
Omtool, Ltd. • 6 Riverside Drive, Andover, MA 01810 • http://www.omtool.com
Omtool Europe • 25 Southampton Buildings, London WC2A 1AL United Kingdom

© 2009 by Omtool, Ltd. All rights reserved.

AccuRoute quick start guide

Sending a message to LegalKEY using AccuRoute Desktop 

For detailed information on sending messages using AccuRoute Desktop, consult the user guide located at:
http://www.omtool.com/documentation/Accuroute/v22/AccurouteDesktop/AccuRouteDesktopV22UserGuide.pdf

To send a message to LegalKEY using AccuRoute Desktop:

1 Start AccuRoute Desktop. Click START, go to the 
Omtool programs group, and select ACCUROUTE 
DESKTOP. Log in if prompted. The application appears 
on your desktop.

2 Select the destination type LEGALKEY in the 
RECIPIENTS TYPE list and select a file format for your 
message in the FORMAT list.

For more information on the available file formats, 
consult the AccuRoute Desktop User Guide.

3 Click ADD. The LegalKEY Attorney Portal (v4.15.0120) 
window appears.

4 Type the appropriate client code in the CLIENT text 
box and click the binoculars button. (LegalKEY 
validates the client code.) Then type the appropriate 
matter code in the MATTER text box and click the 
binoculars button. (LegalKEY validates the matter 
code.)

5 Click START SEARCH. LegalKEY launches a query and 
returns a list of folders and files where you can save the 
document.

http://www.omtool.com/documentation/Accuroute/v22/AccurouteDesktop/AccuRouteDesktopV22UserGuide.pdf
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6 Select a location for the document.

7 Click GET ITEM ID. LegalKEY assigns a document ID 
to the document and closes. (In the background, 
LegalKEY writes an XML file that contains all the 
required document routing data for AccuRoute 
Desktop and saves this file in the AccuRoute Desktop 
pickup folder.)

The document is added to the Recipient list.

8 Add content to your message.

a Locate the CONTENT section at the bottom and type 
a subject and comments.

b Add any attachments you want to send with your 
message. Click the paperclip icon and do one of the 
following:

FILE - Select this option to attach a file saved from 
your computer or network share. Go to the file, select 

it, and click Open. The file appears in the attachments 
list.

WEB DOCUMENT - Select this option to attach a web 
page from the Internet. Type the address of the web 
document, choose a file name for the attachment, 
select a file format for this attachment (such as PDF or 
HTML), and click OK.

9 Continue selecting options if necessary, and click VIEW 
RS to generate the Routing Sheet. (In the background, 
AccuRoute Desktop picks up the XML file from the 
AccuRoute Desktop pickup folder pickup folder, 
obtains the required document routing data, and 
generates the Routing Sheet.)


