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Merge fields in Templates

Adding to the capabilities of the ICM Email and Reminder Templates, the ability to
include “merge” tags into the body of an Email or Reminder template widget has
been introduced into the Admin module of the ICM system. This new feature is
optional and can be enabled by the Customer Support team.

The Email template system permits the creation of standardized organization wide
email and Reminder templates for communication with clients and team
members. Templates with merge values can be crafted for use within standard
Sure message communication, Reminders and Activities. These email templates
can be launched from various points within the system. The Reminder templates
can also be triggered from anywhere within a client file.

Once enabled, Firm Admins may access these features from the Admin Link found
under their Username:

Edge » Edge al new- ump-  EE@H- Tools v  Helpv | & Jacob-Firm User +

Jacob-Firm User
Verburg (Joshua
Cisneroz)

NEWS FROM DEMO LAW FIRM [} TOP TEN REMINDERS (2) &' Demo Law Firm

o v 1

Personal Settings

Administrative Settings

Sign Out
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From the Firm Admin module, access the Email and Reminder Templates section:

Edge New v  Jump + =171 34 Tools + Helpw o Jacob-
Firm Administration / General

Update Info Close
General | Notices | Addresses | Users | Templates | Billing | Processes Divisions Custom | Choice | External | LLX | Global
Phones Setup Companies | Fields Lists Firms Data
T
. E-Mail & Reminder = B
W by | FNModule | Reminders | CaseSewp | Questionmaire | Forms | FNimerface | HRinterface | Apps

Company TOS

Firm TOS .A

HR Request ORGANIZATION LOGO

YOUR. ORGANIZATION SLOGAN

l General Settings | Ci

Firm Logo

GDFR Consent Form

Firm Setup

Firm Name| Demo Law Firm

Configuring a new Template

Edge New = Jump ~ =171 34 Tools ~ Helpw o Jacob-...

Firm Administration / Templates

Close

s | Addresses
Phones

E-Mail & Reminder Templates

Add E-Mail Template Add Reminder Template

View: g, E-Mail & Reminder g Custom Questions g Company TOS fig Firm TOS i HR Request g GDPR Consent Form

Template

Type Updated
System Templates

Choose Template Format [ x]
Appeal Due would you like a plain text template, or a html encoded template?

Appeal Sent
Application Approved

Application Denied Plain Text Format HTML Format
Application Filed
Documents Needed Ell

Documents Received E-Mail 00/00/00

Select “Add Email Template”

e In the example shown above we are adding an email template and have selected :
“HTML Format” this template type enables the merge field option. Merge fields
are not available in plain text format.
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The Template will display with a new set of merge field options on the left menu. These
menus represent a large cross section of client, firm and case data that can be inserted
into email and reminder templates. These merge fields can help save valuable time
when preparing client communication.

Edge New »  Jump~  EAED~ Tools ~  Helpv  daJacob-..

Instructions
1. Click inside the body of the template
where you want to insert a tag
2. Choose a category from the dropdown
list below
3. Click the tag you want to insert.

Template Type JE-Mail
Welcome E-Mail]C Foreign National OHR @ No

Template Class{ New Template

Beneficiary ~
[case_number] -
[country_of _chargeability]

[date_long]

[date_medium]

[date_short] File Edit View Insert
[fn_arn]
[fn_billing_address] B 9 &  pasgraph v~ B I U =
[fn_business_unit_code]
[fn_citizenship]
[fn_city_of_birth]
[fn_client_billing_code] -
[fn_cost_center] Dear [fn_first_name],

[fn_country_of_birth]
[fn_country_of_legal_residence] : o . .
[fn_current_address] This email is in regards to your case number: [case_number]. ‘P\ease confirm your address is currently:
[fn_current_status]
[fn_date_of_birth]
[fn_date_of_birth_long_date] [fn_current addrese]
[fn_date_of_marriage]
[fn_date_of_marriage_long_dare] Please keep us informed of an changes to your current residence or employment situation.
[fn_department]
[fn_dept_group]
[fn_dept_number]

1
ill]
I
iii
<
il
<
) |
S
B

SystemFont v | T, | 12pt v 1 AvSeY B ©®©

[fn_email] Best Regards,
[fn_employee_id]
[fn_first_name]

[fn_gp_he_she_lower] (frm.name_paralegall
[fn_gp_he_she_upper] my_email
[fn_gp_him_her_lower] firm_name
[fn_gp_him_her_upper] Lf'""""g‘""J .
[fn_gp_himself_herself_lower] [frm_phone_main]

[fn_gp_himself_herself_upper]

In the above posted example, a sample letter template was created. At the appropriate
position within the email body, (wherever the cursor is placed), merge fields were
inserted by clicking on the merge field name in the left menu.
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Configuring new Reminder Templates

Reminder Templates mirror these merge field options and permit the placement of time
saving data into standard templates that can be re-used throughout the firm.

Edge New = Jump ~ M@ Tools = Help~ & Jacob-..
Firm Administration /

Custom Reminder Template

Instructions
_ Click inside the body of the template
where you want to insert a tag.

Template Type Reminder

2. Choose a category from the dropdown
list below_
3. Click the tag you want to insert. Template Class|reminder Template & Notification
Beneficiary2 hd
Tadv_parole_expires] 5

[application_filed]
[com_default_job_location]
[criminal_information]

[driver's_license_expires] File Edit View Insert

[driver's_license_no]

[ds2013_expires] B~ © @  FPaagraph v~ B I U === =vievy A S &L
[edu_2_address]

ledu_2_city) SystemFont v T 12pt v Avey B ®

[edu_2_country]
[edu_2_date_degree_awarded]
[edu_2_degree] Dear [fn_first_name],
[edu_2_field_of_study]
[edu_2_institution_name] : o . . I L .
[edu_2_state] This email is in regards to your case number: [case_number]. This is a reminder that you will eligible for Naturalization by: ‘ fn_future_status_expires]
[edu_2_zip_code]
[edu_3_address]
[edu_3_city] . . PR
[edu_3_country] Please let us know if we can help you with your Naturalization journey.
[edu_3_date_degree_awarded]
[edu_3_degree]
[edu_3_field_of_study]

[edu_3_institution_name] Best Regards,
[edu_3_stare]

{eg“le;%md?] frm_name_paralegal
edu_4_address; -
[edu_4_city] [my_email]
[edu_4_country] firm_name
[edu_4_date_degree_awarded] [frm, Ehone main]

[edu_4_degree]
[edu_4_field_of_study]
[edu_4_institution_name]
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Upgrading Existing and Default System Templates

** The following contains important steps that should be followed when “Upgrading” existing
templates to the new email template system:

Existing templates may be upgraded to the new merge capability. This will provide new formatting and
merge field capabilities into existing templates. Please note that the original template may need to be
reformatted once the upgrade takes place.

Before Upgrading: Open Template to be upgraded. Click within the body of your existing template
and use “Ctrl-A” to select the entirety of the existing template. Use “Ctrl-C” to copy the content of your

existing email template. This will permit you to capture formatting and layout changes contained in your
existing template.

Edge New ~  Jump~  EA@~

Tools + Help~ & Jacob-

Firm Administration /

Update Info Cancel
System E-Mail Template

Template Type:| E-Mail
Template Class: Application Approved
Description]|

Congratulations! We are writing to let you know that your case has been approved

We will send you the original Approval Notice (Form 1-797) in a few days. If you are outside of the United States, you will need a valid visa to enter
the United States.

Remember, you may always check the status of your application by logging onto our website and clicking on the Case Status button.

After copying the original template, Click on “Upgrade Template”:

Edge New~  Jumpv @D~

Tools Helpw - Jacob-_

Firm Administration /

Update Info Cancel
System E-Mail Template

Template Type:| E-Mail
Template Class{ Application Approved
Description|

‘Congratulations! We are writing to let you know that your case has been approved

We will send you the original Approval Notice (Form |-737) in a few days. If you are outside of the United States. you will need a valid visa to enter
the United States

Remember, you may always check the status of your application by logging onto our website and clicking on the Case Status button.
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The system will return a “warning” message reminding the User that the template will be
upgraded and formatting will need to be reviewed and changed, click on “Upgrade Template”:

Edge New~  Jump~ EA@D- Tools v  Helpv & Jacob-__
Update Info Cancel

System E-Mail Template

Template Type:| E-Mail
Template Class]| Application Approved
Description’] |congratulations! We are writing to let you know that your case has been approved.

We will send you the original Approval Notice (Form 1-797) in a few days. If you are outside of the United States, you will need a valid visa to enter
the United States.

e nek rin Af sniie amlisaring b damnins anea ae smheiea and Alizbina an tha Caca Status bUTtton.

Upgrade

Please note this action will upgrade your template to the latest version. Merge fields and enhanced editing capabilities
will now be available. Some formatting changes may occur, please review your document format carefully.

cancel l Upgrade Template

l Upgrade Template Update Info Cancel

After upgrading the template formatting may change. Click into the body of the e-mail and use
“Ctrl-A” to highlight the entirety of the “upgraded” template body. Use “Ctrl-V” to replace the
template contents with your previously captured original template contents (including
formatting).

Users can now insert merge fields throughout the template as needed as well as format the
body of the template. Be sure to “Save” all of your changes and complete the upgrade of the
email template.

I ———————————————————————————————————
l A Some formatting changes may have occurred, please review your document format carefully.

Instructions.
1. Click inside the body of the
template where you want to
insert a tag.

2. Choase a category from the
dropdown list below. Template Type| E-Mail
3. Click the tag you want to insert. Template Class; Application Approved
Description|

Beneficiary hd File Edit View Insert
[case_number] =
[country_of_chargeability] B> 9 ¢ | Paragraph v B I U =E=== =vizv R &L 2
[date_long]
{gitz:ﬁiﬂ‘[\i‘m] System Font v T o12p v Il AveSy B ®
[fn_arn]
[fn_billing_address] Congratulations!

[fn_business_unit_code]
[fn_citizenship]
[fn_city_of_birth] We are writing to let you know that your case numberl case_number] has been approved.
[fn_client_billing_code]
[fn_cost_center] . N . . - . .
[fn_country_of_birth] We will send you the original Approval Notice (Form 1-797) in a few days. If you are outside of the United States, you will need a valid
[fn_country_of_legal_residence] visa to enter the United States.

[fn_current_address]
[fn_current_status]
[fn_date_of_birth]
[fn_date_of_birth_long_date]
[fn_date_of_marriage]
[fn_date_of_marriage_long_date]

Remember, you may always check the status of your application by logging onto our website and clicking on the Case Status button.

[fn_department]
[fn_dept_group]
[fn_dept_number]
[fn_email]
[fn_employee_id]
[fn_first_name]
[fn_gp_he_she_lower]
[fn_gp_he_she_upper] %

(o))
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Linking Templates to Activities

Although not a new feature of the system, the ability to link email templates with “Activities” adds
another layer of time savings to the system when communicating with clients. Using the new merge
feature, specific data points can be incorporated into preset activity communication templates. New
merge capable templates can be assigned to activities or you may also upgrade existing system
templates to include merge fields.

Update Firm Activity [ x|
sort]ise |

Name | Application Fled _

Beha,‘"s|A lication Filed -
Like LAPP ication File

Receipt]

Mandatoryye O No® wice | External | LLX | Global
Note: Making an activity mandatory will cause it to be added to every existing process. % Jles Data

EnF'"“|rs| Templat
Template: ew Tempare

v]

{im Process Group

Update Firm Activity Cancel
- . ) Clicking either 'Sort' or "Activity’

sort -Actlwty(optlons)wm sort the data by that column Fir
0051 - AP Receipt Date (FH) - Fir
0052 - Appeal Due (FH) Pry
0053 - Appeal Filed (FH) Sol
0054 - Appearance (E-28) Filed (FH) [oC
0055 - Appearance Filed (FH) oc
o
0057 - Application Filed with Asylum Office (FH) oC
0058 - Application Filed with CIS (FH) oc
0059 - Application For Relief Filed with Court (FH) oC
0060 - Application for Stay of Deportation or Removal Filed with Circuit Court (FH) oC
0061 - Application Receipt (RFH) oc
0062 - Application Referred to Headquarters (FH) oC
0063 - Application Referred to Immigration Judge (FH) oC
0064 - Application Sent to FN (FH) oc
\006S - Application Transferred to DO (FH) M (o]
Use Firm Activity -> Click to use the selected Firm Activities in the AOS Family process oC
Delete Firm Activity Click to Delete the selected Firm Activities gg

Create Firm Activity Click to Create a new Firm Activitiy

U

Click to edit the First selected Firm Activity CE
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Once a template is configured and linked to an activity, the merge template can be sent directly from the
Activity page:

[¢]

ShareBase by Hyland @ Equitax VDI

t.com;

alpha-aws.welcomedli

Edge

Menu ~

¥ ltems in process | Tr.. % Forms in the revisio... »

I Time Zone

Discard  Contacts  Print View

Send

(A# 122456780) [AP Advanced Parole] JV/IV/-/-/CB

Consultations

TO: Grijalva, Primary Montel Middle (FN) -

gilling Recipient(s)
. . + Add]
Personal Canadian Nationality Process Dependents Education Financial Travel
Expirations | immigration igrati | Forms. | Sponsors | Employment | Misc | visasta [-Remove] .
Calendars AP Advanced Parole | Add Process Email (Reply-To). |
| View: m Assignment fm Forms fm Required Docs fm Questionnaire #= Activities fm Receipts | [Add Cc] [Add Bec]
Dashboard Subject: ‘New Template |

Process:|| AP Advanced Parole v
Please Select. v

EN/Andividual Activity Name Date Completed  Receipt

Case Notes N Template:
SIS Date Opened \ *Send Engacement Message P Use Template Use Merge Fields
Address Book . Send 'You have a message'|
ol frmae Measadt

Oufius Sutshe Oste ' p—— notfication via e-mal:| Yes @Ne
Reminders . — HR View:(Oves @No

Submied 3  eSend Message: ondocs2 test

@® upload > Refresh

1% Gmestionnaires

- s 3 sSend Message at (25W18 Tetal Sz= Limt:[None

At of Support Sent
Data Upload Utility - or File Edit View Insert

’ A% 0% Docs Received [3  eSend Message: custom MIML template B € ¢ ergmpn v B I U vEvy B &R

History v —

[ —— systemfont v T | 12pt v il AV

Syt B et

Dear Primary Montel,
Dear [fn_first name],

RS Appit atiom Prepar et i

ed Message
SDOL Processing Times

Application Filed This email is in regards to your case number: [case_number]. Please confirm your address is currently:

*Send Message: New Template

B et Date '

o . Maore
o2and Recedt * Secenoed Messedt
—————— . I O TN
r—
< ,

Using the Templates within the application
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Emails and Reminders can be launched from any page within a client file. Trigger the communication or
Reminder from a client file , select your Template and and then “merge” data to insert client information

into the merge fields in the template:

Launch email:

Edge

Menu

Consultations
Add Case Note

Billing
Add Calendar
Expirations Add Receipt
Calendars Upload Document
Do Mail Merge
Dashboard
EN/individual
Case Notes

Address Book

& | FN Search Q| MNew

A
m FN/Individual / (1511-1275025369) / Process Forms
#
& Add Reminder 5

[ -1275025369 AOS Famil
Send SureMessage £ i <]
ted Group v
Review Expiration Dates Ot Assigned v

Review FN Summary

Jump ~ Mg~

fity | Process
ation | Forms

Dependents
Sponsors

Travel
Visa Status

OnDocs

Education Financial
i Notes ¥

N
Employment | Misc Eiling v
Add Process

&= Required Docs @ Questionnaire = Activities Bm Receipts @ Instructions @m OnDocs #m FN Jobs @m HR Info

Tools Helpv o Jacob-

Cancel

Tutorial # Update Info

‘ Reference]

Date Assigned|

wburg Jacob-Firm User hd

Date Assigned|11/10/2015

ot Assigned v Date Assigned
Reminders Add Charge irburg Jacob-Firm User ~| Date Assigned{11/10/2015
Start Timer )t Assigned ~] Date Assigned
Company
Add Time Billing Charge  lect One v Date Moved
Reports None v Current Process|@yes ONo

Select desired Template and click “Use Template”:

3

= =)

Send Save Discard Contacts Print View
Recipient(s): To: Grijalva, Primary Montel Middle (FM) -~
+ Add
- Remove

Email (Reply-To):
[Add Cc] [Add Bec]

Subject:

Process:

|joshua@lawlogix.com |

|Re: Grijalva, Primary Montel Middle, Case #1603-1275028494 AP Advanced Pa|

A g

New Template v|
Templa
ields

Send "You have a message'
notification via e-mail:

HR View:

(25MB Total Size Limit):

Oes ®No
Oes ®No

@ Upload s Refresh

Mone

Close Window

Template will load with merge fields. Select “Use Merge Fields” to populate the message with client

information:
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Recipient(s):
[+.Add
[- Remove

Email (Reply-To):
[Add Cc] [Add Bec]

Subject:

Process:

Template:

Send "You have a message’

Q

Discard

(=

Contacts

@

Print View

Close Window

To: Grijalva, Primary Montel Middle (FN)

|joshua@|aw|ogix.com |

|Re: Grijalva, Primary Montel Middle, Case #1603-1275028494 AP Advanced Pa|

[ALL

v

New Template v
( P |

Use Tem P'ati Use Merge Fields

notification via e-mail: Oves ®No
HR View: | Cves ®No
@ Upload s Refresh
(25MB Totsl Size Limit;:|None
Q

File Edit View Insert
By 9 ¢ Paragraph e B I VY =E = =EE ZviEv I (5) f//\/
System Font v | T, | 12pt v I AvSe Yy B ®

Dear [fn_first_name],

This email is in regards to your case number: [case_number]. Please confirm your address is currently:

fn_current_address

Please keep us informed

Best Regards,

frm_name_paralegal]
my_email
firm_name

of an changes to your current residence or employment situation.

The appropriate client information will replace the merge tag fields:

10
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Send Save Discard Contacts Print View
Close Window
‘ a Please review - Foreign Mational Grijalva, Primary Montel Middle's data has been merged into the template

Recipient(s):

+ Add

[- Remove

Email (Reply-Teo):
[Add Cc] [Add Bec

Subject:

Process:

Template:

Send "You have a message’
notification via e-mail:

To: Grijalva, Primary Montel Middle (FM)

|joshua@lawlogix_com

|Re: Crijalva, Primary Montel Middle, Case #1603-1275028494 AP Advanced Pa|

[ALL v|

| New Template V|

Use Template Use Merge Fields

Oes ®No

HR View: | Cves ®No
@ Upload c Refresh
[25M5 Tetal Size Limit): |Naone
File Edit View Insert
B € ¢  Paagaph v B I Y = =
System Font v | T, | 12pt v fa A v S

Dear Primary Montel,

This email is in regards to your case number: 1603-1275028494. Please confirm your address is currently:

1625 North Central Ave
123

Apt. 345

Phoenix, AZ 85004
USA

ii
<
i
<

|

X

=

Please keep us informed of an changes to your current residence or employment situation.

You may now Send the email or “save" it to your drafts for later sending. Reminders created from
templates will issue from the system on the designated “Reminder” date.

Activation of this new feature requires Customer Support assistance. Please reach out to the Support
team for help in activating this feature. Please keep in mind that Upgrading existing templates may
require that the templates be reformatted as part of the upgrade process.
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