How to Send Emails From Contracts

Objectives

® Send Direct Emails from Contracts/Documents

Steps

To send emails and attach related contract documents directly from LEXZUR:

Open the contract you want from the Contract/Document page by clicking on its name or ID.

—_ 150
Dashboards ~ Agile ~ Contacts ~ Matters * Tasks Contracts & Documents = Reports ~ Time~ Biling~ More v | Create oaos® S
Contracts & Documents 4 v smeas DBEis s
1-200f 302 items G Search Advanced  Columns ~
O D l Name l Value Type Currency Status Workflow Status Date Start date
Service A t- ABC
o CT-568 se vice Agreemen 0.00 Service Agreement Active Rejected 2024-04-10 2024-04-10
ervices
Non-disclosure . .
o CT-567 NDA for SMP 0.00 Active Drafting 2024-03-27
Agreement
General empl t
=} CT-566 General employment contract ~ 0.00 eners employmen Active Filing & Drafting 2024-04-01
contract
] CT-563 Agreement for BLP 0.00 Franchise Agreement Active New Request 2024-04-08
- Non-disclosure . .
( CT-562 Non-disclosure Agreement .00 Active Drafting 2024-03-01

Agreement

All emails related to this specific contract can be sent and tracked under the Emails tab on the contract's page.
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Click on Compose to start a new message.

First, connect your email to LEXZUR. Choose either Google/Gmail or Office 365, and sign in with your email address



Email Integration

Connect your personal email to Lexzur, o you can send emails directly from within Lexzur

M Google / Gmail u Office 365

Gmail Integration allows you to send emails directly from Office 365 Integration allows you to send emails directly
within Lexzur, and share threads between your inbox and from within Lexzur, and share threads between your inbox
Lexzur Modules and Lexzur Modules

Write the email, choose the subject of your email and the message you wish to send, then click the attach button to attach either a file from your computer
or any Lexzur Documents.

1 You can also create your email template and use it directly while composing an email. Learn more here
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Contract For Review —
+Add Template
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Alice Jones <JonesAAlice21@gmail.com> &

Contract to be Reviewed

Dear Manal Zeidan,

Hope all is well, -

Kindly find attached the contract to be reviewed:
Contract Title: Sales Agreement
Parties: BLP industry, abe

Best regards,
Contract Team,
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Choose the Folder from which you want to select your files, select the documents, and press Attach.


https://documentation.lexzur.com/display/A4L/How+to+Customize+Contra+Email+Template
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Cancel + Attach

You have the option to respond to the email directly within Lexzur, and also to forward it for further communications.
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For more information on LEXZUR, reach out to us at help@Ilexzur.com.

Thank you!
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