How to send Emails from Corporate Matters and Litigation
Cases

Objectives

® Send Direct Emails from Matters

Steps

An Email Engine is available in Contra, Corporate Matters, Litigation cases, Intellectual Properties, and Invoices so the users will be able to send and
receive emails from within the system and track all the email conversations in one place.

To send emails and attach related matter documents directly from LEXZUR:
From the Corporate Matter or Litigation Case page, open the matter you want by clicking on its name or ID.
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Click on Compose to start a new message.

First, connect your email to Lexzur. Choose either Gmail or Office 365, and sign in with your email address



Email Integration

‘Connect your personal email to Lexzur, so you can send emails directly from within Lexzur

M Google / Gmail n Office 365

Gmail Integration allows you to send emails directly Office 365 Integration allows you to send emails
from within Lexzur, and share threads between your directly from within Lexzur, and share threads
inbox and Lexzur Modules between your inbox and Lexzur Modules

Your client's email will be automatically retrieved if it is already included under the client's general information.

Choose the subject of your email and the message you wish to send, then click the attach button to attach either a file from your computer or any Lexzur
Documents.
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Choose the Folder from which you want to select your files, select the documents, and press Attach.
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Moreover, you can create and use email templates to increase efficiency and standardize emails sent from the system.

New Message

Matter Template  im— h

Damon Hardy <damonhar23@gmail.com> &

Matter Updates for ABC services

Cc | Bee

Dear ABC services,

Kindly find below the updates related to your matter
1. [2024-01-15 11:13:21]: We have some pending documents that you should send the soonest B E—
2 Value: $35,000

Regards,

@ Learn how to customize matter email templates from here



https://documentation.app4legal.com/display/A4L/How+to+Customize+Matter+Email+Templates

All the related emails will be then tracked on the matter's page, and you can also take direct actions from here such as Reply, Reply All, or Forward the

Email.
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Matter updates Dec 01, 2023

Caroline Mraw
<caroline.moracc

To: Caroline Mra

Re: Legal Advice on Purchas...
Caroline Al Mrawed
<caroline. moraod@appdlegal.com>

To: Alice Jones <jonesaalice21@gmail.com>

Re: Legal Advice on Purchas...

Caroline Al Mrawed

~
<caroline.moraod@appdlegal.com>
To: Alice Jones <jone: 1@gmail.com

Legal Advice on Purchase A... Mar 31,2023

Alice Jones <jon
To: Caroline Mra

] Legal Advice on Purchase Agreement

 Reply | % Reply All| [  Forwar
Alice Jones <jonesaalice21@gmail.com> L 7
To: Caroline Mrawed <caroline.moraod@lexzur.coms &

OFriday, Mar 31, 2023, 10:12 AM

Hi Carolina,
You can find the details of the matter below

This Agreement has been entered into on the date of 5/3/2023 and is by and with the Branding Company

For purposes of this Agreement, "Confidential Information” shall include all information or material that has or could have commercial value or other utility
in the business in which the Disclosing Party is engaged. If Confidential Information is in written form, the Disclosing Party shall label or stamp the materials
with the word "Confidential” or some similar warning. If Confidential Information is transmitted orally, the Disclosing Party shall promptly provide a written
indicating that such oral communication constituted Confidential Information.
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For more information on LEXZUR, reach out to us at help@lexzur.com

Thank you!
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