Outlook - Time Matters Options

How to set Outlook 2013 and later to prompt automatically to save emails to Time
Matters and show Contact and Matter information in Outlook for saved emails

Go to the Time Matters Options in Outlook
In Outlook, click on File
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Click on Options

Click on Options
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Click on Add-Ins

Click on Add-Ins

General . . .
e :e® General options for working with Outlook.
. vy
Mail
Calendar User Interface options
People Show Mini Toolbar on selection (0
Tasks Enable Live Preview
Search ScreenTip style: |5how feature descriptions in ScreenTips
Language Personalize your copy of Microsoft Office
Advanced

Customize Ribbon

Chuick Acc

Add-Ins

Trust Center

User name: |WEII5 Anderson |

Initials:

[] Always use these values regardless of sign in to Office.

Office Background: |Geometrj,r EI

Office Theme:

Start up options
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Outlook Options

1. Click on LexisNexis Practice Management Integration
2. Click on Add-in Options...

Outlook Options IEl
G | o _
e : 3 View and manage Microsoft Office Add-ins.
Mail o
Calendar Add-in Options
Peaple

Launch Add-in options dialeg: = Add-in Options...

Tasks
Add-ins o e
Search

Language MName = Location Type ”
Active Applic Add-ins

Advanced LexisNexis Practice Management Integration Gdetinrs 13\achdoader.dll  COM Add-in

Customize Ribbon LexisMexis Time Matters for OQutlook Add-In Mot this one! wstofvstelocal  COM Add-in
Lyne Meeting Add-in for Microsoft Office 2013 Q SUCAddindl COM Add-in

Quick Access Toolbar Microsoft Exchange Add-in C\..UmOQutlookAddindll  COM Add-in
Microsoft SharePoint Server Colleague Import Add-in Ch.AColleaguelmport.dll  COM Add-in

ammles OneNote Notes about Outlook ltems CA\...ffice15\ONBtnOL.dll  COM Add-in

Outlook - Time Matters Options Page 4



Outlook - Time Matters Options

Add-In Options - Automatically prompt to save Sent emails

Display a panel at the bottom of Outlook that shows if the highlighted e-mail is connected to a Matter
and Client in Time Matters.

1. Uncheck: Sending an Email
Checkbox Options

The checkboxes set Outlook to pop up a Time Matters Email form automatically.
Fill in the Email form to save the Email into Time Matters.

Add-in Options

Time Matters |

Time Matters Info |.Pd'tad1ment Dptinnsl
Display Options
Show regarding information

Position on lists | Bottom W Position on forms | Hidden W

Prompt to Connect when

ing an Email [ ] Saving a Contact
] Appointment [ ] Saving a ToDo

After saving an Emain s

Move to || W
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Add-In Options - Show Contact and Matter names on emails in
Outlook

Display a panel at the bottom of Outlook that shows if the highlighted e-mail is connected to a Matter
and Client in Time Matters.

1. Click: Show regarding information
2. Select: Bottom
3. Click OK

Checkbox Options

The checkboxes set Outlook to pop up a Time Matters Email form automatically.
Fill in the Email form to save the Email into Time Matters.

Add-in Options
Time Matters | o_j
Time Matters Info | Atta Options o

Digplay Options
Show regarding information

Position on lists | Bottom W Position on forms | Hidden W
Prompt to Connect when

[ ] Sending an Email [ ] Saving a Contact

[ ] Saving an Appointment [ ] Saving a ToDo

After saving an Email

Maove to || )
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Author

Wells H. Anderson, J.D.

Active Practice LLC

Edina, Minnesota

952.922.1727 or 800.575.0007

http://www.activepractice.com

Expert assistance with practice management applications

LexisNexis Time Matters / Billing Matters Certified Independent Consultant

http://ap.clarify-it.com/d/7lcvrh
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