
Zip Documents -Single process

A new capability has been added to the ICM system for those users that need to create a
zipped download of client documents related to a specific matter. Previously the only option was
a zip file of “All” documents stored in a client’s record into a zip file. With this new feature, users
may now navigate to the “process level” OnDocs and create a zip file of only documents that
relate to that specific matter and documents that have been designated as belonging to “all”
processes.

Creating a process specific Zip file:

● First Navigate to a client file and open the specific Process.
● Navigate to the Process level Ondocs, Documents subfolder
● Locate “Zip Ondocs for Download” button
● Click on the “Zip OnDocs for Download” button
● This will deliver a message letting you know the zip file is being created.
● Once completed the zip file will be placed in the Main OnDocs folder

○ Please Note: We will soon be modifying this behavior so that the new zip
document will be linked to the matter from which it originated.

Visual Explanation:
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● Access the Client File and navigate to the Process level Ondocs/Documents subfolder

● Location of Process Level OnDocs folder
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● From within your chosen process, locate “Zip Ondocs for Download” button, Click on the
“Zip OnDocs for Download” button

● A message will be displayed indicating that the file is being generated. The system will
generate a zip file containing only documents linked to the selected process and any
document linked to “All” processes.
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● Once completed a downloadable zip file will be loaded into the client record.

● Click on the document to access the downloadable zip file and save it to your preferred
location

● The downloaded zip file, once extracted, will contain the process specific documents and
those docs associated with “All” processes from the client file.
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