User Setup Guide - User Preferences

The User Preferences window which is accessible from the User Setup Guide allows the

user to modify how various parts of the program will behave for that user. This guide covers
which of the settings a new user should adjust.

Note: This settings window is also accessible from the parts of the program which are

controlled by these settings - you will see a settings icon which can be clicked to open this

window.

1. Open the User Setup Guide

First open the User Setup Guide. Go to Tools > User Setup Guide.
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Once the User Setup Guide appears, click User Preferences.
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2. Options window

The Options window will now appear which contains all of the user preferences for controlling
how different aspects of the program will look/behave for the use.

f:ﬁ'@Dptinns - &= Kx

Document Tab | File Motes  Inbox  Open  Snapshot  Time Billing

Default View  Flat View -
Prevew View |As tall as the client window ~
Send Message View |As tall as the cient window -
Message Reply Options |Keep original message open -
Default Signature A=

Ea Close E Save and Close

3. Document Tab

The Document tab options controls the options for the Document tab of a matter and how the
user is presented with information. Most of these setting do not need changing for new users
except for the Default Signature option - details of what all of the options do can be found at:
Documents Tab User Preferences.

The Default Signature option controls the signature which appears by default on all new portal
messages which are generated. To create your signature, click on the '"More' button on the right.
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https://manual.mmcpd.com/m/49185/l/736857-documents-tab-user-preferences
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|D|:n:umentTah File Motes Imbox Open Snapshot  Time Billing

Default View  Flat View -
Frevew View | As tall as the client window &
Send Message View As tall as the client window -
Message Reply Options |Keep original message open -
Default Signature - |E|

|E3 Clcuse| |E Save and Clu:use|

The Edit Quickpart window will now appear. Click the Add button to create a new Quickpart
which will be used as the signature.

() Edit Quickpart _ B x
Categaries Quickpart O Preview
SHOW ALL KS Signature

Partner Migration

Child Migraticn

Parent Migration

Cther Family Migration
Employer Sponscred Migration
General Skilled Migration
Business Skills Entry
Special Migration

Portal Messaging
Portal Signatures

Other

|E|More v||+ Add | |E|More v| g Add |@;e|ect| |[3 gose|

In the Editor window, add a description and then enter the wording you want to use for the
Signature. When you have finished click Save & Close.
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[#' Quickparts Editor x
Description Amelia Signature KA
K
Category Partal Signatures
Kind Regards
i Amelia Pond
1 Legal Practitioner
A Format Text |a Cancel | | H  save & Close

Next highlight the newly created signature and the click the Select button.
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The Signature will now be your default Portal Signature.
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478 Options

|D-:u:umentTab File Motes Inbox Open Snapshot  Time Billing

Default View

Prevew View

Message Reply Options

Default Signature

Send Message View

Flat View
As tall as the client window

As tall as the client window

Keep original message open

Amelia Signature = |E|

|m CI::use| |E Save and [Iu:use|

4. File Notes

The File Notes option are for controlling how File Notes appear to the user. For new users these
can all be left to the defaults - though if you have a HD or wider monitor you may want to set
File Notes to expand to the available space, whereas if you have a small screen you may want
the File Note to always open in the middle of the screen instead of being docked to the matter.

4% Options
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tod

Document Tab FiIENDtE5|Ianx Open  Snapshot  Time Billing

Double clicking a cover note opens it in edit mode

[] Expand file note window to available space on opening h
|:| Open file note window centre screen (instead of docking) h

|:| Show only the most recent cover page summary note

|m [I-:us&| |E S5ave and Close

5. Inbox

The Inbox options control how you receive notifications for items arriving in your Inbox. For

new users most of these options should be left as the default.
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Document Tab  File Motes | Inhu:ux| Open  Snapshot  Time Billing

Keep Inbox on Tap of All Other Formis

Show Windows MNotifications for Mew Partal Messages

[¢] Show Windows Matifications for Mewly Submitted Web Questionnaires
[¢] Show Windows MNotifications for New Partal Documents

[#] Show Windows Motifications for Other [tems received in Inbox

|m [Iu:us&| |E Save and Close

6. Open

The Open options controls the user's preferences for the Open window. If you are always
searching for files using a particular search filter i.e. matter type, it is recommended that you
set this as your default secondary search filter.

|
o

[ ﬁ Options

Document Tab  File Motes Inbox

Time Billing

Open

Quick Search

Default Secondary
Filter

Default Status Filter | All excluding Closed Files x

Default Filter by My
Files Only

|m Elu:usel |E Save and Close

7. Snapshot

The Snapshot options control how much information is presented to the user by default when
viewing the snapshot. For new users we recommend that you set the default period to 7 days
and that the information includes expired item.
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§7# Options -

Document Tab  File Motes  Inbox  Open | Snapshot | Time Billing

SeEocai T —
Include Expired Items by Default &

If you have the snapshot open, you will need to close it and re-open it before
any changes take effect.

|m [Iu:use| |E Save and Close

8. Time Billing

The Time Billing user options controls how the Time Biller works. These settings are only
relevant to you if you will be recording time spent on matter (often for accounting/billing
purposes) The settings you choose here will depend on whether you want to automate certain
actions with the billing when you perform other actions. For example, you can set the billing
timer to automatically start recording time for a matter the moment you open that matter.

m
b

§7% Options -

Document Tab  File Motes  Inbox  Open 5napshu:ut|TimEBiIIing

|:| Start Billing Timer Automatically when a Mew Time Entry is Created
|:| Start Billing Timer Automatically when a Matter is Made Active

|:| Start Billing Timer Automatically when a Matter is Opened from the Timesheet

|:| Keep the Timesheet on Top of All Other Forms and Applications

|B Elcuse| |E Save and Close

9. Finish

When you have finished setting your user options, click Save & Close. Note that you can always
return to this window via Tools > User Setup Guide
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