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Bundledocs Manual

Complete Training Manual

Want to learn how to use Bundledocs All Devices? You've come to
the right place. Our manual contains everything you need to know
about Bundledocs — from creating your first bundle to our advanced
features. Let’s get started...
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Getting Started with Bundledocs:

Welcome!

Need help creating bundles? No problem, Bundledocs is here to help. Our software is designed
specifically to help legal professionals create court-ready bundles.

In short, Bundledocs automates time consuming activities to significantly reduce the time and effort
involved in creating bundles. Bundledocs automatically indexes, paginates and compiles your
documents to create a single PDF document that is fully bookmarked.

What'’s the best bit? Flexibility. When compared to traditional methods of bundle production,
Bundledocs offers unrivalled flexibility to all. If last minute changes, amendments or additions are
needed. No problem. With Bundledocs, there is no need to redo indexing and paginating, our software
automatically regenerates a new bundle. At no extra cost.

Our manual has been designed to provide our users with everything they need to know to create a
bundle using our Bundledocs App. It covers everything from creating your first simple bundle to more
advanced features such as creating templates, working with templates and document dates etc.

Any Questions? We endeavour to help you with any queries or issues you may have. Please do not
hesitate to contact the Bundledocs team via the following methods. Online Chat: Immediately chat
with the Bundledocs team via our chat feature. Simply click on the grey tab in the bottom right corner
of your account to chat live to a member of the team. Email: Please email general enquiries to
info@bundledocs.com or any support issues to support@bundledocs.com. Call: +353 21 4826320.

We hope you enjoy using Bundledocs!

The Bundledocs Team

Lets get started
creating the
perfect bundle
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Bundledocs Icons

Before we begin let’s get familiar with some of the buttons used in your Bundledocs account.

Y8 bundledocs

4 New Bundle

Home
Return to home page

Add New Bundle

Select to create new bundles

Get Started with Bundledocs

Quickly review the 5 simple steps to create your
bundle with Bundledocs.

Edit Bundle Details

Edit details of your bundle. This will reveal
additional options

Private Bundle

A grey silhouette will appear by any bundle
marked as private. Only the owner can view
private bundles.

Group Members

Select to reveal owner of bundle. This icon
appears when working with groups.

Collaborators

This icon indicates that this bundle is shared
with collaborators. Select to reveal who has
access to this bundle.

Add Section
Add additional sections within your bundle

Upload Files
Select to upload files into your sections

Generate
Select to generate and complete your bundle.

Download

Within this area you can preview/ download or
OCR your bundle. Or even securely share it with
others.



M Redo

Merge
Merge multiple files into a single document

Save
Update/Save changes made to a bundle.

Undo/Redo the most recent changes made.

Expand/Collapse

Select to expand or collapse any section. These
icons will appear for any section or volume in
Bundledocs.

Note: A similar icon appears above all sections.
This is a quick way to easily expand/collapse all
sections at once. This is great when working with
large complex bundles.

Default Bundle Section
Files are contained in the Default Bundle Section
unless additional sections are created. Double
click to quickly rename.

Note: Once documents are uploaded, a number
will automatically appear in the folder icon. This
indicates the number of pages within each
section and is helpful when working with
volumes.

Make Comments

Type short comments to any section. This is
great when working collaboratively with others.

Include (Default Setting) /Exclude

Slide to include/exclude a section within a
bundle. This can also be done for individual
documents.

Edit Section Details
Edit details of your bundle section. This will
reveal additional options

Edit Document Details
Edit details of your document. This will reveal
additional options
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O Reset

Make Selections for Merge
Click icons to select document(s). Any files
selected will appear in red.

Clear Selections for Merge
Select ‘Reset’ to clear any selections made.

File Type Icon

A file type icon will appear to the right of any
document uploaded into Bundledocs. Select the
file type icon, for example PDF, to drag and drop
documents.

View Document

Select to view any document uploaded into
Bundledocs. Once selected a preview window
will automatically launch.



Key functions
Utilise the ‘Edit Details’ Function

The ‘Edit Details’ button contains additional options that can be used to customise your bundle. Within

Bundledocs there are two types of ‘Edit Details’ buttons.

."' bundlEdOCS nfo@bundledocs. com -

E § ‘ ¥ z - H - TES11|James V Piper

> i 1 ... Brief to Counsel m

w i 2 ... Pleadings
& E 2.1 ... Civil Bill

F E 2.2 . Appearance

[]
Q
F- E 2.3 . Notice For Particulars n
& E 2.4 . Reply to Notice for Particulars n I
F- E 2.5 ... Defence n
(=]

& E 2.6 ... Notice of Trial

... List of Special Damages

1. Edit Section Details: This is located to the right of every section created within Bundledocs
and contains additional options for your sections.

2. Edit Document Details: This is located to the right of every document uploaded into
Bundledocs and contains additional options for your documents.

Re-Name Sections or Documents

Edit Bundle Document

Descriptie
o>

Advanced

Feplace

1. Within our Bundledocs App, any section or document can be easily re-named either double
clicking or by simply selecting the ‘Edit Document Details’ icon. A window will automatically
appear enabling you to re-name your document.



Preview Any Document Uploaded

."' bund'EdOCS nfo@bundledocs. com -~

B o+ & + 2 - H - vest1amesvpiper

» i 1 ... Brief to Counsel

w i 2 ... Pleadings m

1
@E 24 __ Civil Bill n L
& E 2.2 ... Appearance n L
F E 2.3 ... Notice For Particulars n "
& E 2.4 . Reply to Notice for Particulars n b

.. Defence

1. Select the ‘Preview Document’ icon. This is located to the left of each document uploaded, as

shown above.

a o e o o

THE CIRCUIT COURT

South Eastern Circuit County of Wexford
BETWEEN/
MICHAEL JAMES
Plaintiff
AND
PETER FIPER and DAVID FIPER
Defendant

—> ORDINARY CIVILBILL

You are hereby required within ten days after the service of this Civil Bill upon
you, to enter, or cause to be entered, with the County Eegistrar at her Office at
The Courthouse, Wexford an appearance to answer the claim of Michael James
of Eilmore Road, Tagoat in the County of Wezford the Plaintiff herein, as
indersed hereon

And take notice that, unless you do enter an Appearance you will be held to have
admitted the said claim, and the Plaintiff may proceed therein and judgment may
be given against you in vour absence without further notice

1. A preview window will immediately appear. Easily review or even download this document.
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Move / Arrange Documents

“ bundIEdOCS infoi@bundledocs.com ~

B o+ & ¢ - H - test1)James vriper

> = 1 ... Brief to Counsel
v = 2 ... Pleadings
] !.. 2.1 ... Civil Bill

F= ? 2.2 ... Nofice For Parficulars

= E 2.3 ... Reply to Notice for Parficulars

& E. 2.4 ... Defence

& !.l 2.5... Nofice of Trial

& E 2.6 .. List of Special Damages

.?'...Appearﬂnce

b

1. Select the File Type Icon to move any document within the Bundledocs App. To move simply
select the icon (as shown above) and move the document into the correct location.
Remember: Click ‘Save’ to automatically re-number your document.

11



Selecting Multiple Items

“ bundledocs info@bundledocs.com~
B o+ & ¢ X - H - testi)samesvPiper n
>
? i 1... Brief to Counsel ® m &
v i 2 ... Pleadings ® m &

& E 2.1... Reply to Notice for Particulars
8 PP 22.. Notice of Trial
i E 2.3 ... Notice For Particulars

i E 2.4 ... Appearance

= E 2.5 ... List of Special Damages

35.5 ... Civil Bill '=,
= E 2.7 ... Defence 2 E

3.

Book of Correspondence

1. Select the files you want to move. Once a file is selected the icon will appear in red.

2. Select additional files to move more than one file at a time.
3. To move any selected file, select the file type icon, as shown above.

“ bundIEdO CS info@bundledocs.com~

TES11 | James V Piper n

=} E 2.1 ... Reply to Notice for Particulars

1. Once selected, simply drag and drop into the relevant location. Files will be moved in the order

in which they are selected.
2. Remember to press ‘Save’ to update the new order and numbering.

12



Expand/Collapse All Sections

m. bundIEdOCS info@bundledocs.com-~

B o+ & ¢ 2 - H - testi)samesvPiper D
1
v E 1... Brief to Council - m e

& F 1.1 ... Brief For Counsel n N
v i 2 ... Pleadings o m
& PMB2i1.. cwisil ﬂ
& E 2.2 ... Defence ﬂ
i T 2.3 ... Reply to Notice for Particulars ﬂ
8 PP 24.. Notice of Trial ﬂ
& E 2.5 ... Notice For Particulars ﬂ
= E 2.6 ... Appearance ﬂ
& E 2.7 ... Listof Special Damages ﬂ

3 ... Book of Correspondence

3. To quickly close all open tabs, simply select the arrow icon, as shown above. This will instantly

close all open tabs. Similarly, if you would like to quickly open all closed tabs, simply select this
icon again. This is a great feature when working with large bundles.

13



Create a Simple Bundle:

Create a new case

” bundIEdOCS info@bundledocs.com~

T~
‘ = New Bundle ’
S~

Created Code Title
search

Welcome! Create a new bundle to begin.

1. To create a new case click on the ‘New Bundle’ button, as highlighted above.

New Bundle

Code (e.g. ABC20/1)
D)

Title (e.g. James v Piper)

2

| Advanced

1. You must give your case a Unique Code (eg. a file reference)
2. Your case must be given a Case Title.
3. Click ‘Create’ to create your new case.

14



In our example a new case has been created with a case code of “TES11” and a case title of “James V
Piper”. Click once on the Case Code or Title to enter your case and proceed to create your first bundle.

“ bundIEdO CS info@bundledocs.com=

= New Bundle

Created Code Title

search

Bundles 1
2015-06-25 16:37:03 TES11 James V Piper

Re-name default bundle section

To begin creating our bundle, first we will re-name our ‘Default Bundle Section’.

“ bundIEdOCS info@bundledocs.com~

E # “ ¥ ;‘ - H ~ TES11|James V Piper

v = 1... Default Bundle Section m

1. To re-name the ‘Default Bundle Section’ simply double click on the name. Alternatively, click
the ‘Edit Details’ button (as shown above). A window will then appear.

Edit Bundle Section

Description 1

c Pleadings

I Advanced

1. Type the new name within the field provided. For example: “Pleadings”
2. Select ‘Update’

15



Upload documents

Next, we need to upload documents into our folder entitled ‘Pleadings’, which we have just re-named.
Remember, at Bundledocs we integrate with a number of solutions including Dropbox, OneDrive, Clio

etc.

“ bund'edOCS info@bundledocs.com~-

E‘ ¢ - H - test1)JamesvPpiper
1

v = 1 ... Pleadings ﬂ =

1. Click here to upload documents into your bundle.

Upload Documents

Choose Upload Location

| Pleadings

Choose Documents to Upload

Drop documents here to upload

Choose from Storage Apps

[6) Box & OneDrive Google Drive

[ NetDocuments

1. If you have created more than one section, select the section in which you would like to upload
your documents from the dropdown. In our example we will upload into our ‘Pleadings’

section.
2. Click on ‘Choose Documents to Upload’, a window will then appear enabling you to upload

your documents.
Note: Easily upload from our integration partners by selecting the required icon above For

example: Dropbox, Box, OneDrive or Google Drive

16
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@ * 1 <« JamesvPiper » Pleadings v & Search Pleadings

Organise « New folder

¢ Favourites Mame Date modified Type

B Desktop l'j Civil Bil 21/08/2014 11:34 PDF File
8 Downloads llJ Defence 21/08/2014 11:34 PDF File
“El Recent place llj Entry of Appearance 21/08/2014 11:35 PDF File
5 07/03/2014 15:40 Microsoft Word Doc...
#@ OneDrive llj MNotice For Parti 21/08/2014 11:35 PDF File
. Documents '] Notice of Trie 21/08/2014 11:36 PDF File
. Pictures Reply to Matice for Particulars 07/03/2014 15:40 Microsoft Word Doc...
. Public

@ Homegroup

8 This PC
= Deskton N

File name: | "Civil Bill" "Defence” "Entry of Appearance” "List of ¢ w | ‘Aylks—-\
i Y

A o= )

1. Select the files you wish to upload
2. Click Open to upload your files.

Upload Documents

Choose Upload Location

Pleadings - ‘

Choose Documents to Upload

Drop documents here to upload

Document Upload Progress

uploading and processing completed

1. Once your files have successfully uploaded i.e. reached 100%, click ‘Close’.

We're online!

17



Re-name uploaded documents

A document can be easily re-named by simply selecting the ‘Edit Details’ icon.

” bundIEdOCS info@bundledocs.com~

B o+ & ¢ - H - Est1)JamesvPiper

v = 1 ... Pleadings “ =
2 PR 11 _cvisil n =
a E 1.2 ... Defence n 5

& E 1.3 ... Entry of Appearance (o]

- F 1.4 ... List of Special Damages

& F 1.5 ... Notice For Particulars ﬂ E.

a EF 1.6 ... Notice of Trial

& F 1.7 ... Reply to Notice for Particulars ﬂ E.

1. Double click on any document to easily re-name. Alternatively you can select the ‘Edit
Document Details’ icon. A window will then appear.

Edit Bundle Document
Description 1

G‘

I Advanced

I Replace

1. Type the new name within the field provided. For example: “Appearance”
2. Select ‘Update’

18



Re-order documents

In order to get your bundle looking the way you want you may wish to change the order in which the

documents appear. This can be done easily by using the drag and drop method as shown below.
" bUﬂdlEdOCS info@bundledocs com -

B o+ & ¢ - H - test1)James vriper

> = 1 ... Brief to Counsel
v = 2 ... Pleadings
8 !.‘ 2.1 ... Civil Bil

F= ? 2.2 ... Nofice For Parficulars

-} E 2.3 ... Reply to Nofice for Parficulars
& !.. 2.4 ... Defence
] !.. 2.5 ... Nofice of Trial

& E 2.6 ... List of Special Damages

.T...Appearance

e —_— -

by

A

1. Select the File Type Icon to move any document within the Bundledocs App. To move simply
select the icon (as shown above) and move the document into the correct location.

" bUhdlEdOCS info@bundledocs.com ~

Eﬁ & “ w ’; - H ~ TES11|James V Piper

> E 1 ... Brief to Counsel
v E 2 ... Pleadings

8 PR 2.
& E 2.T ... Appearance

Cinj

-4 E 2.2 ... Nofice For Parficulars n o
m b | o nI"hanﬁ o I:Hrh yalore u

1. Drag the document you want to move.
2. Drop the document where you now wish to move it to.
19



Save changes

'“ bundIEdocs info@bundledocs.com -

1

Eﬁ ¥ & ¥ ;‘ " TES11 | James V Piper

v = 1... Pleadings m

& PR 1.1.. civil Bill

& E 1.2 ... Appearance

& E 1.3 ... Notice For Particulars

& F 1.4 ... Reply to Notice for Particulars
& E 1.5 ... Defence

8 P® 16 .. Notice of Trial

- F 1.7 ... List of Special Damages

%

1. Click here to save any changes.
Remember if you make any changes to your bundle, for example, move documents or
sections, it is important to save your changes. Simply click the save button. This will
automatically re-order your bundle and ensure it is up-to-date.

20




Generate your bundle

In order to produce our bundle it must first be ‘generated’.

” bundIEdOCS info@bundledocs com~

E 4«@ L A @ H ~ TES11|James V Piper
1

v = 1... Pleadings ﬂ =

a PR 1. cvisil
& E 1.2 ... Appearance

F=i F 1.3 ... Notice For Particulars
& F 1.4 ... Reply to Notice for Particulars

F=i F 1.5 ... Defence

B -

& E! 1.6 ... Notice of Trial

1. Once you are happy with your bundle, click here to generate and complete it.

Generate Bundle

Description

Bundle Title Page
Bundle Intro Document
Watermarking

Index Pages

Font & Style

Section Pages

Page Numbering

v OV Yy v v v v v

Bates Numbering

1. The Generate window will then appear. In this example we will create a simple bundle, we
will explain these Generate options later in the manual. Click here to generate your
bundle.

21



Preview completed bundle

Cail BE

Appesrens

atics For Particular:

Reply to Wotice for Parboulars
Defenre

Notiee of Trisl

List of Spacisl Camagms

1. Wait while your bundle is being generated. Once the process is completed, a preview of your
bundle will then appear (as shown above). Within this you will be able to preview your
completed bundle and see that it has been automatically indexed, paginated, sectioned and
hyperlinked.

Note: When your bundle has completed generating, Bundledocs will automatically email you.
Once you receive this email, you will know your bundle is now available and ready to download.
So simply hit the generate button and let Bundledocs do the hard work!

22



Build your Bundle:
Create Sections:

Add additional sections

” bundIEdOCS info@bundledacs.com-~

# ‘ L 4 ;‘ o H ~ TES11|James V Piper

v = 1... Pleadings ﬂ =)
& L‘_ 1.1 ... Civil Bill

& E 1.2 ... Appearance

F=i E 1.3 ... Notice For Particulars

& F 1.4 ... Reply to Notice for Particulars

=i E 1.5 ... Defence

o i

& E! 1.6 ... Notice of Trial

IR TRTRP TR —

1. You can create multiple sections for your bundle by clicking here.

New Bundle Section

DescriB!i_QD_ 1

G Brief to Counsel|

I Advanced

1. Give each new section its own description. Documents can be dragged and dropped directly
into the suitable section of the bundle.
2. Click ‘Create’.

23



You can have as many sections in your bundle as you wish. Sections can be changed, added to or
removed, as shown below.

“ bundledocs info@bundledocs.com-~

B o+ & ¢ A - H - testi)samesvpiper

<

= 1 ... Brief to Counsel
= 2(.. Pleadings 1

= 3 ... Book of Correspondence

i 4 (.. Attendances and Statements 2

i 5 ... Medical Report
e s Report

v

<

<

<

24



Create a sub-section (section within a section)

To create a sub-section, drag and drop the section you want to include into a previously created

section. This will then become a sub-section. Remember to select save as you go. This will
automatically re-number everything when moving sections and documents.

'.’" bundledOCS info@bundiedocs com
+ & + 2 - H - test1)samesvPriper
>
> E ~ 1 Brief to Counsel - m B
> gl ~ 2 Pleadings - m =
& ~ 3 Book of Correspondence - m =
b3 ~ 5 Attendances and Statements - m ™)
S - — -SRIty - .

1. To create a sub-section, you will first need to create your section. In our example, we will
create a section called “Telephone Correspondence”.

2. Expand the section where you want to insert the sub-section. In our example we will expand
the section ‘Book of Correspondence’.

LTS L I L 1M A S LU W L Y

= m e Bl -

& [W - 33 Letter to Defendant Solicitors 03-04-2002 n =

B E ~ 3.4 Letter From Defendant Solicitors 17-04-2002 n E

= F ~ 35 Letter to Defendant Solicitors 27-08-2002 WP n =

& E ~ 3.8 Letter From Defendant Solicitors 01-09-2003 WP n E

& E ~ 3.7  Letter From Defendant Solicitors 13-01-2004 WP n E

& [W - 38 Letter to Defendant Solicitors 02-02-2004 n E

& |[W2_~ 39 Letter to Defendant Solicitors 30-03-2005 n E

e § Telephene Correspondence - Inc i

> E ~ 4 Attendances and Statements 4 Ine ]
5 ] r-EY Al sohm. _ S

1. Select the section you want to move. In our example, we will move the ‘Telephone
Correspondence’ section into the ‘Book of Correspondence’ section.

25



« 3.2 Letter to Allianz Insurance 26-05-2000 WP

L
=

~ 3.3 Letter to Defendant Seolicitors 09-04-2002

~ 3.4 Letter From Defendant Solicitors 17-04-2002

N E=

. 3.5 Letter to Defendant Solicitors 27-08-2002 WP

L
=]

~ 3.6 Letter From Defendant Seliciters 01-09-2003 WP

« 3.7 Letter From Defendant Solicitors 13-01-2004 WP

~ 3.8 Letter to Defendant Solicitors 02-02-2004

" N N

« 3.9 Letter to Defendant Solicitors 30-03-2005

. 5 Telephone Correspondence

. 4 Attendances and Statements

1. Drag the document into the new section. To ensure that the section is included as a sub-
section (section within a section) ensure that the folder is aligned with other documents within
that section, as shown above

Note: You can easily see if you have created a sub-section by looking at your case. If a section
is contained within another section it will be slightly indented, as shown above. As such, the
section no longer appears in line with the folder beneath and instead appears beneath the
other documents in the section.

« 35  Letter to Defendant Solicitors 27-08-2002 WP

L
=]

~ 3.6 Letter From Defendant Solicitors 01-09-2003 WP

. 3.7 | Letter From Defendant Solicitors 13-01-2004 WP

~ 3.8  Letter to Defendant Solicitors 02-02-2004

L}
E = B R

~ 3.9  Letterto Defendant Solicitors 30-03-2005

™ - elephone Correspondence [ ]

Attendances and Statements

1. Select ‘Save’ to update the numbering.
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Sub-Sections: Tip 1: Move files using Dash Lines

When moving sections or documents in Bundledocs the blue dash line will appear to help guide you.
It is great when working with sub-sections.

- Ej — EEALT 1 IV SIS M I Wi ILW 3 W 1 W —a Wy

» 3.7 Letter From Defendant Solicitors 13-01-2003

m
S|

» 3.8 Letter to Defendant Solicitors 02-02-2004

n
=l

. 3.9 Letter to Defendant Solicitors 30-03-2005

L]
=]

~ 4  Telephone Correspondence

~ 5 Attendances and Statements

bR

1. Section: Here we can see the blue dash is currently in-line with the sections ie. is not indented.

g E ~ 38 Letterto Defendantsolicitors02-02-2001

=) EE ~ 3.9 Letter to Defendant Solicitors 30-03-2005

W = ~ 4 Telephone Correspondence

> ﬁ ~ 5  Attendances and Statements

Sl =— IR TPE P

1. Sub-section: Here we can see the blue dash is now in-line with the documents and is indented.
This is now a sub-section. We will simply need to select ‘Save’ to update the numbering.

Even better, if we want to change this sub-section into a section again. We will simply need to
move the folder to the left. As such, it will no longer be intented.
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Sub-Sections: Tip 2: Drop Files with Indents

When working with sections, sub-section and even volumes it is important to note where our folders
and documents are located. For this, we will look at the indents.

Book of Correspondence

3.1 Letter to David Piper 06-04-2000

g ~ 3.2 Letter to Allianz Insurance 26-05-2000 WP

g ~ 3.3 Letter to Defendant Solicitors 09-04-2002

1. Inthe above example, we can see that the documents contained within our section appear to
the right and are indented.

W E ~ 3 Book of Correspondence
g E ~ 3.1 Letter to David Piper 06-04-2000
g ~ 3.2 Letter to Allianz Insurance 26-05-2000 WP

3.3 Letter to Defendant Solicitors 09-04-2002

. 3.4 Telephone Correspondence

1. We have now created a sub-section. This sub-section is indented and appears to the right of
our section ie. inline with the documents contained within this section.
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W E ~ 3 Book of COrrespondence
=) E ~ 3.1 Letter to David Piper 06-04-2000

= E ~ 3.2 Letter to Allianz Insurance 26-05-2000 WP

& E ~ 3.3 Letter to Defendant Solicitors 09-04-2002

~ 3.4 Telephone Correspondence

g % ~ 3.4.1 call From Defendant Solicitors 17-04-2002

1. Similarly, documents added into a sub-section will need to indented and appear to the right
of our sub-section.

Top Tip: When adding documents to a sub-section, you will need to make sure that the section
is expanded. This will allow us to add document into this section. When expanded the arrow
will be pointing down.

v E ~ 3 Book of Correspondence
F= ~ 3.1 | Letter to David Piper 08-04-2000

~ 3.2  Letter to Allianz Insurance 26-05-2000 WP

3.3 Letter to Defendant Solicitors 09-04-2002

~ 3.4 Telephone Correspondence

L
B = = =

& % ~ 3.41 call From Defendant Solicitors 17-04-2002

= E Letter to Defendant Solicitors 27-08-2002 WP

1. If a document contained within a sub-section is not indented further, it will instead be in-line
with the section documents. This will be reflected in the numbering scheme.
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Include/ exclude a section

O 5. COMm ~

U8 bundledocs o@bund

Eﬁ & “ ¥ ;‘ - H - TES11 |James V Piper

» i 1 ... Brief to Counsel m E
w i 2 ... Pleadings 1 E
g P 21 civigi n Z
= E 2.2 ... Appearance n 1

= E 2.3 ... Notice For Particulars n ]
w 2.4 . Reply t‘:- Motice for Particulars ﬂ

1. Select the ‘Inc’ icon, located to the right of each section. This will change a section from being
included to excluded. If you need to revert, simply click the button again.

",' bundledocs nfof@bundledocs com -

Ei & “ ¥ A - H - TES11|.James V Piper

» i 1 ... Brief to Counsel m E

- -

The red ‘Exc’ icon indicates that this Section is excluded from your bundle

Excluding a section automatically excludes all documents contained within this section from
your completed bundle. Any section or document that is ‘Excluded’ will appear with a
strikethrough within your account, as shown above.
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Add Comments to Sections

Bundledocs provides users with the option to write comments for particular sections. This is

particularly useful when working with other team members to produce a bundle.

'. bundIEdOCS info@bundledocs.com~

E’ & “ v ;‘ = H ~  SMJ13/6 | Smyth V Jones

’ 1
Pleadings Q ﬂ
Common Bundle 2 O PENDING % ﬂ

—_— d APPRGVEEB @ﬂ
Authorities 4 3 - ﬂ

Submissions [ ] ﬂ

v v
[ X] -

v
()

v
-

¥y ¥ ¥ N

v
wn

Type a comment within the area provided. For example: ‘Approved’.
Once the comment has been written and saved, an identifier will appear to the right. This is
used to indicate which user made the comment. In this example ‘i’ will appear to show that
‘info@bundledocs.com’ has made the comment. If there are other users with the same initial
an alternative colour will be used.
3. To make a new comment, select the comment icon to enable editing, as highlighted above.
4. Once this is selected type a comment within the area provided. For example, ‘APPROVED’.
Please note: It is essential that you press return on your keyboard to save the comment or any
changes that have been made to the comment.
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Delete a section

” bundIEdOCS info@bundledocs.com~

B o+ & ¢ 2 - H - Esi1)JamesvPiper

1 ... Brief to Counsel

2 ... Pleadings

3 ... Book of Correspondence

... Attendances and Statements

3 ... Medical Report

6 ... Engineers Report

T ... Other Documents

w
i

=
=
]
]
]
]

1. Select the ‘Edit Details’ icon, located to the right of each section. A window will appear.

Edit Bundle Section

Description

Other Documents

G

Advanced

Blank Document

I Section Title Page

1. Within the ‘Edit Bundle Section’, select the ‘Delete’ button. The section will then be deleted.
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Upload Documents:

Upload to a specific folder or section

” bundIEdOCS info@bundledocs.com~

E“ ¢ - H - tEst1)James v Piper
1

? = 1 ... Brief to Counsel m
hd = 2 ... Pleadings ﬂ =)
a PR 21. cvisi

& E 2.2 ... Appearance

F=i E 2.3 ... Notice For Particulars

L

& E 2.4 ... Reply to Notice for Particulars

1. Click to upload documents.

Upload Documents

Choose Upload Location

‘ b:hoose an upload location

1 ... Briefto Counsel
2 ... Pleadings

3 .. Book of Correspondence

4 ... Attendances and Statements 2

5 .. Medical Report

G ... Engineers Report

1. Select the dropdown within the ‘Choose an upload location’ section.
2. Choose from the dropdown where you want to upload your documents. For example,
‘Attendances and Statements’.
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Upload from Storage Apps — Cloud Based

” bundIEdOCS info@bundledocs.com~

E“ L 4 ;‘ o H -~ TES11 | James V Piper
1

> = 1 ... Brief to Counsel m =]
v = 2 ... Pleadings m

8 PR 21 civitsil

4

& F 2.2 ... Appearance

1. Click to upload documents.

Upload Documents

Choose Uplead Location i

1 ... Briefto Counsel @

I Advanced >

Choose Documents to Upload

Drop documents here to uploads

Choose from Storage Apps i

% Dropbox [6) Box @ OneDrive . Google Drive

® Clio NetDocuments @ AclionStep

1. Select the dropdown within the ‘Choose an upload location’ section. Choose from the
dropdown where you want to upload your documents. For example, ‘Attendances and
Statements’.

2. Choose to upload documents from a Storage App including: Dropbox, Box, OneDrive or Google
Drive

Note: Bundledocs integrates with a range of solutions. Our ‘Storage Apps’ are just some of our
cloud based integration partners. For information on our other partners including, iManage,
Tikit TFB, Worldox etc. please get in touch with our team today!
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Generate Bundle:

In order to produce our bundle it must first be ‘generated’.

l’ bund|ed0CS info@bundledocs.com~
— SN ¢ N - H - tEs11]ames vPiper
1

-

... Brief to Counsel

2 ... Pleadings

3 ... Book of Correspondence

... Attendances and Statements

3 ... Medical Report

6 ... Engineers Report

'
F-N
¥y ¥ ¥ N 8N N

1. Once you are happy with your bundle, click here to generate.

Once the generate button has been selected a window containing additional features will then
appear. We will discuss these next. However, if you are happy with your bundle and do not
wish to use these features, select the generate button to complete. A preview of your
completed bundle will immediately appear on screen and you will be sent an email informing
you that your bundle is ready to download.
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Description

A description is the title used to describe your bundle. When generating a single section bundle i.e. a
bundle with only one section/folder created, the bundle automatically takes the description of the
section name. However, if a user creates a multiple section bundle i.e. more than one section/folder
within the bundle, then it is important to include a description. In our example we have used the

description, “Completed Brief”.

Generate Bundle

Descripli
Cfi@

<

Bundle Title Page
Bundle Intro Document
Watermarking

Index Pages

Section Pages

Page Numbering

A A A S . . S 4

Bates Numbering

I Font & Style

1. Once you click the generate button, the window above will appear. Click the + symbol beside
the ‘Description’ title to reveal the section below.

2. Insert a description within the field provided.
Select ‘Generate’ to complete
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Bundle Title Page
Upload bundle title page:

The ‘Upload bundle title page’ option enables users to upload a title page or cover page for their
bundle. This is particularly useful for users forwarding bundles to third parties.

Generate Bundle

Description 1 Y

Bundle Title Page 2 @

Choose Title Page to Upload

Drop documents here to upload

1. Within the ‘Bundle Title Page’ section, select the ‘Choose Title Page to Upload’ button. A File
Upload window will appear and users should select and upload their title page.

Delete bundle title page:

Generate Bundle

Description

Bundle Title Page

& Preview

Choose Title Page to Upload

Drop documents here to upload

1. Select the ‘Delete’ button to remove the current title page from your bundle.
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Remove Global Title Page:

Generate Bundle

Description

Bundle Title Page

& Preview

Choose Title Page to Upload

Drop documents here to upload

Qemove Global Title Page 1

1. Remove Global Title Page: This will remove the global index page from the beginning of your

bundle.

Number Global Title Page:

Generate Bundle

I Description i >

Bundle Title Page i v

Choose Title Page to Upload

Drop documents here to uploads

Remaove Global Title Page i

ber Global Title Page 1

1. Number Global Title Page: This include the global title page - the title page that appears at the
beginning of your bundle —in the numbering sequence.
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Bundle Intro Document

Upload Intro Document:

Using the Bundle Intro Document option enables you to upload a document into your bundle that will
appear after the first index and before the first document within your bundle. This is great if you need
to upload a ‘Table of Authorities’ for your bundle.

Generate Bundle

Description
Bundle Title Page

Bundle Intro Document

Choose Intro Document to Upload

Drop documents here to upload

Watermarking

1. Within the ‘Bundle Intro Document’ section, select the ‘Choose Intro Document to Upload’
button. A File Upload window will appear and users should select and upload their title page.

Re-Name Intro Document:

Generate Bundle

Description
Bundle Title Page

Bundle Intro Document

Description 1

% | Bundle Cover Document

& Preview

Choose Intro Document to Upload

Drop documents here to upload

1. Provide a name for your uploaded document, this will appear in your index.
2. Select ‘Update’ to save changes.
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Preview Intro Document:

Generate Bundle

Description
Bundle Title Page
Bundle Intro Document

Description

& | Bundle Cover Document

Choose Intro Document to Upload

Drop documents here to upload

1. Select ‘Preview’ to quickly preview your uploaded Intro Document at any time.

Delete Intro Document:

Generate Bundle

Description
Bundle Title Page

Bundle Intro Document

Description

& @ Bundle Cover Document

& Preview 1 ‘ X Delete '
Choose Intro Document to Upload

Drop documents here to upload

1. Select ‘Delete’ to delete your uploaded Intro Document. Once deleted you can easily choose
another Intro Document to upload.
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Watermarking

il s

Generate Bundle

I Description &
I Bundle Title Page
I Bundle intro Document |

Watermarki

.@ -

mage

e s
Choose Watermark {o Upload

Drop documents here 1o uploads

Oem.ﬂe winout Redatbons |

Apply Watermark?: Select to apply a watermark to your bundle
Choose to apply a Draft, Copy or Custom watermark when generating.
Alternatively, select ‘image’ and choose to upload an image as your watermark.

Generate without Redactions: If you have applied redactions to your documents within
Bundledocs you can select this option if you would like to produce your bundle without
redactions i.e. not included.
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Index Pages

I Watermarking

Index Pages h s

Index Ti .

()

Use Mumeric Section Mumber i
Oﬁe Section Level Display Order i

Hide Document Level Display Crder i
lse Global Ordering £
Mumber Index Pages Separately i

\:l Show Document Date on Index Pages i

Remove Global Index Pages i

Mumper Global Index Pages i

1. Index: Change the text that appears as title for your ‘Index’ page. For example, use “Table of
Contents” rather than “Index”.

2. Use Numeric Section Number: Change sections so they are listed numerically. This will change
the section numbering so that it will appear Section 1, 2, 3 rather than A, B, C (the default
numbering).

3. Hide Section Level Display Order: Within your index, you can choose to hide the section level
display order, located on the left side of your index page.

4. Hide Document Level Display Order: Within your index, you can choose to hide the document
level display order, located on the left side of your index page.

5. Use Global Ordering: Numbering will remain sequential regardless of whether sub-sections
are used.

6. Number Index Pages Separately: Will apply alternative numbering to index pages. Numbering
will appear in the format: i, ii, iii etc.

7. Show Document Date on Index Page: If you have chosen to include the document date within
your bundle, select this option to include the date within your completed index.

8. Remove Global Index Pages: This will remove the index page that appears at the
beginning of your bundle.

9. Number Global Index Pages: This include the global index page - the index page that appears
at the beginning of your bundle — in the numbering sequence.
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Font & Style:

Generate Bundle

Description

Bundle Title Page
Bundle Intro Document
Watermarking

Index Pages

Font & Style

Section
7N\

| Times (bold) ( o D | 11.25pt

S

Document

‘ Times e ‘ ‘ 1 .25p0t

Page Number

Courier (bold) = ‘ ‘ 12pt

Section: Choose a font and font size for the section headings.
Document: Choose a font and font size for the document names.

3. Page Number: Choose a font and font size for the page numbers that appear on your bundle.
For example, the numbering that appears at the bottom right of each page of your bundle.
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Section Pages:

1
I \Watermarking >

I Index Pages >
I Font & Style >

Section Pages v
Oclude Section Title Pages i 1
Mumper Section Index Pages i 2
Remove Section Index & Title Pages i 3
Generate with volumes 1 4
Hice Volume Level Display Order 1 §
Generate without Documents i 6

Generate as Source-Zip i 7

1. Include Section Title Pages: When generating a bundle users have the option to include
section title pages within their bundle. By selecting ‘Include Section Title Pages’, a title page
will be inserted before each new section in your completed bundle.

Please note: To upload title pages for sections of your bundle, this can be done through the
‘Edit Section Details’ button. This is located to the right of each section of your bundle.

2. Number Section Index Pages: By default, if you create multiple sections for your bundle,
Bundledocs will automatically generate individual section index pages. Select this option if you
wish to include these pages within your index and page numbering scheme.

3. Remove Section Index & Title Pages: For those that have created multiple sections,
Bundledocs automatically generates index pages for every section of your bundle. Select
‘Remove Section Index and Title Pages’ if you wish to remove these index pages and any
section title pages.

4. Generate with Volumes: Select ‘Generate with Volumes’ to generate a bundle with volumes.
Please see our ‘Working with Volumes’ section for more information.

5. Hide Volume Level Display Order: Select this option to hide the volume level display order
from your completed index. This will removed the numbering that normally appears to the
left of your volumes/sections. For example: “1. Brief to Counsel” will now appear as “Brief
to Counsel”.

6. Generate without Documents: Select this option to generate a bundle without any
uploaded/included document.

7. Generate as a Source-Zip:

Top Tip: Select the options ‘Remove Section Index & Title Pages’ and the ‘Generate without

Documents’ option to simply generate the index for your bundle. Once generated, this can
be securely shared with outside counsel — or any third party.
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Page Numbering

Generate Bundle

Description

Bundle Title Page
Bundle Intro Document
\Watermarking

Index Pages

Font & Style

Section Pages

${ v v v v v v w

Page Numbering

tart Pane Mumbering

Prefix Page Number ¥With Section Number

Supress 'Page(s)’ column on Index Pages

Supress Page Numbering on Documents

Number Position Vertical BOTT! Number Positieh Horizental Rl
BOTTOM RIGHT

1. Restart Page Numbering: Select if you wish to restart the numbering at the beginning of each
section.

2. Prefix Page Number with Section Number: Choose to include both the section number and
page number within your numbering scheme. For example: A.1, A.2, A.3

3. Surpress ‘Page(s)’ column on Index Pages: Select this option to hide the page numbering
column (that appears on the right) from both your index and section index pages.

4. Surpress Page Numbering on Documents: Select this option to hide page numbering from all
pages of your bundle.

5. Number Position Vertical Bottom: Choose from the dropdown menu where you wish to place
your numbering on the page — Bottom or Top.

6. Number Position Horizontal Right: Choose from the dropdown menu where you wish to place
your numbering on the page — Left, Centre or Right.
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Bates Numbering

Bates numbering is a method of indexing legal documents for easy navigation and retrieval. With

Bundledocs, users can specify how they want their numbering to appear. For example, users set the
number starting point, the length of the page number, the bates prefix and the bates suffix. See the
images below.

Generate Bundle

Description

Bundle Title Page
Bundle Intro Document
Watermarking

Index Pages

Font & Style

Section Pages

Page Numbering

< vV v v v v v v v

Bates Numbering

age Mumber

Bates Stau Bates Length
1 art 1 Bates Start
Bates PreTis Bates Suffix

i | Bates Start 0 | Bates Start

1. Select if you wish to include bates numbering within your bundle.
2. Fill'in the fields provided and select ‘Generate’.

James V Piper00003BUNDLEDOCS

a result of the negligence of the Defendant as aforesaid the Plantiff sustained the following
ticulars of Special Damages:-

mage to motor vehicle

1. Bates numbering as it appears in a PDF bundle.
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Merging Files:

Merge Documents:

” bundIEdOCS info@bundledocs.com=
B s B ¢ @v F4 - Test1)James v Piper
2
> 1 ... Brief to Counsel

2 ... Pleadings

... Book of Correspondence

4 ... Attendances and Statements

3 ... Medical Report

W
(7]

=i E 5.1 ... Medical Report Dr Hansen Part 1

& EF 5.2 ... Medical Report Dr Hansen Part 2

> i 6 ... Engineers Report

EéEEEEEE

1. Select the files you want to merge. Once a file is selected the icon will appear in red.
2. Select the ‘Merge’ button.

” bund|9dOCS info@bundledocs.com~-

E # “ L 4 7‘ - H ~ TES11|James V Piper

? = 1 ... Brief to Counsel
? = 2 ... Pleadings

... Book of Correspondence

W
(%)

> i 4 ... Attendances and Statements
v i 5 ... Medical Report

& E 5.1... Medical Report Dr Hansen o

> i 6 ... Engineers Report ﬂ =]

1. The documents have now been successfully merged. By default the new merged documents
will take the name of the first document in the merge sequence. This file can be easily re-
named. Simply press ‘save’ to update the order of your documents.
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Clear Merge Selections

When merging documents within Bundedocs, firstly you will need to select any documents you wish
to merge. In some cases, you may have a number of documents selected and then may decide that
you no longer want to merge these files. To clear any selections made, simply do the following:

". bl..lrl dle d ocs 2 nfo@bundledocs. com -

i) § “ ¥ A@I ~ TES11 |James V Piper

b E 1 ... Brief to Counsel m E
» E 2 ... Pleadings m E
» i 3 ... Book of Correspondence m E
¥ E 4 . Attendances and Statements m E
w E 3 ... Medical Report m E

- E 3.1 ... Medical Report Dr Hansen Item 1
& E 3.2 ... Medical Report Dr Hansen Item 2
= E 3.3 . Medical Report Dr Hansen Item 3

F=i E 3.4 ... Medical Report Dr Hansen ltem 4

» i 6 ... Engineers Report

All selected files are marked in red, as shown above.
2. Toclear all selections made, select the arrow next to the ‘Merge’ option.
From the dropdown, select ‘Reset’. This will automatically clear all selections made.

=

w
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Download Bundle:

Once your bundle has been generated it is ready to download. Bundledocs automatically emails the

completed bundle to you, however, users can also access their bundle within their account by selecting
the ‘Download’ button. All bundles can be downloaded at any time and as many times as you need.

8 bundledocs 1
— S v - [ - TEs111) James v Piper

infe@bundledocs.com ~

1 ... Brief to Council
- Pleadings

3 ... Book of Commespondence

W
[X]

4 ... Attendances and Statements

> = 5 ... Medical Reports

L IEEE AR SREE SREE NEEE

> = 6 ... Engineers Reports

1. Click here to download your completed bundle.

Download

Choose a Bundle receipt

| Last Thursday at 4:53 PM ... James % Piper

= @! QCR

1. The download button allows you to access a copy of the last five bundles you generated for
this case. Select the bundle you want to download from the dropdown.
2. Select ‘Download’
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Collaborate with Others:
Securely Send (Forward bundle to 3™ party)

Bundledocs allows users to forward a security protected bundle to third parties. This is particularly

useful for users generating large bundles, which may be too large to send via email. Furthermore, any
bundle can be sent to third parties, regardless of their location.

U’. bundledocs info@hundledacs.com-

B G)\ - 1 - tEst1)James v piper
>

» E ~ 1 Briefto Counsel = ﬂ =
> ~ 2 Pleadings b d m ]
b E ~ 3 Book of Gorrespondence » m ]
> E ~ 4 Aftendances and Statements » ﬂ a
by ~ 5 | Medical Reports - m ]
3 ~ B Engineers Reports » m =

1. Click on the ‘Download’ button.

Download

Choose a Bundle receipt

Last Thursday at 4:53 PM ... James ' Piper

=i &@OCR

1. Select from the dropdown which bundle you want to forward
2. Select ‘Forward’
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Forward Bundle to Third Party

Bundle

Last Friday at 4:08 PM ... Completed Brief

Email

1
A=

Password 2
@ briefd9310

Message Q

1. Insert the email address of the recipient you want to download this bundle.
Provide a password to ensure only the intended recipient can download this bundle.
Don’t want to type a password? Simply select the lock icon, as highlighted above, to
automatically generate a password.
3. Write a message to the recipient, if you wish.
Press ‘Send’.

Forward Bundle to Third Party o
‘/ An invitafion has been sent fo isa@legalitie. They wil be able fo .
download this bundle one fime only.

info@bundledocs. com -+

8 bundledocs

> E 1 ... Brief to Counsel
> E 2 ... Pleadings

> = 3 ... Book of Correspondence

> = 4 ... Attendances and Statements

» E 5 ... Medical Report

> E 6 ... Engineers Report

1. Once an invitation has been sent a window will appear on screen (as shown above).
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V% bundledocs

Info@bundledocs.com has
Invited you to download a
completed document bundle!

Password( brief4910

Use the link in the previous email and the password in this one to
download this bundle.

1. The recipient will be sent an email containing the password needed to view the bundle.

Info@bundledocs.com has
Invited you to download a
completed document bundle!

Please Review

You will receive a second email shortly containing a password that you
can use to download this bundle.

You may download this bundle one time only.

Clicking download below will take you to a download page where you
can enter a bundle password.

1

Download

1. The recipient will then be sent an email with a ‘Download’ button.
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Creale an account Bundiedocs Website Preview Bundle Login
unailecocs

Enter bundle password to download a bundle —_

Bundle Password: ’bnef491g[ )
=) ‘

2

1. To download the bundle, the recipient will need to provide the password. This password was
emailed to the recipient previously (ie. brief4910).
2. Select to ‘Download’ the bundle.

“’ bu ndledocs Create an account  Bundledocs Websile  Preview Bundle  Login
Enter bundle password to download a bundle —
Bundle Password: Bundle Invilation Password

Click the bundle description below to download —_
<

1. If the password is correct, the recipient will click on the case title to download the bundle. For

example ‘James V Piper’
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Collaboration

Collaboration is designed to allow you to effortlessly work with colleagues and/or external third parties

such as outside counsel. Unlike Groups, Collaboration allows you to choose individual bundles you
would like to collaborate on. With a number of access types you can choose what access you would
like to give each collaborator.

DOWNLOAD UPLOAD UPDATE GENERATE MIGRATE DELETE

Downloader v X X X X X
Contributor v v v v X X
Owner v v v v v v

Add a Collaborator

Update Bundle

Code {e.g. ABC20A) ;

& TESN

Title {e.g. James v Piper) i

James v Piper

G

I Advanced

Collaborators

Add Collaborator by Email 3
& Contributor ® = ( lisa@bundledocs com

2

I Migrate

1. Select the ‘Edit Details’ icon to the right of your case
Within the ‘Collaborators’ section, choose the collaborator type from the dropdown (for
example: Downloader, Contributor or Owner).

3. Type the email address of the recipient in the field provided

4. Click ‘Collaborate’ to send the invitation to collaborate to this recipient.
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Any Case Collaborators that have been invited to collaborate on this case will be listed within the

‘Collaborators’ section.

Update Bundle
Code (e.g. ABC20/1) i
@ TESN

Title (e.g. James v Piper) i

James ¥ Piper

I Advanced

Collaborators

Add Collaberater by Email 3

& Contributar -

undle Collaborators ;

& lisa@bundledocs.com

I Migrate

Delete Open

Revoke Collaborator Access

Update Bundle

Code (e.g. ABC20M) ;

& TESN

Title (e.g. James v Piper) j

James ¥ Piper

I Advanced
Collaborators

Add Collaborator by Email ;

& Contributor > = Email

Bundile Collaborators ;
s Ilsa@bundeduts.cu@

I Migrate

1. Select the ‘Edit Detail’ icon, this is located to the right of your bundle.
2. A window will appear. Within the ‘Collaborators’ area any individuals that have been invited
to collaborate on a bundle will be listed. Simply select the Red X to remove any user.
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Reveal Collaborators of a Bundle

Collaborators

Collaborators

Add Collaborator by Email i

& Contributor - = Ermail Collaborate

le Collaborators 3

& lisa@legalit ie u & lisa@bundledocs.com

1. Selectthe ‘Collaborators’ icon —to the right of your bundle - to reveal the current collaborators
for each bundle.
2. A window will then appear. All bundle collaborators will be listed.

Reveal Owner of a Shared Bundle

User Email

info@bundledocs.com
2

1. A Group Share icon will appear beside each bundle for all collaborators.
Once selected, a window will immediately appear. This will show the user that created this
bundle.

Note: This icon does not appear if you are the person that created the bundle.
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What steps does the Invited Collaborator need to take?

V® bundledocs

Would you like to collaborate on
the following bundle?

TESTT

Fames ¥V Diper

Zlick 'Accept' below to collaborate on this bundle, oryou can choose to
ignore this requ est.

Accept

1. If the recipient has already created a Bundledocs account, they will receive an email asking

them to accept the invitation to collaborate.
2. They will need to select ‘Accept’ to become a collaborator.
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If the invited collaborator has not yet created a Bundledocs account, they will receive the following

email:

U# bundledocs

You've been invited to join
Bundledocs!

Eueenz TS R B 5 QUL S R v e R e e
It B R £t e s,

Oy oTyon T colkeaq 1es wark yon Dwork with tem batbetom contribatg
Troyonr Aretbaedk we adi ke yion do the il g :

1. Downlead e Training Manual: Onr t@&kig maal codle
Ll Pyth [ on beed 10K oW 10 Grede the pe mRCtonndk 00 hethe ryonan:
cregtivg worr fietbnndie or require mor: adianced kg res, onrmanal
can guide yion throng b tall. Dowekbad Complk Gk

2. Activate Gulck StartGuids: The ks Sart Guide bighliight e sepe
T I A0 Ceree e o PTREEE ke LA R yron APEEE U] b Db Dy F ACo b,
press the "Qoick SAM brton Dactiuge te feps.

Hyion weed 3y 367 ENGe , expe M bce 3Ny 2162 OF 120e 30y COMM e,
pleare pop 05 31 em 3l 3t @b pdkdocs com o BK e Wit o o te
Bupdiedoss ®am . SMphy e kctthe e e Qallve? B, I the botiom right
AT T OO T DRoWEe T Dokt o ns . e e aMiays k3py D ke

Toactuae yonr accont, Click on the *Actu=e' brtioy b o

1. An account has already been created automatically for the collaborator. To complete the
account creation, the recipient will need to select ‘Activate’. They will be asked to set a
password for their account. Once this is done they will be able to login to their Bundledocs

account.



Once the recipient has accepted the invitation to collaborate and/or created their account, the
following screen will appear.

¥# bundledocs

1. Simply select the ‘You are now a collaborator on this bundle!” to proceed.
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Migrate a Bundle

Within Bundledocs you have the option to migrate a case to another user. This option will move
ownership of a bundle from one user to another. Therefore, this step will remove the case from your
account and it will instead be moved directly into the recipient’s Bundledocs account.

Update Bundle

Code (e.g. ABC20/1) i

G | TESN

Title (e.g. James v Piper) i

o James v Piper

Advanced
Collaborators

Migrate

New Befidle Owner Emams,
g lisa@bundledocs.com

EEE e

Select the ‘Edit Details’ option. The ‘Update Bundle’ window will appear.

Expand the ‘Migrate’ section
Type the email address of the person you wish to share the case with in the field provided

P wnNe

Select ‘Migrate’
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Update Bundle

Code (.g. ABC20/1)

4 TESN
Title (e.g. James v Piper)

James v Piper

G

Share

I Advanced

Migrate

New Bundle Owner Email

= lisai@bundledocs.com

sting migrations for this Bundle

lisa@bundledocs . com

Open ‘ 3 Update

1. An ‘Active Case Migration Invitation’ will appear on screen.

Note: You can revoke migration access by selecting the ‘X’ icon.



V8 bundledocs

iInfo@bundledocs.com has
Invited you to take ownership of

the following case!

TESTO01 - James V' Piper

If you do not wish fo accept this invitation then please ignore this
message. The invitation will expire in 24 hours

If you choose to accept this invitation just click on the button below and
follow the onscreen instructions

Accept Case Migration Invitation

1. The recipient will receive an email inviting them to take ownership of the bundle, as shown

above.

Once the recipient has accepted the invitation, the case will immediately appear within their

account and will no longer exist within the account from which it was originally sent.
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Additional Features:
Edit Section Details:

Change Section Name

Edit Bundle Section

DescpLiptom &
Pleadi
9

Advanced

I Section Title Page ;

Blank Document i

Update

Select the ‘Edit Details’ option. A window will then appear.
Type the name within the ‘Description’ field provided. For example, change “Default Bundle
Section” to “Pleadings”.

3. Select ‘Update’.

Advanced

Add a border colour to sections

” bundIEdOCS info@bundledocs.com~

E & “ ¥ A < H -~ TES11|James V Piper

v = 1 ... Brief to Counsel m E

v Qi 2-- Ploadings [ |

s PP® 21.. cviBin

- F 2.2 ... Appearance n Eb

F=i F 2.3 ... Notice For Particulars

1. Select the ‘Edit Details’ icon, located to the right of each section.
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Edit Bundle Section

Description

‘ #f0000

M

Section Title Page

Blank Document

1. The ‘Edit Bundle Section’ window will appear. Within the ‘Border Colour (optional)’ field, click
in the area to reveal the colour options.
Once this area is selected, a number of colour options will appear. Select a colour.
Select ‘Update’

+Up @In QOut &

Narice For Derriruiars

Regly to Mokice Sor Particidan
Dwfance

Matice of Trizl

List of Speeisl Damasss

Section C: Book of Correspondence
1 Lertter to David Pipar 06-04-2000

Letter to Allinz Insurance 26-03-2000 WP

Lesves 1o Dedindare Salirtiars 00-04-2002

Litter From Defendart Solicitors 17-04-2002

Letter to Defimdaxt Selicitors 274082000 WP

Lestter From Defendant Seliciers 01-09-2003 WP

Letter From Defandar Soliciors 13-01-2004 0P

Latter to Defendaze Selicitars 02-02-2004

Lutter to Defindant Selicitors 30-03-2005
Section D Attendance: nad Statements

Accidess Bepon 1o Insurer
Statement of Michaa] Tames
Estimate For Repars
Amsndmece [&04-2000

1. The colour option selected for this section will appear in the Index page, as shown above.
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+Down 4Up @In QOut &

Section B
Pleadings
Index

Cil B

Appearmce

Wetica For Particulars

Ragly 1o Natsce Soe Dartecilan
Dufance

Wetice of Trizl

List of Sperisl Damams;

1. The colour chosen will also appear on the right side of both the section title and section index

page within your completed bundle.

Copy/Duplicate/Xerox

Edit Bundle Section

Description i

. Pleadings
G g

Advanced

Border Color i

HAfE

Include/Exclude i

Included

CopylDuplicate/Xerex i

| TES11-1 ... James v Piper

Copy

1. Within the ‘Edit Bundle Section’ window, expand the ‘Advanced’ section.
2. Within the ‘Copy/Duplicate/Xerox’ area, select a section from the dropdown.
3. Select ‘Copy’ to copy this complete section and all documents contained within it.
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Section Title Page

With Bundledocs, users have the option to include Bundle Title Pages and/or Section Title Pages within
their bundle. Unlike the Bundle Title Page that appears at the beginning of your bundle, the Section
Title Pages will appear before each section of your bundle. In order to include Section Title Pages,

please follow these instructions:

“ bl.lnd|EdOCS info@bundledocs.com ~

E & & ¥ ;‘ - H - TES11/1 | James V Piper

» E 1 ... Brief o Council = 1

w i 2 ... Pleadings ﬂ '
& El 2.1 ... Civil Bill n v

1. Select the ‘Edit Section Details’ icon. This is located to the right of your section. A window will

then appear.

Edit Bundle Section

Description

G Pleadings

Advanced

Section Title Page
——————
Choose Title Page to Upload
e —

Drop documents here to upload

Blank Document

1. Expand the ‘Section Title Page’ section
Select the ‘Choose Title Page to Upload’ button to upload a title page for this section.
Please note: Simply repeat this steps to include Section Title Pages in additional sections.
3. Once uploaded, select ‘Update’.
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When generating your bundle, follow these instructions to ensure that your Section Title Pages is
included within your completed bundle:

1.
2.

Generate Bundle

Description

Bundle Title Page
Bundle Intro Document
Watermarking

Index Pages

Section Pages 2

e
{ ~ mncude Section Titke Pages )
—
Number Section Index Pages

Remove Section Index & Title Pages

Select the ‘+’ next to the ‘Index and Section Pages’.

Select the ‘Include Section Title Pages’ option. This will automatically add any uploaded
Section Title Pages at the beginning of each section of your bundle.

Download/Preview Section Title Page

“ bl.lnd|EdOCS info@bundledocs.com ~

. o+ & ¢ - H - mEs111)sames vpiper

» E 1 .... Brief fo Council ﬂ
v = 2 ... Pleadings ﬂ

&

&

&

&

SN BT

o
o
oo
@ 2o

Civil Bill

Appearance

Naofice For Parficulars

Reply to Notice for Parficulars

1. Select the ‘Edit Details’ icon. This is located to the right of your section.
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Edit Bundle Section

Description

G Pleadings

Advanced

Section Title Page

G2

Choose Title Page to Upload

Drop documents here to upload

Blank Document

1. Expand the ‘Section Title Page’ section
2. Select the button (highlighted above) to preview a copy of your section title page. Within the
preview window you will also have the option to download a copy of any uploaded file.

Delete Section Title Page
“ bundIEdocs info@bundledocs com -

B o+ & ¢ X - H - wes111)James vPiper

> = 1 ... Brief to Council ﬂ
v = 2 ... Pleadings ﬂ
& El 2.1 ... Civil Bill

- E 2.2 ... Appearance

Ll
=1

b

& E 2.3 ... Nofice For Parficulars

\Z

& E‘ 2.4 ... Reply to Notice for Parficulars

1. Select the ‘Edit Details’ icon. This is located to the right of your section.
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Edit Bundle Section

Description

G Pleadings

Advanced
Section Title Page

& Preview

Choose Title Page to Upload

Drop documents here to upload

Blank Document

1. Expand the ‘Section Title Page’ section.
2. Select ‘Delete’ to remove the title page for this section. You can easily upload another title
page if you wish.
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Blank Document

The ‘Create Blank Document’ feature allows users to upload a blank document into their bundle. This
feature is perfect for users that want to create their bundle but may not currently have the relevant
files. The ‘Create Blank Document’ feature inserts a blank page in the bundle where the item should
be. Furthermore, the blank page is indexed, thus ensuring that your bundle is correctly indexed and

paginated.

” bundledOCS infoE@bundledocs.com-

B o+ & ¢+ 2 - H - tEs11)samesvriper

>

> E ~ 1 Brief to Counsel w “ i

5 ~ 2 Pleadings - “ e

b T ~3 Book of Correspondence  J “ ]

1. Select the ‘Edit Details’ icon. This is located to the right of your section.

Edit Bundle Section

Descriptieh

G Pleadings

Advanced
Section Title Page

Blank Document

Create

Select the ‘+" beside the ‘Create Blank Document’ section.

Provide a description for the blank document. This will appear in the index.
Specify the number of blank pages to be inserted within the bundle.

Select ‘Create’.

P whNhe
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Delete a Section

” bundIEdOCS info@bundledocs.com~

B o+ & ¢ 2 - H - Est1]James VPiper

b

1 ... Brief to Counsel

-

2 ... Pleadings

A

3 ... Book of Correspondence

... Attendances and Statements

v

5 ... Medical Report

b

6 ... Engineers Report

<

v
[

T ... Other Documents

=
=
]
]
]
]

1. Select the ‘Edit Details’ icon, located to the right of each section. A window will appear.

Edit Bundle Section

Description

Other Documents

G

Advanced

Blank Document

I Section Title Page

2. Within the ‘Edit Bundle Section’, select the ‘Delete’ button. The section will then be deleted.
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Edit Document Details:

Rename Document

Edit Bundle Document

ption

Entry of Appearance

I Advanced

I Replace

1. Select the ‘Edit Document Details’ icon. This is located right of your document.
Within the ‘Description’ field, type the new name for the document
To complete, select ‘update’.

Top Tip! Remember to quickly rename any document or section, simply double click the title

to easily re-name
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Advanced
Page Range

Our Page Range feature enables you to specify what pages (of any uploaded document) you would like
included within your bundle. This is great if you do not want specific pages included within your
bundle. Let’s take a closer look...

“ bundleldﬂcs info@bundledocs.com ~

E & “ ¥ ;\ - H ~  TES11 | James V Piper

> = 1 ... Brief to Counsel
> E 2 ... Pleadings

hd = 3 ... Book of Commespondence

¥y ¥ N

) El 3.1 ... Scan 29615

5

= 3.2 ... Letter to David Piper 06-04-2000

oy

3.3 ... Letter fo Allianz Insurance 26-05-2000 WP

3.4 ... Letter to Defendant Solicitors 09-04-2002

TH
s @
G

oy

1. Select the ‘Edit Document Details’ icon. This is located right of your document.

Edit Bundle Document

Description

G Scan 29-6-15

Advanced

Page Range [1,3-5] Split Range [1,2,3-5]

82 G | Split Range [1.2,35]

Options

1. Within the Page Range section, choose which pages you would like included within your
bundle. Based on the above example, we are choosing to include page 1 and pages 3-5.
Therefore, we are choosing to exclude page 2.

2. Click update.

Top Tip: Remember not to include spaces when typing your page range.
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Remember, you can revert to the original document at any time. Simply do the following:

Edit Bundle Document

Description

G Scan 29-6-15 .

v
1 s
Advanced @

Page Range 2 Split Range [1,2,3-5]

@ ( Page Range [1,3-5] G | Split Range [1,2,3-5]

Options

1. Clear the ‘Page Range’ field. Doing so will restore the document to its original form ie all pages
included.
2. Select ‘Update’.
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Split documents (Split Range)

The Split feature makes dividing documents simple. It is designed for users that only need specific
pages from large documents included within their bundle. This is particularly useful for firms that scan
large amounts of documents. Users simply specify how they want their documents to be split and
Bundledocs will create individual PDF files of the sections specified.

Commands to know:

Comma , A page number preceding the comma will be created within a single PDF.

Dash = | A dash located between two numbers will create a single PDF with multiple pages.
" bundle docs info@bundledocs. com

B o+ & ¢ - H - Es11)James vPiper

> E 1 ... Brief to Counsel
> = 2 ... Pleadings

hd = 3 ... Book of Comrespondence

& !.. 3.1 ... Scan 29615

El 3.2 ... Letter to David Piper 06-04-2000

¥ " =%

5

L]

Li]
=
(%]
(%]

. Letter to Allianz Insurance 26-05-2000 WP

Li}
=
[
Y

.. Letier to Defendant Solicitors 09-04-2002

L]

? 3.5 ... Letter From Defendant Solicitors 17-04-2002

,

L1}
=

... Letter to Defendant Solicitors 27-08-2002 WP

1. Select the ‘Edit Details’ icon, located next to the file you want to split.
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Edit Bundle Document

Description

G Scan 29-6-15

Advanced

Page Range [1,3-5] Split Range [1,2,3-5]

& | Page Range [1,3-5] G @ 2

Options

1. Select Advanced to expand this section
Choose the Split Range to specify how you want to split the document. In our example we
have selected 1, 2, 3-5. With this example Page 1 will be included in one PDF; Page 2 will be
included in another PDF; and pages 3, 4 and 5 will be included in another singlePDF document.
3. Select Update.

Top Tip: Remember not to include spaces when typing your split range.

“ bundIEdocs info@bundledocs.com -

B o+ & ¢ 2 - H - st sames vriper

» = 1 ... Brief for Council
> E 2 ... Pleadings

A = 3 ... Book of Comrespondence

BB - scan29515 1

a

& 5.2 ... [1] Scan 29615

8 E. 3.3... [2] Scan 29.615 2
& 3.4 ... [3-5] Scan 29615

The original document remains.

The new split PDF documents are inserted within the same folder.

You can simply double click to easily re-name any document. Then drag and drop the
documents where you want them to appear.
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Use Original Document in Bundle

With Bundledocs you can upload documents, images etc. and your files will be automatically scaled to
fit A4 size. This ensures consistency when working with a wide range of documents. In some cases
however, you may want to keep the original scales. That's where our ‘Use Original Document in
Bundle’ option comes in. It is particularly useful when working with maps, landscape documents etc.

Remember: Currently this feature is only available for PDF files.

Edit Bundle Document

Description
Civil Bill

G

A
Advanced 2 @
E

Page Range [1,3-3] Split Range [1,2,3-3]
G | Page Range [1,3-5] @ | Split Range [1,2,3-5] 4

3 Options

Pl

‘ v Use original document in bundle?
S

Select the ‘Edit Details’ icon. This is located to the right of any uploaded document.
Expand the ‘Advanced’ section.

Select the option ‘Use original document in bundle’.

Click ‘Update’ to complete.

el

Top Tip: Within your account setting you can set this option as a default for all uploads.
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Late Insert Document

Edit Bundle Document

Descriptien i

. Civil Bill
G

Advanced
Page Range [135] i Split Range [1,2,35] i

@ | Fage Range [1,3-9] G | SplitRange [1.2,3-9]
QOptions

Use original document in bundle? i

Rotate i

1. Within the ‘Edit Bundle Document’ window, expand the ‘Advanced’ section.
2. Select the option ‘Is this document a Late Insert?’.
3. Select ‘Update’.

'm bundledocs infof@bundledocs.com~
B o+ & ¢+ 2 - Hll- test)JamesvPiper ﬂ
>
> E w1 Brief toe Counsel » n i.
v w2 Pleadings 'Y Inc =]

o i -os[ow Q-

& E w 2.2 Appearance

1. A box will automatically appear around your document. This will only appear on-screen as an
indication to illustrate that this document is a late insert.

Once generated any document that has been marked as a late insert will have alternative
numbering applied. Therefore this will not affect your original document numbering.
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Preview an Uploaded Document

Edit Bundle Document

Description i

o Civil Bill

Advanced

Page Range [1,35] ;i Split Range [1,2,35] i

G | Page Range [1,3-3] G | SplitRange [1,23-9]
Optiens
Use ariginal document in bundle? i
Is this document & Late Insert? i

Preyi

& Freview document

Rotate ; DeSkew j

Page humber — Rotate 180° Page Number I DeSkew

Display Date Display Date Format

2016-01-13 do-khd-yayy 13-01-2016

1. Select the ‘Edit Details’ icon and a window will appear.
2. Within the ‘Advanced’ section, select ‘Preview Document’ to launch a preview window. From
this you will be able to scroll through and review the contents of your document.

Top Tip: Did you know you can quickly preview any uploaded document using the icons that
appear to the left of any uploaded document. Simply click once on the icon and the preview
window will automatically launch.
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Rotate an Uploaded Document

Edit Bundle Document

Description i

o Civil Bill

Advanced

Page Range [1,35] i Split Range [1,2,35] i
G | Page Range [1,3-3] G | SplitRange [1,23-9]
Optiens
Use ariginal document in bundle? i

15 this document a Late Insert? i

Preview i

& Preview document

Rotate ; DeSkew ;
Page humber — Rotate 180° Page Number I DeSkew

Display Date Display Date Format

2016-01-13 = do-khd-yayy 13-01-2016

1. Select the ‘Edit Details’ icon and a window will appear.
2. Within the ‘Advanced’ section, you can rotate the entire document or select individual pages
to rotate.
a. Rotate All Pages: To rotate all pages of this uploaded document, select ‘Rotate180°
b. Rotate Individual Pages: To rotate individual pages of any uploaded document,
simply insert the page number in the area provided and select ‘Rotate180°.
Once selected, a preview window will automatically appear. From this you will be able to
review the changes made. Simply click away to exit the preview screen.

If at any point you would like to revert to the original version of the document, simply select
this option again.
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DeSkew an Uploaded Document

The ‘DeSkew Document’ feature allows you to easily re-align any uploaded document. This is great for
those that work with scanned documents that may have been scanned in and appear slightly off

centre.

Edit Bundle Document

Description §

o Civil Bill

Advanced

Page Range [1,3-5] i Split Range [1,23-5] i
& | Page Range [1,3-9] @ | SplitRange [1,2,3-9]

Optiens
Use original document in bundie? i
Is this document a Late Insert? i

Preview i

& Preview document

Rotate j DeSkew j
Page Nurmber +~ Rotate 180° Page Number @

Display Date ; Display Date Format i

2016-01-13 do-Mh-yyey 13-01-2016

1. Select the ‘Edit Details’ icon and a window will appear.

2.  Within the ‘Advanced’ section, you can deskew the entire document or select individual

pages.

a. DeSkew All Pages: To deskew all pages of this uploaded document, select ‘DeSkew’
b. DeSkew Individual Pages: To deskew individual pages of any uploaded document,
simply insert the page number in the area provided and select ‘DeSkew’
Once selected, a preview window will automatically appear. From this you will be able to
review the changes made. Simply click away to exit the preview screen.

If at any point you would like to revert to the original version of the document, simply select

this option again.



Display Date & Display Date Format

Please see our ‘Working with Document Dates’ section for more information.

Include/Exclude a Document

Edit Bundle Document

Description i

Civil Bill

Advanced

Page Range [1,3-5] i Split Range [1,2,3-5] i

G | Page Range [1,3-5] G | SplitRange [1,2,3-9]
Options
Use original document in buncle? i
Is this document a Late Insert? i

Preview i

& Preview document

Rotate j DeSkew j

Page Number + Rotate 180° Page Mumber T DeSkew

Display Date i Display Date Format i

201e-01-13 do-mM-yyyy 13-01-2016

Copy/Duplicate/Xerox i

1 Copy

1. Select the ‘Edit Details’ icon, located to the right of your file.

2. The blue ‘Inc’ icon indicated that this document is ‘included’ in your bundle. This is the
default setting. The red ‘Exc’ icon indicates that this document is ‘excluded’ from your
bundle. Simply select the icon to choose to inc/exc this document.

Note: Any ‘excluded’ document will appear with a strike-through, within your account.
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Copy a Document

Edit Bundle Document

Description ;i

Civil Bill

Advanced
Page Range [1,35] i Split Range [1,2,3-5] i
& | Page Range [1,3-8) & | SplitRange [1,2,3-9]
Options
Use original document in gundle? i
15 this document a Late Insert? i

Preview j

& Preview document

Rotate i DeSkew ;
Page Number + Riotate 160° Page Number T DeSkew
Display Date ; Display Date Format ;

2016-01-13 do-hhd-yyyy 13-01-2016

Include/Exclude 3 pficate/Xerox i

&1 Copy

Document Info
21 20M16-01-13  Civil Bill. pdf & pages 190 KB

Select the ‘Edit Details’ icon, located to the right of your file.
Within the Advanced section, select ‘Copy’ to create a copy of your document.

3. The copy of your document will become immediately available. Simply double click to
rename.

Note: Any copied documents will immediately appear at the end of this section.
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Document Info

Edit Bundle Document

Description ;i

Civil Bill

Advanced
Page Range [1,35] i Split Range [1,2,3-5] i
& | Page Range [1,3-8) & | SplitRange [1,2,3-9]
Options
Use original document in gundle? i
15 this document a Late Insert? i

Preview j

& Preview document

Rotate i DeSkew ;
Page Number + Riotate 160° Page Number T DeSkew
Display Date ; Display Date Format ;

2016-01-13 oo M-y 13-01-2016
Include/Exclude j Copy/Duplicate/Xerox i
Included & Copy

Document Info
21 20M16-01-13  Civil Bill. pdf & pages 190 KB

1. Select the ‘Edit Details’ icon, located to the right of your file.
2. Within the Advanced section you will be able to view the information for this document.
Information includes: Original document date, document name, number of pages, file size.
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Replace Document

With Bundledocs you have the ability to easily replace any uploaded document. Simply follow these

steps:

“ bl.lnd|EdOCS info@bundledocs. com -

B o+ & ¢ 2 - H - Esi1]ames vPiper

> = 1 ... Brief to Counsel u
A E 2 ... Pleadings m

8 PP 21.cwis

- ? 2.2 ... Appearance

& g 2.3 ... Notice For Parficulars

F-3 E 2.4 ... Reply to Nofice for Parficulars n 'j

& E- 2.5 ... Defence

& E. 2.6 ... Nofice of Trial

1. Select the ‘Edit Details’ icon, located to the right of each file

Edit Bundle Document

Description

G Civil Bill

Advanced
Replace

Choose Document to Upload
e ——

Drop documents here to upload

1. Select ‘Replace’ to expand this section
2. Select ‘Choose Document to Upload’ and upload the relevant file.
3. Click ‘Update’
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Delete a Document

Edit Bundle Document

Description i

Appearance

G

I Advanced

I Replace

Delete Close Update

1. Select the ‘Edit Document Details’ icon and a window will appear.
2. Select the Red ‘Delete’ button to delete this document.

Top Tip: If you want to delete multiple documents from Bundledocs then simply create a
section. Move any document you want to delete into this section. Even better, use our ‘Selecting
Multiple Items’ feature to easily move multiple files at once (This is covered in our ‘Key Functions
’ section). Then delete this section. This will delete the section and all documents contained
within.
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Advanced Features:
Work with Templates:

Create a Template

“ bl.lnd|EdOC5 info@bundledocs.com -
T
= New Bundie 1
—
Created Code Title
search
Bundles

2015-06-25 16:37.03  TES11 James V Piper m

1. Select the ‘Create a New Case’ button.

New Bundle

Advanced

Make this bundle available to groups?

Access Type

| TEMPLATE

Create from a template

| -standard-template-

Create

Provide a Unique Code (eg. a file reference) and name for your template.
Expand the ‘Advanced’ section. Within the ‘Access Type’ section, select the dropdown. From
the dropdown options, select “Template’.

3. Select ‘Create’ to complete.

87



Create a Bundle from a Template

“ bund|EdOCS info@bundledocs.com -
e
== New Bundle 1

—
Created Code Title

search

Bundles

20150625 16:37.03  TES11 James V Piper m

1. Select the ‘New Bundle’ button.

New Bundle
Code (e,g
test11/1

tle (e.g. James v Piper)

James v Paul

Advanced

Make this bundle available to groups? i

Access Type\i

BUNDLE /

S

Create from atemplate

‘ Ino template chosen-

-standard-termplate-

TEMP1

1. Provide a Unique Code (eg. a file reference) and Case Title
Expand the ‘Advanced’ section.

2. Within the ‘Access Type’ section, select ‘Bundle’ from the dropdown.
Within the ‘Choose Template’ section, select the dropdown. Select a template that you
would like to base your new case on. For example: ‘Template 1.

4. Select ‘Create’ to complete.
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Create a Template from a Template

“ bund|EdOCS info@bundledocs.com -
e
= New Bundie 1
—
Created Code Title
search
Bundles

20150625 16:37.03  TES11 James V Piper m

1. Select the ‘New Bundle’ button.

New Bundle

itle (e.g. James v Pipgr)

Template 2

Advanced

Make this bundle available to groups?

(TEMF'LATE)

S

Create from a template

‘ TEMP1

1. You must give your new template a Unique Code and Title.
Expand the ‘Advanced’ section.

2. Within the ‘Access Type’ section, select “‘Template’ from the dropdown.

3. Within the ‘Choose Template’ section, select the dropdown. Select a template that you
would like to base your new case on. For example: ‘TEMP1’.

4. Select ‘Create’ to complete.

89



Set Default Template

Bundledocs Standard Template

The Bundledocs Standard Template is the default template that is used when new cases are created
in Bundledocs. This template creates a single section bundle named ‘Default Bundle Section’.

bundledocs -

B o+ & ¢« 2 - H - samze)samesvrau
>

= -

The Bundledocs Standard Template is used by default unless another default template is selected.

In this section we will highlight how to set, change and utilise default templates within Bundledocs.

Set New Default Template
Bundledocs users have the option to set a new default template at any time.
[ = |
Templates

2016-08-23 11:43:08 TEMP2 Template 2

1 o]
2016-08-23 10.07:19 TEMP1 Template 1

To set a default template, simply select the radio button to the right of your template, as shown above.

Once selected, this template will be used as your default template moving forward. As such all new
cases created will utilise this template i.e. when you select ‘New Bundle’.
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Change Default Template

Bundledocs users have the option to change the selected default template at any time.

[ ]
Templates
2016-08-23 11:43.08 TEMPZ Template 2 o °
2016-08-23 10:07:18 TEMP1 Template 1 o

To change the default template, simply select any radio button that appears to the right of your
template. The radio button, as shown above, will allow you to see — at a glance — which template is set
as your default.

Return to Bundledocs Standard Template

If you have selected a template as your default and would like to return to the Bundledocs Standard
template, do the following:

]
Templates
2016-06-23 11:43.08 TEMP2 Template 2 o °
2016-08-23 10:07:19 TEMP1 Termplate 1 o

In this example, we have selected ‘Template 2’ as our default template.

Templates
2016-08-23 11:43:08 TEMPZ Template 2
20168-08-23 10:07:19 TEMP1 Template 1

To return to the Bundledocs Standard Template, select the radio button to the right of your current
default template i.e. “Template 2’. Once selected we will be able to see that this template is no longer
selected

When no template is selected from your templates list the Bundledocs Standard Template will be used.
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Work with Document Dates:

Bundledocs provides you with the ability to include document dates in your completed index. Even
better, you have the flexibility to choose to include/exclude when generating your bundle.

Please Note: It is important to set your required date format when you create your bundle. Although
it is possible to change the date, this will not affect any documents that have been uploaded
previously. Instead, only documents uploaded from this point forward will have the new date format.

Within Bundledocs it is possible to change the date format at document level or change the default
date format for your account within ‘Account Settings’. Within this section we will take a look at how
this can be done...

View document date (on screen)

‘." bundleu(]{_b info@bundledocs.com -

< New Bundie

Created Code Title

Bundles

p
2015-06-25 16:37:03  TES11 James V Piper { m)
A

1. Select the ‘Edit Details’ button.
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Update Bundle

Code (e.g. ABC20/1) ;

& TESN

Title (e.g. James v Piper) i

James v Piper

G

Advanced

Access Type i

BUNDLE

Make this bundle available to groups? i

Default Date Format 3

16-05-2017

I Collaborators

I Migrate

Open

1. Expand the ‘Advanced’ area
Select ‘Show Document Date on Screen’.

2. Adjust the Default Display Date Format if required.
Top Tip: If this date format is not the version you use most often, you can change this to default
to your required version. We will cover this in the sections to follow.

3. Select Update to complete
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Once the ‘Show Document Date on Screen’ option is selected, the following should appear within your
bundle.

l,‘. bundledocs info@bundledocs com
B o+ & ¢ - H - tesit)damesvriper D
>
> ~ 1 Briefto Counsel » 3 ]
v ~ 2 | Pleadings . = =
2 -2 ... Civil Bill n E
=] m ~ 22 20130703 .. Appearance n E
& E ~23 20130715 .. Notice For Particulars n E
F=1 ~ 24 201307-19 .. Replyto Notice for Particulars n Ek
g m ~25 20130719 .. Defence n Er
& m ~ 26 20130722 .. Notice of Trial n E

Amend document date

"" bundledocs info@bundiedacs com-
B o+ & ¢ X - H - test1)James veiper |:|
>
> ~ 1 Briefto Counsel * = B

It
~ E ~ 2 | Pleadings - ] i

)l m ~ 2.1 20130701 .. CivilBill

July 2013 | 3 v .. Appearance

Mon Tue Wed Thu Fri Sat

0z otice For Particulars
o9
G Reply to Notice for Particulars

26 20 30 #0102 | 03 | Defence

m

Notice of Trial

1. Quickly amend the document date by selecting the date on screen. Once selected, a calendar
will appear. Once you have selected the correct date, select ‘Done’.
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Alternatively, this can be done within the ‘Edit Details’ area...

“ bundledocs nfo@bundiedocs com -
B o+ & ¢ A - Hl - tEsinsamesviper
>
> E ~ 1 Briefto Counsel » . “ ™

v ~ 2 Pleadings “ =)
g ~ 21 20130701 .. CivilBil n B

r=} E ~ 2.2 20130703 .. Appearance

L ]
L 14

=] ~ 23 20130715 .. Netice For Particulars n Er
=] ~ 24 2013-07-19 .. Replyto Notice for Particulars n E
] ~25 20130719 .. Defence H =
I ~ 26 20130722 .. Notice of Trial n E

1. Select the ‘Edit Details’ option. This is located to the right of each document within
Bundledocs.

Edit Bundle Document

Description

Appearance
@ "
)

Advanced v

Page Range [1,3-5] Split Range [1,2,3-5]

G | Page Range [1,3-9] G | SplitRange [1,2,3-5]

Options
Use original document in bundie?
5 this document a Late Insert?
Display Date Display Date Forma

2013-07-02 yyyy-hM-did 2013-07-02

Include/Exclude Copy/Duplicate/Xerox

Included ] Copy

Replace

1. Expand the Advanced section. Click the date to launch the date picker or clear the selection
and type a new date in the field provided.
2. Select ‘Update’ to complete.
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Include document date in bundle

Generate Bundle

Description

Bundle Title Page
Bundle Intro Document
Watermarking

Index Pages

Index Title

@ Index

Use Mumeric Section Mumber

Hide Section Level Display Order

Hide Document Level Display Order

Use Global Ordering

[yrber Index Pages Separately

Show Docume nt Date in Index

Remove Global Index Pages

1. Select ‘Generate’ and expand the ‘Index Pages’ section.
Select the ‘Show Document Date on Index Pages’ to include the dates within the index of you
completed bundle.

3. Select ‘Generate’ to complete.

Once the generation stage is complete, your bundle is immediately available. The document date
will then appear within your index page, as shown below.

— <+ [Full Width

Brief to Council

2013-07-10 Brief For Counsel

Pleadings

2013-07-08 Civil Bill
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Change default date format

bundledocs info@bundiedocs com

A Home
Account Settings
== Uporade & Biling

«% Groups & sharing
Bundle Defaults wanual

Misc. O Logout

Index Title Text

(4 Incex n

Display Date Format

2016-08-18 H

Use Source File Dimensions Where Posible?

1. Select your email in the top right corner. From the dropdown select ‘Account Settings’.

2. Within the ‘Bundle Defaults’ section, you have the ability to change the default display date

format for any document uploaded by inserting an alternative date format within the field
provided.
Please note: Changing the Default Display Date at this point, will not affect any documents
currently uploaded. Instead, only documents uploaded from this point forward will have this
date format. Once documents have been uploaded, the date format can only be changed at
document level.

1. Select ‘Update’ at the bottom of the page to save changes.
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Work with Volumes

Bundles can range in size and contain hundreds — if not thousands — of pages. Working with bundles

of any size can be time consuming and laborious... That’s where Bundledocs comes in. Bundledocs
takes the hard work out of producing bundles. It automatically creates for you a complete indexed,
numbered, ordered, bookmarked and hyperlinked PDF bundle in minutes. But that’s not it. With
Bundledocs, bundles (of any size) can be securely shared electronically, saved or even printed.

In most cases, when printing large volumes it is often necessary to split the contents of your bundle
into separate volumes. Each volume can then be bound within a separate lever arch binder or ring
binder. Depending on the type of bundle you are preparing you may need to create new volumes every
100, 120, 250, 300 pages etc. What's great about Bundledocs is you have full control and can produce
volumes of any size.

Follow these steps and find out how to utilise volumes in Bundledocs.

7 bundledocs lisa@legalit. e -

B o+ & + 2 - H - evr23140| Hediey Byme v Heller

ar
L]
CJNAF SN BNE NE DN N

Begin by creating your bundle in Bundledocs. In our example, we have created a number of sections,
uploaded the relevant document and arranged them in the correct order.

Now we have created our bundle, we are ready to work with Volumes. Let’s begin...
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Create a Volume

New Bundle Section

I Advanced

1. Create your first volume by selecting the ‘Create a Section’ button, as highlighted above.
2. Provide a name for your volume. For example: ‘Volume 1’
3. Select ‘Create’.

“ bundledOCS lisa@legalit is v

¥ f\ BYR23-140 | Hedley Byrne v Heller

> E ~ 1 Brief for Counsel - “ B
> E ~ 2 | Pleadings » “ E
by -m_ ~ 3  Attendance and Evidence Statements - “ E
> ~ 4  Correspondence Without Prejudice - “ B
> E ~ 5 | Correspendence » ﬂ B
> ~ 6 | Engineer's Report - “ =
> ~7  Medical Report - “ B

1. Move the newly created volume to the top by simply dragging and dropping.
Note: Select the ‘Folder’ icon to move.
2. Press Save to update the numbering
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Make Volumes Visible

When working with volumes it is helpful to see — at a glance — which folders are volumes and which

are sections. Let’s take a look at how this can be done...

Generate Bundle

I Descripticn

I Bundle Title Page

I Bundle Intro Document

I Watermarking

I Index Pages

I Font & Style

Section Pages
Include Section Title Pages
Nurnber Section Index Pages

Remove Section Mg Title Pages

v Generate

1. Select ‘Generate’
. Within the ‘Section Pages’ section, select the option ‘Generate with Volumes’
3. Once selected, simply click outside the ‘Generate Bundle’ window (into the grey area) to

return to your bundle.

lisa@legalitie v

## bundledocs
E, #* ‘ ¥ ;: - H ¥ BYR23-140 | Hedley Byrne v Heller

Velume 1

1. Once selected, all volumes (folders at level 1) will now appear in dark blue.
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Add Sections to Volume

Next we will start to move our sections into our newly created volume.

m.. bundledocs lisa@legalit e«

E;‘ & k ¥ ;\ - BYR23-140 | Hedley Byrne v Heller

W

~ E ~ 1 Yolume1 [ ) Inc I~}

~ 1.1  Brief for Counsel » Inc =

1. Select your section and move to into our newly created volume.
2. Once moved, select ‘Save’ to update. This will change the section colour from Dark Blue (i.e.
it’s a volume) to Light Blue (i.e. it’s a section)

Identify Number of Pages in Each Volume
¥ bundledocs

E;‘ & “ L 4 ;\ v H ¥ BYR23-140 | Hedley Byrne v Heller

>

- 1 Volume 1

3 E ~ 1.1 Brief for Counsel

> E ~ 1.2 Pleadings

by -m- ~ 1.3 Attendance and Evidence Statements

1. Simply take alook at the folder, located to the left of any volume or section. Within each folder
icon you will be able to see, at a glance, how many pages are currently contained within each
volume and each section.

This is very useful when creating volumes. For many users creating a volume bundle, they need
to comply with specific rules regarding the number of pages allowed per volume. In the
example above, we can see that there are currently 183 pages contained within ‘Volume 1'.
We can also see how many pages are contained within each section.

Note: This will automatically update as you add/remove document and sections.
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Create a Continuation Section

Depending on the type of bundle you are preparing you may need to create new volumes every 100,

120, 250, 300 pages etc. What's great about Bundledocs is you have full control and can produce
volumes of any size.

When working with bundles, it is common that the volume limit occurs in the middle of a section.
When this occurs, the remaining documents and sections will need to be moved into the next volume.
This is where our ‘Continuation’ feature comes in. Let’s take a closer look...

‘f. bundledocs lisa@legalit e

E;‘ & & 4 ;\ h H v BYR23-140 | Hedley Byrne v Heller

Yolume 1 »

> bl ~ 1.1 Brief for Counsel -

by E ~ 1.2 Pleadings -

> -m- ~ 1.3 Attendance and Evidence Statements -
v - ~2 Yolume 2 O
> - ~ 2.1 Correspondence Without Prejudice .

> ~ 2.2 Correspondence »

b3 ~ 2.3 Engineer's Report .

LR NEEN BEAE (AR SEEE NEER SEAE SRR |

> ~ 2.4 Medical Report bl

In order to illustrate how the Continuation feature works within Bundledocs, we will take the instance
that all our volumes will need to have a maximum of 120 pages (per volume). From the above sample,
we can see that we currently have 183 pages within ‘Volume 1’.

As we now have too many pages within our first Volume, we will need to do the following...
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Choose Continuation

First we will need to identify that we would like to continue the numbering i.e. create a continuation
section.

Edit Bundle Section

Description

I} Aftendance and Evidence Statements

Advanced

Border Color

Eaun

Include/Exclude

Included

Copy/Duplicate/Xerox

‘ BYRZ3-140 ... Hedley Byrne v Heller

0 Copy

Blank Document

I Section Title Page

Delete Update

1. Select the ‘Edit Details’ button. A window will appear.
Expand the ‘Advanced’ section

2. Select the ‘Continuation’ button and ensure it is set to ‘Yes’. (Yes, this is a continuation section)
Press ‘Update’ to complete.
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Once you have selected a section as ‘Continuation’ a down arrow will appear to the right of the text,
as shown below. This will allow you to see at a glance which sections are continuation sections.

“ bundledocs lisa@legzlitic -
E & ‘ 4 ;\ v H ~ BYR23-140 | Hedley Byrne v Heller
¥
v E ~ 1 Volume 1 » “ =
> -~ 1.1 Brief for Counsel - “ i
> E ~ 1.2 Pleadings - “ E
> ~ 1.3 Attendance and Evidence Stat » “ B
v ~ 2 Volume 2 - “ B
> ~ 2.1 cCorrespondence Without Prejudice » “ B
> E ~ 22 correspondence - “ B
> ~ 2.3 Engineer's Report - “ B
> ~ 2.4 Medical Report P “ =

Create another section

New Bundle Section

I Advanced

1. Next, we will need to create another section for our continuation section. Select the ‘Create
Section’ button. A window will appear.
2. Create the new section using the same name as our section above. For example: ‘Attendance

and Evidence Statements’.
3. Select ‘Create’ to complete.
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Move Section into Place

m‘ bundledOCS lisa@egalit.ie«

+ & ¢ 2. - H - Eevre3-140| Hediey Byme v Heller |:|

>

~ E ~ 1 WYolume1 [ ) i
> ~ 1.1 Brief for Counsel » [~}
bY E ~ 1.2  Pleadings » B

. &

» I i

[ ]

» I i
by E ~ 22 Correspondence » =]
> ~ 2.3 Engineer's Report » [~}
> ~ 2.4 Medical Report » Inc B

1. Once you have created your new section, move to the beginning of the next volume. In our

case we will move the new section ‘Attendance and Evidence Statements’ to the beginning of
‘Volume 2.
2. Select ‘Save’ to update the numbering and save our new changes.
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Move files into Place

Next we will move files from Volume 1 to Volume 2 — or from our continuation section to our newly
created section.

@ [W - 1315 contractfor Sale 2008 n E
=] ~13.16 Deed of Assignment n =
F=] E ~ 1317 Deed of Conveyance n |:/
a E ~ 1318 Deed of Transfer and Assignment n E
& - 1.3.19 Deed of Transfer and Conveyance n Er
g E ~ 1.3.20 Deeds of Assignment and Memerial n E
=] ease of Agricultural Land n E
€ [W? 1322 opjections Nzequisitions on Title 2015 Edition n E

~2 Volume 2 » “ =

\d i -~ 2.1 Attendance and Evidefice Statements [ ) m =
furchaser's Completion Notice n

5 ~ 2.2 Correspondence Without Prejudice » u =

by E ~ 2.3 Correspondence - ﬂ E

1. Move files from Continuation Section to New Section

Note: Whilst moving the files we will keep checking the number of pages in the previous
volume i.e. Volume 1. We will continue to move files until we have reached our page limit per
volume.

In our example we will continue to move files from Volume 1 into Volume 2 until we have
reduced our page count to 120 pages.

U8 bundledocs

Eﬁ +@ B ¥ - H ~  BYR23-140 | Hedl

>

E 1 ¥Yolume 1
Y E ~ 1.1 | Brief for Counsel
\ =_. 172 Plaadinas
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Move multiple files into Place

[

~ 1317 Deed of Conveyance

L
=

- 1.3.18 Deed of Transfer and Assignment

L
= | E

~ 1319 Deed of Transfer and Conveyance

L
=

~1.320 Deeds of Assignment and Memorial

~ 1321 Lease of Agricultural Land

m
=

a ~1.322 Objections & Requisitions on Title 2015 Edition
¥ E ~2 Velume 2
v ~ 21 Attendance and Evidence Statements
=] ~ 1323 Purchaser's Completion Notice
> ~ 2.2 Correspondence Without Prejudice
» E ~ 23 Correspondence
> E ~ 2.4 Engineer's Report

(S ~ 25 | Medical Report

1. Select multiple files to move a number of files at once, as shown above.

[

~1.3.17 Deed of Conveyance

mom
= =

~ 1.3.18 Deed of Transfer and Assignment

~1.3.19 Deed of Transfer and Conveyance

mom
= =

~ 1.3.20 Deeds of Assignment and Memorial

~ 1322 Objections & Regquisitions on Title 2015 Editien

v E ~2 Yolume 2

Attendance and Evidence Statements

L
=

3.21 Lease of Agricultural Land

& ~1.3.23 Purchaser's Completion Notice
> ~ 22 Correspondence Without Prejudice
~ 23 Correspondence

> ~ 24 Engineer's Report

Inc

Inc

3 5

Eopoponil
@

1. Select the file type icon to drag and drop files into place.
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Generate Bundle

Generate Bundle

Description

Bundle Title Page
Bundle Intro Document
Watermarking

Index Pages

Font & Style

Section Pages

Include Section Title Pages

Kumhber Section Index Pages

1. Repeat these steps until you have created the required volumes.
When you are ready to compile your bundle, select the ‘Generate’ button.

2. Apply any customisations you require. Within the ‘Section Pages’ section, we will ensure the
‘Generate with Volumes’ and ‘Hide Volume Level Display Order’ options are selected.
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Complete Bundle

L 4 ¥ FPage

Pagels)

Entry of Appearance

Entry of Appearance

Feplyto Notice for Particulars
Replyto Motice for Particulars
Defence

Hotice For Partic ulars

List of Special Darages
HNotice of Trial

R R RN

Attendance and Evidence Siatements

Attendance 19 06-2000
Attendance 20-12-2000
Attendance 16-08-2000
Attendance 14-04-2000

1. Once generated, we can see that our bundle is split into volumes and sections.

Deed of Corre ance 01-93
Deed of Transfer and Assignanent 94.97
Deed of Transfer and Corrvemnce 0% - 102
Needs of Lasigrament and Ve raorial 103 - 110

Volume 2

Section C:  Attenflance and Evidence Siatemenis

21 Legfe of Agricultural Land 111-131
22 Jhjec tions & Requisitions on Title 2015 Edition 132182
. Purchaser's Completion Hotice 183

Correspondence Withewt Prejudice

Letter to Allians Insurance 03-05-2000 WP

Letter From Feenan 15-02-2003 WP

Letter to Fletcher Keenan Solicitors 27-08-2002 WP
Letter to Allians Insurance 26-05-2000 WF

Letter From Keenan 01-09-2003 WP

Letter From Feenan 13-01-2004 WP

Letter to Iichael James 04-09-2004 WP

Letter to Ivlichael James 15-09-2004 WP

Ltr to Bank Chasing Wbrtgage Pack

R e e

1. In Volume 2, we chose to continue the ‘Attendances and Statements’ section. By previously
specifying that this is a “continuation” section, we can see that Bundledocs has automatically
continued the numbering scheme into the next volume (volume 2).

2. In addition, Bundledocs automatically inserted the text “(cont.)” next to the section title.
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Get to Know Your Bundledocs Account:

Home Page:
Edit bundle details

#8 bundledocs
= New Bundle
Created Code Title
search
Bundles
20153-06-25 16:37:03 TES11 James V' Piper

infoi@bundledocs.com ~

=

1. Click here to edit the details of your case.

Create additional bundles

8 bundledocs
e N
' = New Bundile '
——
Created Code Title

search

Bundles

2015-06-25 16:37.03 TES11 James V' Piper

info@bundledocs.com -

1. Select ‘New Bundle to create additional cases
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Searching for a bundle

" bundle dOCS brian.kenneally@legalit.ie ~

<= New Bundle

Created Code Title

Bundles

2015-06-29 15:04:47  SMY1-1 Smyth v Jones @ Edit
2015-03-13 15:28:11 SAN1-3 Sandway Golf Club v Evan Sheehan m
2015-01-30 15:10:00  CONV Conveyancing Forms and Letters m
2014-12-08 17:26:14  LIT1-1 Litigation Court Forms i Edit
2014-12-04 1414:06  LYN38-12 Lynch v Trial Metworks Limited a m
2014-11-03 10:20:10  ABCA23-1 Alison v Brian 2 m
2014-06-1311:32:09  SMI1-2 Smith v Jones 2 m

1. As the number of document bundles created within Bundledocs increases, the ‘Search All’
feature significantly reduces the time taken to find a relevant bundle. Simply type the ‘Case
Code’ or ‘Case Title’ of the bundle required into the ‘Search All’ field and Bundledocs will
immediately present the bundles that match the search query.
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Reveal the owner of a bundle

l"‘ bundledocs info@bundledocs.com
Created Code Title

search
Bundles
2017-03-23 11:13:25 JIM123 James ¥ Michagls
2018-11-23 14:43:51 TESN James ¥ Piper |_|
2016-08-08 16:51:59 LiTan3 PEters v MorTis
2016-08-08 17:31:30 LIToa Fleadings Maotions
2016-07-07 14:5615 TB24s7 Hearing Bundie - Trial Bundle Index =
2016-06-03 09:47:35 JP143 James v Peter
2016-03-17 21:58 19 Danng Mediation Flay Bonk for Firm Afomeys 3
AMAE AR R A E Lahanmioa [E [ ]

1. If you did not originally create the bundle, a grey silhouette will appear to the right of your
bundle. Simply click on the icon, a window will appear and identify the owner of this bundle.

Reveal bundle collaborators

m‘ bund|EdOCS info@bundledocs com -

4 New Bundle

Created Code Title
search

Bundles

2017-03-23 11:13:25 JIA123 James W Michaels
2016-11-23 14:43:51 TEST James W Piper
2016-08-09 16:51:99 LITO03 Peters v horris

2016-08-08 17:31:30 LiToot Pleadings Motions

2016-06-03 09:47:35 JP143 James v Peter

2016-03-17 21:535:19 DADDS Mediation Play Book for Firm Attormeys hJ

]
2016-07-07 14:56:15 TB24/7 Hearing Bundle - Trial Bundle Index |_|
]

AfME nao1nnnaasEa XYL lrace W2 Minor

1. If you did not originally create the bundle, a grey silhouette will appear to the right of your
bundle. Simply click on the icon, a window will appear and identify the owner of this bundle.
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Account Settings

Bundle Defaults
8 bundledocs

Account Settings

Bundle Defaults

Misc.

Index Title Text

Display Date Format

2016-11-23

Use Source File Dimensions Where Possible?

1. Index Title Text: Choose the default text to be used for your Index page. For example, you may
prefer to use ‘Table of Contents’.

2. Display Date Format: Choose a default date format to be used for all new bundles created.

3. Use Source File Dimensions Where Possible: Select this option if you would like to always use
the original file dimensions in your generated bundle. Bundledocs automatically adjust file to
fit into Ad. By selecting this option the original file dimensions will always be used in all
generated bundles.

Select Update to save all changes made.
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Font & Styles

Font & Style
Section

Times (bald) @ 11.25pt G
Document

Times hd 11.250t -

Page Number

Gourier (bold) - 120t v

The font & Styles section allow you to customise the default font and styles of your bundles. Simply
select the dropdown to choose a font and font size for your section, document and page numbers
in your completed bundles.

Select ‘Update’ to save changes.

Notifications

Motifications

il On Bundle Generated?

Sen il On Bundle Deleted?

Update

1. Send Email on Bundle Generated?: Choose if you want to receive the Bundledocs Generated
notification email or not. This can be changed at any time. Simply select the ‘Send Email On
Bundle Generated’ option.

2. Send Email on Bundle Deleted?: Select if you want to receive a notification when a bundle is
deleted. This great when working with others on a bundle. This can be changed at any time.

Select Update to save all changes made.
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Personal

Personal

First Namse

G

First Marne

Lagt Mame

Last Mame

Phevie Number

Fhone Murmber

Time Zone

(UTCHIQ:00) Dublin, Edinburgh, Lisbon, Londan hd

Lpdate

1. This section allow you to update your personal information.
2. Select ‘Update’ to save any changes made.

Privacy & Security

Reset Password

Privacy & Security

1. To reset your password, type your email address in the filed provided.
2. Select ‘Reset Password’. You will then receive an email with instructions on how to reset your
password for your account.
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Update Email

Update Email

1. To update your account email address, type your email address in the field provided
2. Confirm your password
3. Select ‘Update Email’.
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Account Upgrade & Billing

Upgrade your subscription
8 bundledocs

4 New Bundle

Created Code Title

search

Bundles

2017-03-23 11:13:25 JAn1 23 James ' Michaels

info@bundledos ¢ @

A Home

== Upgrade & Billing  [)

L
I -
3 b
| b
3 i
5

| Manual

- Orsign out

1. Select your email in the top right corner
2. From the dropdown select ‘Upgrade & Billing’

Upgrade & Billing

BASIC BASIC PERFORMANCE

£48/mo

Bundles
2-10

£10/mo

Bundles Bundles
10 1

Upgrade
"

PROFESSIONAL
£90/mo

Bundles
11-20

3. From the Upgrade & Billing options, choose how many cases you require. For example: 2-10

Cases. Select ‘Upgrade’.

Get your bundledocsEUR
subscription

Total Cases: Ten

Unlimited users

Unlimited changes/amendments

Unlimited downloads

Completed bundle PDF/A compatible

Unlimited sections and uploaded pages in a bundle

Automatic indexing, pagination, hyperlinking and bookmarking of bundle
Ability to apply watermarks, bates numbering, title pages

Ability to attach personalised prefix/suffix to generated page number

Y& bundledocs

A window will then appear which will enable you to complete the upgrade. Simply provide your
credit card details to complete.
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Cancel your subscription

8 bundledocs ] o@oumdacocqom= )
| M Home
Upgrade & Billing 2 ‘
| W Manual
BASIC PERFORMANCE PROFESSIONAL O Logout

1. Select your email in the top right corner
2. From the dropdown, select ‘Upgrade & Billing’

Upgrade & Billing

PERFORMANCE

Bundles

20
N

‘ ( Manage ) ‘

1. To cancel your subscription, select ‘Manage’. The ‘Manage’ icon will appear beneath the plan

you are currently subscribed to.
2. Once selected, a window will then appear which will allow you to change your subscription.
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Access your Invoices

'J". bundIEdOCS info@hundledocs c@
ﬁ Home
+ New Bundle f
== Upgrade & Billing >
Created Code Title f
| Manual
search
O sign out
Bundles
0017.03-23 111325 L1 Ames v Michas .

1. Select your email in the top right corner
2. From the dropdown select ‘Upgrade & Billing’

Upgrade & Billing

PERFORMANCE

Bundles
20
7~ N\

‘ ( Manage) ‘

1. To access your invoices, select ‘Manage’. The ‘Manage’ icon will appear beneath the plan you
are currently subscribed to. Once selected, a window will then appear.

Welcoms

Y% bundledocs

Total Cases: One, 1 month for £10.00 (Recurring)
Expires Sep 07, 2017 Wil auto-renew Sep 07, 2017

Your current
subscription:

Payment methad on file: Visa ending in 000
Change or update credit card details

1. All previously generated invoices appear on-screen, as highlighted above. Simply select the
invoice to access.
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Groups & Sharing

With Bundledocs users can easily work together in groups to create bundles. Users simply share their
cases with other team members allowing them to access and edit cases created. Unlike the ‘Migrate
Case’ option (as explained previously) cases will not move from your account, but instead other users
will be granted access to work on these cases. This is particularly useful if a number of people or
departments are working together. Please note: This feature is available for all paid subscriptions.

Access Bundledocs Groups

bundledocs lisa@bundiedocs

A Home

Groups & Sharing

Create Group My Groups

Group Rele Group Name 8 Litigation Departmernt O sign out

& Team S ] ——

1. Select your username/email address in the top right corner.
2. Adropdown will appear. From the options, select ‘Groups and Sharing’.

Create a Group
Groups & Sharing

Create Group

Group Role Group Name

| G

2 Team

= Management

1. Within the ‘Create Group’ section, choose a group role from the dropdown.
a. Team: Bundles are shared with other team members
b. Management: Bundles are only visible to the owner
2. Provide a group name
3. Select ‘Create’ to confirm. All groups will appear within the ‘My Groups’ section.
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My Groups

My Groups

&5 Litigation Departmernt & Edit

1. All groups you are a part of are listed within the ‘My Groups’ section.

View Group Members

Groups & Sharing

Create Group My Groups

Group Role j Group Name & itigation Deparmermt —
& Team v G | Group Name

1. To view your group members, select the ‘Edit’ button that appears to the right of your group.
A window will then appear.

Edit Team Group

I Group Name

Group Members
= | Email

Isa@bundliedocs. com OWNER

lisa@legalit e INVITED

1. Expand the ‘Group Members’ section

2. All those that are members of your group will be listed here. You will be able to see whether
they are the owner, members or invited (i.e. they have yet to accept the invitation to become
part of this group).
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Invite members to a group

Edit Team Group

I Group Name

Group Members

—

lisa@hundledocs.com OWNER

lisa@legalit e INVITED

1. Within the ‘My Groups’ section, find the group you wish to invite users to. For example:
‘Litigation Department’. Next to the section name, select the ‘Edit’ button.

2. The ‘Edit Team Group’ window will then appear. Within the ‘Group Members’ section, type
the email address of new members within the field provided.

3. Select ‘Add’. This will send an invitation to this user to become part of this group.

If this user is not already a Bundledocs user then they will first receive an email asking them

to create an account with us. This is a great way to quickly and easily add new users to
Bundledocs.
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Y8 bundledocs

A request has been made for
you to join the following group.

Litigation Department

Click 'Join' below to join this group, or you can choose to ignore this
request

. The recipient will receive a ‘Group Invitation email’. As shown above, it will contain a button
to join the group. The recipient should click the ‘Join’ button.

The recipient will be prompted to login to their Bundledocs account. They will then be
automatically added to the group. Therefore, the group will appear within the ‘Group Info’
section.
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Remove member from a group

Edit Team Group

Group Name

Group Members

= | Emall

lisa@hundledocs.com OWNER

lisa@legalit e INVITED

1. The ‘Group Members’ section contains a list of all group members. To remove a user from a
group, select the ‘X’ next to their username/email address.

2. You will be prompted to confirm the removal of the user from this group. Select ‘OK’ to
confirm removal.

Resend a group invitation

Edit Group

I Group Name

Group Members

Email

search
info@bundiedocs.com OWMNER
lisa@legalitie MEMBER

james@leqaltt je INITED

I Group Invite

1. The ‘Group Members’ section contains a list of all group members. To re-send an invitation
to any user select the send icon, as highlighted above.
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Make a Bundle Private
If you do not wish to share specific cases with the group, you can choose to exclude these cases. Simply

follow these steps:

" bundle docs info@bundledocs.com -

< New Bundie

Created Code Title
search

Bundles

2015-06-25 16:37:03 TES1 James \ Piper @

1. From the home page, select the ‘Edit Details’ button. This button is located to the right of
your case. A window will appear once selected.
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Update Bundle

Code {e.g. ABC20/1)

G TESH

Title (e.g. James v Piper)

James v Piper

G

Advanced

Access Type

Make this bundie available to groups?

ment Date on Screen?

Default Date Format

Wty P

I Share

I Migrate

1. Expand the ‘Advanced’ section.

2016-08-18

Update

Within ‘Make this bundle available to groups’, select ‘No’. This will make this case private so

only you will be able to see it.

Note: A grey silhouette will appear to the right of any case you have made private. As shown

below:

Jarmnes v Piper

Q-
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Contact the
Bundledocs Team
Today!

Any Questions? We endeavor to help you with any queries or
issues you may have. Get in touch with the Bundledocs team
today. We're here to help!

CONTACT

Call: +353 (0)21 4826320
Email: info@bundledocs.com
Web: www.bundledocs.com

Postal Address:

Westpoint Business Campus,
Link Road,

Ballincollig,

Co. Cork,

Ireland
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