High Swartz CollabSpace
External User Guide

Overview

Hello and welcome to your NetDocs CollabSpace! CollabSpaces are secure locations where you can share or view documents
with our firm. See below for guides on how to get started, navigate, and use your CollabSpace.
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Activating Your Account (First Time Login)

You will receive an email containing your username (same as your email address) and a link to activate your account. This will
come from a different email address, so please be sure to check your inbox.
If you do not receive an email similar to the one pictured below, please make your legal team aware.

Clicking the ‘Activate’ link will take you to the login page in your browser.

notifier@mail.vault.netvoyage.com 46 PM n ag pv kN

netdocuments

Hi Ann,

You have been added to the in the Ann Thomas Law Documents repository, powered by NetDocuments. As a new
NetDocuments user, you can access this repository by activating your account (username amail.com),

ACTIVATE

The first time you log in to a CollabSpace, you will be prompted to create a password.
You will use your Username and Password to login to any additional CollabSpaces that you receive.

Welcome to net

Please select a password for your account.
Your password must contain at least 8
characters. We recommend using at least 12
characters.

@gmail.com

By using this service you indicate that you
accept the Terms of Use.

Once you have confirmed your password, click continue.
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Navigating a CollabSpace

Upon signing in, if your CollabSpace is not immediately visible, try clicking the ‘Navigation pane’ (see red square pictured
below). From there, look under the ‘Clients’ cabinet.

IEl HIGH SWARTZ
ATTORNEYS AT LAW —_— DOCUMENTS
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_ NAVIGATION
— DOCUMENTS
4 High Swartz LLP
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If you are part of multiple CollabSpaces, the Navigation pane will show all the CollabSpaces you belong to.
You can quickly switch between CollabSpaces using this menu.

If documents are shared with you, the CollabSpace will contain a list of the documents you have been given permission to view

by your legal team.

net J ¥ ﬂ + Hi, AnnC v
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4 Law Documents
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Contracts - Ann Thomas Yesterday at 11:56 3/15/2022 2:30 PM
@ Receipts 11-02-2021 & M annThomas  2/2/20222:49PM  Today at1:10 PM
@ Receipts 09-12-2021 a VI AnnThomas  1/17/2022 11:13AM  Today at 1:10 PM
@ Lease Agreement & VI AnnThomas 1071472021 5:17PM  Today at 1:09 PM
@ May 12th Stakeholders Meeting a M1 annThomas  2/23/20221:21PM  Today at 1:09 PM

If the CollabSpace you have been added to has yellow folder icons, clicking on the folder icon will take you inside that folder,

similar to a Windows or Mac folder tree.

L]
- - .
* a [7) Client Collaboration v
- — -
Y | =
N
Contracts ah
@ Receipts 11-02-2021 ar V1

2|Page



High Swartz CollabSpace
External User Guide

Viewing Documents (in Browser)

The simplest way to view a document is by right-clicking on the document name.
From the dropdown menu that appears, select the View in browser option.

a
= . )
* a [7) Client Collaboration
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Open
=] Receipt Email copy
Lease A Send to application
May 12t gdit profile ting
Modify access
Rename
View in browser
Customize menu

This will open the document in a new window in your web browser.

Some items may not be able to be previewed, in which they will need to be downloaded to view their contents
(see the next section, Downloading Documents).
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Downloading Documents

If you would like to download a document in a CollabSpace, click the check box to the left of the document you wish to
download. Select the ‘More’ menu located on the right side of the screen (shown below) and click the download option.

) 4 = te ted Bemailcopy (3 Emaillink () Upload new version  cb Edit profile
- Name | ©  Allinformation & Edit profile & Move/Copy
Contracts 2 Approve &9 Email copy © ® Send to application
[ |LeaseAgreement @ Auto-version (2 Email link (A Open & Send to DocuSign
@ May 12th Stakehol Check in E. Follow 6> Open as read only ® Share externally
&3 Receipts 09-12-20z2 Checkin as newversi... & Go toworkspace 4 ¥ sign document
| Receipts 11-02-202 fg Check out & History L [
(@ Checkoutasnewversion ©
 Delete A [Z  Print cover sheet @ Upload new version
B2  Deliver a secured link B  Lock version £ Rename Ea Viewin browser
& Modify access W Review T Versions

This will initiate a new window in which the document will download to your device.

@ vault.netvoyage.com

Downloading (1) Document

i Lease Agreement...docx Show all X

You may also select multiple checkboxes to download several documents at once.
Doing so will instead download a ZIP file containing your selection.
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Uploading a Document

If your legal team set up your CollabSpace to receive documents, you will have permissions to upload documents.
To upload documents to a CollabSpace follow these steps:

1. At the top of the CollabSpace page, you will see a button that reads ‘+A4dd’. Click that button and select ‘Upload’.

N ”. ﬂ
_ o I
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Paper document

Scanned image
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2. You will then be brought to the upload page, shown below. You may either drag and drop documents from your computer
into the upload box or you can upload documents from your computer, highlighted below.

Selecting the ‘upload documents from your computer’ option will pop-up a dialog box where you may navigate to the
location of your document(s) on your computer.

Upload Documents
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.
:
.
'
.
'
:
'
4 p doc
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Sto his cabinet: | Law Documents (Law Documents) vl
in this
abSpace:
The selected item(s) will be stored in the Law Documents cabinet. Il
ok || Edit ProfilerTags | [ cancel

3. Once you have selected the document(s) you would like to upload, select the ‘OK’ button to proceed.

Your documents will begin to upload. You will see a screen that says Importing Documents.
Do not close the browser while this screen is still loading.

Importing documents

Importing 12.... Please wait.

4. Once your documents have finished uploading, you will be brought back to the CollabSpace where you will see your newly
uploaded documents.

At this point, you may now close the browser or continue to navigate the CollabSpace.
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Creating Folders

Uploading your documents into folders and subfolders will help your legal team in accessing and profiling your documents.

To create a folder in your CollabSpace:

1. Left-click on the name of the CollabSpace or desired parent folder.

{11 Client Collaboration ~
a—a
A 4 i= 2items | 0selected
Name
Paystubs

Tax Returns

A dropdown should appear with further options.
2. Click ‘Add Folder’ and name your folder respective to its intended contents.

| ]
™ Client Collaboration v

Y iI=  Add folder
Add saved search

For subfolders, complete the steps above after you have clicked into a folder.
Instead, the prompt should read ‘Add subfolder’.

Paystubs v

h 4 0iter  Add subfolder
All information

Default sort order

L DI N i -
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Edit Documents

Depending on the level of access you have been granted, you may edit documents within the CollabSpace. To edit a document,
left-click the name of a document, and it will “check out” and download to your device. You will see a green checkmark next
to the document name in the CollabSpace. This is to indicate that the document is checked out to you. Others may not edit this
document while it is checked out to you.

Contracts ad
v| 7¢ @@ LeaseAgreement ar Vi
@ May 12th Stakeholders Meeting ar V1

When the download has completed, open the document and make your desired edits. Once you are finished making edits, save
the document to a location on your computer that you’ll remember, and click the green checkmark shown in the screenshot
above.

Upon clicking the green checkmark, a pop-up will appear with two options:

Check In Document X

Lease Agreement
Checked out by Ann Thomas on Today 9:24 AM

[ ] Check In (upload changes)

Reset to Checked In (change status)

Select the ‘Check In (upload changes)’ option and click the ‘Choose file’ button. Browse to the location that you saved your
file with your edits, select the file and click ‘open’. Lastly, click ‘OK’ to save your changes. This will upload your document,
with any changes made, to NetDocuments.

NOTE: If you checked out the document but did not make any changes, click the Reset to Checked In option which will simply
check the document back in without uploading any changes.
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