is Created

E-mail W
Appointment
Task

Other Settings

Do Mot Show Archiving Dialog When Sending E-mail
Create Transaction When Sending E-mail
E-mail Timer Active By Default

Deactivate Timer when E-mail Loses Focus

QK Cancel

Transaction Types, see the picture above
e To the Email field you can select a default transaction type to be used whenever a transaction is
registered for a specific e-mail. Once the default transaction type has been defined, the transaction
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type list no longer opens when you create a transaction for an e-mail. However, it is possible to

change the transaction type in the Transaction window.

e Tothe Appointment field you can select a default transaction type to be used whenever a

8 (20)

transaction is registered for a specific calendar entry. Once the default transaction type has been
defined, the transaction type list no longer opens when you create a transaction for a calendar entry.

However, it is possible to change the transaction type in the Transaction window.

e To the Task field you can select a default transaction type to be used whenever a transaction is
registered for a specific task. Once the default transaction type has been defined, the transaction
type list no longer opens when you create a transaction for a task. However, it is possible to change

the transaction type in the Transaction window.

Data Synchronization Views, see the picture above

- To the Contacts field you can select the default view to be used in Outlook. This defines which list of

persons is displayed:

o Selecting the Address Book button (in the Home ribbon tab of Outlook, see the picture
below) opens a window where you can select “CS| Contacts” as the address list, see the

picture below.

@ & v
HOME SEMD / RECEIVE FOLDER VIEW C5l Lawnyer M-FILES

= l'_l'ﬂ i x E2Reply g [ Asiakastul WiMover | pr Search People
New .I\Tew ’: Delete f%}lﬂepl}rhll - .E)Ia MaTag?Ir : :ERU|ES' Tags E:Address Book

Email Its g Address Book: CSI Contacts - B

e File Edit Tools
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Tarpee
Lahete

- Daictat

o The CSI Contacts list is now displayed in the Folder Pane in the People view).

E CS| Contacts - marika.tiepuoli@csihelsinki.fi - Outlook ? B - O X

HOME SEND / RECEIVE FOLDER VIEW CSl Lawyer M-FILES

[8=] New Contact x [y Meeting ( ¥ B g Search People 8=

&% Mew Contact Group 7 More - EE Address Book

= Delete Change  Actions Share Tags Create Open
&7 Mew ltems ~ View ~ - M - Contact Contact
MNew Delete  Communicate Current View Find Sl Lawwyer ~
Search C51 Contacts [Ctrl=E) el

4 My Contacts

123 ; ;
Elisa Sovelius Ellsa SOVEIIUS

Lync Contacts
Suggested Contacts @

Mail Calendar CSI Lawye

ALLFOLDERS ARE UPTO DATE,  CONMNECTED TC: MICROSOFT EXCHANGE

CSI Helsinki Oy +358 10 322 7880
® Vilhonvuorenkatu 11 C support@csihelsinki.fi

FI1-00500 Helsinki www.csihelsinki.fi




Instructions for CSI| Outlook Add-in, 12-2015

Attach to Notes when Transaction is Created
This part contains three check boxes; E-mail, Appointment, and Task, see the picture below.

Attach to Notes when Transaction is Created

Email
Appointment
Task

9 (20)

If the E-mail box, for example, is checked, and a transaction created from an e-mail message in Outlook, the
message is automatically saved to the Notes tab of that particular transaction in CSI Lawyer. To open the
message in CSI Lawyer, open the transaction, go to the Notes tab, right-click the attachment, and select “Open

Attachment”.

E Transaction: 28.10.2014 - Email - B X

H B saveand Close = | ;"‘3 | E2% | iy | [;'ﬂ |Adions-
e e

Notes

¢f 28.10.2014 16:08:44 by Kati Kujala
E Micha.msq (4655

Edited 28.10.2014 16:08:4¢

PR Lty

&
[  Open Attachment ]
E Refresh

.

@ Reminders: 0 | ﬂ Record loaded in 0,6 seconds. | Status: Open | @ History

Other Settings, see the picture above
e Do Not Show Archiving Dialog When Sending E-mail If selected, the Archiving
checkbox in the Look Up Records window won’t be pre-selected. Provided that Create

Transaction When Sending E-mail is not selected either, the Look Up Records window
won’t be displayed at all.
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[ Archive and Create Transaction - =

Archive and Create Transaction

Select the assignment to which you want to archive the e-mail. If you want to create a transaction as well, fill in the transaction details.

Archive Create Transaction

Look for: LﬁFind ~ | Opening Date: 7 al ~| Assignment Type: “ &l - View: 7 Active Assignments - ," Lo

Drag a column header here to group by that column

. | Assignment Mumber Subject Principal Y Opening Date | Responsible
EE 2009264 Test Assignment 2 MT Company Ltd 30.10.2015 Marika Tiepusli =]
EE 2009263 Test Assignment MT Company Ltd 30.10.2015 Marika Tiepuoli
EE 2009262 Property MT Company Ltd 29.10.2015 Marika Tiepuoli -
| oK | | Cancel |

e Create Transaction When Sending E-mail If selected, the Create Transaction checkbox
in the Look Up Records window will be pre-selected.

e E-mail Timer Active by Default If selected, the timer starts automatically when a new
message window opens.

e Deactivate Timer When E-mail Loses Focus If selected, the timer pauses when the
message window loses focus, and continues when focus is regained.

2.3. CSI LAWYER VIEW ON THE NAVIGATION BAR

The Navigation Bar at the bottom of the Outlook main window displays the CSI Lawyer view, see the picture
below. When you select the view, the Folder Pane on the left shows a list of the same folders (or commands,
if you like) as on the CSI Lawyer tab, except for Settings.

B = = 5l Lawyer - Assignments - Outlook ?7 B - 0O X

HOME SEND / RECEIVE FOLDER VIEW CSl Lawyer M-FILES

T enly 3 = Create Work Ti B Open Work Ti
= ,°_|'j Reply > | |§}L B Create Work Time Entry |E| @ Open Work Time Entry Lﬁ
SEH | e - Reply Al =
Mew  Mew Delete Quick Move = Tags  Find Create Open Archive
Email Items - T Forward Steps ~ - - ~ | Transaction Transaction
Mew Delete Respond Quick 5teps ra C5l Lawyer ~
< -
Assignments

[« 188 cs1 Lawyer

EEAsﬁgnments Look for: ﬂFind ~  Opening Date: " Al - Assignment Type: °/ Al - View: " Active Assignments -y W

@ Companies and Assodlations

[E=] Private Persons & - | x | & | El Reports - ‘ % Documents - ‘ 3 Related - ‘ q@s | Create Preliminary Invoice - | @ | @ | Actions - | e

Quick Reports
P Drag a column header here to group by that column
Transactions
% Waork Time Entries +.v | Assignment Number Subject Principal Opening Date | Responsible v =
EE 2009264 Test Assignment 2 MT Company Ltd 30.10.2015 Marika Tiepuoli
EE 2009263 Test Assignment MT Company Ltd 30,10,2015 Marika Tiepuoli
-

Mail Calenday CSI Lawyer | People Tasks -

ALL FOLDERS ARE UPTO DATE.  CONNECTED TO: MICROSOFT EXCHANGE
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You can also access the folders by clicking the ellipsis (three dots) on the Navigation Bar, and then selecting
Folders (see the picture below).

P

5T
51526
589

500
2011050
2011051

RUGUSHyyImOn esa = 0sa 2]
Sisainen toimeksiante
Kati tectan tAslIA tAnakn

Navigation Options...
&3 People

Notes

Folders

Mail CSI Lawyer Calendar Tasks| «*
e

Furthermore, the folders are available in the Mail view, on the Folder Pane.

Inbox 395
i# Drafts

=7 5ent Items

& Deleted ltems 370

[ Calendar

[25] Contacts
Conversation History

4 CSI Helsinki

Assignments

Private Persons
Quick Reports
Transactions

Work Time Entries

Companies and Associations

Shortcuts

The e-mail message window contains a timer with which both the worked and the billable hours of a transaction
created for a message will be prefilled.

Csl.
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EH® O =
FILE MESSAGE INSERT OPTIONS FORMAT TEXT REWVIEW M-FILES
&D A EE] i > [y Archiving Question
Z| Create T ti
Paste Basic Mames Include Tags  Zoom [_J reate fransaction
- Text = - - -
Clipboard Zoom 5l Lawyer
From - marika.tiepuoli@csihelsinki.fi
=1
Tou.. Jari Lairi;
Send
...
Bec...
Subject Timer

Timer message

Start and stop the timer manually by clicking the Timer button.

12 (20)

To start the timer automatically when a new message is created, click Settings on the CSI Lawyer tab, and
select “E-mail Timer Active by Default”. Select “Deactivate Timer When E-mail Loses Focus”, if you want the

timer to pause when the message window loses focus.

4.1. CREATING TRANSACTIONS IN OUTLOOK

7
IE" i Create Work Time Entry |_D_ ‘
Create Open
Transaction Transaction
CS1 Lawyer

A transaction can be created from an e-mail message, a calendar entry or a task.

4.1.1 CREATING TRANSACTIONS FROM E-MAIL MESSAGES

You can create a transaction from an e-mail message either directly from the message list or from an

individual message window.
e Select one or more messages.
e Click the "Create Transaction” button in the ribbon, see the picture above.

Csl.
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e The Transaction Type selection list opens, provided that no default transaction type has been
defined (for more information, see CSI Lawyer Tab in Outlook > Settings > Transaction Types).

e A transaction entry window opens. It is identical to the one in CSI Lawyer. Enter the required
information and save the transaction.

e Besides creating a billable transaction to CSI Lawyer, this action archives the e-mail message to the
Documents folder of the assignment. NOTE! To enable this, the Archiving functionality must have
been activated at the company level in CSI Lawyer. For more information, see chapter “Company-
level Activation of Outlook Add-in”.

¢ Inthe message list, messages with transactions are indicated by a green category mark. Moreover,
the message contains information about archiving and transaction, see the picture below.

Search Lahetetyt (Ctrl=E] L - (52 Reply &2 Reply All £ Forward

Al Unread By Date =  Mewest & | 129122015 1255

4 Today Marika Tiepuoli
Marika Tiepuoli Test Message

Test Message

This is a test message. 1o JEL” Loiri

| [CsN Archived || [CSN Transaction

This is a test message.

4.1.2 CREATING TRANSACTIONS FROM CALENDAR ENTRIES

EE] (5] Create Wark Time Entry =
3

@Create Critical Task =

Create o
Transaction &5 Create Activity

Sl Lawyer

You can create a transaction from a calendar entry either in the calendar view or in the window of an individual
calendar entry.

e Click the calendar entry.

o Select the "Create Transaction” button located in the ribbon, see the picture above.

e The Transaction Type selection list opens, provided that no default transaction type has been defined
(for more information, see CSI Lawyer Tab in Outlook > Settings > Transaction Types).

e A transaction entry window opens. It is identical to the one in CSI Lawyer. Enter the required
information and save the transaction.

o The calendar entry subject is displayed as the transaction text.
e Inthe calendar, the events with transactions are indicated by green color, see the picture below.
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15 16
22 23
8:00 Meeting at the

office; Marika

Tiepuali

10:30 Appointment

4.1.3 CREATING TRANSACTIONS FROM TASKS

= Create Work Time Entry =i
[E El

Create Ope
Transaction Transad

CSI Lawyer

You can create a transaction from a task either directly in the task view or in the window of an individual task.

e Click the task.

e Select the "Create Transaction” button located in the ribbon, see the picture above.

e The Transaction Type selection list opens, provided that no default transaction type has been
defined (for more information, see CSI Lawyer Tab in Outlook > Settings > Transaction Types).

e Atransaction entry window opens. It is identical to the one in CSI Lawyer. Enter the required
information and save the transaction.

o The task subject is displayed as the transaction text.

e Inthe task list, the tasks with transactions are indicated by a green category mark, see the picture

below.

FILE HOME SEMD f RECEIVE FOLDER VIEW CSI Lawyer M-FILES

TEI x Ei 3- > ( 2 > % |t'_ F@ Create Waork Time Entry .I B Open Work Time Entry

Mew  Delete Respond Manage Follow  Change  Actions Tags  Find Create Open
- - Task~ Up~ View = - - - Transaction Transaction
Delete Current View 51 Laweyer
Search To-Do List (Ctri<E) pel ﬂ Due today.
4 My Tasks -y
Arrange by: Flag: Due Date Later [l [CSI) Transaction I
To-Do List J
o Type a new task Send documents A and B
Tasks > Starts on 29.12.2015, due on 28.12.2015
Task A | Today _
=35 : ‘I‘—l": Not Started Mormal B
m— Send documents & and B 7 |:| ) ] .
Tehtavit - ) Marika Tiepuali

Send agreement to customer NN ) |"‘
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4.2. VIEWING AND EDITING TRANSACTIONS IN OUTLOOK

—=]

[

Open
Transaction

e A transaction created in Outlook can be viewed and edited in Outlook as well.

e Select the message, calendar entry, or task.

e Select the "Open Transaction” button, see the picture above.

e The Transaction window opens, and you can modify the transaction information.

e The changes are saved to CSI Lawyer.

e |If a transaction created in Outlook is later modified in CSI Lawyer, the changes can be viewed in
Outlook by clicking "Open Transaction”.

For archiving Outlook e-mail messages, the Archiving settings must be defined in CSI Lawyer (in business unit
parameters) and the CSI Outlook Add-in for Docs must be activated in collaboration with CSI Helsinki when
installing CSI Outlook Add-in.

5.1. ARCHIVING MESSAGES TO BE SENT

When you send a message, the Archive and Create Transaction window (see below) opens.
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[ Archive and Create Transaction

Archive and Create Transaction

Archive Create Transaction

ﬁ Find -

Look for:

Drag a column header here to group by that column

Opening Date: " all -

Select the assignment to which you want to archive the e-mail. If you want to create a transaction as well, fill in the transaction details.

Assignment Type: " al -

View: ' Active Assignments

. | Assignment Mumber Subject Principal Y Opening Date | Responsible
EE 2009264 Test Assignment 2 MT Company Ltd 30.10.2015 Marika Tiepusli =]
EE 2009263 Test Assignment MT Company Ltd 30.10.2015 Marika Tiepuoli
EE 2009262 Property MT Company Ltd 29.10.2015 Marika Tiepuoli -

oK | | Cancel

e Select the Archive checkbox.

e Select the assignment to which you want to archive the message, and click OK.

e If you do not want to archive the message you are sending, click Cancel.

e If the message is sent outside the own office, the recipient’s replies and the other messages in the
same thread will be archived under the selected assignment.

o NOTE! If a message is sent inside the user's own office, the recipient’s reply is not saved to the
assignment.

e Provided that an archive prefix for the message subject has been defined in the archiving component
parameters, the prefix and an assignment number are added to the end of the subject of the archived
message. For example, in “CSI2000”, “CSI” is the prefix and “2000” the assignment number.

o NOTE! Avoid using very generic prefixes, such as “CASE”. A unique prefix — the (abbreviated) name
of the business unit, for example — is recommended.

e The archived message is tagged with the green color code and the text “[CSI] Archived”, see the
picture below.

Search Lahetetyt (Ctrl<E) 2 - £ Reply 2 Reply Al £} Forward
Al Unread By Date =  MNewest + 1125122015 1225
4 Today Marika Tiepuoli

Marika Tiepuoli o Test Message [CS12009263]

Test Message [CSI2009263] 12:25 o

This is a test message. o JartLoir

| [csh Archived |
This is a test message.
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5.2. ARCHIVING EXISTING E-MAILS

|ﬁ| B8 Open Work Time Entry Iﬁ

Open Archive | Timer
Transaction :00:00
CS1 Lawyer

e Select a message on the list, or open a message to a new window. You can archive multiple
messages into one assignment simultaneously, provided that none of the messages has been

archived yet.
¢ Click “Archive” in the ribbon, see the picture above. The "Look Up Records” window opens.

] Look Up Records - | X
Look Up Records
Type the information you are looking for in the Look for box and click Find. Then, select the record you want and click OK.

Assignments

Look for: ﬁFind + | Opening Date: * ..~ AssignmentType: J ..~ View: ' Favorites - '-_:'_.’ 'olv

Drag a celumn header here to group by that column

... | Assignment Number Subject & | Principal Opening Date | Responsible
EE 773 Look Up Records 1 MT Company Lid 14. 1. 2016 Marika Tiepuoli =]
EE 780 Look Up Records 2 MT Company Lid 4,1,2016 Marika Tiepuoli
EE 781 Look Up Records 3 MT Company Lid 14.1.2016 Marika Tiepuoli
-
| Properties | | Mew | | oK | | Cancel |

e The message has a green category mark and a tag [CSI] Archived. Additionally, provided that an
archive prefix for the message subject has been defined in the archiving component parameters, the
prefix and an assignment number are added to the end of the subject of the archived message.

With the Outlook Add-in it is possible to add an activity to a calendar appointment. This enables utilizing
activities for CRM kind of purposes.

Select first the appointment from the Outlook calendar. Then click the Create Activity button in the CSI
Lawyer group in the ribbon.
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[ Create Wark Time Entry | E

' @ Create Critical Task =

Create - Op

Transactiunl@ Create Activity Trans
CSI Lawwyer

IE'I [fF Create Wark Time Entry | E
- @ Create Critical Task ] .
Create = Oy
Transaction [ Create Activity Trans
CSI Lawyer

Besides transactions, you can create critical tasks from calendar entries. Select a calendar entry and then click
"Create Critical Task” in the ribbon, see the picture above. A critical task activity window opens.

Once saved and closed, a critical task is visible in CSI Lawyer. To prevent duplicates of critical tasks, the
”Create Critical Task” button will be disabled.

In case the calendar entry concerns other CSI Lawyer users, they are linked to the critical task. The list of
other persons can be viewed in CSI Lawyer in the critical task information. In the Critical Task window, select
the "Other Responsible Persons” subfolder. There you can find a list of CSI Lawyer users involved in the
calendar entry, see the picture below.

NOTE! To benefit from this functionality, e-mail addresses must be saved for these users in CSI Lawyer. You
can save them to user information in the Settings (Settings > Business Unit Parameters > User Parameters >
Users).

E Appointrent: Court trial preparation - B X
= E Save and Close | E | q; | @ | Actions =
= Details .
Information View: All Activity Responsible Persons - 7
'=é Work Time Entries
= Other Responsible Persons % | x | @ | | Actions« | "‘33
Responsible Person A

B Taina Malmivirta
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[y Archiving Question @

Create Transaction
Address | Timer
Book 00:00

Sl Lawyer

In the new message window, the CSI Lawyer group in the ribbon contains the "Address Book” command, see
the picture above. It enables you to select private persons or users in CSI Lawyer as e-mail recipients, see the
picture below.

Contacts [[NIE2ER
Look for: ﬁ Find = | Customer Type: " Al +  Wiew: ", Favorites - \,J '«\'
Drag a column header here to group by that column
Customer Mumber | Last Name 4 | First Mames A | Primary Phone Email Customer
» l2g] 10553 Bambi Bittinikkarit Oy
10414 Birkenauer Herman herman@herman. fi
10529 Haju Harri h.haiu@haiu. fi Haiu Oy
10446 Henkils Yhteys
10486 Herttua Albert
# 10032 Hyhma Maarit 050 676767 maaret@systeemifi  Systeemi Oy
10485 Jaarli James
10059 Jooki Mert B888-99388 jooki.mert@hooki.ee  Harrastus Oy
7] 10456 Kana Kaisa 56565656 kaisa@kana. fi Kanala Oy
10457 Kana Kalle Kanala Oy
10062 Karvonen Tauna 050 235 235 235 tauno.karvonen@q...
To
EE
BCC
|| 0K || | Cancel |

In the Contacts tab, see the picture above, you can change the list view from the upper right corner.

In the Users tab, you can also add CSI Lawyer users to e-mail recipients. NOTE! To benefit from this
functionality, e-mail addresses must be saved for these users in CSI Lawyer. You can save them to the user
information in the Settings (Settings > Business Unit Parameters > User Parameters > Users).
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After entering the required addresses, click OK. The Address Book dialog closes and the selected e-mail
addresses are displayed in the e-mail recipient information, see the picture below.

= -d = Untitled - Message (HTML) A TR | 5 4
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW M-FILES
I
Aoa gz D AttachFile  |* Follow Up~ ’
@ 5 s
B I U Attach ltem - ! High Importance
Paste - . Mames Zoom | Appsfor | Address
- E A 5 - Q"Signature' 4 Low Importance Office Book
Clipboard Basic Text Include Tags . Zoom Apps CSI Lawyer L
From = taina.malmivirta@csihelsinki.fi
=1
To... herman@herman. fi; jooki.mert@hooki,ee
send
Ce...
Subject

In the Outlook People view, a contact can be added as a CSI contact person.

B =5 s Lync Contacts - marika.tiepuoli@csihelsinkifi - Outlook TEH - O =X
FILE HOME SEMD / RECEIVE FOLDER VIEW C5l Lawyer M-FILES
[5=] New Contact x F@Meeting ( ¥ B3 > Search People
&% MNew Contact Group T More - ) EE: Address Book
. Delete Change  Actions Share Tags Create
27 Mew [tems ~ View = - - - Contact
New Delete ' Communicate Current View Find C5I Lawyer -~
<
Suggested Contacts Search Lync Contacts [Ctrl=E) 2
CSl Contacts - . .
m— Cliea Sovell Elisa Sovelius
nc Contacts
y li_'@ 15a SOVelius - Busy. Free at 16:00

Mail Calendar CSILawyer People Tasks -

ALL FOLDERS ARE UP TO DATE.  COMMNECTED TO: MICROSOFT EXCHANGE L[] E]

Select the People view in Outlook. From the contact list, select the person you want to add as a CSI contact.
Then click the Create Contact button (see the picture above) in the ribbon to open a pre-filled contact
information window.

To view or edit an existing CSI contact, click the Open Contact button.
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