Using Stamps.com in TrialWorks
Version 11 and higher
Stamps.com automates the purchase and printing of postage electronically. Sign up for a

corporate or single user account and add postage directly to your envelopes in TrialWorks.
Automatically add the cost of printed postage to the Costs tab.

Enter Credentials

If the firm has created a Multi-User corporate account complete the stamps.com Username and Password under
the Global Settings > Addins2 Tab

Firm Settings | TW Registration / Upgrades | E-Mail/Fax Settings i _ Settlement Calculator |

| Formatting | Other Settings | AddIns | ns

iManage Settings:

iManage Server:

[ |
iManAdmin: ‘ ‘
iManPswd: ‘ ‘
\ |
\ |

iManMatter:

iManClient:

Docusign Settings:

User: iemmanuel@trialworks.com ‘

M
Password: iRy ‘

Stamps.com Settings:
User: iCorp ‘
Password: ‘*k*ﬂ*m“ ‘
| Create New Office ” Close || Delete Current Office
Record: M ‘1 of 8 ‘ b M b | % NoFilter EESearch i
— —
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If the firm has a single user account, complete the Stamps.com Username and Password under the User Defaults
> Defaults Value > Other

PLEASE SELECT THE FOLLOWING TRIALWORKS
SYSTEM WIDE DEFAULTS FOR THIS USER

oK

User Settings and Help;l Case List FiIterslTempIate Settingsi Calendar and Contact Settings Global Settings (Fieg Onlﬁ 36th;\"

iManage Settings: Document Versioning:

Compare Tool Command:

Command must include the variables <Doc1> and <Doc2>.
TrialWorks will replace those variables with the actual path to
the docuiments haina comnarad

EXAMPLE:

Auto Terminate msaccess.exe Settings: "C:\Program Files\Workshare\Compare\DeltaVw.exe"
/oriainal="<Noc1>" /modified="<Noc?>"

User: H ‘

Password: ‘ ‘

[ Use Windows Authentication

Delay in seconds: ‘ 30‘ * Leave blank to use Microsoft Word as the compare tool.

The current msaccess.exe process will be
automatically terminated (30) seconds after
TrialWorks closes User: ‘ ‘

Stamps.com Settings

Password: ‘ ‘

Docusign Settings:

User ‘emmanuel@trialworks.com ‘

Password | |‘

* Enter user/password in Global Settings.

Whether signing up for a multi-user Corporate Account or single user account, you need to enable TrialWorks to
use Stamps.com. Under User Default > Default Values > User Settings, check the box to Use Stamps.com. You
can also choose to Add to the Costs Tab.

SET DEFAULT VALUES

PLEASE SELECT THE FOLLOWING TRIALWORKS

SYSTEM WIDE DEFAULTS FOR THIS USER QK

User Settings and Help Case List Filters| Template Settingsl Calendar and Contact Settingsl Global Settings (Read Only) [ Other

WP-WORD: IMS-Word(docx) [v]  office Location: Main Office Iv]
Author: ‘Patrice Gimenez 1 v l Sort Order: ‘TrialWorks Default v |
Bar ID: 1993224 ‘ LI Envelope Tray: ‘(Default) EI
Letter Punctuation: ‘: ‘ !USE Stamps.com ‘

Typist: ipkg ‘ ¥| Add Po cos

TAPI Extension: 300 |
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Printing Envelopes

Once Stamps has been enabled whenever you choose to print an envelope will default to utilize the TrialWorks
Shipping Application

e Choose the type of package you need to ship.

@ TRIALWORKS Postage Balance: $ 8.10

Mail Piece

What would you like to send?

LARGE
- LETTER ENVELOPE PACKAGE

Delivery Address
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e Choose the Delivery Address for the Recipient.

@ TRIALWORKS Postage Balance: $8.10
. Mail Piece
Who would you like to send to?
Delivery Address
& contactName ATTN Label Address city State ZipCode
Tmatiorks Case . 1550 Madiiogs Avenue Coral - B
& | Management Mailing g e L 33146
S uite 580 aple:
< >
@ Previous

e Confirm the Shipping Address is confirmed to USPS Standards if requested

Standarized Address by USPS X

Please confirm standarized address or keep original?

Type Address
TrialWorks Case Management Software ~
Original 1550 Madruga Avenue Suite 580

Coral Gables, FL, 33146

TRIALWORKS CASE MANAGEMENT
SOFTWARE

1550 MADRUGA AVE STE 580

CORAL GABLES, FL. 33146 v

(o} Standarized
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e Customize your mailing if weight changes or a different shipping date applies

@ TRIALWORKS Postage Balance: § 8.10

Mail Piece

Customize your letter

Delivery Address

Package
Letter Sevices
Summary
Mailing Date:
1012772017 B
Weight Lbs:
000 £
Weight Oz:
1.00 N
Print On:
Envelope - #10, 4 % x 9 %" v

(@ Frevious
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e Choose any additional delivery services necessary for shipping.

@ TRIALWORKS Postage Balance: $8.10

Mail Piece
Choose delivery speed & cost T —
Service Name Package Type Delivery Days Amount Package
(o] USPS First Class Mail Letier 13 $046 Services
USPS Priority Mail Letter 13 $6.65 Summary

USPS First Priority Mail
Letter 12 $2375
Express

@ Previous

Rev. 10-29-2017 © Using Stamps.com In TrialWorks Page 6 of 8



e Confirm the shipping options and click Postage. This will print the envelope for the Recipient.

@ TRIALWORKS Postage Balance: $ 8.10
Mail Piece
S um mary Delivery Address
Contact Name Service Type Package Type Delivery Days Amount Package
Traarks Case USPS First Class Mail Letter 13 $0.46 Services
Management Software
Summary
Total: $ 0.46
@ Previous (@ Preview g Sample -EE
e If you would like to Preview the printed envelope click Preview
Label preview *
1550 Madruga Avenue, Sute 505 voIo 7 &
Coral Gabes 33148 EAMPLE g
ZAMPLE |
SAMPLE Lij
swamgg, ~ 3

TR B e g o0 e s D g g

TrialWWarks Case Managemeant Software
1550 Madruga Avenue

Siite 580

CORAL GAELES FL 231458
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e You can choose the printer and tray to print your envelope. Verify that the printer chosen has envelope
printing capabilities.

Frinter: !-Deﬂ C3760dn Color Laser PCLE

NOTE: If you receive an Authentication Error when launching the envelope, the Username or Password has been
entered incorrectly. Update those fields before attempting to print the envelope.

Rev. 10-29-2017 © Using Stamps.com In TrialWorks Page 8 of 8



