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The Osprey Approach Outlook add-in allows you to set up interactivity between Microsoft Outlook and
Osprey. This guide will take you through installing and using the add-in.

This guide will take you through how to install and use
the Osprey COM Add-in for Microsoft Outlook

Installing the Outlook add-in & logging in

Prior to the installation of the add-in, you must ensure that your copy of Outlook is optimised for
compatibility. To do this, select the ‘File’ tab in the top left of your Outlook screen and then select ‘Options’
from the resulting side menu.

When the Outlook Options panel appears, ensure that the ‘General’ tab is selected. You will have some
‘User Interface’ options at the top.

Ensure that ‘Optimise for Compatibility’ is selected as below, then click ‘OK’.

User Interface options
When using multiple displays: (2
Optimize for best appearance (application restart required)
# Optimize for compatibility
Show Mini Toolbar on selection (0
Enable Live Preview

ScreenTip style: | Show feature descriptions in ScreenTips h

Please click here to download the add-in.

Fublisher camnot be verified. ™
Are you sure you want to install this application? ﬁ_-f
Hame:

Osprey Approach Outlook Add-In
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} deploy.osprey.tm

Publisher:
Unknown Publisher

Install Dran't Install

Q ‘While applications from the Internet can be us=ful, they can potentislty harm your computer. If
you do not trust the source, do not install this software. are Information...

Click ‘Install’ when prompted and a progress bar will appear showing the progress of the install. Select
‘OK’ once the installation has been completed, finalising the registration.
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Once installed, if you open up Microsoft Outlook, you will now see an additional menu item in the top

toolbar, ‘Osprey Approach’ as shown below.
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Before using the Add-In, you must firstly apply the relevant Osprey settings. You are required to enter

your Osprey URL and your Osprey username and password. If you do not enter the correct settings, you

will be unable to use the application.

Click on the ‘Osprey’ tab and then select ‘Settings’.

File Home Send / Receive Folder View Help Osprey Approach
w HR|KL2E| 0
10 B Ui y f ﬂ'—
Settings Login Help
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Enter your Osprey URL into the ‘Site URL’ box. Please remember to include the https:// prefix to your URL,

so it should display as

below.
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Click Apply.

On the Options tab, tick the ‘Display Osprey Panel on New Email Dialogue’ box to display a side panel on
any new email which will allow you to use other email addresses stored in Osprey (including the dossier
contacts and organisations) to email to from Outlook, as well as attach any documents from Osprey.

Settings et
Connection  Options
[+] Display Osprey &pproach panel on new E-mail dialog

[] Display Osprey Approach panel on new Journal dialog

Journal attachments default path: |

[] Display suggested savings by default

[ oK | Concel | desly |

Ticking the ‘Display Suggested Savings’ box will show a list of potential files to save against when
exporting an email.

Now click ‘Apply’ to keep your settings, then click ‘OK’. The panel should close and you can now select the
option to ‘Login’ on the Osprey tab. Enter your Osprey username and password, then click ‘Login’.

All icons on the Osprey tab should now be available.
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Once logged in, the ‘Login’ icon will now be greyed out and the ‘Logout’ icon will be selectable, as shown
above. Click this to log out of the add-in.

From within Microsoft Outlook, the Osprey Add-In will allow you to:

e Email from Outlook using addresses stored in Osprey.

Post time and save to the Osprey matter history from Outlook.
Export emails to your Osprey matter history.

Email packages from Outlook.

Add and save key dates into your Outlook calendar.

Add Outlook calendar appointments as key dates.

There is no need to have the Osprey application open; you just need to ensure you are logged into the
Outlook add-in.

New email including replies

Open a new email in Outlook in the usual way. The Osprey side panel should now appear.

OspreyTM

Client No: \WOO001 | - |
Matter No: i | [=]
CustomType | Please select... vl
Folder | || - |
E-mail template: | Please select . v

Create time posting
Save a copy to matter history | Outlook imported e-mail |

Client/Matter Contacts

E-mail Cortact Type

becky@pracctice net PHILLIPS Associate

richard @pracctice net Richard Wood Client
t williams @hotmail .uk.com Tarya Wiliams Linked Cliert




If you do not know the Client and Matter number you require, click the ‘... button next to either of the
fields.

Search against appropriate values according to the information you have to hand, e.g. surname,
forename, matter description; you can enter all or part of the text, then click ‘Search’.

Having located the matter required, right click on it and click ‘Select’. The screen will refresh to the new
email screen. Click ‘Get Contacts’ to display all linked Client email addresses.

Choose the expert type of the required contact or organisation and click ‘Search’. This will now show you
all relevant email addresses.

Contacts/Orgamisations
Filter By Salicitor ~
E-mail Cortact COrganization ctype ~
admin@pracctice net Administrators at Law Administrators at Law
admin@waorthingtonsjllp biz | Becky Worthington Worthingtons LLP c
rfoxee@gmail com Brindley Barstow LLP Brindley Barstow LLP a
craig_matthews @haotmail .. [C M Law CMLaw o
dan@campbellsolicitors biz | Campbell Solicitors Campbell Solicitors o
freddy@cantrellandco .com | Cantrell & Co Cantrell & Co o W

Once found, right-click each one in turn to add them to the To or CC box in the email as shown below.

craig_matthews @hotmail... |C M Law CMLaw ]
dan@campbellsalicitars biz | Campbell Salicitars Campbell Solicitars a
freddy@cantrellandco.com | Cantrell & Co Cartrell & Co To-»
ﬂ -
Cec-»

You have the option to create a time posting and to save a copy of your email to matter history. If either of
these options are not required, untick the check boxes before clicking to send the email.



OspreyTM

Client Mo: Woooo

Matter Mo 1 |:|
Custom Type Flease select .. W
Folder

E-mail template: Fleasze select. . W

Create time posting
Save a copy to matter history | Outlook imported e-mail

You also have the option to edit the matter history description at this point if you wish by overtyping the
‘Outlook Imported Email’ text.

If you have retained the tick to post time, upon clicking ‘Send’, the Time Posting window will open.
Complete the fields as normal then click SEND & POST.



|RW - Rich Wood
10 Apil 2017 B~ |

| STANDARD - Standard Remuneration

| EMAILIN - Email In
170.00 | Hourly Rate

4 | (24 mins)

168.00 || Recalculste |

|EMAILIN - Email In

Emiail to Client.

Attendance Text
Meeting with client to discuss
Travel to

If you retained the tick to save a copy to matter history, you will be able to see the email details in Matter
History in Osprey, and by clicking on the ‘View’ option, you will be able to see any content.

TYPE REF NUMBER DETAILS CREATED DATE CREATED BY PROCESSED DATE CUSTOM TYPE WEB ENABLE
66815 Outlook imported e-mail 25/03/2021 neil 25/03/2021 False
66796 Sent e-mail (Subject: Email Regarding Case: Default Matter) - Odoci(s) attached.  25/03,/2021 neil 25/03/2021 False
66048 Certificate 60k granted.PDF 15/3/2021  neil 15/03/2021 False

If the email contained an attachment, this can also be made visible by clicking ‘View’ at the bottom of the
screen.



The ‘New Email’ side panel will also allow you to add attachments or packages from Osprey.

Attachments
[ ] Convert \tlord to POF
Ref ) Created
Number Details Type Date Size
15h782 Outlook imported e-mail : 107042017 1... | 86.50 Kb
155781 Outlook imported e-mail msg | 107042017 1. (48.00 Kb
155735 Cliert Care Letter doc |06/04/2017 1... |40.00 Kb
143673 Cheque Requistion Slip - Bill pdf (021220016 1.. |18.12 Kb
43786 Tems of Business Feb 2016 pdf  |[18/02/2016 0... |151.58 kb
|4 4 |Page 1 of6 | b M | Show 5 * perpage
Packages
Type  Details Expiry Date

7ip http:# Aestv 75 osprey tm/main/Download MatterHistory Package ashw ?pkid=d...
m http:#/testv 75 .osprey tm/main/Download MatterHistony Package ashoc?plid=2 ...

I4 4 |Page 1 of1 |k b |Show 5 - perpage |

For attachments, simply right-click on the item you wish to include in the email and select ‘Attach’. This
will add the selected item to your email as an attachment.

Rief ) Created

Number Details Type Date Size
155782 Cutlook imported e-mail msg | 107042017 1... |86.50 Kb
155781 Cutlook imported e-mail msg | 107042017 1... [48.00 kb

155739 Client Care Letter . | 06/04/2017 1. | 40.00 Kb

To send a package from Osprey, right click on the relevant package and select the ‘Add to Message’
option. This will add a link to the end of your email which, when received by the recipient, will enable them
to click and download the package.

Type  Details Expiry Date

http:/ testv 75.osprey tm/main/Download MatterHistonyPackage .ashoc fpkid=d. ..

7ip http:/ Aestv 75.osprey tm/main/Download Mat

Add to message




As we can see in the below image, both our attachment and package have been added to the email. This
email can now be composed and sent as normal.

From ~ richard @pracctice.net

To... M Richard Wood;
Send
Cc...
Bee...
Subject Your Case - Ref: WO0001 M1
Attached | Client Care Letter.doc (40 KB

Fﬁ 1 2 3 4 5 6 T 8 ) 10 11 12 13 14 15 16 17 18 13 20

http://testv75.osprey tm/mam/Download MatterHistorvPackage. ashx?pkid=2188{f48-cB8ed 4£34-a7b7-154fa%d 58bla

The client and matter number will be appended to the Subject of the email as well being tagged to
the email header when the message is sent.

Received emails

To export your emails to the Osprey matter history, ensure that the correct email is selected from within
any of your mailbox folders, right-click on the email, select Osprey and then click on Email Export.

Alternatively, select the email, then click on the 'Email Export' tab in your Outlook add-in.

The ‘Email Export’ panel will now open. Search for the client and matter you wish to export to. If you do
not know the client and matter number, use any of the other search options, as described previously.

Once you have located the required matter, you may if you wish edit the email description which will
appear in the matter history, by clicking on it and editing as required.



Client/Matter Search

Client No: 'WOO001

| Surname: | |

Matter No: L | House: | |
Matter Description: | | Town: | |
Forename: | | Work Type: | v
Exclude Achived: [] FeeEamer: | v
Display Suggested: [ ] Sesrch || Reset |
Client Mo Matter No Matter Description Forename Sumame House Postal Town Work Type ID Fee Ej

Woooo1 Sale of 9A Bridge Str... | Richard Wood 94 Bridge... | Hereford

Matter History Metadata
Subject Detail Custom Type Folder
. RE: Outlook connector Qutlook imported e-mail

| Export Email Only | | Export Email Only &Post | | Export | Export&Post || Close

Done

Export Email Only - This option will simply export the selected email into Osprey with any attachments
visible under the ‘Attachments’ tab of the item details.

Export Email Only & Post - Will export the email and then open the Time Posting window for you to
complete. As previously the attachment will be visible under the ‘Attachments’.

Export - Will export the email into Osprey and will also include any attachments as a separate item in the
Matter History.

Export & Post - Exports the email and attachment as with the ‘Export’ option. The Time Posting window
will then open for you to complete.

The Email Export Status window will confirm that the email has been successfully exported.




. RE: Your Case - Ref: WO0001/1 Success

Success: 1 Canceled: 0 Erron 0

Click ‘Close’. The email will now appear in the Osprey Matter History.

TVPE REF NUMBER DETAILS CREATED DATE CREATED BY PROCESSED DATE CUSTOM TYPE WEB EMABLE
g 66015 Outlook imported e-mail 25/03/2021 neil 25/03/2021 False
@ BOTO6 Sent e-mail (Subject Email Regarding Case: Default Matter) - Ddoc(s] attached.  25/03/2021 neil 25/03,2021 False
@ BE048 Cenificate 60k granted PDF 15/03/2021 neil 15032021 Fakse

Display Suggested

Display Suggested is a quick way of identifying a client to export any sent or received emails to. This
feature can be enabled as a default in the Outlook settings or you can choose to select it at the time of
importing emails.

Display Suggested will check the email subject line to see if it can identify a client and matter no, it will
also check to see if it can identify any email address in the original email compared to the client’s email,
matter email, any dossier email, also, any contact or organisation email linked to dossier fields. This
feature can save time searching for the correct client and matter to export the email to.



Chent'Matter Search

. WOD0DT

Sale of 9A Bridge Str... | Richard Wood 54 Bridge...

Hereford

Client No: Surname:

Matter MNo: House:

Matter Description: Town:

Forename: Wfark Type: | > |

Exclude Achived: | FesEzmer | v |

Display Suggested: [] Search || Reset |
Client Mo Matter Mo Matter Description Forename Sumame House Postal Town Work Type ID Fee B

Autofile

Any replies to email sent using the new email panel within Outlook using the connector may be
automatically filed into the clients matter history.

Right click the message and select OspreyTM > Autofile...

e Junk b
Neil Braithwaite W Delete
Your Case [ClientRef: BODD0Z/1) = Archive..,
Meil Braithwaite - |
OspreyTM >
Neil Brai‘thwai‘te ‘.'I U AU UL TS LU T¥IE

Your Case [ClientRef: BOO002/1)

E-rnail Export... |

Autofile...

Osprey Approach Qutlook Add-In

o Succeeded to autofile the mail to client/matter: BOOD0Z2/1.

¢

Click OK to confirm




Showing exported to Osprey column

You may also add a column in Outlook to display emails exported to Osprey This will be useful to easily
identify in Outlook which emails you have already exported.

The Osprey connector will hold the information of which client and matter(s) you have exported an email
to, when you turn on a custom field. To do this, right-click on the heading row in your inbox on any of the
column headings ‘From’, ‘Subject’, ‘Received’, etc. Now click on 'Field Chooser'.

All Unread Search Current Mailbox (Ctrl+E) £ | Current Mailbox -
Uix| ()@ |FROM | SLIRIECT |RECEWED ¥ |SIZE | CATEGORIES  |%
4 Date: Today <3 Arrange By 3
Richard Woo | Reverse Sort Mon 24/04/201... 46 KB N
Richard Woc 52 Field Chooser Limited [

Remove This Column
Group By This Field
Group by Box

% [ ol

View Settings...

Select 'User-Defined Fields in Inbox' from the drop-down list at the top.

Drag the 'Exported To Osprey' field to the position in which you would like it to appear. Any subsequently
exported emails will now appear.

User-defined fields in Inbox

Exported to OspreyTh

Mew... Delete

And you will now see that the new column brings through the client and matter number to which the
email was exported.

All Unread |Search Current Mailbox (Ctrl+E) L2 | Current Mailbox -

ik | ()@ | FROM SUBJECT | RECEIVED |SIZE  |EXPORTED TO O...|CAT... |¥

4 Date: Today

Richard Wood Email For Exporting Maon 24/04/20... 43KB  Yes(WOD00141)

Richard Wood Visual Media Design Pracctice Limited |.b




To add the column to a folder other than the Inbox, you need to create a new user defined field with the
same name of ‘Exported to Osprey’. If this custom field is deleted from Outlook (in the screen above, you
can choose to delete fields), all associated export data will also be deleted.

Key dates

We will now go through adding key dates to Osprey and calendar dates to Outlook.

For all key date functionality, the Fee Earner’s Outlook username and password details MUST have
previously been set correctly within the supervisor area of Osprey. If the details are not set up
correctly, the key dates cannot be added to the relevant Fee Earner’s calendar.

To set this, navigate to the ‘Supervisor’ area of Osprey, then select ‘Code Setup’ and then click on ‘Fee
Earners’.

{% SUPERVISOR

Code Setup
Work Types

Activity Codes

Remuneration Types

Fee Earners

Right-click and select the ‘Edit’ icon corresponding to the Fee Earner you wish to have key dates available
on his calendar and ensure that the ‘Email Address’ and ‘Password’ fields are filled in.



I'Tn"ln

@ Ensure you use your Exchange Credentials in order for Exchange Integration ~
to function correctly.

Email Address: richard@pracctice.net

Password:

Confirm
Password

Advocate
Reference:

Supervising Fee []
Earner:

Partner: []

In Use

Adding a Key date

First, we will save a key date from Osprey into the Outlook calendar. Navigate to the ‘Case Management’
tab in Osprey and select ‘Key Dates’. Now click on ‘Add Key Date’.

E] CASE MANAGEMENT

Key Dates
Add Key Date

Key Date Summary

Create your diary appointment, ensuring that the relevant Fee Earner has been selected and that the
‘Create Diary Appointment’ box has been ticked.

You can also set a time should you wish.



Client No Wooo03

Matter No 1

Key Date 15/01/2019

Key Date Type CHASECLI

Motes Chase Client

Fee Earner RW Multi Select
Date Met 7 ]

Create Diary WIAll Day WAt 09:00

Appointment 7

Published ? O

Now click the ‘Save’ icon. The new key date will now be visible as an appointment in the selected Fee
Earner’s Outlook calendar.

Today . Tomorrow . Thursday

< » 12 April 2017 59°F/42°F 56°F/39°F 52°F/38°F Search Calendar (Ciri+€ £

WEDNESDAY

Hereford, England -

12

08

09 Chase Client

10

Key Dates can also be created as appointments when an "Add Key Date" action is created as part
of a workflow. The appointment will be created once the action has been run.

Outlook tasks

You may also add an Outlook task as a key date. Click the Osprey tab in Outlook, select the ‘Add Key
Date’ icon and choose ‘Task'.



+
10

Add Key
Date =

Task

Appointment

Use the Osprey Key Date Details screen to search for your client and matter, then enter the Fee Earner
and key date type details. Leave the ‘Date Met’ checkbox empty so that it will appear as unmet in Osprey,
unless you wish to record it as a met key date.

Tick the ‘Publish to Web Access’ box if you want it to appear on your Osprey Web Access site for clients
to see. Now enter the Due Date and Subject in the Outlook details box on the left.

File Task Ingert Format Tesxt Rewew Help G Tell me what you want to do

— s e
g0 Zdd HME| v RE|C | R Mo Q
Save Bt Delete Forward OneMote Taak Detah Matk  Assign Send Stetus = Recumence | Categorize Follow ! High impartance Zoom
Close Complete  Task Report - Up~= f Lowmparance
Adbsans Show Manage Task Becumence Tags Zoom
Osprey Approach »

Cmprey Approach Key Dabe Detais

Chent o [wonea1
Start date Hone (| Status Mot Started -
Matar Mo [
e dabe Hone I | Prionit Mormal - omplete (0% | — AW =
[ Rerminder Mo Beminder Time  Mone - Fil na e Ky Dass Type: CHASECLI -
Dute Mt ? [}

Publish bo \Webscoess: ||

Click the ‘Save and Close’ button when done and your details will be saved in Outlook tasks and as a key
date in Osprey.

Outlook appointments

You can also add an Outlook calendar appointment as a key date. Click ‘Add Key Date’ from the Osprey
menu in Outlook, select ‘Add Key Date’ and choose ‘Appointment’

As with the tasks detailed earlier, search for your client and matter, and then enter the fee earner and key
date type details. Tick the box if the date is already met and you just want to record it, or leave blank if
you want it to appear as unmet in Osprey.

Enter start and end dates and the subject in the Outlook details box on the left. Now click ‘Save and Close’
when done. Your details will be saved as an Appointment in the Outlook Calendar and as a Key Date in
Osprey.
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