How to Manage Users and Licenses

Objectives

Add a new user

Manage users list (Activate/Deactivate/Ban/Override Privacy...)
Replace the user with another

Purchase additional licenses

Steps
Users in LEXZUR could be any member that will utilize and collaborate on the system such as the legal team, accountants, administrators, and so on.

Each user will have his own credentials so that he can easily log in to the system, but only admins can add, edit, activate, deactivate, and manage
everything related to users.

Add New User:

From the settings icon in the navigation menu, you can either add a new user or navigate to the user management page.

Billing and Flan

Manage Users

Add User

Apps Marketplace

@ You also add a new user by either clicking on the Add User hyperlink or from the Actions button on the right of the User Management page.

When adding a new user, you are required to fill in all the basic information:
Specify the user’s first name, last name, and email, and choose the user group to which this user belongs such as administrator, accountant, and so on.

Then choose the seniority level such as partner, consultant, or lawyer. And choose the access type for this user. A user can use the core solution the
contract solution or both.

Add New User x

The number of licenses purchased for "Core" is (10) and the number of licenses used is (3)
The number of licenses purchased for "Contra” is (10} and the number of licenses used is (8}

Email*

Peteryoung@gmail.com e

First Nama* Last Name*
Pater L ] Young A

User Group* Seniority level Add
User R - [ Executive A— -

Access to products®

@ core @D contra

Save = Save and Create Another Cancel

These details are sufficient for creating a new user, however, you can add more details such as the user’s personal information like job title, mobile
number, and user’s address, but all these fields are optional.

If you click Save and More Details you will be directed to the user's detailed page where you can add any additional information.

The system will automatically set the user's unique code which can be used as an Employee ID or a replacement for a user’s full name when generating
an invoice.



Settings / Search Users / Edit User

The number of licenses purchased for "Core" is {10) and the number of licenses used is (9)

The number of licenses purchased for "Contra” is (10) and the number of licenses used is (10)

Stas | Active v
Basic Information  Personal Information  Address  Comments
FirstName* | Peter LastName* | Young
User Code* | UC22 -~ (2] Email* | petryoungg@gmail.com
PASSWOIGT  savereees Confirm Password — User Group®  User v
Access type* @ core B Contra Seniority level* Executive ~
Clone
settings / search Users / Edit User
The number of licenses purchased for "Core” is (10) and the number of licenses used is (9)
The number of licenses purchased for "Contra” is (10) and the number of licenses used is (10}
staws | Active v
Basic Information | Personal Information  Address  Comments
Tile | Choose Title v Gender | Choose Gender v
JobTitle | Job Title Dts Lawyer
Foreign FirstName | Foreign First Name Foreign LastName  Foreign Last Name
Father | Father Mother | Mother
Employee D | Employee ID Date Of Birth ]
Teams | Starttyping Fax
Phone | Phone Website | Website
Nationality | None - Mobile | Mobile

Department | Department
clone

Once added the user will be notified that he has been added to your Workspace. And he can Join directly from the received link, and log in to the system
easily.

A App4Legal

Join App4Legal Workspace

Carolina Robinson (caroline.moraod@app4legal.com) has
invited you to join App4Legal workspace “app4legal”. Join
now to start collaborating!

Manage Users:

Once the new user is added to the list of Users page, you can view, edit, ban, activate, and deactivate this user at any time, override privacy, and flag to
change password which means that the user will be invited to change his password on his next login, revoke the API key and view his permission list.



Settings / Search Users /

The number of licenses purchased for "Core" is (10) and the number of licenses used is (9)
The number of licenses purchased for "Contra” is (10) and the number of licenses used is (10)

Need additional licenses? Expand your user base
Customer Number : 7691

Users
Search

Advanced Search ==

~ D © FirstName v LastName  ~ Emall © UserCode v UserGroup © Status “ Type “ Seniority level © Teams < Lawyer? v

= ¢ Peter Young petryoungg@gmail.com ucz2 User Active Both Executive No |

View / Edit Jimemy Peterson omran harii@appdlegalcom  UCIS Administrator Active Both Lawyers No |

Ban / Unban Alvah Zarzour soheir. zarzour@appdlegal.com  UC13 Administrator Active Both Lawyers No i
Activate / Deactivate

James Marven elise.khoury@appdlegalcom  James UCS Administrator Active Both Lawyers VA No |

Override Privacy
Corporate Team;

Flag to Change Password | Alice Jones JonesAAlice21@gmail.com uce Administrator Active Contra Lawyers No 1
Contract Team
Revoke API Key
Permissions List Micheal Cavino MichealCavin@outlook.com ucs associate Active Both Consultants Corporate Team No i
Us & sam Marven carolinemrawed@outiookcom  UCA User Active Both Lawyers Litigation Team No L
us @ Maysa Hakim carolinemmrawed@gmail.com  UC3 Accountant Active Both Lawyers No L
uz @ Aleen Peterson mrawedcroline2@gmail.com  UC2 Administrator Active Both Lawyers Procurement Team No L

In case an admin wants to Ban a user from using the system, he can simply do it from the Ban option next to the user's name, choose to ban, and specify
the reason.

Ban / Unban Form [x ]
Banned @ YesONo

Ban Reason |

Replace User by Another:
Moreover, the admin can deactivate a user in case he is no longer an employee or in case the admin wants to replace him with another user.
However, the admin should always make sure of the total number of purchased and used licenses for either core or contract within the instance.
For example, if the total number of licenses is 10 and the number of current users is 8, the system admin can still add 2 additional users.
@ Therefore, in case the number of users exceeds the number of licenses, the admin can either deactivate one user and replace it with a new
one, or he can purchase additional users’ licenses.

Deactivating a user doesn’t mean deleting it. As an admin, you can reactivate users at any time.

First, use the Advanced search to look for all users with inactive status within the system. Then, from the list of inactive users choose the one you want to
reactivate.



Search Users Filters

First Name contains v Last Name contains v
Email Equal -
User Code Equal v User Group Equal v Select
Status Equal v Inactive v | | Ban Reason contains v
Seniority level Equal v Select Teams = v Al v
Is Lawyer Equal v either ~ User Directory Equal v v
Department Equal v Position Equal v
Phone Equal v Mobile Equal v
Foreign First Name | contains “ Foreign Last Name  contains v
Group Description  contains v Type contains v v

More Filters Criteria

Reset [Hide]

Users

Search

Purchase Additional Licenses:

You can easily purchase additional user licenses as well:

Click to expand your user base, or navigate to the Billing and Plan and you will be directed to a page where you can select all that you need to
purchase.

Contacts ~ Matters ~ Tasks Contracts & Document: More ¥ | New

Reports ~ Ti

@ App4Legal Dashboal

Settings / Search Users / Add User

Manage Users

The number of licenses purchased for "Core" is (10) and the number of licenses used is (9) Add U
ser
The number of licenses purchased for "Contra" is {10) and the number of licenses used is (10)

Apps Marketplace
Need additional licenses? Expand your user base

Customer Number : 7691

Users

Search

Advanced Search

~ D ~ First Name ~ Last Name v Email v UserCode v UserGroup v Status v Type ~ Seniority level v Teams v Lawyer? v

u22 @ Peter Young petryoungg@gmail.com ucz2 User Active Both Executive No

Select the products (Core or Contra) and the plan you wish to use.



®
Subscribe and Customize Your App4Legal Plan

=] [+

P ails

Select Products Plan Def

m ety

& App4lLegal Core  +—

@ You can buy it alone or with other products

O o O
Basic Business Enterprise Enterprise+
upto Jusers

Looking for a scalable solution?
6 Jusesjmarh 1 4 Juzerymarih 20 Jusermonth
biled arnually biled arnually billd annually

Details v Details v Details v Details v

Compare plans in details &

=Contra «—

o Coreract hocycio n st

© You can buy it alone or with other products

Next, choose the modules (advisor portal or client portal) and Addons ( Outlook, Gmail, Teams, or Collaborators) that you want to add to your plan, and
specify the number of licenses to be purchased.

=] [+ @

Select Praducts Plan Details Checkout
Choose Modules -+ ~ m Monthly
'd Y Summary
&> Advisor Portal
Juses/month Products
Organize and streamline the collaberation with external advisors. 31 0 i ey
Leam More % # Business
. vy
Core
Vs ~ $168 fyear
& Client Portal
‘Allow your Clients to connect and communicate with you from a self- s 5 ;'uai'::::hy
service portal
Leam More &5 $168 syear
e vy
Modules & Add-Ons
® Number of users in modules and add-ons should with the highest number of
Choose Add-Ons = - users of the main products above
i Outlook Connect 80 jyear
4 N\ 1 user
@ Outlook Connect @ Google Connect 80 ryear
fuser/month user
Connect Emails and Attachments in Microsaft Outlock to Matters, Cases & s 0 cis amraly
Contracts. i Advisor Portal
Leamn More &5 8120 year
. vy
4 N B Client Portal 860 jyear
@ Google Connect 1 user (unlimited customers)
uses/month
Connect Emails and Attachments in Gmail to Matters, Cases & Contracts. SO Ty Total $516 ...
Leam More &5

hN ~/ Back Checkout

Lastly, fill out the payment details, and checkout.



e 7] =)

Select Products Plan Details Checkout

Monthly
j ) APpaLegal guarantces full money refund within 30 days-period. For more details m

contact us 2

Summary
Products
First Name I Last Name ‘ 7 Business
Core
Users 5168 ryear
Email 1 E
Contra
Qrganization Name - 3168 pyesr
Enter the legz| name of yo ! -
Modules & Add-Ons
Card number MM/YY CVC

© Number of users in modules and add-ons should match with the highest number of
users of the main products above

@ Outlook Connect 50 syear
1 user
@ Google Connect 30 iyear
1 user
@ Advisor Portal
Users $120 jyesr
1 B
@ Client Portal $60 ryear

1 user (unlimited customers)

Total $516 ..

o -

Once all is done, the new license will be activated and you can directly add the new user(s).
For more information about LEXZUR, kindly reach out to us at help@Ilexzur.com.

Thank you!


mailto:help@app4legal.com.
mailto:help@app4legal.com.
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