»» Assembly

Using the Mailing Wizard in Trialworks

The Mailing Wizard simplifies the process of generating and sending the same document to
multiple people. There are many applications for this feature such as sending holiday cards,
printing envelopes, or requesting medical records from multiple providers.

Mailing Wizard

May be launched from the New button (New > Mailing Wizard) and from the Dashboard.

New > Mailing Wizard: Dashboard > Mailing Wizard:
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Both take the user to a Mailing Wizard form, where Case or Dashboard may be selected as the
Source.

@ Mailing Wizard

Source O Dashboard Document Info
Caser \ v Type:

Contact Types: ‘ |E| Author:

\
\
Recipients: ¥ Select Al Template Category: ‘
\

Template:

Options

[[] preview Documents [] Aute Print

Generate

ED Mailing Wizard
Source O Case Docurnent Info

View Name: ‘

Type: |
Author: ||

Template Category:
Case status: | P gory: |

Division: ‘

Template: |

Liability: \

Custom:

Options

[ Ppreview Documents [J Auto Print

Generate

The Mailing Wizard enables the user to create multiple documents across different cases or
different contacts in a single case. The benefit of using the Mailing Wizard from the Dashboard
is that it enables the user to create templates for multiple cases or contacts simultaneously. Let’s
review each method!
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Mailing Wizard by Case

Using a single template, the Mailing Wizard by Case option allows the user to create and send
one document to multiple recipients simultaneously.

Eb Mailing Wizard
|Source ) Dashboard @ Case Document Info

Case: |AAA MICHAEL PHELPS V. USA (f/k/a SHAQ) [¥] Type:

|Correspondence

Contact Types: |CI|'ent Author: |D|'ane Danais

Recipients: ™ select All Template Category: |Client

Richy, Rich (Rich, In) - =] Template: [seasons Greetings |

Roadinger, Sheryl [ -

Smith, Irene Lisa - BLAA@housecrashers.com

Smith, James -

Smith, John -

Smith, Mary - Mary@noemail.nz
smith, Tim - Options

Spader, James - ,J ¥ Preview Documents [ Auto Print
test emmanuel test emmanuel - test@test.cot

]
]
]
%]
]
]
]
]
%]
]

Tester, Kent - kent@kenttester.com *.

Make your selections for Source > Case:

Case - From the dropdown, select the Case where the recipients are associated.
Contact Types - Select one or many Contact Types.

Recipients - Checkbox “Select All” to select all recipients, or checkbox the individuals.

vV V V V

Document Information
o Type - Select the library type where the template resides.

o Author - Identify who will be signing the document.

(0]

Template Category - Select the category for the particular template.

o

Template - Select the name of the template to generate.
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Once all selections have been made, choose whether to Preview Documents or Auto Print and

then GENERATE!

This will create 5 Correspondence record(s).
2 hour(s) will automatically be billed for each record.
Do you want te continue?

Completed

@ Mailing Wizard IRRRRRRRRRRRERRRRRRRERRRENNENNN]

5 documents generated

Generated Documents W] Select all
Case Name Recipient Link Detail - Errors

[v] Civil Litigation Case Client letter of Representation Correspondence

[w] Looney, Mary Jane v. ABC Moving, Inc. Client letter of Representation Correspondence

[ MVA - Plaintiff Client letter of Representation Correspondence

[w] Philips, Robert v. Anderson, Aaron Client letter of Representation Correspondence

[ Purple, Diane Client letter of Representation Correspondence

Record: M4 < [1of5 | » M | B No Filte ||Search [

E-mail Options

Template: |We|come email to client El Send as PDF? ® Mo O Using Adobe O Using Word O Using WP

Subject  [TYPE SUBJECT OF EMAIL HERE|

E-mail Print Envelope 1 Docusign

Notice the choices available to transmit, print, or execute the documents:

Email
Print
Envelope
Fax
Docusign

YVVV VY
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Where Do the Documents Go?

The final documents are saved in Trialworks on individual rows on the respective Tabs.
For example, if you generated a letter from the Correspondence Type, each individual

letter will be saved on the Correspondence Tab in each respective case.

Mailing Wizard by Dashboard

Using a single template, the Mailing Wizard by Dashboard option allows the user to make

selections from fields contained in a Dashboard while using filters to further customize selections.

Begin by selecting your Dashboard and, if needed, filter the fields you want to target. For
example, if you want to send a letter only to Client and Client/Related contact types, click on the

down arrow next to the Primary Type column and select “Client” and “Client/Related”

checkboxes:
I Primary Type Iv Types - Contactsid ~
Insurance 8] SortAteZ
Insurance Z| SortZtoA
Institution T
Insurance %
Court Text Filters 3
lnsu,rar?ce [] (Blanks) ~
Institution [ Adjuster
Client [] Adverse Party =
Adverse Party [] Amblance
Adverse Party [] Arbitrator
Adverse Party [] Attorney

In doing so, the Dashboard will display only those Contact Types selected (e.g., Client and

Client/Related.)

Amblance
Realtor
Financial Institut
Adverse Party
Police

Police

(] Boardi;
Client
Client/Related

| QK | | Cancel

Next, click the Mailing Wizard button at the bottom of the screen:

Refresh Open Case

Open Mailing
Detail Wizard
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® Dashboard O Case Daocument Info

I View Name: I |1 - Contacts List Type: |Correspondence

Author: |D|'ane Attorney

Case Status: |Open

Template Category: |CI|'ent

Atty: Lead Atty

Template: |CI|'ent letter of Representation |E| Edit...

Division: |Persona| Injury

Bill for time: ® Yes - Auto save without prompt

O Yes - Prompt for each record

Liability:  |Mass Tort

Custom: ([DashboardLocall.[Primary Type] In
("Client","Client/Related"))

COptions

[+ Preview Documents Wl Auto Print

Make your selections for Source > Dashboard:

» View Name - From the dropdown, select the Dashboard from which to build field

criteria.

O

Preview - Allows user to view actual Dashboard before completing Filters section.

> Filters - Select from any/all/none of the following filters:

O

O

Case Status - Select Case Status such as Open, Closed, Settled, or Rejected.
Atty - Select the Attorney assigned to the cases.

Division - Select the applicable Division.

Liability - Select the type of case liability such as Personal Injury or Mass Tort.
Custom - Notice that the filter selections made prior to clicking the Mailing
Wizard button automatically appear as “code” in this field because of the

selections made prior to launching the wizard.
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» Document Information
o Type - Select the library type where the template resides.
o Author - Identify who will be signing the document.
o Template Category - Select the category for the particular template.
o Template - Select the name of the template to generate.

> Bill for Time

o Ifthe template selected also automatically generates a Timekeeper Entry (See,
Using Templates in TrialWorks Guide,) the “Bill for Time" option will also appear in
the Mailing Wizard window. Make your selection to auto save with or without a

prompt.

Once all selections have been made, choose whether to Preview Documents or Auto Print, and

then GENERATE!

Where Do the Documents Go?
Just as in the Mailing Wizard by Case sample above, the final documents are saved in
Trialworks on individual rows on the respective Tabs.

Mailing Wizard

Use the Mailing Wizard to create individual letters or fact sheets with just a click. Whether
completing submission forms from Dashboards with UDF custom fields, sending medical
records requests to multiple providers, or writing to all members of a single Master Case, the

Mailing Wizard automates document creation.
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