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Quick Guide to the Outlook Plug-in

The Outlook Plug-in is the perfect tool for PracticeMaster users who want to work in Outlook for email purposes. The Outlook Plug-in
provides a means of tracking all case-related and business emails in a centralized location while still using Outlook. This guide will tell
you everything you need to know about using the Outlook Plug-in!

Getting Started

Typically, the Outlook Plug-in is installed simultaneously : Inbax - Outlook

with PracticeMaster. Therefore, the first thing you need to Home  Send/Receive  Folder  View  Developer [JEZICTSYEERRN Q Tell mewhat you want to do.
do is check if the Outlook Plug-in has already been CEB & & @

installed. Open Outlook to see if there is a PracticeMaster ~ Joumsl Calendar  Fee Linking SD;ffnu;ts

tab on the Outlook ribbon. SaveTo Linking | Settings ~

How to Install the Outlook Plug-in
To install the Outlook Plug-in, open PracticeMaster. In the Quick Launch, search for and select “Toolbar Plug-ins.” On the Outlook tab,
click the Install Outlook Plug-in button. Once the Outlook Plug-in is installed, restart Outlook.

Using the Outlook Plug-in B -

Once installed, the Outlook Plug-in will be available as a tab on the ribbon in Outlook. Home  Send/Receive [EIEISINEEEY
The plug-in will allow you to save any email message in Outlook to PracticeMaster, @h I@ G,_c @) @3

whether it is a received message or a sent message. These email messages can be saved - r b

as Journal records, Calendar records, and Fee records.

Journal Calendar Fee  Linking Default

Off Settings

Save To Linking | Settings
Received Email Messages: Journal Button
To create a PracticeMaster journal record from a received email, all you have Create PracticeMaster lournal Record
to do is select or open the email message and click the PM Journal button. To: miarson@larson.com —
This will open a Create PracticeMaster Journal Record window with the SIE  FeEAgRENED —
information from the email already filled in, as shown on the right. If you Client D: | 10000 v eareor
would like to save any attachments as Document Management records, select | comac: [ Garsonmchsed |~

the Create Document Management record for each attachment check box
before clicking Save.

Attachments: =
ZE
Fee

Agresment.d
oc

Create Document Management record for each attachment

/Y. Journal - [100.00] Larson/Michael ] x
File Edit Help If desired, you can click the Details
oEHE .3 2] button to open the new journal record
Email g| and add comments regarding the email.
Date v Monday To [ mlarson@larson.com = % Click the Save 5] button (or press
from | OfficeMgr@jensenmartiniaw.com @« [miensen@jensenmartinlaw.com = : Ctrl+S) to save the journal record to
Subject | Fes Agreement | eee | |= PracticeMaster.
Client 1D | 100.00 v Larson/Michael Time [03:08PM | Duration [0:0000 | | Edit Times

Larson v. Bel-Cor

Contact | Larson/Michael | v Michael Larson User 1D v Michael L. Jensen

Comments
Mr. Larson,

Please sign the attached fee agreement and return it to our office.

Sincerely,
Mr. Jensen

Attachments

IE
Fee
Agreement...
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Received Email Messages: Calendar Button

To create a PracticeMaster calendar record (4, Calender - (100.00] Larsan/Michzel o
from a received email, all you have to do is File Edit  Help
select or open the email message and click Ca‘ﬁarﬁ & BIUYXE © 3
the PM Calendar button. This will open a z
new PracticeMaster Calendar window with Due Date v Monday Recurring Date Date Completed v =
the information from the email already filled colendercode | |v Location |
in. Description | Fee Agreement |

Comments From: Officehgr@jensenmartinlaw.com
If desired, you can add comments regarding o e S o
the email. Click the Save I button (or press ngjr:i:?ieeztij;:::r:::tmm‘ancom
Ctrl+S) to save the calendar record to Mr. Larson,
PracticeMaster. Please sign the attached fee agreement and return it to our office.

incerely,
Mr. Jensen
Alarm
Type Task ~ Priarity |5 Alarm Time
Start Time End Time
All-Day Event Time Zone  (UTC-06:00) Central Time (US & Canada) ~
Reminders

o [ v e

Contact v Michasl Larson

Contact prone s ez

Contact Email | mlarson@larson.com ‘ = Reminder 3 l:l v

User/Group |CATHY | v ‘ CATHY | poct | P

O Private HKeep Linked boc 2 ‘ |£
For Help, press F1 ADD INS NUM 3:16

Received Email Messages: Fee Button
To create a PracticeMaster fee record from a received email, all you have to do is select New Client Related Record X

or open the email message and click the PM Fee button. This will open a New Client
Related Record window requesting that you enter a Client ID to be associated with the
email. After you enter a Client ID, click OK. A PracticeMaster Convert to Fee window will
open with the information from the email already filled in, as shown on the right.

Client ID:

100.00 ¥ Larson/Michael

Cancel

Help




If desired, you can add comments regarding | /. Convert to Fee - Client 100.00 - [100.00] Larson/Michael o X
the email. Click the Save i button (or press | File Edit Help

Larson v. Bel-Cor
Timekeeper EI ¥ Michael L. Jensen

Date 08/22/2022 |+  Monday Tcodev Communicate with

Phase/Task Activity

Ctrl+5) to save the fee record to DO 0BT YIRXE OGE I ©
PracticeMaster. Fee E
Client ID 100.00 Larson/Michael 5

Hours Worked

Hours to Bill | 0.10 | Rate | 250.00 Amount

Description E-mail to mlarson@larson.com from OfficeMgr@jensenmartinlaw.com regarding Fee Agreement.
Spell
|/|

Category ¥ Workers' Compensation User IDI:I
Bill Code 0 - Billable / Printable ~ Date Created | mmy/dd/yyyy

Rate Code EI v Timekeeper Rate 1 Sales Tax | 0 - Nontaxable ~

For Help, press F1 ADD

When Sending Email Messages

When creating a new email message, replying to a message,
or forwarding a message in Outlook, the Attach

PM Document, PM Journal, PM Calendar, and PM Fee
buttons will appear in the toolbar. The figure to the right

shows the Attach PM Document, PM Journal On, PM @ @ IEI G'LEI @f} @
Calendar Off, and PM Fee Off buttons in a new email - - =

Insert Developer PracticeMaster

message. Once the email is sent, a PracticeMaster Journal Attach PM  PMJournal PMCalendar PMFee | Linking DEf_E'-"t
window will be displayed allowing you to save the email as a Document On Off Off Off Settings
new Journal record in PracticeMaster. If the Calendar and Fee Attach save To Linking ' ettings

buttons had been On, the Journal window would have been
followed by a PracticeMaster Calendar window, and then a PracticeMaster Fee window. If you don’'t want to save the email in
PracticeMaster, simply close the record without saving it, or click each of the toolbar buttons so they read Off instead of On.

Adding Document Management Files

The Attach PM Document button allows you to attach files
that are assigned to PracticeMaster Document Management
records. Clicking the Attach PM Document button will open
the Document Management window in PracticeMaster,
allowing you to select which records you want to include as
attachments. You can select up to ten records at a time from
the Document Management window. If you need to attach Attach PM
additional documents to an email, simply click the Attach Document
PM Document button again to select more records. You can
repeat this process until all the documents you need are
attached to the email.

Insert Developer PracticeMaster

B & & @&

PMlournal PMCalendar PMFee | Linking = Default
Off Off Off Off Settings

Save To Linking ' Settings




Linking Email Messages
When creating a new PracticeMaster record from an Outlook email, you can create =, E E’
@": 1 LL

Journal, Calendar, and Fee records. By default, the Linking On button is displayed. This
button allows you to create one of each type of PracticeMaster record, and then
updates the record indicators in your email to reflect that a linked record has been
created. Once created, clicking any of the three Create/Load Record buttons when
linking is turned on will automatically open the linked record in PracticeMaster.

Journal Calendar Fee

Save To Linking = Settings

In the event that multiple records will be created, click the Linking On button so that Linking Off is displayed. By doing so, you can
create unlimited PracticeMaster records that are created from, but not linked to, the Outlook email. For example, let’s say that an email
from a client prompted you to create journal records for each of the client’s matters. Turn linking off to quickly create multiple
PracticeMaster records. Note that the record indicator in your email will only be updated when a linked record is created.

Configuring the Outlook Plug-in

You can also configure default behavior for the Outlook Plug-in by clicking PracticeMaster Options X
the Default Settings button on the toolbar to open the PracticeMaster Options New Message Defaults
window Journal: (O Enabled (O Disabled ® Last Used

’ Calendar: (OEnabled (O Disabled ® Last Used

The New Message Defaults and Record Linking Defaults sections allow you Fee: OFnabled  Opisabled ~ @Last Used

to specify default behavior for the Journal, Calendar, Fee, and Record Linking
buttons.

Record Linking Defaults

Record Linking: ® Enabled O Disabled O Last Used

N . . . J ling Opti
The Journaling Options section allows you to specify folders to move sent ormeng Bpren®

and received emails to after they have been journaled.

[JMove received items to another folder when Journaled = Select Folder

[ move sent items to another folder when Journaled Select Folder
The Column Indicators section allows you to add Journal, Calendar, and Fee Column Indicators

columns to a selected folder. These columns make it easy to tell at a glance if Add Journal, Calendar, and Fee columns to folder view: | Select Folder
an email has been associated with a PracticeMaster record.

Version
PracticeMaster Version: 22.2.%.300 CM90000
Toolbar Plug-In Version: 22.2.%300 PMLINKOLG4

Summary

As you can see, the Outlook toolbar is user-friendly, easy to install, and even easier to use. It allows you to save your Outlook email
messages in PracticeMaster without leaving Outlook, and create Fee and Calendar records too! With just a click of a button, you can let
PracticeMaster file your emails so all client-based emails are stored in PracticeMaster and accessible by all PracticeMaster users that have
rights to the client. Once in PracticeMaster, right-click the journal record and use the Convert To Fee option to bill the client as desired;
or simply create a fee record directly from the email in Outlook.
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