How to Share Contracts/Documents with the Client Portal

Objectives

Share Contracts with Requesters or watchers
Share Attachments with the Client Portal

Share Milestones with the Client Portal

Add Collaborators to Approve and Sign Contracts

Steps

¢ Share Matters/Contracts with Clients:
To share a contract with your clients via the client portal. Open the contract you wish to send, from the main application.

Then from the contract's page click on the 3 dots on the top right and choose "Show in Client Portal"
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Identify the Requester, who is the client portal user asking for this contract. Additionally, you have the option to share this contract with Watchers, who are
other client portal users you wish to grant access to view it from their perspective.

You can also allow all attachments to be visible in the client portal directly from this window.

Show Contract/Document in Client Portal
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Please note that only Client Portal users that are listed under the same company as the
@ Requester can be selected as Watchers. You can edit this info in Manage Client
Settings.




To share contracts with Watchers, they must be listed under the same company as the requester. Otherwise, sharing contracts with any client

portal user is not feasible. You can manage this via the client portal settings. Click on the provided link in the window, or navigate to Settings ->

Client Portal -> Manage Clients.

Here, you can edit client information and add the company name for each client. Client portal users who belong to the same company can then
view each other's requests if needed.
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URL for Clients:

URL for clients using Azure Active Directory https://site.app4legal.com/7691/modules/customer-portal/users/login_idps/azure_ad

Clients

https://site.app4legal.com/7691/modules/customer-portal/

Search

Copy URL

Advanced Search

v FirstNamea v LastName ~ Usemame ~ Email v Type v Status v Related Person ~ User Directory ~ Company
@  Adam Christopher Adam ademchristopherr@gmail.com  Both active Adam Christopher Local Directory IT Departmer
Global Tech;
. Albert Smith Albert Smith albertsm052@gmail.com Collaborator active Albert smith Local Directory
HR Departme
® col Mourawed oM caroline.moraod@appdlegal...  Both active Local Directory Branding Cor
Branding Cor
@ cise Khoury elisekhoury@appdlegal.com elisekhoury@appdlegalcom  Both active Elise Khoury Local Directory astra Digia |
i
@® Jana Hamshou jana.hamshou@appdiegal.com  Collaborator active Jana Jana Local Directory
@ Jmmy Jones jimmy omranhariri28@gmail.com Client active Jimmy Jones Loeal Directory HR Departme
| @ i Marven Julia marvenjulia@gmail com Client active Julia Marven Local Directory HR Departme
@  Mariana az Maz manal zeidan@lexzur.com Both active Mariana QZ Local Directory abe
Branding Cor
@  Micheal Cavin MichealCav michealcavin30@gmailcom  Collaborator active Micheal Cavin Local Directory na
HR Departme
® Rrm Smith Reem RimSmith@gmail.com Client active Rim Smith Local Directory Branding Cor
@® s Robinson MSA soheir.zarzour@gmail.com Both active Sam Abed Local Directory E
@ s Malbeck SaraM saramalbeck1@gmail.com Client active Sara Malbeck Loeal Directory Global Tech

The client and the watcher (if added) will receive an email that a new contract is shared with them and they can now access it from the Contracts page
from the Client Portal.

1 The green line next to a contract, or document name means that it is visible from the client portal.
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¢ Share Attachments with Client Portal:
Additionally, users can share the related attachments with their clients in the client portal.

Therefore, from the Attachments tab of the Contracts, select the File/Folder and click "Show in Client Portal"
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You have the option to choose whether attachments should be visible by default when the contract is displayed in the client portal, from the
contract settings.

* Share Milestones with Client Portal:
Milestones will be visible in the client portal by default if the Contract is visible in the portal.

However, users can control milestones visibility also from the contracts page in the main system. From the Milestones tab of Contracts, click to hide or
show milestones from the Client Portal.
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¢ Add Collaborator to Approve and Sign Contracts:
In Contra, users can add their collaborators as approvers or signees.

Therefore, from the contract's Approval Center and Signature Center, add the approver or signee by specifying the Collaborator type, then add their names
respectively.



Edit Approvers

E Details

rE Attachments

0 Approval Center
E/ Signature Center

.5 Milestones

Tasks

e Time Entries
E Expenses [
% Emails (39

a Reminders

H Matters

The Collaborator will then receive the contract from their contract's page in the client portal and they can start collaborating on it.
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@ Learn more about how collaborators can use the client portal here.

For more information about LEXZUR, kindly reach out to us at help@lexzur.com.

Thank you!
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