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1 LEAFLET INTEGRATION WITH TEAMS

Leaflet 2.0 has integrated Microsoft Teams with its platform.

Leaflet Corporation enables law firms, practice groups or individual lawyers
to take all or part of the questionnaire that drives any Document and publish
it out to clients. Each questionnaire published out in this fashion is called a
“Leaflet.” Such Leaflets are mainly auto filled and available for use with
limited efforts required thereafter. Any of the clients who have been granted
access to a Leaflet can use it and submit their Documents and then generate
as many versions as required for any Document.

Leaflets are flexible, mobile interviews that you extract from your automated
forms and share with anyone who might request documents from you.
Leaflets are easy to create and customize.

Leaflet leverages technology to create automated templates (No
Programming Required), and Clause Libraries for document drafting. Leaflet
enables collaboration between teams and clients with Microsite Portals,
configurable workflows, and automated approval processes. Leaflet’s
Document Automation Platform fits seamlessly into existing environments
and integrates into leading DM, CRM, CLM, and eSignature solutions.

2 WORKING THOUGH LEAFLET & TEAMS

Teams:

Teams are a collection of people, content, and tools surrounding different
projects and outcomes within an organization.

o Teams can be created to be private to only invited users.
o Teams can also be created to be public and open and anyone within
the organization can join (up to 10,000 members).

A team is designed to bring together a group of people who work
closely to get things done. Teams can be dynamic for project-based
work (for example, launching a product, creating a digital ship room),
as well as ongoing, to reflect the internal structure of your organization
(for example, departments and office locations). Conversations, files
and notes across team channels are only visible to members of the
team.
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LEAFLET & TEAMS:

Documents can be moved from Leaflet platform to Microsoft Teams by
working though different teams/channels. We will learn how to do so in the
below sections.

2.1 TEAMS LOGIN

Log in Teams from:

https://teams.microsoft.com/

Provide Email Address and select Next.

B Microsoft

Sign in

Terms of use  Privacy & cookies  -+-

Then enter Password and hit Sign in.


https://teams.microsoft.com/
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& rchoudhary@leafletcorp.com

Enter password

Leaflet leverages technology to create automated
templates (No Programming Required), and Clause
Libraries for document drafting. Leaflet enables
collaboration between teams and clients with
Microsite Portals, configurable workflows, and
automated approval processes. Leaflet's Document
Automation Platform fits seamlessly into existing
environments and integrates into leading DM, CRM,
CLM, and eSignature solutions.

Terms of use  Priv.

After logging in the screen appears like below:

Microsoft Teams e

Teams = n General Posts Files Wiki Need ToDo + & Org-wide @ Meet (D) -
Your teams e Live Chat  5/17, 7:35 PM
Quick Reminder: Your Live Chat free trial expires in 3 days!

n leafletcorp.com
When your trial ends, your account will be deactivated. Subscribe now to continue providing great customer service right from Teams!

+ Plans start at just $29/month for your whole account.
& Reply

May 24, 2021

9 Live Chat 52 PM
Action Required: Your Live Chat trial has ended

We see that you've recently used our Live Chat app. We wanted to send you a quick reminder that your Live Chat free trial has ended and will
be disabled. Don't worry: your app and settings have been saved. Subscribe today to pick up where you left off!

& Reply

June 11, 2021

Rukama Choudhary /11, 6:22 PM
Added a new tab at the top of this channel. Here's a link.

Need ToDo

RC

&8 loin or create a team 3

2.2 TEAMS SETUP

To integrate Leaflet and Teams, setup is required. This is a two step
procedure. First uploading the custom app. Second submitting the app to the
catalog.

2.2.1 UPLOADING THE CUSTOM APP

1. Open Apps from Teams.
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Microsoft Teams Q Search
Teams = - General Posts Files Wiki NeedToDo + % Org-wide
Your teams e

% Quick Reminder: Your Live Chat free trial expires in 3 days!

' leafletoorp.com

When your trial ends, your account will be deactivated. Subscribe now to continue providing great customer service right from Teams!

* Plans start at just $29/month for your whole account.
See more
& Reply

May 24, 2021

e Live Chat 5724, 7:32 PM

= Action Required: Your Live Chat trial has ended
We see that you've recently used our Live Chat app. We wanted to send you a quick reminder that your Live Chat free trial has ended and will
be disabled. Don't worry: your app and settings have been saved. Subscribe today to pick up where you left off!

< Reply

June 11, 2021

Rukama Choudhary /11, 6:22 PM
Added a new tab at the top of this channel. Here's a link

—
-

&8 Join or create ateam @

RC

2. Select ‘Upload a custom app’. And from menu select ‘Upload for my
org’.
Microsoft Teams Q search —

Apps

Get more done with

Search all apps Q apps!
} 4. monday:on
Home > Simplify workflows, share data, or P
5 " Z sync
Bl Tor yor org find new ways to work smarter Y
together.
Featured
Popular on Teams Learn about apps in Teams
Top picks
What's new See all
What's new
Categories i:: PA PEOPLE @ trustke n Voca Conversational IVR
BTEHPHONE APPU 0 Audiocode:
Education 00

[PHONE APPLI PEOPLI Enhance Microsoft Teams with adaptable

Productivity

ERNER ) ...

Image & Video Galleries

Project Management

Utilities Al apps
Social
See more Forms Channel calendar Power BI e Jira Cloud
Microsoft Corporation Microsoft Corporation L Microsoft Corporation w Atlassian
T Upload for me or my teams Easily create surveys, quizzes and polis. Access all events in the channel from one Use Power Bl to discover actionable ira Cloud for Microsoft Teams brings your
place. All members—except can insights in your data and make data-driven Jira Cloud experience into your
add events to the calendar and view eve... decisions by sharing and collaborating. collaboration environment, letting you a...

T Upload for my org

oad a custom app = pmd

3. From the pop-up select the Leaflet App package file. And click on Open.
The selected App package will get uploaded.
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Apps

Help

Activty

chat

)

Teams

File

Apps

Microsoft Teams

Apps
Search all apps Q

Home

Built for your org

Featured
Popular on Teams
Top picks

What's new

Categories
Education

Productivity

Image & Video Galleries
Project Management
Utilities

Sodial

See more

Upload for me or my teams

Upload for my org

Upload a custom app

Apps
Search all apps Q

Home

Built for your org

Featured
Popular on Teams
Top picks

What's new

Categories
Education

Productivity

Image & Video Galleries
Project Management
Utilities

Social

See more

Capabilities

Submit to app catalog

Upload a custom app

Q Search

Get more done with
apps!
Simplify workflows, share data, or Workin

~
find new ways to work smarter a7 sync
together.

Learn about apps in Teams (&

@ Open x
See all
1 & > ThisPC > Downloads v o
Organize > Newi foider E- O
Individual PDFs *  Name Date modified
Fie Hospitalisat Earlier this week (1
= This PC B Leafletzip w
3 20 Objects Earlier this month (1
I Desktop B wetransfer-0a2116.zip M-07-2021 2133 w
% Documents Last month (5) < See all
& Downloads v < >
File name: |Leafletzip WinRAR ZIP archive (*2ip) v Voca Conversational IVR
Audocodes
Cancel
I . - —_‘hance Microsoft Teams with adaptable Meet AudioCodes Voca - 2n Agile
ms allows you to keep your entire team features for powerful work and knowledge Conversational IVR solution designed to fet

connected without leaving the applicatio.. management trustkey is a versatile.. callers talk from start to finish! Voca offer...

4. After App package is uploaded. It appears as below.

Get more done with
apps!
Simplify workflows, share data, or

find new ways to work smarter
together.

#/.mondayon

Learn about apps in Teams (D

Built for your org See all
Leaflet
[/ Leaflet Corporation

Leaflet leverages technology to create
ated templates (No Programming
Required], and Clause Libraties for...

What's new See all

trustkey Voca Conversational IVR
2 30Digital GmoH AudioCodes
Docuo's new connector with Microsoft Enhance Microsoft Teams with acaptable Meet AudioCodes Voca - an Agile

for powerful work and knowledge Col
key is a versatile... «

Teams allows you to keep your entire team
connected without leaving the applicatio...

nversational IVR solution designed to let
lers talk from start to finish! Voca offer

2.2.2 SUBMIT TO APP CATALOG

1. In Apps from left panel select ‘Submit to app catalog’.
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Act
Apps
chat Search all apps Q
&
Toans Home >
- Built for your org
i
Featured
v Popular on Teams
Tasks by
Top picks
Bx What's new
Aop Studa
P Categories
Education
Productivity

Image & Video Galleries
Project Management
Utilities

Social

Communication

Content Management

a R

e
e =
@ »ad a cU Submit to app catalog
javascriptvoid(0)

Get more done with
apps!
Simplify workflows, share data, or

find new ways to work smarter
together.

#/.monday:.

Learn abo: s in Teams

Built for your org

57,’ Leaflet
esfet Corporation

Leaflet leverages technology to create
automated templates (No Programming
Required), and Clause Libraries for..

What's new

Docuo

A2 Docuo

PA PEOPLE
HFSEEPHONE AP

8

TPHONE APPLI PEC

2. Select ‘Submit an app’.

o

Qo

Actiity
Apps
crat Search all apps Q
&
Teans Home
Built for your org
iles
Featured
S Popular on Teams
Tasks by 1
Top picks
B What's new
pp sudio
Categories
Education
Productivity

Image & Video Galleries
Project Management
Utilities

Social

Communication

Content Management

Apps
Submit to app catalog >
Help Upload a custom app

3 Bites

o Workin

a7 sync

See all

See all

n Voca Conversational IVR
Audogodes

@ trustkey
200l Gt

Enhance Microsoft Teams with adaptable
features for powerful work and knowledge
management trustkey is a versatie.

Meet AudioCodes Voca - an Agile
Conversational IVR solution designed to let
from start to finish!

callers

2 offer.

Submit to your organization's app catalog

This s the place to submit an app and check the status of your submissions. Once approved by your IT admin,

your app will be featured under Apps > Built for your org

App Version

Status

Last updated

3. From the pop-up select your App. And click on Open.
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Actrity

Teams
Fles

v
Tasks by P

25
App Studio

Leaflat

Apps

Help

CP
netty

O]

ahat

&

Teams

D

Fles

v
Tasks by 7

i5

App Studio

Lesfiet

Apps
Search all apps

Home

Built fer your org

Featured

Popular on Teams

Top picks

What's new

Categories

Education

Productivity

Image & Video Galleries
Project Management
Utilities

Social

‘Communication
Content Management
Submit to app catalog

Upload a custom app

Apps
Search all apps

Home

Built for your org

Featured
Popular on Teams
Top picks

What's new

Categories

Fducation

Productivity

Image & Video Galleries
Project Management
Utilities

Sodial

Communication
Content Management
Submit to app catalog

Upload a custom app

Submit to your organization's app catalog

This is the place to submit an app and check the status of your submissions. Cnce approved by your IT admin
your app will be featured under Apps > Built for your org

App Version Status Last updated
@ Open ®
4 & > ThisPC > Downloads » v O Search Downloads
Organize > New folder =y @ @
This P A Name Date modified L7
8 3D Objects ~ Earlier this week (1)
B Deskiop 5 Leafietzip 13-07-2021 1947 w
[ Documents ~ Earlier this menth (1)
& Douinloads B8 wewranster-0a2116.21p 04-07-2021 21:33 w
b Music + Last month (5) -
& Pictures v < >
File name: |Leaflet.zip WInRAR ZIP archive (“zip) >

4. Once submitted and approved it appears as below.

o

Submit to your organization's app catalog

This is the place to submit an app and check the status of your submissions. Once appraved by your IT admin,
your 2pp vil be featured under Apps > Built for your org.

App Version Status Last updated

T Leaflet 1022 Approved

5. Once it is approved in above step then it also appears in ‘Apps > Built
for your org’
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9
Aty s
" Apps Built for your org

chat Search all apps Q Built by your org

008 Apps created and approved by your org's technology team.

[6))

— Home
Built for your org Leaflet

0 [ JEe

s
Featured

- Leaflet leverages technology to create

B Popular on Teams i inkia

Tasks by PL

Top picks

B What's new

Aop Studio

g Categories Built by your colleagues

Leaflet Education Apps created by your colleagues and shared with you or a group you're in. Learn more
Productivity
Image & Video Galleries [ Verooe idees Ideas

Owner: Rukama Choudhary Owner: Rukama Choudhary

Project Management
Utilities
Social
Comi
Content Management

Aops
Submit to app catalog

9\., Upload a custom app

2.3 CHANNEL CREATION ON TEAMS

In a Team there can be multiple Channels. Channels are dedicated sections
within a team to keep conversations organized by specific topics, projects,
disciplines—-whatever works for your team! Files that you share in a
channel (on the Files tab) are stored in SharePoint.

1. Go to Teams from left panel.

0
s, Teams = . General Posts Files Wiki Need ToDo + % Org-wide 3 Meet @

leafletcorp.com Welcome to the team!
i
’ Teams Here are some things to get going...
.....

B
Tasks by PL..
S

Add more people Create more channels Open the FAQ

Rukama Choudhary 5/, 4:17 M 1

RCG Added a new tab at the top of this channel. Here's a link.

Leaflet

« Reply

& Join or create a team ]

2. Inyour desired Team (if more than one), from context menu drop-
down select ‘Add channel’.
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q —

L
Activity Teams

2 P

. . leafletcorp.com
i

‘eams

Files

v
Tasks by Pl

s

app swdio

Leaflet

&3 Join or create a team

& 7

]

n General Posts Files Wiki Need ToDo  +

Welcome to the team!

Hide

Manage team

Leave the team

Edit team

2 Get link to team

Manage tags Add more people

Delete the team

28 Choudhary 5/, 417 PM

REZ] Added a new tab at the top of this channel. Here's a link.

Leaflet

& Reply

[ New conversation

Add channel << : -
Add member

Create more channels

& Org-wide O Meet @ -

Here are some things to get going...

@

Open the FAQ

3. In the pop up provide all the details of Channel. After providing
details click on ‘Add’ button. Now your Channel is added to your

Team.

Create a channel for "leafletcorp.com” team

Channel name

Letters, numbers, and spaces are allowed

Description (optional)

Help others find the right channel by providing a description

Privacy

Standard - Accessible to everyone on the team

O Automatically show this channel in everyane’s channel list

4. Once Channel is created it appears as below.
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& Microsoft Teams Q, Search

. Guide Posts files +

Q

Acthity

crat

=]

apps

2

Teams

Your teams

. leafleteorp.com
o

1 hidden channel

&8 Join or create a team

4 New conversation

? =2
" e

Let’s get the conversation started

Try @mentioning the people you want to participate in this channel

2.4 ADDING LEAFLET TO TEAMS IN CHANNEL

Open the CHANNEL created (as mentioned in above section). Now follow

the below points:

- Guide Posts Files +

Q "

i im

Teams

Demo

Dev Team
Development
Guide &
Test

1 hidden channel

2. Either search ‘Leaflet’ in search bar or select directly by scrolling and
finding Leaflet App.

1. Click on ‘+’ (Add a tab) button in your channel.

Add atab

i

—o
%o

Let's get the conversation started

Try @mentioning the people you want to participate in this channel

<
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Add a tab

Turn your favarite apps and files into tabs at the top of the channel. Not ~ Search
all apps support private channels. More apps

Recent v

/-1

Leaflet Stream PandaDoc signNow Power BI Employee YouTube
ideas

QoOEEEAD

Live Chat Document  Excel Lists OneNote
Library

SharcPoint  SharcPoint  Visio Website Whiteboard
Pages

1 Manage apps

3. In the pop up it asks for the permission to get the App in your
channel. Click on ‘Save’ button.

‘ Leaflet

Leaflet Corporation

Leaflet is the only solution that lets you create bespoke
legal d and use A fon for accuracy and
compliance.

The fastest. The easiest. The lawyers choice.
HOW LEAFLET BEATS THE COMPETITION

Instant Automation

Everything you autemate goes live instantly so you can test as you go.
Qther systems re-assemble the document every time you build each
variable.

Draft in MS Word
Work directly within Word to create documents without the headaches

that athar ciland rtame mim e

Post to the channel about this tab

4. After adding Leaflet it appears as below
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QW Teams = . Guide rosts Files Leaflet ~ + D2 C O | O Met

ot
M i
. leafletcorp.com

o ) Help yourself

O Work with us

Navigating the Contract Portal:

Welcome to Leaflet:

Copyright © 2021 by Lealer Corporation. “Leafler” and the tri-page leaf logo are trademarks of Leaflet Corporation.

Microsuﬂ e Q =

Teams = - Guide Posts Files Leaflet + & Channel Gt Meet @

2 e
Gt
B estetcom.com
(4]
—

Let’s get the conversation started

Try @mentioning the people you want ta participate in this channel

Rukama Choudhary 7:58 PM
o | Added a new tab at the tap of this channel. Here's a link.

RC

(‘ Leaflet

< Reply

H@‘" &3 Join or create a team &

2.5 LEAFLET SUBMISSION

Various documents can be created under Leaflets. At one place all the Leaflets
can be viewed. Basically we need to fill a questionnaire based on the
document and such is then generated and a ready agreement is obtained and
is available on Teams. Execution through this is easy, concise and time saving.
Once Leaflet is added to your Channel, any Leaflet can be used and
submitted to Teams. Follow the below steps:

1. Inthe Leaflet tab on your Channel, open any desired Leaflet.
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—

HSN Teams = . Guide FPosis files Leaflet +  + 27 C & O Met
El v
Chat
leafletcorp.com
w B LS
Teams Search Leatlet
master
Search Everywhere -
s
= About Help yourself
Tasks by L.
= B Help yourself ~
app sudio Rule: Cpen :
P ® Work with us Total Contract Fee>50000
Leafiet
@ Master Service Agreement Open
@ Master Service Agreement - 20 Open .
@ Master Service Agreement - LLC connector Open
Apps
¢ &8 Join or create a team 2] Copyright © 2021 by Leaflet Corporation. “Leafler” and the tri-page leaf logo are trademarks of Leaflet Corporation.
Help

2. Fill in questionnaire and hit the Get Documents button.

o

,\gv Teams = - Guide Posts Files Leaflet~ -+ v C@& O Met
Your teams
Chat _
. B tercomcom <« £ let
‘ w Con .
T .
o Master Service Agreement - SP ¢ Previous [ Save @) Cancel g Get Document
s @ Agreement Terms Progress
e~
e Effective Date
gs Effective Date
App Studio 7/15/2021
Leatet
Payment terms?
®) Net 30
O Netso
(O Other
B
Apps
S?p 3 Join or craate o teem & Record Retention Period?

3. Provide the document name and click “Get Document”.
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i35, Microsoft Teams Q Search

Teams = . Guide posts Files Leaflet~ + O 7 C® 3 Met

Aty
S e
- leafletcorp.com

Teams Get Document

Document Name

Tasks by PL.

App Sdio

Lealet

83 Join or create a team b

4. Once Leaflet is submitted it appears as below. Click on ‘Back to
library’ on top left of Leaflet window.

iy Teams = . Guide posts Fles Leaflet © + 07 C @ 3 Met
o) BEe
Chat.
. - leafletoorp.com
Tearns
& Back to library
Files
B Your Documents are Ready
v
Tasks by B
Files
ax
app sudic
MSA guide
e - Download  [=] Email Preview
et
pps
@ 88 Join or create ateam I Copyright © 2021 by Leaflet Corporation. "Leaflet” and the tri page leaf logo are trademarks of Leaflet Corporation.

5. After the document is generated, you can access it from your Recent
Queue.
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Q —

M%v Teams = . Guide rosts Files Leaflet -+ I CE B Met

) e

Chat.

.. [ ecteroncom

i

Teams

0 Search Leaflet

Files.

5] y

Tasks by .

ax B Help yourself @ msa guide <::I Assembled

App Swdic

© Work withus @ T Assembled

L]

- ¥ gffet Assembled %
U teeeee Assembled %
¥ oo Assembled %
W tddsfsdfaf Assembled %
A 1n e Accamblnd

EB \Welcome to Leafiet

Apps.

Copyright & 2021 by Leaflet Corporation “Leaflet” and the tri-page leaf logo are trademarks of Leaflet Corporation.

2.6 TO-DO ITEMS

A list of To-do items can be created to keep track of all the to-do things/
tasks in your bucket list. You can track your progress, its priority, start date,
due date, add any notes, create a checklist for it, add attachments,
comments etc. Follow below steps to create your list:

1. Select context menu drop-down of your Leaflet from Recent Queue.

Microsoft Teams Q search
M%y Teams = nGuIde Posts Files To-Do ltems  Leaflet =+ @0 C 0 3 Meet
o

. leafletcarp.com
i

Teams

Search Leaflet

Edit

Fs Customize
l_:| ocument Name
v
Tarsks by P, Fresen
T——— @ msA guide
Maid- I Help you (® Duplicate
p studic
© Work vith us ¥ .
a9 A Submitto Legal
Leatlet
7 ofgtgt
> To-Do ltems for Teams
7 teceee
B Messageto Teams
7 oo
& Download Docs
I fddsfsdfdf
&  Exportto iManage
A a0
&  Exporttonetdocuments
(]
(min] Welcome to Lesflet!
Agps &  Exportto Worldox
@ 8 Join o create a team ) Copyrighn & 2021 by Leaflr Corporarion “Leafir” and the wipage o5 4 Eypori o oneDrive

2. Select ‘To-Do Items for Teams’. Fill in all the details in the pop-up. And
hit submit.
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Microsoft Teams Q Search

;9: Teams = -Guide Posts files To-Doltems  Leaflet ~  + B3 C 8 | O Met

2 e
| let

To-Do Items for Teams

=58

App Stugio

Leafiet

&8 Join or create a team &

Microsoft Teams Q Search

Teams = nGuide Posts Files To-Doltems Leaflet © + D72 C® ~ O Met

5]
= Vour teams

let

Do Items for Teams

Akshi Verma

BR yourself /13022

App Studio

L]

Urgent
Leafiet

Review Terminatjon
Send for sigr J

B

Apps

@

; &8 Join or create a team =
ielp

3. Goto ‘To-do items’, there this item is visibly added to the bucket.
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ey Teams = .Guide Posts Files To-Doltems v leaflet + B 2C G | 3 Met
90 e
chat Group by Bucket v Filter ~ list Board Charts  Schedule
) . leafietcorpicom _
i
Teams Leaflet Leaflet 1 Leaflet 2 Adc
[} + Add task + Add task + Add task
Fie
,ml-z’,‘, O employment O Msa
* 8073 ® 06/17/2022
Bx xd ’
Agp studio
@ Akshi Verma @ Akshi Verma
Leafet
Pink
(O Leaflet: SRR Test 1.0
& S5 2 0/4
@ Rukama Choudhary
® ik
i QO Leaflet: test group
g?; &8 Join or create a team 3 ! 2on

2.7 MESSAGE TO TEAMS

Messages can be sent to team by two ways: Messages icon in Leaflet tab (all
messages here can be related to Leaflet) and other from Posts tab. Follow
the below steps:

2.7.1 MESSAGES IN LEAFLET TAB
Conversation can take place easily while user is on Leaflet window. A leaflet
can be send for review, edited, customized etc from here. Follow the below
steps:

1. Click on the conversation icon on top right. (as indicated in below
image)

Microsoft feams — m

Teams = - General Posts Files Wiki NeedToDo Leaflet v+ 0 S CE - M
I\

Search Leaflet

About Help yourself

B Help yourself

Q) Work with us
#  Master Service Agreement - 2.0 Open

&> Recent

S Join or create 3 team ] Copyright © 2021 by Leaflet Corporation. “Leaflet” and the tri page leaf loge are trademarks of Leaflet Corparation
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2. Conversation panel opens up. Click on three dots at bottom and
select Leaflet app icon.

Teams = . General Fosis Files Wiki NeedToDo Leaflet~ + I C O -~ GwMea
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3. User can type in the Leaflet/Document name on top in this small pop-
up window. Else can also scroll and select desired Leaflet/Document.
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4. Once Leaflet/Document name is selected it appears to be sent. There

along with it, user can type in the message as required. And then
select the send icon.
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5. The sent Leaflet consists of three things mainly:

Edit Button
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Message

Microsoft Teams

Teams

Pinned

Vour teams

&& Join or create a team

®2C@ ~ G

e S

this channel. Here's a link.
0 et

717, 438 PM
7 Leatlet

Leaflet Test 1
17-07-2021

Edit

Customize

MSA Verification
19-07-2021

Edit Customize

Message can be typed here........| G
vrome e - b

o m

= - General Pposts Files Wiki NeedToDo Leaflet v+

Search Leaflet Search Ever...

About Help yourself

1 Help yourself

Narme Menu

©) Work with us

@ Master Service Agreement - 2.0 Open

[ tnbox

by Leaflet Corporation. “Leaflet” and the ti-page leaf logo are wademarks of L

B2 C & v &M

@ Leaflet

Leaflet Test 1
17-07-2021

Edit

Customize

720 PM
W Leallet

MSA Verification
19-07-2021

Edit <j
Customize <:|

Message can be typed
[ I N—

Reply @

2 OB R B - B



[leaflet

Corporation
collaborative document automation

2.7.1.1 Editing the Leaflet
Edit button provides the user a very useful feature of editing the
questionnaire and make all the necessary changes as required. Once
user clicks on Edit button, the Leaflets questionnaire opens up (as
shown below). Once user is done click on Get Document. And now a
edited version of document is ready.

Micosot feams Q o m

. General Posts Files Wiki NeedToDo Leaflet - + B S C B G Me

7
g
]

1

7 Leaflet

&« E= Us =

Leaflet Test 1

MSA Verification D save @) Cancel @ Get Document 072001

Page 1 Progress
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1
7/16/2021 O b=

T20PM
@ Leafiet

MSA Verification
19-07-2021

Contractor
Edit
Customize
Message can be typed
here.........
Reply 4
v 2 © B - B

& Join or create ateam @

2.7.1.2 Customize the Leaflet

Customize button provides the user a very useful feature of editing the
document live. User can make all the necessary changes which can be
seen reflecting on document. Once the user clicks on Customize button
below screen appears. And after that document opens as word file
having the questionnaire on left panel. Make all the changes to
qguestions as required. Save the document. Once done it can be
exported at same time by using Export button on Leaflet ribbon in word
file. (refer the second image below)
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2.7.2 MESSAGE TO TEAMS

Messages can be sent through Posts tab. Here all the conversation can take
place other than on Leaflet as well. A new conversation each time can also be
initiated by clicking on “New Conversation” button. Follow the below steps:

1. Click on “New Conversation” button to initiate a new conversation.
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2. Type in the message and send. Or type in message and click on Leaflet
icon to attach the Leaflet as desired.
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3. Leaflet pop-up window appears. User can type in the
Leaflet/Document name on top in this small pop-up window. Else can
also scroll and select desired Leaflet/Document.
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5. User can continue on same conversation by clicking on ‘Reply’ (as
indicated below).
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7. Reply sent can be edited/ deleted etc by using the context menu of
each reply sent.
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