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Getting Started

Concept

The Legal Files program combines the most advanced communications, workflow, collaboration
and case management features into a seamless Practice Management system designed to fully
integrate and automate your law office or legal department.

Legal Files has all the resources your office needs. More than a single contact manager, docket
list or calendar, more than a personal information manager, Legal Files is a true business tool for
true professionals.

Legal Files works the way you work. It stores an unlimited amount of information for an
unlimited number of matters and walks you through every aspect of case development in all of
your practice areas. Legal Files is logical, intuitive, relevant, and fast.

Legal Files is easy to use. The consistent user interface and common elements make learning
Legal Files simple and fun. When you finish reading this Legal Files training guide, you will have
the basic knowledge you need to start using Legal Files.

Use this training manual as a quick and easy reference. Welcome to Legal Files!

Chapter Lesson

In this lesson you will learn how to log on, adjust your screen size view, establish your Internet
settings, and navigate within Legal Files. You will also preview the various window types in Legal
Files and common Legal Files functions, establish your User Preference settings, and learn about
Heads Up notices.

10 INTRODUCTION TO LEGAL FILES Copyright © 2016 Legal Files Software, Inc.
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Logging on to Legal Files

You can access the Legal Files program from any computer with an Internet connection and the
Internet Explorer browser (version 5.5 or above). Or you can use a desktop shortcut supplied by
your Legal Files system administrator. To log on, you must have a user name and a password.
Your system administrator will give you this information and advise you about your office
password policy.

. @ Open Internet Explorer version 5.5 or above.

In the Address field, enter the URL supplied by your system administrator. Typical URLs
begin with http:// (or https:// for secure
sites). The Legal Files login window is

displayed. [ lw{'

Enter your User ID in the User ID field, .\, [

and your password in the Password Password: [sesssss|

field. Application: Legal Fies Web -

Contact your system administrator to Log On

receive your User ID and password. Singie Sgn On Powered by Legal Fies Scftware

2. Click on the Log On button. The Legal Files Desktop window is displayed.

By default, the interior window displays the My Files view, though this view will vary
according to your My Start Page selection in Preferences. See “Establishing Preference

Settings” on page 19 for information about changing your My Start Page setting and other
preferences.

Establishing Your Internet Page View Settings

In order to ensure that everyone logged into Legal Files sees the most recent data, Legal Files users
should change their Internet browser settings to check for newer versions of stored web pages
every time you visit the page.

To Change Your Settings for Internet Explorer
1. From the Internet Explorer Tools menu, select the Internet Options menu choice.

INTRODUCTION TO LEGAL FILES Copyright © 2016 by Legal Files Software 11
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2. Click on the Settings button in the Temporary Internet Files (IE 6.0) or Browsing History
(IE 7.0 or higher) section of the window. The Settings window is displayed.

3. Select the Every Visit to the Page (IE 6.0) or Every time I visit the web page (IE 7.0 or
higher) radio button to instruct your browser to check for newer versions of stored pages
every time you visit the page.

4. Click OK to save your settings and close the Settings window.
5. Click OK to save your settings and close the Internet Options window.

6. Close and re-pen Internet Explorer before logging back into Legal Files.

Navigating Legal Files

Everything you do in the Legal Files program takes place within the Legal Files main window. This
section introduces you to the features of the Legal Files main window. Information about using
these features is discussed in the subsequent chapters of this training guide.

The hyperlinks across the top of the main window generally, but not always, display pop-up
windows. For example, click on Help to display the Legal Files Help topics or Preferences to
display the Preferences pop-up window.

The hyperlinks along the left side of the window generally, but not always, change the display of
the interior window. For example, the Manage My Day, My Files, Users, Name Cards, Action
Items, Reports, and Utilities links generally replace the currently displayed view with another,
whereas the Shortcuts links generally display a separate Internet window.

The following screen shot is an example of the window that displays upon logging onto Legal
Files. In this example, the Manage My Day view displays upon logging in based on the Preference
settings.

12 INTRODUCTION TO LEGAL FILES Copyright © 2016 Legal Files Software, Inc.
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Logged on User; View Detail and Add
ReturnTo / (hyperlink changes New icons are dynamic. 5
Click to display “About Navigation whenthe Manage view Behavior driven by main D_Epla"" Recent Log OH_/ back onto
Legal Files” popup. History pin changes) page content. \ Files list Legal Files.
Manage Views change g " ; "',/ \ W Display User

the interior page .
content and the hyper- el
link at the top of page. —»

Preferences window.

Display searchable
User Manual.

Comtrnet Boverw moeting Lottt but 4%
et combrrercn. dfond v, U

Lot 83 Conrunt Mt i A ey | e, O Y 10
Folbes wp o oty et Adgiomsan, Laems w1 Compeny ARG Srchmer, Rasdal 1

Actionsrelate to the ——»
selected Manage Views

/ hyperlink at the top of
the page.

2 To-Dos for: Friday September 9, 2016

| Orcrgtes Imprtance  Rrderrace

S o o T Ma g

Click to changelabel o
bluebar above...
and display content of

selected function. ———+

@ NOTE: Do not use the = 2% Back button on the Internet Explorer's toolbar to return to a
previous view within Legal Files. Instead, use the top- and left-side hyperlinks within Legal Files to
move through the Legal Files views.

Top-Side Hyperlinks

By default, the top-center hyperlink displays Welcome, user name, where user name is the name
of the logged-on user. This hyperlink changes according to the selected Manage view, displaying
My File: name, User: name, or Name Card: name accordingly. In each of these instances, the
name displayed represents the first name in the file, user, or Name Card list, until you select
another name from the list.

Welcome, Kirchner, Randall 1, 1.0, 0 T | Lsgoh | veb| Preferences

1_.,; ‘3 j 1. View Detail 2. Add New 3. Recent Files

View Detail will display the detail window for the file that is currently in 'focus' of the Legal Files
window. If the focus is a file then the file's detail window will display. If it is a user or Name Card,
then the highlighted Name Card detail window will display.

Add New opens the window to add a new file or Name Card.

Recent Files displays the list of files that have been most recently accessed.

INTRODUCTION TO LEGAL FILES Copyright © 2016 by Legal Files Software 13
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The Log Off hyperlink logs you off the Legal Files program and returns you to the Log On
window, where you can exit Legal Files or log back on.

The Help hyperlink displays the online Help topics for guidance in using Legal Files.

The Preferences hyperlink displays the User Preferences window for the logged-on user. This
window contains the options the user sets that determine how their Legal Files window looks and
operates. For example, you can specify your starting window view, calendar view, and My Day
Index options.

v
The Return To / Navigation History pin *  allows Welcome, Kirchner, Randall J
users to quickly return to pages recently visited. By clicking | / Navigation History
on the pin icon appearing below the blue navigation 82 Kirchner, Randall J

Advanced Phone Log Search...

hyperlink at the top of all pages, users can now browse their

Advanced EMail Search...
navigation history, which: \ Month at a Glance...
=) Eddington, Dana R. ()
e Lists four “groups” - The logged-in user and up to Advanced Record Search...
Transaction Summary Search...
three files
. . . « » ) ABC School District (CL-2002-01200)
e Includes up to 9 pages/items within each “group Advanced Phone Log Search...

Document Classification/Type Explorer...

e Resets to “blank” when a user logs out of Legal Files

e Shows only those pages loaded in the main
application frame - the area under Advanced Search S OCVLC Crime Victims ()

Month at a Glance...

filters. Excluded pages include pop-up windows Document Classification/Type Explorer...

Victim Info Home

(individual To Dos, Name Cards, etc.) as well as
Shortcuts, Reports, Utilities and Wizards

Left-Side Hyperlinks

The left-side hyperlinks primarily change the interior views of Legal Files, allowing you to manage
different aspects of the program. The Manage hyperlinks are always visible; use them to manage
your day, files, users, or Name Cards. The Actions, ShortCuts, Reports, Utilities and Wizards
menus become visible according to which heading you select.

14 INTRODUCTION TO LEGAL FILES Copyright © 2016 Legal Files Software, Inc.
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The hyperlinks within these headings may vary from user to user according to the settings
established by your system administrator. A brief explanation of these views follows. They will be
discussed in full in later chapters.

My Day The Manage view displayed upon logging on to Legal Files is determined by

My Fies a setting in Preferences. A brief explanation of these views (My Day, My

Users Files, Users, and Name Cards) follows:

Name Cards

[Actions | e My Day. Click on this hyperlink to manage many aspects of your

C"’"‘_”'s day from one view. From this view, you can access your recently viewed
;:305 files, Heads Up notices, To-Do's, calendar items, and calendar dates. This
Phone Log view defaults to today's date, but you can use the calendar to view and
Mail Log manage other dates.
Documents e My Files. Click on this hyperlink to view a list of files to which you
Time Slp have access. Use the scroll bar on the right to move the list up and down.
fmm When in this view, the action items along the left-side of the Legal Files
S Catairiilion window correspond to the selected file. From this file list:
Doc Text Search . )| Click on the File Home icon (or double-click the file’s record)

to view the file's navigation menu, from which you will manage most
aspects of the file.

. 8 Click on the File Detail icon to display the file's detail window
(i.e., file setup), which contains the fields and settings that determine what
appears on the file's home view. The detail window can also be accessed
from the File Home view. Regardless how the window is opened, it always
displays as a pop-up window. Click on that detail window's Save or Cancel
buttons to close the window and return to your previous view.

e Users. Click on this hyperlink to see a list of every Legal Files user in
the database. The action items along the left-side of the Legal Files window
correspond to the selected user in this view.

From the user list:

. ' | Click on the Name Card Home icon to view the user's Name Card data.

INTRODUCTION TO LEGAL FILES Copyright © 2016 by Legal Files Software 15



Legal Files
Training Guide

Getting Started

Legalw;:

Managing what matters to you.

4

¥ Click on the Name Card Detail icon (or double-click the Name Card record) to

display the user's Name Card detail window, which contains the fields and settings that

determines what appears on the user's Name Card. The detail window can also be

displayed from the user's home view. Regardless how the window is opened, it always

displays as a pop-up window. Click on the detail window's Save or Cancel buttons to close

the window and return to your previous view.

Name Cards. Click on this hyperlink to see a list of every person or
company Name Card in the Legal Files database. Notice that Action
items are unavailable and cannot be related to Name Cards. From
the Name Card list:

o Click on the Name Card Home icon to display the Name Card
data for the selected person or company.

& Click on the Name Card Detail icon (or double-click the Name
Card record) to display the Name Card details for the selected
person or company, which contains the fields and settings that
determines what appears on the Name Card. From the detail
window, you can add or modify data as needed. The detail window
can also be displayed from the Name Card's home view. Regardless
how the window is opened, it always displays as a pop-up window.
Click on the detail window's Save or Cancel buttons to close the
window and return to your previous view.

Action Items

Click on this header to manage the action items of your selected Manage

view (with the exception of the Name Cards view). In the My Day view, the

action items relate to the logged-in user; in the My Files view, the items

Calendars
To-Do's

EMail

Phone Log

Mail Log
Documents
Time Slip
Expenses
Notes

Doc Generation
Doc Text Search

relate to a selected file; and in the user’s view, the items relate to the selected user. Action items

are not available in the Name Cards view.

The name listed in the My File, Welcome, or User hyperlink at the top-center of the Legal Files

window indicates the currently active record; clicking on any item under the Actions heading

displays items related to that record.

16 INTRODUCTION TO LEGAL FILES
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By default, the items listed under the Actions heading display as hyperlinks. Click again on the
Actions heading near the top of the list to change the hyperlinks to icons. Click again to change
the icons back to hyperlinks. Whether displayed as hyperlinks or icons, they function the same
way. For example, click on the Phone Log hyperlink or icon to display the list of phone logs
corresponding to your selected Manage view.

Shortcuts

Click on the ShortCuts heading to display any existing web links, allowing you to access your
favorite web sites from within Legal Files. Click on the ShortCuts heading again to create a new
web-link.

Reports

Click on the Reports heading to access any Crystal Reports or Legal Files reports you use in
conjunction with Legal Files. Additionally, use the Report Status hyperlink to view the status of
reports and generated documents.

Utilities

This section contains hyperlinks to any additional Legal Files functions you

installed, such as Administration, Expense Quick Add and Batch Time Entry. The Legal Files
system administrator will see the Administration hyperlink, which is used to manage the Legal
Files' program and network settings.

Wizards

This section contains hyperlinks to any additional Legal Files functions, such as Conflict Check,
Doc Text Searching, Eligibility, File Copy, Open File, File Related, User Assignment,
Multi-File Doc, Multi-File Mail Log, Multi-File Note, Recurring Calendar, To Do and Work
Flow. Access to these features is controlled by function-level security settings.

..

The interior window displays the items corresponding to your selected view: My Day, My Files,

Legal Files Logo
Click on the Legal Files logo in the upper-left corner to view data about
the program, such as the version number and copyright information.

Interior Window

Users, or Name Cards. Your user preference settings determine which view displays upon logging
in, though you can also change your view by clicking on one of the hyperlinks to the left of the

window.
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Legal&‘ My File: Danner, Robert A. WC-2003-08004
£ y 7

My D
M: F:; Advanced To-Do Search...

A BEEED Date Sort: [ETRECRAN | v

Name Cards

TR " Status: |All v | Importance: Al v Search Field: [None [~]
Calendars [Assigned To[ v ] | 5 Search Field: |None v
To-Do's

EMail Due Date: ke Thru:l ik Search Field: INone Vi
Phone Log

Mail Log " Date Time Description Reference Type Assigned To
~oaimen 2 | 06/28/2013 Brief Due Date [Danner, Robert A, Brief Edwards, Char

Time Slip

The interior window above is displaying the To-Do’s corresponding to the file selected in the My Files
view.

Regardless of your view, Legal Files follows common features for your convenience. A red
exclamation indicates a priority item. Other columns (such as Date, Time, Reference, and User)
give you at-a-glance views of each listed item. You can view additional details and/or update the
data by clicking on an icon (or double-click the record) to display the item’s detail window. Click
on a hyperlink within the Reference column to launch to that file.

The items listed in the interior window change according to your hyperlink selections (e.g., list of
files, list of users, calendar items, documents, etc.) but the way in which you use the lists remain
consistent. This common work environment simplifies program operation and navigation.

Exporting Search Results to Excel
The first column of most interior windows will have a small Microsoft Excel icon in the blue
header barHJ . Clicking this icon will quickly export the rows displayed in that window below into

Excel, from which a user may create a report with all the formatting power of Excel.

Re-Ordering Columns

On any Advanced Search results window (i.e.,

. . Matter Type Matter Sub-Type
My Files, Documents Search View, etc.), users Employment \HWM
AA-Board of Director Location

can re-order the columns. Simply click on a s Cardiology Unit ; ————

SRR

column heading and move it to its preferred
location. The new column order will be retained for that user on that machine until changed.
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Adjusting the Display to Your Screen Size
If you cannot see the Search button at the top of the Legal Files interior window, you can do the
following to help the display adjust itself to your screen size.

1. Click on the Restore Down button, which is the middle button in the

upper right corner of the Internet Explorer window.
2. Click on that same button again, which now is labeled Maximize.

The display should now be adjusted to fit your screen size, although you may need to repeat
these steps periodically upon logging on.

Establishing Preference Settings

Use the Preferences Detail window to determine how your Legal Files application looks and
operates. For example, you can determine which view displays upon logging on, your default
document view; to change the look of your Manage My Day; the maximum number of records
that can be returned from a request; how to display a note preview pane at the bottom of the
Legal Files window, and more.

A red asterisk next to a field name indicates that you must log off and on again for the change to
take effect.

To specify preferences:

1. Click on the Preferences hyperlink near the to-right of the Legal Files window. The User
Preferences window is displayed for the logged-on user.
2. Specify settings for the following fields as needed:

On the “Additional Actions” tab:

. . Update Preferences :
Create Bookmarks: Click on this to SR
. . dhf Create Bookmarks
add the Legal Files and/or Legal Files b SR SIS TR D -~ /> Change Password
eBill log on windows to the Favorites 'l : BN - et Adeninictration
= Auto Select Auto Complete Text: Yes| v 2 Clear Index Formats
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list of Internet Explorer, allowing you to log on to either or both applications from the Favorites
menu.

Change Password: Enter in old password, a new password and confirm the new password.

On the “Misc” tab:

Update Preferences Additional Actions

My Start Page: Use this drop-down list Fe  Aders | Clendsr  Ooaurenss  Clert  Gral Mok
. . - . Tools .
to select Manage My Day, My Files List,

. . * My Start Page: M My Day e
or Heads Up List as the view that S [Macegs by ey =
d' l h " l to L I * HUD Refresh Time (Seconds): 60

i im n
‘Sp ays cac ¢ you Og (.) o ega Maximum Records to Return: BD‘J
Files. Recommended Setting: Manage A T
My Day. Use Table Borders: Yes| v |
Use Table background color: No | v
HUD Refresh Time (Seconds): Enter Use Table background color for Pick Lists: No | v

the number that corresponds to how
often you want Heads Up (HUD) to poll the system for new messages. By default, it polls the
system every sixty seconds.

Maximum Records to Return: Use this field to limit the maximum number of records that can
be returned by a polling request. Some windows only have the ability to sort if fewer than 400
items are returned.

Sub Pick Item Count: This setting applies to the Eligibility utility program, determining the
number of pick entries that can be specified at once when using the New hyperlink on the
Eligibility Detail window to enter data about Income, Factors, Assets, Benefits, Funding or
Demographics. This setting defaults to 3.

Use Table Borders: Select Yes or No from the drop-down list to determine whether the tables
containing the Legal Files data will show borders around the columns, rows, and tables.

Use Table background color: Select Yes or No from the drop-down list to determine whether
the table containing the Legal Files data will have a white or light blue background. Regardless of
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this setting, the row color changes as you float your mouse over it, helping you to distinguish one
row of data from another.

Use Table background color for pick lists: The settings for this field work as the previous one,
except the background color pertains to the pick list tables.

. Update Preferences
On the “File” tab: P Additional Actions

Recent File List: Indicates the max e aeaah Bt Roiimacin ) 12 | sinc

Tools
number of files (up to 99) to display in ST (o=
the Recent Files list. * File Home Index 1: |Related Peop? (v
* File Home Index 2: |Transacbon Summary| v |
Click Clear to clear the Recent Files list = Uise Web File Activity Timer: T
of its current contents. Display Closed File Info For Open Files: No | v|
* Display File Home Alert Note: Yes| v

File Home Index 1: Choose from the
list (Assigned Users, File History, Related People, Related Files, or Transaction Summary) for an
additional data window that will display on the File Home window.

File Home Index 2: Choose from the list (Assigned Users, File History, Related People, Related
Files, or Transaction Summary) for a second additional data window that will display on the File
Home window.

Use Web File Activity Timer: Select Yes or No from the drop-down list to determine whether
you want to automatically track the time you spend in a file. When set to Yes, the File Activity
Timer icon is displayed below the Preferences hyperlink of the Legal Files window, which
automatically records your file time whenever you open and close a file, and provides a short cut
for creating a time slip from the automatically recorded time. When set to Prompt, leaving a file
will present you with the option to create a time slip; the subsequent time slip automatically
references the file and enters the time you spent in the file. When set to No, you can create time
slips from action item detail windows of a file, but you must track your own time.

Display Closed File Info for Open Files: Allows the Closed File Information box on the File
Detail window to remain displayed and editable on open files.

INTRODUCTION TO LEGAL FILES Copyright © 2016 by Legal Files Software 21



Legal Files
Training Guide I‘egal

Getting Started Managing what matters to you,

Display File Home Alert Note: Set to Yes to display Alert Notes in a pop-up window on the
File Home Page. If set to No, clicking the blinking **Alert** link shows only the content of a note,
rather than the note detail window.

On the “Actions” tab:

Update Preferences Additional Actions

Use CW Advanced Search: Select Yes R TR Gl WS
or No to determine whether to display ' ; s

* Use CW Advanced Search: INo vi

* My Day Index 1: ICaléndars ﬂ

* My Day Index 2: - e

the Advanced Search window at the top
of specific Custom Window list views.

ﬂ

Recommended Setting: Yes. b —
ote Preview Pane:

-
&
<| <]

=<
&

S
<

* Hot Print Preview:
@ﬁ NOTE: Legal Files strongly * Report Template View: Sear
recommends setting the Use CW
Advanced Search option to Yes and establishing and using a default search criteria setting. See
*Using Custom Windows” on page 60 for more information on Custom Window Advanced
Searches.

My Day Index 1: Choose from the list (Calendars, To-Dos, Email, Phone Log, Mail Log,
Documents, and Time Slip) an additional data window that will display on the left side of the My
Day Window.

My Day Index 2: Choose from the list (Calendars, To-Dos, Email, Phone Log, Mail Log,
Documents, and Time Slip) a second additional data window that will display on right side of the
My Day window.

Note Preview Pane: Select Yes or No from the drop-down list to determine whether the Item
Notes pane will display at the bottom of the Legal Files window. When selected, the Item Notes
pane will display messages of a selected item without having to open it. For example, it will
automatically display the file facts of a selected (or displayed) file; and the Explanation, Message
and Note fields of a selected action item or Name Card. Additionally, a routed message will only
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display when the Note Preview Pane is set to Yes; otherwise, the routed item's detail window
message, explanation, or note is displayed.

d’ NOTE: Legal Files recommends setting the Note Preview Pane option to Yes.

Hot Print Preview: If set to Yes then when the user clicks on the Hot Print icon of a window, a
preview of what will print is displayed and the user has the option to print.

Report Template View: Choose how the Report Template window displays templates, either a
Search window or in a Tree view

On the “Calendars” tab:

Update Preferences Additional AcBions
Calendar Start Page: Select List View, _ == - - _
Month View, Week View, or Day View .! : J | | Tods o

to determine how your calendar items * Calendar Start Page: MonthView |V
dlsplay each time you click on the Calendar Default Start Time: 8:00 AM

Calendar Default Duration: 1 Hours |0 Minutes

Calendars hyperlink or icon. Although

these views can also be changed from
icons positioned on every calendar view, the next time you log on, the view will revert to the view
selected in your User Preferences.

Calendar Default Start Time: Indicate the default Start time when creating a new Calendar.

Calendar Default Duration: Indicate the default Duration (length) when creating a new
Calendar item.

On the “Document” tab:

Update Preferences Additional Actions
File Document View: Changes how

the Documents window (on Actions D SRS SRS b S CERda S Client ~ Gmail | mue']

. . | F | | | Tools 1
menu) will display. Recommended
. . . * File Document View: Classification View | v
Setting: Classification. , =
* Doc Gen Template View: Search| v
* Doc Gen Auto Destination Email: O

* Omit Document Numbers in Documents: No | v
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e Search View displays document list using the Advanced Document Search Window.
e (lassification View displays documents grouped by Classification and Type.

Doc Gen Template View: Choose how the Document Generation window displays the
Document Generation templates, either a Search window or in a Tree view.

Doc Gen Auto Destination Emails: Designed to be used when your office has an external
document management system (and does not save documents within Legal Files) to Email
documents that have been created by Document Generation. The document will be sent as an
attachment to the Email address specified here.

Omit Document Numbers in Documents. Choose “Yes” or “No” to omit (or allow) document
numbers (from the Document Detail window) from displaying on documents that are created
through Document Generation or though the Legal Files Microsoft Word plug-in.

On the “Client Tools” tab:

Update Preferences Additional Actions

Prompt for Doc

Copy/Version/Overwrite: When i R 2| ' i |

saving documents via Microsoft plug_ * Prompt for Doc Copy/Version/Overwrite: IDon't Prompt ZI

ins, users can be prompted with a

dialogue box, with options to create a copy of the current document, create a version, or overwrite
the original. Don’t Prompt prevents the dialogue box from appearing. Any value other than Don’t
Prompt will cause the dialogue box to appear with the chosen setting as the default selection, but
the other settings will also be available.

For more details on how this setting
affects importing documents into Legal =~ Update Preferences Additional Actions

<

Files, see the “Managing Documents”

section on page 153 of this manual. L : _ . Tools - !

* Save Gmail as Legal Files Document: [No v
* Save original Gmail as attachment: No ﬂ
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On the “Gmail” tab:

Save Gmail as Legal Files Document: Choosing No saves Emails to Actions/Emails. Choosing
Yes saves Emails to Actions/ Documents.

Save original Gmail as an attachment: When saving Emails as documents, choosing Yes in this
field stores the original Email as received by Gmail as a separate file attached to a Legal Files
Email or document.

On the “Mobile” tab:

Update Preferences Additional Actions
Auto Select Auto Complete Text: If
accessing Legal Files from an iPad or i Mkl sl ssika W] bl s [vicbie |
iPhone - and Auto Complete is selected [+ Auto Select uto Complete Text: [vesT~] |

on that device - the same functionality
is available when entering data into Legal Files from that device.

Update Users: Update Users: | AllActive || Selectusers | Eim'}

All Active: If your user account has proper security rights then you see this option. Choosing this
will set ALL users' preferences to match these settings.

Select Users: If your user account has proper security rights then you see this option. Choosing
this will select which users' preferences will be set to match these settings.

¢ Click on the Save button to save your preferences and close the window, or click on the
Cancel button to close the window without changing the settings.

e Changes made to fields denoted by an asterisk will not take effect until you log out and
back in again.

About Heads Up Notices
Use the Heads Up list view to display all your Heads Up notices. The Heads Up notification
window can be displayed as its own window from the Heads Up hyperlink along the top of the
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Legal Files window or within the Manage My Day view. Regardless of how it is viewed, Heads Up
is a notification window that periodically polls Legal Files for new messages.

Messages displayed in Heads Up are stored in their appropriate action items search lists, such as
Calendar, Email, Phone log, etc. When you remove an item from Heads Up - by clicking on the

garbage can in that row -- you are only deleting the shortcut. The item is not deleted and remains
in its action item search list.

@5 NOTE: A single click on the Trash Can icon in Heads Up removes the item immediately
with no further action from you. Removing an item from Heads Up does not delete the item from
its corresponding Action Item list, however.

W Any Heads Up notification you remove can be restored by clicking the green arrows at
&2 upper right of the Heads Up display. You will then see a list of the items removed that
day; click the green arrows in the first column of a row to restore that record. To return
to your standard Heads Up view, click the blue arrows at upper right. Removed items may be
restored only during the same day; that list will be cleared the following day.

Displaying the Heads Up List
Click on the Heads Up hyperlink on the upper, center area of the main window to display just the

Heads Up List window. This view allows you to see at a glance the basic contents of the notice.
From this view, you can:

e Click on the action item icon to display that item's detail window.

e C(lick on the Reference column's hyperlink to open the referenced file.

e (lick on the Trash Can icon to remove the item from the Heads Up list. Removing the
item from the Heads Up list does not remove it from the Legal Files database; it remains in
its corresponding action item until you remove it from that location.
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Legﬂlw [ Welcome, Kirchner, Randall J

My Files Heads Up List...

Users - Date Time Type Description

Name Cards B || & 09/13/2016 To-Do Conference Prep

Actions A || 5 09/09/2016 9:56 AM Routed PhoneLog Client conference

S:i::_‘:s @ || 3| 09092016 9:54 AM Routed Document Letter to Counsal

eMail @ || & | 09/09j2016 To-Do Follow up on records request

Phane Log @ || & osf21/2016 To-Do Deadline Filing Stipulated Mod. Case Mgmt Order
Mail Log @ || & | os/o6/2016 To-Do Trial Setting Deadline

Documents @ || & o7/07/2016 To-Do Deadlines for 26(a)(1) Disclosures

-;n:ﬂiz A | & 06/22/2016 To-Do Deadline for Parties to Confer and Exchange Info
Notes A | & 01/22/2013 To-Do Issue Decision Deadline

Doc Generation O | & 03/28/2011 To-Do Review File-Case for Dismissal or Upgrade

Doc Text Search

Opening a Heads Up Item
1. Single-click on the corresponding action item icon in the Heads Up list or double-click on
a Heads Up listing to open the details window for that item.
a. The details window displays as a separate pop-up window for the selected item.
b. Although you can manage every aspect of this action item from here, we will learn
how to do so in “Using Action Items” on page 96.

2. Close the detail window to return to Heads Up list.

Deleting a Heads Up Item
Click on the Trash Can icon in the left-side column of the Heads Up window to remove that item
from this list.

The item is deleted immediately with no further action from you, and the subsequent displayed
items move up accordingly.
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Manage My Day

Concept
The Manage My Day view generally displays in the interior window upon logging onto Legal Files
for the first time, and is often chosen by users as their default view because of its versatility.

In some ways, the Manage My Day view functions as an electronic day-timer. For any given day in
your day-timer, you can make a note of the day's appointments, tasks to do, and daily reminders -
- all from a single-view.

And, just as you can flip back through a traditional day-timer to view past and future dates, you
can use the Manage My Day view to look at and work with activities for previous days, months,
and years. In effect, you can manage any day in any year.

Besides managing your appointments and tasks, the Manage My Day view also allows you to open
and work with your recently accessed files, documents and Emails saved on any given date, and
recently received Heads Up notices.

Chapter Lesson

In this lesson you will learn how to use the Manage My Day view to access your recently received
Heads Up messages, work with recently accessed files, view your calendar events and tasks, and
use the calendar to view items for another day, month, and/or year.
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Manage My Day

Use the Manage My Day view to manage many aspects of your day from one view. This view

defaults to the current date, but you can use the calendar to view items for another date.

Changing the Manage My Day date does not affect the Recent Files or Heads Up windows; these

windows will always display your most recently accessed files and most recently received Heads

Up notices, regardless of the displayed date.

MM@‘ Welcome, Kirchner, Randall J
[Manage g

My Files Manage My Day: Monday September 19, 2016

2| Appleman, Larry vs Company ABC i | 09/16/2016
| ima Learning (5[ osfosyz018
5| Eddington, Dana R. | oafosyzo16
| Danner, Robert &

M = scptember 2016 5 M

Today
BmDmDEN|
.
1

173 Calendars for: Monday September 19, 2016
e aw

No matching data found!

2
2
16
23
30

Contract Review mesting
Chent conference
Letrer to Counsel

Contract for 4M
Appleman, Larry vs Compaey ABC/ Edwards, Charles N 1.D.

Edwards, Charles N 1.0.

2 To-Dos for: Monday September 19, 2016
i T

No matching data found!

However, changing the date will affect the displayed date specific To Do’s for: windows. These

windows are date specific; they display the Calendars and To Do’s for the

selected date.

Displaying the Manage My Day View

If the Manage My Day view is not already displayed:

Click on the My Day hyperlink on the menu, left of the main window, to display =~ ==
the Manage My Day window. Notice the main window title bar displays Manage

My Day and today's date.
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Displaying Recently Accessed Files

. . . il

Use the Recent Files window on the upper-left-side of the Manage My Day J%

view to open your most recently accessed files. You can also access this list Ima Learning

. . . . . . ¢| Appleman, Larry vs Company ABC
by clicking the yellow folder icon in the upper right section of the Manage Smith v Jones
M Da VieW Progressive Test File
Y Y * Carlson Engineering vs Company ABC

. =7 University of Colorado

This window lists your most recently accessed files, a 4 wnd

Illincis Community College

displaying the most recently opened file at the top of the list.

Each file name is preceded by a star icon. Clicking a star changes that icon to a pin, and moves
that file to the top of the list, where it will remain at the top of your list even as you open more
files. Use this feature to “pin” one or more often-visited files to the top of your Recent Files. Click
the pin icon and it reverts to a star; that file will now rotate off Recent Files naturally.

The order of “pinned” files will be reflected in: Manage My Day (freestanding box and “yellow
folder” list), Legal Files Drop Zone, Microsoft plug-ins (Outlook, Word, etc.), and Acrobat plug-in.

To Open a Recently Accessed File Hanage Wy Bop_Tussdop Hovembar 013l

1. Double-click on a file name e . — : ;
} Carton EngraserivyTarsges Cro “:1‘ 8| # esujzon [120m Appomtment Chent meeting

to open that file. The Manage

=3 oo 3|' Julﬂ}lm WHIAN [ E-Mad Assignment trgger

! Manage My Fl [allsmhrl]rmujﬁ(nﬂwr(i’wp l?340:ﬂ'l Jadinew X vew vetal

My File window now displays.
Notice the title bar for that
window displays Manage My
File and the file name. The
Navigation Menu, File

Flie Information B
Ve tore: [Carbn Ergneemgemper Gy openrle= Mm@

Information, Assigned Users,
and File Related People
windows are displayed. You
can manage every aspect of this file from here We will learn how to create, update, and
delete files in “Managing My Files” on page 34.

2. Click on the My Day hyperlink on the left of the main window to return to the Manage
My Day window.
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Accessing Recent Heads Up Notices
Use the Heads Up window in the upper-right-side of the Manage My Day view to access your
Heads Up notices. Use the scroll bar on the right to move through the list.

From this view,

Heads Up 62

you can open r—a. : Type - - o
an item's detail |9 o #nwaR 1AM E+al User Assgaed Hank, Tom Sabs Eftnght
. 0|t o 12012 619 PR Rosted Decument. LFWeb_Phoneloglist Ima Learning Wrchnes
window; you allSlovioznz  [eaam Yal User Assigned Legal Fi
alSO can remove 0 | | & 03092012 27PN third to do for randall Abrame. Tara H Mg, Bffoghs
. [ ] 3 01/09/2012 1m E-Mal Liser Agsgmed Left ws gkt Wirchnes

an item from ;\I o /narm? 1:54 PM Ml Linderswnd tont 1 vith .-I,.. e

»

the list.

This Heads Up window has all the functionality of the larger Heads Up window (available from
the Heads Up hyperlink along the top of the window), and is placed here for your convenience in
accessing your notices. See “About Heads Up Notices” on page 25 for information about managing
your Heads Up notices.

Managing My Day's To-Do's
The To-Do's for: window, in the lower right of the Manage My Day view, lists your tasks for the

displayed date. See “Establishing Preference Settings” on page 19 for information on how to
change the information displayed here.

From this window you can do the following: =
1 To-Dos for: Wednesday October 5, 2016

e (reate a new task by clicking on the Add ) s
New hyperlink near the top of the To-Do's . .
Yp p Deadline for Joining Add.| Medium Ima Learning

for: window.

e Delete an existing task by highlighting it in the list, then clicking on the Delete hyperlink
near the top of the To-Do's for: window. The Delete hyperlink is not visible until an item
is highlighted.

@3 NOTE: Deleting a record here deletes the record from the database.

e Double-click on a listed item to view the To-Do Detail window for that item.
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Although you can manage every aspect of a task from here, we will learn how to create, update,
and delete tasks in “Managing To-Do's” on page 117.

Managing My Day's Calendars
The Calendars for: window, in the lower center of the Manage My Day view, lists your calendar
events for the displayed date.

From this window you can do the following:
£ Calendars for: Wednesday October 5, 2016

¢ C(Create a new event by clicking on the Add Add New
New hyperlink near the top of the ~JTime  Description Reference
8:00 AM| Fact Finding Ima Learning

Calendars for: window.

¢ Delete an existing event by highlighting it
in the list, then clicking on the Delete hyperlink near the top of the Calendars for:
window. The Delete hyperlink is not visible until an item is highlighted.

d NOTE: Deleting a record here deletes the record from the database.
e Double-click on a listed item to view the Calendar Detail window.

Although you can manage every aspect of an event from here, we will learn about creating,
updating, and deleting events in “Managing Calendars” on page 104.

Managing To-Do's and Calendars for Another Date

Although the Manage My Day window defaults to today's date, you can use the Calendar on the
lower-left-side of the Manage My Day view to change the view to another day, month, and/or
year.

The calendar defaults to the current month and year, and today's date is highlighted. You can use
the Calendar displayed within this view to view another day, month, and/or year.

MM oOctober2016 BM

[5uwo [1u we [ h = sa | S 2 To-Daos for: Wednesday October 5, 2016
8 Add New Add New
2 3 a3 5 7 | i -iaunﬁlinl l’w Reference
9 10 11 12 13 14/ 15 Ima Leaming I Deadline for Jaining Add.| Medium Ima Leaming
|
16 17 18 19 20 21 22
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The items within the To-Do's for: and Calendars for: windows change according to the change in

dates.

Click on another day on the calendar to change the Manage My Day view to display items for that
day. Use the arrow buttons along the top of the calendar to change the dates as follows:

¢ C(Click on right-facing interior button to advance to the next month; click on the
right-facing exterior button to advance to the next year.

e Click on left-facing interior button to display the previous month; click on the -
left-facing exterior button to display the previous year

My Week View
Clicking the My Week icon under the graphic calendar will let you view all of your Calendars and

To-Do’s by a work week (excludes weekends) in one easy step.
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Managing My Files

Concept

The My Files view allows you to list, search for and report on all your files in the Legal Files database.
Comprehensive reports can give you summary and detail output for individual files, or groups of files
based on the search criteria entered.

For reporting and searching purposes, Legal Files uses four basic types of files: Contact, Legal, Office
and Private.

d NOTE: Contact, Legal, and Office are the default terms used. These names may have been
customized to fit your office’s needs.

Additionally, these four file types can be categorized and sub-categorized further based on how your
office has customized Legal Files.

A Contact file is sometimes used for initial inquiry or investigation files. A Contact file is easily
converted to a Legal file.

A Legal file organizes information about any type of file or matter. A Legal file contains information
pertaining to your case, file, or matter, such as file related contacts, matter-specific data windows,
and all pertinent deadlines, documents and Emails.

An Office file is used for general office administration data, such as forms, office policies and
procedures, and supplier/vendor information, just to name a few. An Office file lets you use all the
features of Legal Files to manage data that is not directly related to a legal case or matter.

A Private file generally is used for confidential issues or matters. A private file can only be
seen/opened and viewed on reports by users that have access to that file. If needed, a private file can
be password protected.

Chapter Lesson
In this lesson you will learn how to use the My Files view to search your file list, create a file, open a
file, convert a file from one type to another, and maintain a file.
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Managing My Files
Use the My Files view to list and manage all your files. You can do the following from the My Files

view:

e Add anew file.

¢ Open to view and manage key aspects of a file (such as file administration, file users, file-
related people, and file data windows).

e Create and manage file-related Action items.

o Establish saved search criteria to filter your file lists, including the ability to create/ save
multiple searches you use on a regular basis plus establish the default criteria for which files
appear in the list upon opening the My Files view and/or

e Fill in search fields and click on Search to display the file(s) matching the selected criteria.

e Re-order the columns. Simply click on a column heading and move it to its preferred
location. The new column order will be retained for that user on that machine until changed.

Displaying and Navigating the My Files View
Use this section to orient yourself to the My Files view before moving to the specifics of creating and
managing specific files.

1. Click on the My Files hyperlink on the left of the main window to display the My Files

window.
Advanced File Search... ) add New (212 Records
HET =R Sort by: |y S Report | Expart Search
Assigned User: | b Search Fiekd: [File Name T~ [Contains ]|
Type: (Al [ v Date Opan: iciiih Search Field: |None v
Status: Al [v| Date Closed: iziitly Search Field: | None ~| =
lat
File Name Open File # Matter Type Matter Sub-Type Location Status Date Open
V| assa Agreement Open/1-Submit to Legal for draft/review|09/21/2016
p _| Abbott Labs - Twitch Monitor 12-001 Employment HR-Discipline Cardiology Unit Open/answer is Due 09/12/2012
ie)| ABC school District CL-2002-01200 AA-Board of Director Open/Investigation 08/04/1558
|| ABC Utility-Rate Increase TAR-10-00004 Tariff HR-Terminations Peoria Office Open/Service of Complaint 08/20/2010

@ﬁ NOTE: The heading across the top now displays a file name next to My File: The file name is a
hyperlink which defaults to the first file in the list or another file you click to select; the file number also
is listed, if one is available.

e The Advanced File Search window is now displayed
e The list of files initially displayed in the Advanced File Search window depends on your
Default search criteria, if any are set (e.g. a typical default search might be All types of files
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that are in an Open status). See “Using “Using the Advanced Search Settings” on page 56 for

information about using Advanced Search.

e The table format of the file list allows you to see some file data at a glance, without opening
the file.

2. Identify a file to open and go to that file’s home page by using one of the following methods:

e Double-click anywhere in the row that is NOT an icon,

e (Click on the Home icon, or '}

¢ C(lick once on the name of a file, then again on the name listed at the top in the My File:
hyperlink

[mﬂ- l My File: Ima Leaming 2014-0207
— -
4y Dy

Manage My File: Ima Leaming 2014-0207

‘‘‘‘‘‘
]
fie Related People
P
Marme Hoke Compaay o AN Phaoe
e, Boker et 25 |
Transaction Summary
Trssten Tovm [ = b 5 et )
Time: Descrtion Talter Statun
500 Fact Prdeg wrchrar, Cpen
Denine for Jineng Add, Partes dmerd plendingn Frer, Fandal 1 chre, Gomn
Prep for depa Kirchrar, Farcal 1| Karchrar, Fandal 1| Daoaton Prec. oper

Finding and Opening a File

For your convenience, Legal Files provides many ways to find a file. One way is to use the scroll bar
to scroll through the file list until you find the file you want, but this method can be time consuming
and inefficient if you have more than a handful of files. Another way is to select the file from the
Recent Files list of the Manage My Day view, which displays the files you have most recently
accessed.
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To Find and Open a File Using the Advanced File Search Window:

The Advanced File Search allows you to use a variety of criteria to narrow or broaden the search you
wish to execute. It also allows you to name and save search criteria settings so you can use those
same searches, at a later time, without having to reenter the criteria over again.

@;ﬁ NOTE: The search options available in the various Advanced Search windows will vary, but they
all function similarly.

Advanced File Search... ) add wew (208 Records)
Ad 1L Sort by: [Fie Mame & ~] Bepot | Bxpot  (Bearch)
None
Assigned User: | ; Search Fekd: [T B [contains  []
Open File #
Type: |l v Date Open: -_j Search Field: | Matter Type
e Matter Sub-Type
sootus: [l v Dte Clesed: | sk | Saarch Field: | TypejCat 3 | -
Al -
File Name Matter Type Status. Date Closed Closed File 8 Fille
41| Abbott Labs - Twitch Monstor Employment Open/Arwer is Due v
W] ABC Schoal District Ad-Board of Director Openy/Investigation i
D) ABC tiy-Rate Increase 0 Tarkt Open/Service of Complaint Eh
W) | Abrams Property Management (Resl Estate Matter) | RE-2007-00222 Contract General Open/Renewal Kirt
Vi) Abrams, Tera 5 Irvestigation Open/Referred Cex
Vi) Abrams, Tara (COPY) Tnvesoganon QOpen Cat
5 )| Abrams, Thomas Investigation Open/Deadhne
A )| Adams, Antheny Persoral Injury
e

[ —T

Advanced File Search criterion filters:

Assigned User - The Assigned User field defaults to the logged in user or you can select a
different user or else clear this field to search files regardless of the assigned user.

Type - Specify which Type of file search results must match.
Status - Specify whether the file(s) to search are in Open or Closed status.

Date Opened & Date Closed - Look for files Opened on/after a certain date, Closed
on/before a certain date or within a date range using both fields.

Search field(s) - You can use up to three additional Search Fields. The drop down list for
each contains the same fields from which to choose.

Sort By: Sort search results by a variety of factors, each of which can be sorted
forwards/backwards, and can be retained in default searches.

@;ﬁ NOTE: If field name(s) have been changed in Custom Prompts that name change will be shown
in the names shown on this list.
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@dﬂ NOTE: For some search fields the qualifiers (Exact, Contains, Sounds Like, or Begins With) are
used in conjunction with the search criterion selected. For example, you might search for File Names

that Begins With Smith or File Names that Contain Smith somewhere in the File Name.

Filters Used with File Name, Open File#, Closed File #, Defense No, Jurisdiction State, Ext.
Client/Matter #

Exact Use to match exactly what is entered in the search field.

Contains Use this to match something that contains what is entered in the beginning,
middle, or end.

Sounds Like Use this when looking for a match that would sound similar but might have a
different spelling.

Begins With Use this when looking for a match that begins with what is entered.

e File Name: Enter all or a portion of the File Name.

¢ Open File #: Enter all or a portion of the Open File #.

e Type/Cat 1: Choose from the Type/Cat 1 pick list.

e Type/Cat 2: Choose from the Type/Cat 2 pick list.

e Type/Cat 3: Choose from the Type/Cat 3 pick list.

e File Manager 1: Choose user that has been Assigned to the file(s) as File Manager 1.

¢ File Manager 2: Choose user that has been Assigned to the file(s) as File Manager 2.

¢ File Manager 3: Choose user that has been Assigned to the file(s) as File Manager 3.

¢ C(losed File #: Enter all or a portion of the Closed File #.

e Defense No: Enter all or a portion of the Defense No.

¢ Admin Value: Choose from the Admin Value pick list.

e Location: Choose from the Location pick list.

e Cost Center: Choose from the Cost Center pick list.

e Jurisdiction State: Enter all or a portion of the Jurisdiction State.

¢ Ext Client/Matter #: Enter all or a portion of the Ext Client/Matter #.

e Keyword: Enter all or a portion of the Keyword. (Keyword can be a pick list; ask your Legal
Files administrator if interested.)
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e Current Status: Choose from the Current Status pick list.

o File Related Person: Enter in the name of a person or company that has been related to the
file(s).

¢ Role (Involved): Choose a role for a person or company that has been related to the file(s).

¢ Role (Assigned User): Choose a role for an a user that has been Assigned to the file(s)

¢ File Menu: Choose the (Navigation) Menu used on file home page(s).

1. In this example for the Search Field choose File Name, then Contains as the Qualifier and
enter the name of a file you have created or know that exists. (In this example we search for
any files containing Carlson in the File Name.)

2. Click on the Search button in the upper-right corner of the window.

Do you see your file? Note: The My File: hyperlink listing has changed.

Advanced File Search... 1] Add New (1 Records
S s sotby:[FleName & [v] Report | Export Search
Assigned User: | ; Search Field: [File Name ] [contains [ ~] |carlson
Type: [l [ pateOpen:[ = Search Field: [None | ~]
Status: [Al v DateClosed:|  F Search Field: [None v ~r =
&

- File Name Open File # Matter Type wﬁlb- Location Status Date Open Date Closed Closed File #
’-’, ()| Carlson Engineening vs Company ABC| INS-10-00055 Claims Corporate Madison Office Open/Investigation (03/21/2010

.
4 __,ﬂ Set and re-set Advanced Search filters until you arrive at a preferred
\‘%\M; setting you want to KEEP - this can be set as your Default Search,
- which will automatically populate every time you visit this page. See
page 56 for more information on Default and Saved Searches.

3. Buttons allowing you to view File Related Person, Users, and Related File information for
selected files in the list appear in the lower right area of the Advance File Search. This can be
helpful to discern the difference between similarly named files, or just to see additional
details of the files selected.

a. Click on the row of a file to select it, and then click the Show File Related
People Pane icon. Lists of the current File Related People and Assigned 2
Users appear at the bottom of the screen.

INTRODUCTION TO LEGAL FILES Copyright © 2016 by Legal Files Software 39



Legal Files
Training Guide

Managing My Files

Legal@;:

Managing what matters to you.

Advanced File Search...

J addNew 3T view Detail (212 Records,
wEES Sort by: [File Name & v Beport | Bpot  [§earch)
Aasigned User: [ ps Search Fiekd: [Fie Name [v] [contains T~ |
Tpe [ o] Deteopen;[  mE| SearchFiekdi [tione )
status: [0 [~ Date Closed: = Search Fieki: [Nene ~ El -
(hli) | Brief Bank 50123 General Advice Open 03/08/2005 A
2/} Campbell, Michael 12-RO005 Peer Review Insurance Dallas Office Open 03/25/2012 B
|1} Garloon Enginesring vs Company ABC [ING-16-00055 Clsims Corporate Madion Ofice Crelivesiaton T f
72li)| Case Management Software Selecticn I03/28/2003
'l J Company USA 123 93-02-CA-644 1389532 | Corporate Secretary (01/15/2004
73| Contract (Construction] for New Building GCON-03-0018 Contract General
oli)| contract Fie for 3n GCON-08-0007 Contract Ganeral “[Open/Deadine
i) Contract Fie for ASC GCON-09-0015 Springfield Office Open 06/02/2009
{3/ Contract for 3 GCON-08-0008 Contract Gapsss Dallas Office loojos/2008
¢ l LJ Contract for CMS-RFIQ#041-2011 FOIA-12-0008 FOi Ganeral Contract Bloomington Office 0/232012
2/} Contract Matter for American Bank SoNTET000 Contract General Licansing Decatur Office 09/28/2008 o
£ — — = 24
File Related People  + - Eaport ik ew Assigned Users & ] Dsiste A1 2 Mewr
Name. Role Company Email Al Phone A |Name Role Mgr  Company Email ANl Phone
Abbott, James E Mr. Adjustor Statewide Insurance James. AbbottiStatewide.com | (231) 3124532 Edwards, Charles N J.D. ABC Company ‘gordonlegalfiles. com (217) 834-3300
Armstrong, Sheila 1.0, Outside Attomey | Bausch, Armirﬂ_ & Armstrong, Ltd, | Sarmstrong @844 com (312_) 322-9873 Effingham, Sallv O Ms, Assistant ABC Ccﬁ'_r-Eny Sal\y_'&@alﬁ\es.(nm fZl_'lJ 322-6314
Baker, Tony Esg. Opposing Counsel | Rumsfeld & Baker, PC | Tony@Baba.com (217) 789-5500 Kirchner, Randafl ] Attormey 1 ABC Company randail@iegalfiles.com (217) 834-3300
Rennett. Tocenh Mr. Turdne Sanaaman Crunby Cirrvit Clerk: 12171 E25-RI17
b. Or, after clicking on the row of a file to select it, then click the Show B
Related Files Pane icon. Lists of the files related to the highlighted file
appear at the bottom of the screen.
Advanced File Search... J addNew 5 View Detal (212 Records)
FEEES Sort by: [File Name & X Begort | Bpot  [earch )
Assigned User: [ - Search Field; [Fle Name v [Contains [~ [
Type: [l v Date Open: | = Search Field: [None v
status: [l v Date Closed: | = Saarch Field: [None v
7a \_] Brief Bank 2123 Ganeral Advice |Dpen 03/08/2005 A
W) | Campbell, Michsel ['12-R0005 | Peer Review | Insursnce Dallss Dffice |Open lo3/29/2012
11/} Carison Engineering vs Company ABC | IN5-10-00085 | Clims  Comorate Madison Office Open/Investigation ANTETD
o \J ‘Case Management Software Selection 03/28/2003
72| Company Usa 123 $5-02-CA-644 L583532 | Corporate Secretary 01/15/2004
; \-_i Contract (Construction) for New Building ‘GCON-09-0018 Contract General
7)) Contract File for 3N GOON-08-0007
72| Contract File for ABC GCON-03-0015
Tols)| Contract for 4M GCON-08-0008
)| Contract for CMS-RFIQ=041-2011 [ ok . 01/23/2012
li=)| Contract Matter for American Sank Contract General Licensing Decatur Office 09/29/2008 ¥
< >
Tumer vg. Company USA Bolin vg. Company ABC

4. Click on the File Home page icon next to the file name listing or on the My File: hyperlink
(at the very top of the page) OR double- click row item in the Advanced Search window (for

the file) to open it.

The File Menu view is displayed for your file.
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Manage My Fie: Tma Leaming 2014-0207

5. The File Menu Display [ —
is home base for your e et - B

file. From here you can  |s=sii

manage the contents E
of the Navigation —
Menu folders, view

basic file information, r S

3 tuovasis o o rchoar, fardl 1| v, a1 | Depstion Pres

view and manage
assigned file users and file related people, and access the File Details window.

Creating a File
Although creating a file may only be done by a few people in your office, knowing the theory and
logic behind creating a new file may help you determine how and where to enter the information for

which you are responsible.

d NOTE: Remember, the extra few minutes spent entering data during the initial file setup
and file maintenance could save hours when it is time to get information out of the system.

Once a file is created, you can change its file type without losing any data that has already been
entered, and you can modify the file details as needed thereafter.

To create a file manually:

1. Click on the Add New hyperlink in the top-center of the My Files window. J

The Add New File window is displayed, featuring the General File Information, History,
Assignments, Managers, Signers, Access, Related Files, Referred By, Referred Out and Password

tabs.
‘iﬂﬁ NOTE: A red asterisk (*) next to a field name indicates that data is required in order to create

the file. Although only a few fields require data, consider entering data in as many fields as you can,
since the more data you put in, the more data you can extract by way of reports and such.

d NOTE: The following field names may have been customized to fit your office’s needs.
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The Status field is set to Open | add newFie
. . . B H N Ed =
(which is the default setting e
for new files). i S e e
OpenFie & r
Ext ClentMatter a: |
2. Date field defaults to i b
, . Merus [irtske Cassicaton-AZ
today’s date. Change if enisnci il
desired. e
3. Enter a file name in the — T ——
File Name field. iy i p——
T oF i ?::mu rm -
d O r—
NOTE: Your department e _______
or office may want to establish e EEE— -

some file naming standards. For

example, agree whether to enter the names by last name, first name or as first name last name. This
will make it easier when searching the file lists by file name.

4. In the Type field choose
whether this is a Contact, ‘J Add New Fie
Legal, or Office file A H W
5. If your office uses File Styles, General File Information
you may click on the " Status [osen =] Dute open: [oz5201 | g
magnifying glass icon next pc |
to the Style field, File Styles p—
are a combination of File iz lli'e':'-"' = »
Type (e.g. Contact, Legal or Mo Croaten e’
Office) and File Menu. Teefcaeory: [ @) gy e
— R
After choosing a File Style notice  “teatnes — ixw:;::uw — = %.ﬂ:.::‘w
the Menu field is automatically e —— tegn Perscnal] njury (Plneet e

populated (because the selected
file style has a menu associated with it).

25

Even though the File Style has automatically entered an associated menu, you can override the auto-
entry in the Menu field by clicking on its magnifying glass icon and selecting an item from the File
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Menu pick list. The new selection will replace the auto-entry, and leave the Style field's entry

unchanged.

If your office does not use File Style, you will need to select a Menu to be used by this file.

6. Enter data in the following fields as needed:

Open File #. If your office uses file numbers to track files, that number is entered here. Your

office can choose to auto-fill the field, by way of an administrative setting.

External Client/Matter #. The data entered can appear on a variety of reports.

Type/Category 1, 2, and 3.

These three fields can be

used to define the particular

type of file and to let you
filter and sort reports by
Type/Category. Use the
magnifying glass icons to
specify up to three

types/categories (1, 2, and 3).

Location. Use the
magnifying glass icon to

select the file location. This

field can be used for file
search criterion and for
reporting.

Cost Center. If your office

uses cost centers, use the
magnifying glass icon to
select which cost center.

Admin Value. Use this field
to assign a descriptive value

to the file (e.g., high,

medium, low). You can use

General File Information

*Status:

*File Name:

Open File #:

Ext ClientMatter =:
*Type:

Style:

*Menu:

Type/Category 1:
Type/Category 2:
Type/Category 3:
Location:

Cost Center:
Admin Value:
Jurisdiction State:
Defense No:
Keyword:

Witnesses Allowed:
Use Last Treatment Date:

Open | v Date Open: |11/24/2014 ?:-|

a

Deduct Exp Before Fee Calc: [ |

Budgeted Hours:

File Rates w/o Template:
File Rates with Template:

Modified By:

IU Budgeted Expense:lm.oo

al /

[Kirchner, Randall J on 11/24/2014 at 3:55 PM
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this value to filter the File Query report. Use the magnifying glass icon to select the value.

Jurisdiction State. Enter the two-character state abbreviation in this field. This data can be used
to filter various reports.

Defense No. The data entered can appear on a variety of reports.

Keyword. Use this field to enter a key word for searching. Use the magnifying glass icon to select
a keyword or type a keyword in the field.

Budgeted Hours. The hours you enter can be used to report against actual and billable time
entered into the Time Slips window.

Budgeted Expense. This field is helpful if you track a budgeted amount of money on the file.
The amount you enter here will appear on the Expense Selection window; Legal Files will track
your expenses in the file against the budgeted expense entered here.

7. Select one of the following file rate check boxes, as needed:
File Rates w/o Template. Select this check box to establish file rates unique to this file.

File Rates with Template. Select this check box to apply established file rates from a template,
and then click on the magnifying glass icon to select the rate template.

d NOTE: The names of the above described fields can be changed (e.g. to serve a slightly
different purpose). The fields can also be hidden from displaying, if your office has no need of one
or more. Maintaining these fields is done from Utilities > Administration > Custom Prompt
Management.

7. Track the file status and history from the History tab.

History ~ Assignments  Managers  Signers  Access  Related  Referred  Refered  Password

Fies By Out
Days Open: IO
Current Date Status Description Days
A % 05/11/2013 Oen
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@ﬁ NOTE: The file's status defaults to Open, the date the file was created (i.e., opened), and the
number of days it has been open. Additional current file status options can be configured for your
office.

The data in the Days Open field (and its corresponding Days column) are automatically
updated, but the other columns remain set until you choose to change them.

8. Click on the Save button to save your General File Information to the window. The window
remains open, ready for you to specify additional file details. See page 41 for more
information “To Create a File Manually.”

To create a file with an Open File Wizard: E
1 Open File Wizard

Open File Wizards automate the process of HE DPPDD BPE
opening a File, leading the user through I R~k
. General File Information

steps/stages needed to open a new File. soree T &
Dif‘f‘ ren WiZ I n r r L l *File Name: ] Wizards include stages for all
erent wizards can be created by your Lega il — em ik p
. . . . Ext Chent/Matter #;
Files administrators for different file types. S —
Open File Wizards simplify file creation by b E=E 4
combining common file opening processes R !fjw’ff“_",’“ e - Certain ields can be pre-
. . f : ;'WV I.r—m M - i configured with values,
into one series of steps. . [ |l el
1 ’ € Open process.
Location: [Springfeid Office

To see the Open File Wizards available, select the Wizards menu, and then click on Open File.
Access to this feature is available with the proper security.

Use the File Details window to specify the ways in which your file works. You already learned about
the General Information and History settings on the File Detail window -- you can add, modify or
remove information from these sections at any time. In this section, you will learn to assign file
users, file managers, file access, and how to relate a file to another file.

Assigning File Users

Use the Assignments tab on the file detail window to add users to the file. Users can be assigned
either individually or as a team. Assigning a team of users is a convenience; once assigned, you can
add or remove individual users from the Assignments tab as needed.

1. Click on the Assignments tab.
2. Click either the Add New to add an individual user, and:
a. The Add New File Related Person window displays (See example window below)
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b. Notice that the File
_0JAdd New File Related Person for: Carlson Engineering/Kemper Group

Related Person Type ; ,
, AH K -
defaults to Assigned User.
. Feference: [Cornen ErgnesrnaVempe: Group
c. Click on the Lookup User
icon and select a user from . :ij .
: " \User | e,
the list. Compam | o
d. Next select the Role for e |
FOLE /
this user. (S —
e. Fill in any remaining fields e o T e —r 5
as needed Click Save & P
Close or Save to add this ] L
Assigned Users to the file =~ "=
3. OR, Click on the Add Team hyperlink for the Add Team method. The Team pick list
displays.
d NOTE: Creating and managing teams is == — ach)
an administrative function accessed through the
. .. . [ &
Legal Files desktop/administrative menu. You I . A
can click on and select a team to see which users = foten
are members of that team. 3= s
a. Click on a team to select it (in this == e
example we select the Litigation 270" = il
Team). Notice the team members  |<vce e S o
may already have defined roles —_— e e e
and manager positions. e AR TS ey
b. Click on the OK button to close
the window and add the team of
users to the Assignments tab.
ok Cangal

d NOTE: The users in the team are listed according to the data set up using Team
Management in Legal Files Desktop.
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4. After adding the team you can add, modify, or remove the assigned users through the
Assignments tab as needed.
a. To modify or delete one of the users - highlight that user. Additional hyperlinks will
display.
b. Click on either the Delete (to remove the user from the file) or View Detail (to edit
that user's data).

d NOTE: Users can be Assigned to (or maintained in) a file using the same steps described above but
from a different window, (the File Home Page). The Assigned Users preview pane will show on the
File Home page if (in User Preferences) either File Home Index 1 or 2 are set to display Assigned
Users.

Assigning & Maintaining File Managers

Use the File Managers tab of the File Detail window to add, modify or remove file managers. File
Managers are assigned users who have responsibility for the file. You can assign up to three file
managers in each file. File Manager data is used extensively to filter reports and assign tasks via
Work Flows. Document Generation also uses File Manager tokens in its templates.

1. Click on the Managers tab from the File Details window.

@ NOTE: Based on how the T e r“ -
members were defined, in the Al = Adq e
team used above, two of the three =S UserMame From Thry ROLE Email /

1 Effingham, Saly E M 01/25/2012 Attomey seffing

file managers have automatically
2 Krchner, Randall ). ).0. | 01/25/2012 Adminstrator randal

been entered. Teams can also
include pre-assigned File
Managers. All predetermined
settings save time when opening

files!

2. Click on the Add New hyperlink.

The Add File Manager window is displayed.
3. Since manager positions 1 & 2 are used change the Mgr Position field to 3.
4. Click on the magnifying glass icon next to the User field.
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The User pick list is Add New File Manager

displayed, list'ing W =
those Legal Files users 5
which have been "My tostin:  l2]
] " User [Bruns, Jock
assigned to the e RO Roosl Assietont

Td savens[ 54

Carlson Engineering  * acne from
file.

- Indiates requued helds,

e Highlight Jack
Bruno on the list.

Do not click on the icon next to the user name unless you want to view the user's Name Card
Detail window.

e C(lick OK to close the pick list and add that user's name to the User field.

d NOTE: Because Jack already had a defined role (within the Team you selected) when you
assigned him to the file, the Role field is automatically filled in.

5. Leave the Active From field set to today's date and leave the Active Thru field blank.

6. Click on the Save & Close button to close the window and add Jack to the Managers tab,
along with the two pre- Hstory Jm' ﬁ: Signers |Aw-1~w ."-‘
defined file managers.

Al - Add New
7. Click on the Assignments tab. g — = ROLE
Notice that Jack's Mgr column 1 01/25/2012 Attorney sefing
now displays the file manager ~ 2 | fhoen Fandel 10 0ua52012 | Admwstrator | randab
3 Bruno, Jack 01/25/2012 Legal Assstant i bruno

position you just assigned for
him.

Assigning & Maintaining File Access

If your office's security settings in Legal Files require that users must be assigned to a file in order to
access that file, then use the Access tab on the File Detail window to determine which Legal Files
users can access the file. By default every user assigned to the file will have access to the file.
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Although users are automatically assigned file access upon being added as an assigned file user, you
may want some users to have file access without being an assigned file user. For example, a
department or office manager may want access to every file in the department or office, but does not
want an assigned role in the file (per assigned users), and does not want to appear in various reports
filtered by assigned users.

To assign file access to a user who is not sl i il i ) == [ U~
an assigned user: T Show tnactve DeseAl AdiTe AN
Name Roke Mgr  Company  EmailAl |Phone
1. Click on the Access tab on the File fbears, Sarahls, | Attormey saroh abrore Gigwirm, com |
Details window. B Sk, ), | Assocae thurotlaiman |
Effingham, Saly Me® | Legal Assistant Company USA | seffingham@lawfrmcom | (217) 322-6314
2. Click on the Add New hYPerlink- Krchner, Randal ) ).0. | Attorney 1 Company USA | tffnev@legafies.com (217) 8343300

The Grant Access to users window is displayed.

3. Click on the box next to Abrams, Sarah Mrs. to give her file access. You can select as many
boxes as you want.
4. Click on the OK button to close the window.

Sarah is now listed along with Jack Bruno, Sally Effingham, and Randall Kirchner, who were granted
file access automatically when assigned to the file.

@ NOTE: To remove a user's file access, highlight the user in the list, and then click on the Delete
hyperlink.

Assigning Related Files
Use the Related Files tab of the File Details window to add, modify or remove related files to your

displayed file. The Related Files tab shows
Hstory  Assignments  Managers  Signers  Access | Referred  Refer ) . .
Eﬂ B o# only that a relationship exists between the

Adg tew Primary For Relationship files. It does not provide a hyperlink to the
o Tumer vs. Company USA .
files, and no data is shared between the files.

“ Examples of related files might be a situation
where a file was opened for a matter
o Cheptaim e BN involving two parties. Then the two parties
6 = Case Management Software Selection

are separated into individual files. Or you

may use Related Files when you have a
master contract related to various amendments. In these situations, you might want to indicate the
two files are related to each other.
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. T~ Best Practice: If relating files, consider showing the Related Files window
vf’ﬁ:@ on you.r file home page (controlled in.User Preferences). T.his shows
’ hyperlinks between related files, making them only one click away!

~—y—

1. Click on the Related Files tab from the File Details window. The Primary For: section lists
the related files that subjugated to this file. The Companion To: section lists the related that
are 'master’ to this file. Both sections allow you to insert, update, and delete the relationship.
The Delete and Edit icons become visible once a file has been added.

2. We will not relate any files to the one you have created, at this time, so click on the Save &
Close button of the File Detail window to save your changes, close the window and return
the File Menu Display.

Tracking Referrals

Keeping track of who has referred a case to you or who you have referred a case out to can be a
useful tracking or marketing tool. Use the Referred By tab to document if and when a file has been
referred to you, by which File Related Person, and for what reason. Use the Referred Out tab to

document if and when you have referred a _ _

file, to which File Related Person it has been 1 ! Fles By | ouf
referred, and for what reason. R By: —
Referred By: costa, vanessa
Reason Referred By: |Pro bono
1. Click on either the Referred By tab Date Referred By: fossrass [

or the Referred Out tab, as needed.
2. Setting the first field on either tab to
Yes activates the other fields on the
tab.
3. Set the other values on the tab as needed. Save & Close.

Assigned Users
If selected in User Preference, Assigned Users are displayed on the File Menu Display. This window
permits you to view at a glance the name, role, company, and Email address of every user assigned to
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the file. If a user also is a file manager, the users file manager number can also be viewed from here.
The Inactive check box allows you to see a list of users that have been marked as inactive for this file.
The Add New or Add Team hyperlink lets you assign users to the file.

You can add and remove file users from here as needed. Any changes made here are also reflected on
the Assignments tab of the File Detail window. Every assigned user is also a file-related person.

Adding a File Related Person or Company
The File Related People pane of the File Menu display lists the people who are involved in the file,
but are not assigned users; the assigned users are displayed in the Assigned Users pane.

e Assigned Users are selected from the user pick list, which lists the Legal Files users at your
office or firm.
e The file-related people are selected from the Name Card pick list.

Other than that distinction, the File Related People pane functions like the Assigned Users pane,
allowing you to see at-a-glance the name, role, company and phone of every person or company
involved in the file. If you put a check in the Inactive check box the pane will display a list of File
Related People (whose Name Cards have been marked Inactive). The Add New hyperlink lets you
add a File Related person or company to the file.

If the person or company you want to relate to the file does not have a Name Card, you can create a
Name Card “on the fly” using

Add New Name Card. |n] Add New File Related Person for: Ima Learning
To make a person or HEHN =
company file related: Refrence: [ ISNEET
. " Status: Active -
1. From the File Related : rpe Oter v
People panel of the i ! ~ua
Company: |
file menu display, Tite: |
click on the Add New ™ !
rpose: [
hyperlink. Reference Id:
Contact: [
The Add New File Related ~ ***"
Person window is Wedows: e Fickd 1 Ficld 2 Field 3 Fe
’ o ma found for list!
displayed; the required s
entry fields are denoted J G

* Indicates required fields.
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by a red asterisk (*), and the Reference field automatically displays Ima Learning as the file
reference.

In fact, this Add New File Related Person window looks a lot like the window that displayed
when you added a new user, with one important distinction

e When Assigning a User, the Type field defaults to Assigned User, and no other option is
available.

e When opened from the File Related People pane, several options are available from the Type
field's drop-down list. This list is hard-coded, meaning the values cannot be changed.

The Type field determines how this person or company is related, or involved, in the file; it is
primarily used for reporting purposes and with the Document Generation module, as decided by
your office. Other is displayed by default, but you can use the drop-down list to select other
options such as Client, Outside Rep, and Third Party.

e Ifyou select Client, Plaintiff or Defendant from the Type drop-down list then the role field is
automatically filled with Client, Plaintiff or Defendant (respectively). And the magnifying
glass icon, for Role, is no longer available. In other words, the type and role are the same.

e Ifyou select Other, Outside Rep, or Third Party from the Type drop-down list then you will
need to select the role for this File Related Person.

2. Click on the magnifying glass icon next to the Name field. The Name Card pick list is
displayed.

3. Typein a name (e.g. Johnson) and click on the Search button to load all the Name Cards into
the pick list, or enter a letter and then click on the Search button to display the Name Cards
beginning with the

letter or letters you 8| Add New File Related Person for: Ima Learning

B EH N

d NOTE Ua Name Reference: IImaLearr'hg
Card does not exist for this

entered.

* Status: Active =
person or company, you can * Type: Other -

click on the New button from  * name: I

Name Card search window or Sampanye : Add New Name Card
Title:
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close that window and go to the Name Cards action item and click on the Add Name Card icon on J
the Advanced Search window to display the Add New Name Card window. Refer to “Creating a
Company Name Card” on page 55 for this procedure, but for now, we'll select an existing Name Card.

. Click Search to redisplay the Name Card pick list if it is not still displayed after creating.
5. Enter jones in the Locate field, and xJ

then click on the Search button to m":,j:'m s - e [—— D
display the names containing Jones. T — el
Some databases, such as Oracle, are Tome Type Retid =
. . ' 23] Jomes Enterprues Company
case-specific. If jones doesn't work, ER o P, Cirine Business Person
enter Jones. -~ e — T
6. Highlight a name in the list, (e.g. ) Yo, b € . Business Person
Jones, Bob E Mr.) on the list. Use 3 B if e e
another name if this one is not on _3] A ———
your list Mo s ==
7. Click OK to close the pick list and i3} Jomes, SamPh.0 Busmess Person M
insert the highlighted name (e.g. Bob | = " "o o cftee —— =
Jones) in the Name field. T T —
8. Or, rather than highlighting and
clicking OK, just double-click the name you want to select.
9. Click on the magnifying glass icon
next to the Role field. The Role pick = ™ e
list is displayed. —':'— . - -
10. Highlight a Role from the list and e |
Click OK (or double-click selected My
item) to close the pick list and add ot L el
the selection to the Role field. e
1. Enter data in the remaining fields. i o s
12. Click on the Save & Close button to 3&.’-.’.“’.::";"‘
close the window and return to the :;::".;:: - L
File Menu display.
Do you see your person listed in the File =~ —Ses_ ok ) Cancel)

Related People window?

13. Repeat the previous steps to add additional external file related people as needed.
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@’5 NOTE: If you added the wrong person or company by mistake:

e Highlight the name in the list, click on the Delete hyperlink to remove the File Related
Person. Users must have specific security rights to delete File Related People.

e Or to modify the file related person data, highlight the name in the list and click on the
View Detail hyperlink to display the File Related Person window and make changes as
needed.

14. Click on the File Related People folder on the file Navigation Menu display.

@;ﬁ NOTE: Jones, Bob E Mr. is now listed in with the users you assigned to the file earlier. The File
Related People list contains a complete listing of all the file related people (internal and external).

15. Click on the Ima Learning hyperlink to return to the file menu display, and leave it open.

Changing the File Status

To record a file's changed status, use the Add New hyperlink on the History tab of the File Detail
window. Do not use the Edit File Status icon next to the current status entry because this will cause
the new status to replace the current status. In order to preserve the file's status history, it is best to
add the new status and then mark it as the current status.

To change a file's status:

1. Display the File Detail window for the Ima Learning file, using either the View Detail
hyperlink or the File Setup folder on the file menu display.

2. Click on the Add New i Ohssanments’ Nssen o) (s nasid) nuamed) dnstenel) dpman

hyperlink on the - Fls B Ot

History tab panel. The Do Open oe7

File Status pop-up A4 New Current Date Status Description Days

window is displayed. o [ 03252011 Open-assigned 7
3. Select a file status oF 7 040772012 Trial Set

from the File Status pick list, select a date, and click OK to close the window.
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Notice the newly added status is listed below the original file status, and the new file status now is
marked as the current status.

Using Private Files

Create a private file or convert an existing file to private if you do not want the file to register in
some reports. Private files do not display in the file list--even when the list is filtered to display All
file types. Private files only display when the file list is filtered to display Private file types.

In most cases, a private file is used to secure sensitive matters or perhaps store your personal
information - information that nobody but you or selected users need to see. For example, some
offices use private files for personnel issues or confidential matters. Or, your private file could
contain all your personal appointments and contact information - for doctors', haircuts, little league
schedules, school meetings, whatever.

Although private files can be password protected, we suggest you only assign a password if needed. If
you forget the password, it cannot be reset! Not even the system administrator knows anyone's
private file password.

Creating a Private File

A private file is created the same way as any other file is created, except you select Private from the
Type field's drop-down list. You can click on the Password tab to specify a password (but read
warning above).

To create a private file:

1. Click on the Add New hyperlink in the top-center of the My Files window.
a. The Add New File window is displayed; the fields denoted by a red asterisk (*) require
data entry.
2. From the General Information section, enter a file name in the File Name field. For example,
My First File.
3. Select Private from the Type field's drop-down list.
For a description of the other fields, see “Creating a File” on page 41.

4. Enter a menu type, using the magnifying glass icon next to the Menu field.
5. Click on the Save button to close the window and return to your previous view.
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Finding and Opening a Private File
1. From the Advanced Search section of the file list, select Private from the Type field, select
File Name from the Search Field drop-down list, and enter My First File.
2. Press the Search button.

a. Do you see your file? Remember, Private files will not display in any view but the
Private file list view, which protects its data from showing up in various file reports.
Searching for ALL file types will NOT display Private files.

b. A list of private files is displayed. This list displays only the private files that you
created or that another user gave you access to -- either as an assigned user or a user
with access rights.

3. Click on the File Home icon next to the listing for My
First File. If a password was assigned the Private File

-alrg.slhl-u- Private File Vahd... E3

Validation pop-up window would be displayed. Passmord: |
4. We did not specify a password, so the file menu is Ok | Cancel

displayed.

Using the Advanced Search Settings

d NOTE: The procedures for using Advanced Search are the same for every list view (users, Name
Cards, To- Do's, calendars, phone logs, etc.).

The Advanced Search window allows you to filter your list views for any list, (such as files, Name
Cards, documents, To-Do's, etc.) according to your specified search criteria. For example, for files
you can search by type, status, date, field name (such as file name or location), and user, among

other criterion.

The Advanced Search feature allows you to save multiple search criteria. For example, if you manage
the files of multiple users, you might want to create search criteria for each user.

Additionally, you can designate one saved criteria as your Default Search criteria. Legal Files
recommends you set Default Search criteria for every list view (files, calendar, To-Do's and so on). In
doing so, Legal Files will automatically display that list of items every time you select that view.
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Without designated Default Search criteria, every time you display the list view, you will have to
enter your search criteria and press the Search button before any items appear in the list. Setting
Default Search criteria saves you steps. You still can modify the results from your default search as
needed, but the next time you exit and return to that view, Legal Files will display those items for
your saved default search. If you find yourself repeatedly making the same modifications to your
default search results, consider modifying your settings and save that as your Default Search.

@ﬁ When searching for Action items, if a user does not have access to a private file, those items will not

be displayed in the results.

Establishing Default Search Criteria
Use this procedure to specify your default search criteria. Then each time the list view is selected, it
will display the items according to your specified default criteria.

1. From the Advanced Search window, specify the search settings you want displayed as your
'default’ search method when you select the Advanced File Search.

2. Selecting a value in a Search Field gives you a pick list choice or an entry field. Pick lists will
display a magnifying glass icon; click it to choose a single value from the list. Entry fields let
you enter freeform text to search by.

3. Many entry Search Fields display a second field offering another level of filtering on the
value to be searched by. These include:

e Exact - Searches on a precise value; spelling-, punctuation- and capitalization-sensitive.

e Contains (Default value) - Searches on any 3 characters contained (in order) anywhere in
the field being searched.

e Sounds Like - Searches on similar-sounding values.

e Begins With - Searches on values at the start of chosen search field.

Search Field: IMatter Type v |ban X 2
Search Field: INone z] Banking/Loans A

Bankruptcy Vv
Search Field: INone ).’.J
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f:;';’.\ " Some Advanced Search picklists offer “type ahead” behavior. If you know
ﬂif-‘_l‘:.‘; ; the values stored in the list, type the first 3 characters, and Legal Files will

A display all matching values. Select the one you need!

e Other entry Search Fields do not display a Contains field, but will allow you to recreate a
“contains’ search. Simply surround the search term with the percent symbol (%). This is
similar to using quotation marks (“) when Googling.

e Another way to use the % symbol, is as a wildcard. For example, you can search on “Sm%th”
if the name might be spelled “Smith,” “Smythe”, etc.

Text: [%ﬁle assignment%%

e For example, set the Advanced Search fields to list all of Randall's open files by file name.

Advanced File Search...

) Add New (103 Records)
JEED sortby:[Fleeme & |v]
Assigned User: [Kirchner, Randall 1 7, ‘Search Field: [File Name "] [contains [+]|
Tipe: [T ] DateOpen: [ mad Sewrch Fid: [Nore ||
Status: [l || Datalheed: [ md Search Field: [None [ ~]

[

4. Click on the Save Criteria icon in the upper-left side of the Advanced Search window. &

3 | egal | des® - S ave Crtena — Web Page Di . [E3

F | Defaut Search
Mame: [DEFAIRT SEARCH

0k ) _Cancel)

The Save Criteria window is displayed.

Select the Default Search box to designate these settings as your default search criteria.
The name, DEFAULT SEARCH, is automatically designated as the save criteria name.
Click on the OK button to save your criteria and close the window.

Go to another Legal Files view (e.g., My Day).

Return back to the Advanced File Search by selecting My Files.

© © N ow
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Do you see your files listed according to your specified Default Search criteria?

Setting and Saving Additional Search Criteria

Use this procedure to specify and use search criteria in addition to the default search criteria. To

perform the search you will need to select which search criterion to execute.

1. From the Advanced Search window, specify the search settings you want displayed.

a.  For example, set the Advanced Search fields to list all Private files, or all Sally's open

files by file name, or whatever.

2. Click on the Save Criteria icon in the upper-left side of the Advanced Search window. ‘&

The Save Criteria window is displayed.

3. Enter the name of your search criteria in the Name field. Be as descriptive as possible to

make it easy to quickly distinguish one saved criteria from another.

4. Click on the OK button to save your criteria and close the window. Repeat these steps as

needed to create as many saved search criteria as you need.

Selecting a Saved Search Criteria

Once you have created search criteria in addition

to your default criteria, you select the criteria as
follows:

;l egal File1® - Search Colena - Web Page Dialog [2¢]

Locate|

Usar Jarchrer, Randal ). 1.0.

_Delefe | _Search )

3.
Criteria window and display those criteria in the
Advanced Search window.

4. Click on the Search button to implement the search.

From the Advanced Search window, click

on the ¥ Select Criteria icon.
The Search Criteria window is displayed.

Select a saved search from the list.
Click on the OK button to close the Search

Clearing Search Criteria

1.

2.

DEFALLT SEARCH
| 14 private Fles

;I. egal Filer® - Save Critenia - Web Page DI, E3
T Defauk Search

Mame: P‘- private fies

From the Advanced Search window, click on the .| Clear Criteria icon to clear your

specified search criteria.

Enter whatever new search criteria you want, and don’t forget to click on the Save Criteria

icon i@ if you want to be able to select these criteria again.
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Using Custom Windows

Custom Windows are Legal Files’ method for capturing data that is not already available on the
standard file windows, Name Cards or Actions (Calendars, To-Do’s, etc.). Nearly any type of data
can be captured, and each customer’s Legal Files administrators can create the Custom Windows
required.

The most commonly used Custom Windows are those that appear on the Navigation Menu within a
file. The entry will appear no differently than any other program on the menu, but when opened, the
tan bar will display the label “(Name of Custom Window) Home” and the window directly below will
be labeled “Custom Windows.”

My File: Request/Witness Ha

y

/
4

Manage My File: Request/Witness H
——————————————————————]

My File: Request/Witness Ha
Navigation Menu

Open Records Request/Subpoena f
| File Opening Note
L1 File Related People

ertinent Data Home

(4 Activity Log _
_J File Status [Custom Windows |
File Sefup g |
I Pertnent Dot - | ,cmmnm ‘ .
No matching data found for Pertinent Data list!

Adding and Navigating Custom Windows
After clicking on the name of a Custom Window in the Navigation Menu, Users should see:
Pertinent Data Home

Custom Windows AddNew | Hotprint
.,;] [ ’c;mmm Date Agency Received Date Received in our Office  10th Business Day Due Date Date of Response
INo matching data found for Pertinent Data list!
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e A tan bar with “(Name of Custom Window) Home” showing at far left.
e Below the tan bar:
0 A short, wide window labeled “Custom Windows” at left in the blue header, with
hyperlinks labeled Add New and Hot Print at right.
0 In the same window, five columns whose labels will differ in each Custom Window.
0 A second window - tall and wide - displays below the first, with two columns.
0 These windows will be blank if no data has yet been saved to the Custom Window. If
data has been saved, both windows will display data.

Many Custom Window windows/screens will have a small Excel icon H at the top of the first
column. Clicking this Export to Excel icon will export the Custom Window data displayed, where
you can format, sort and print the data.

Managing the upper window

Custom Windows AddNew | HotPrint

=] Custom Window Name Date Agency Received Date Received in our Office  10th Business Day Due Date Date of Response
No matching data found for Pertinent Data list!

dd New
e Add New hyperlink = opens the Custom Window detail window, so that data may be

entered into the Custom Window and saved to the file.

Custom Windows ViewDetasl | Delete | Hot Print
me our Y
o Custom Window Nal Date Agency Received Date Received in Office 10th Business Day Due Date Date of Response
; T |Open Records Request 11/04/2014 11/06/2014 11/20/2014 11/18/2014

e Once data is saved to the Custom Window, a single row is added to the upper window and
the Add New link is removed (see image above). To re-open the detail window, users can:
0 Click once on the View Detail hyperlink,

. . . . . '
0 Click once on the Custom Window Detail icon in the second column | , Or

0 Double-click anywhere on the entry row other than icons (i.e., dates)
e Delete hyperlink removes a saved Custom Window from a file. Users must have specific
security rights to delete Custom Windows.
e Hot Print hyperlink displays the Custom Window in an HTML page, which may be printed
on your printer.
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d NOTE: Click on the Microsoft Excel icon in the header row of the first column of the upper
window to export the Custom Window data into Excel, where users can sort data and format the
output to meet specific reporting needs.

Managing the lower window
The lower window displays the Custom Window data, but in a read-only view. Data may not be
edited from this view.

Open Records Request
Tabs: Confidential Found - Fields:
1 Dates Email Agency for Assignment: |No
(J |Looking for Confidential Email Legal Dept for Attorney f[yas™
i Confidential Found  * Assignment:
1 Response to Requestor Email Legal Dept for LA Assignment: INo
_J |Agency Letter

e The left column displays the names of the Tabs contained within the Custom Window.

e The right column displays the data fields contained on a Tab. When first opened, this
window will display the fields contained on the first tab.

e To display data from any other tab, click on that tab in the left column. The right column
header now reflects that tab name, and the fields below are those saved on that tab.

e Double-click any tab in the left column to open the Custom Window detail window.

Selection (Multiple Instance) Custom Windows

Custom Windows can be saved once to a file, or they can be saved many times. If users can select a
Custom Window multiple times on a single file, these are called Selection Custom Windows. Legal
Files administrators control whether a Custom Window is a single-instance or selection window.

Selection Custom Windows operate the same way as single-instance windows, with the following

additions:
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Managing the upper window
Custom Windows AddNew | ViewDetsl | Copy | Delste | HotPrint | Advanced Search
< customWindowName  Contract No.  Location of Contract Prime Contractor ‘SubContractor

¢ ; T Contract Information GFI - 663 Econoplan Logan, Everett Mr,

Vo

LI =

.

In a Selection Custom Window, the Add New hyperlink remains in the upper window even
after the first Custom Window is saved to a file (see image above). To add additional
instances of the Custom Window, click this hyperlink.

Copy duplicates a selected Custom Window (click once on a row to highlight it, as in the first
row of the image above), which is immediately opened for editing.

Advanced Search displays the Custom Window Advanced Search functionality, which
allows users to search across all Selection Custom Windows in this file. See the Custom
Window Advanced Search section below for more information.

Use the Copy feature when saving multiple Custom Windows with
only minor differences. For example, a renewing contract often
retains many elements of the original contract; you can simply copy
the first Custom Window (original contract) and modify only those

fields that have changed!

Managing the lower window

If multiple Custom Windows
are saved in the upper window,
by default the first window’s
tabs/data are displayed in the
lower window. To display data
from another Custom Window,
click on another entry in the
upper window.

Custom Windows AddNew | ¥
4 ;- T [Contract Information ABC - 123
7 Contract Information GFI-663

Contract Information

Tabs: | Contract Details - Fields:

[ |Contract Details Contract No.: E -663

__'l Additional Information Location of Contract: l—

[ |Accounting Information )

3 Project Information Prime Contractor: [Econoplan

(3 |Contract Details SubContractor: [Logan, Everett Mr.
Bonding Company:
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Custom Windows Advanced Search
Advanced Search capabilities on Custom Windows can be enabled in each user’s preferences. This
will automatically display Custom Window Advanced Search on every Custom Window. To enable:

Log Off | Help | Preferences

=

Click the Preferences hyperlink in the upper right corner of Legal Files.
Click on the Actions tab

Set the Use CW Advanced Search field to “Yes.”

Click the Save button, then click the Log Off hyperlink. Log back into Legal Files.

ENEVINY

Now, when the user visits any Custom Window in Legal Files, an Advanced Search section appears.
The name appearing in the tan bar above the gray area will always be named:
“Advanced (Name of Custom Window) Search ...”

d NOTE: If Custom Window Advanced Search is not enabled through Preferences, users may click
on the Advanced Search hyperlink displayed in the upper window on each Selection Custom Window
home page to activate the advanced search function as needed.

Advanced Contract Information Search... ) Add New
SESE. _Search |
SubContractor [ Ses
Contract No. [ [pegrs [~
Contract Amount (if FroR: ! Theiss
Location of Contract | |Begins  [~] appicable)
Prime Confractor I O — [
Begins | v
i—' Window Name Contract No. LLocation of Contract Prime Contractor SubContractor IMM mmmﬂupﬁ,l

e The maximum of six (6) fields displaying in the Advanced Search area are controlled by Legal
Files administrators, and can include any six fields in a Custom Window. Use these fields to
search for values across all instances of this Custom Window saved to a file.

e The column headers in the search results display may or may not match the search fields (i.e.,
compare Contract Purpose .vs Bonding Company fields in the image above), and are also
controlled by Legal Files administrators.

AFEE

0 Save a default search for this Custom Window.

e Use the Advanced Search icons

0 Set/retrieve saved searches for this Custom Window.
0 Recall your Last Search in this Custom Window.
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Editing Custom Windows

Opening the Custom Window detail window allows users to enter and edit information in a Custom
Window. Legal Files administrators can choose one of three formats for displaying their Custom
Window detail windows. Each of the display formats allows users to:

e Route a Custom Window and see its history via the Route Item / Route History icons.
DE"

>
e Enter a Time Slip via the Create Time Slip icon. @
=

e Print the Custom Window.
Comparing the Custom Window Display Formats

Scrolling Format
e Page is displayed in one column.
e Each Section/Tab appears as a blue/gray bar across the page with data on each tab appearing
below.
e Scroll bar appears at right if more sections/tabs appear below the current window
dimensions.

T Contract Inforrnation
AN OhX R g

Reference: |General Contract Fie (GCON-09-0019)
“Window Mame:[Contract Information

i

Contract Detais

ContractNo.:[ABC - 123

Location of Contract:|

Prime Contractor:{Sangamon County Ambuiance Service /

SubContractor:|

Bonding Company:|

Contract Amount (if sppbcable):[$25,000.00
Contract Type: [Medical

Contract Purpose:|

Addtional Information

bl

Legal Signoff on Amendment?: [ ]
Approx. signoff date (if spplcable): e
Disposition| v

Type of Insurance:|
Certficate of Insurance: [_]

Actual Certificate:

e

* Indicates required fields.
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Columns format
e Page is divided into two columns.
e Sections/Tabs are distributed on the page in the following format:
0 Tab1 Tab 2
o Tabs Tab 4
e Scroll bar at right is functional, and can also be used to navigate down the window.

T Contract Information

Al e % @ g =
Reference: Ganeral Contact Fie (GCON030019)
“Windows Harme:[Contr act Informaton
Contract Details Additional Infarmation o
Conbact o {aec - 133 Legal Sgroff on Amendimenti: [_]
Lecaton of Contract:] Aporon. sgroff date (f appicable):| L
Prive ContactonfSongeron Caurty Abilarcr Servee. 0 & Drsposton =
SubCoritactors| aly ] Troe of Inmrance:| /
Bondng Company:| — P Certicate of Inmrance:
Contract Amount (f apcicatie) [§25,000.00 [ (H
Contract Type ummnk.m-.l
Contract Puposes| ®d
Erimiee] i 4]
Accounting Information =
: A M View dacsl Daes Project Information
Custom . Busimess . Accountin. o ]
Code s B |accounang... Accoumtng Pregect Tide:
1 ccountng... Producson Lacason of rogect|
'J Projecttocaton] R
Fempornatie aupaty:|
Contract Details Froject Engreer:] =
e bt Amenment -
Dase stamp: TT015

* Incicates recured Relds.

Menu Format
e Page is divided into two columns.
e All Sections/Tabs are listed in the Menu column, with the first tabs displaying in the right

column.

e (licking on any Section/Tab name in the Menu column will “jump” down the right column
until that Tab displays at the top of the right column.

e Scroll bar at right is functional, and can also be used to navigate down the window.

The Menu format is especially useful for navigating Custom Windows that have many tabs or

sections.
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= Centract Information
BEHN ChX

{GCON 5)

“Window Name:|Contract Informaten

Menu Contract Detais
Contract Details

Contract No.z[A8C - 123
Additional Information o

g Tnfereation Location of Contracts|

Project Information Prime Contractorz|Sangaman County Ambulance Service

Contract Detais SubContractor:|

Bonding Company:|

b b by

Contract Amount (f appbcable):|$25,000.00

Contract Typesfedical

Contract Purpose:|
Addtional Information
Legal Signoff on Amendment: [

Agprox. sgnoff date (i appbcable):] ]
Desposition:| [v]

Type of Insurance:|
Certificate of Insurance: [_]

Actual Certificate:

Expration Date:] gk -a»f:o%
Accounting Information

* Indicates required fields.

Types of Custom Windows

Era

G =g

4dd New View detai Delese

=

Legal Files administrators can create Custom Windows to be used in several areas of Legal Files, such
as Name Cards and Calendars. These Custom Windows function similarly to file Custom Windows,
except they offer no Advanced Search or reporting capability, and they utilize the Scrolling Display

Format only.

Custom Windows may be created for the following areas of Legal Files:

. Calendar

° Contract

. Document

. Embedded Custom Window
. File

o File Related People

Mail Log

Name Card
Phone Log
Time & Expense
To Do

A Name Card Custom Window captures information specific to
individuals that is not included in Legal Files’ Name Cards.
Likewise, a Calendar Custom Window captures supplementary
data you need to track on calendar entries. Whatever you need to
capture, a Custom Window can save it!
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O'n 3 Namle? iard dﬁtall Name Card for: Abrams, H. Tara Ms.
window, click on the —

’ BN RC
Custom Windows tab, B3 X
then the Add New e B eve [
hyperlink. A window will  se e M s s
open displaying all = B L : -
Custom Windows for mmm el Emw o [w
Name Cards created by SR gt

Legal Files admnistrators.
Open a Custom Window

by double clicking on its

. |
name or click once to I [Window Name Feld1 Feld2 Feld3
. . . . INA matrhinn data frond far et
highlight it and then click (Boaren]
the OK button.
Custom Window
Additional Company Information
Additional Name Card Information
Docs on NCs
I Expert Witness Info I
' __0k__|_Cancel] I
| I
2] Legal Files Web© - Additional Name Card Infarmation Detail - Webpage Dislog [===)
T Add New Outside Counsel Screen "|
. . . . = 20 @ =FE &
All non-file Custom Windows utilize the Scrolling Display -
Format. Add the information to be tracked and click the Mmﬂﬁm o |
. Last Personal vist| =
Save & Close icon. e |
! pproved Houty Rate:[$0.00
. . . Specal Note
Multiple Custom Windows may be saved; each will appear as o 3
a row on the Custom ‘ h‘

Windows tab.
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On Action Items (i.e.,
Calendars), the Custom
Windows area appears near
the bottom of the detail
window, with the Add New
hyper link at right. As on

Name Cards, clicking this hyperlink displays
the Custom Windows available. Select one,
enter data, Save & Close the Custom Window,
and it will appear in the Custom Windows area

on the Calendar.

Options:
Rem Days:

Custom
\Windows:

fopen [~
[Ishow On Summary  [IPriority Item
"G
Add New
Window Name Field 1 Field 2 Field 3 ﬁ::l::l4

No matching data found for list!

T2} Legal Files Web® - Calendar TN Detd — Webpoge Dratog TRE— =]
T Calendar Additions )
BEN X B @ &

["Window Name:Calendar Additions |

Addtional Information

Transcript:
He3
Date Transcript Received:[01/12/2016 @& |
Additional Case Relationship:| J
v
Add New View detail Delete
Goon [T Wndowteme  redl Peaz e —=7;
’ T [Calendar Additions See Details for Attachments 01/12/2016  Abrams, Thomas
< >
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Manage Name Cards

Concept

The Manage Name Cards view lists all the Name Cards (i.e., contacts) in the Legal Files database.
From here you can manage all aspects of the Name Cards -- adding, updating, deleting,
referencing, printing, etc.

Name cards store basic information about every person and company associated with your files.
Every client, attorney, witness, and other file-related person must have a Name Card in order for
them to be used in or referenced to a file.

Name Cards can also function as your office address book or contacts list. You can create Name
cards for any person or company your office does business with, regardless whether they are file-
related.

The information on each Name Card is accessible to all Legal Files users. Whenever a change is
made to a Name Card, it is automatically updated in every Legal Files window where the Name
Card is referenced.

Chapter Lesson
In this lesson you will learn how to search for a Name Card; how to view, update, and save Name
Cards; and how to create Person, Company, and Business Person Name Cards.
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Managing Name Cards
Use Manage Name Cards view to manage the Name Card data of every person and company in
Legal Files. You can do the following from Manage Name Cards & Advanced Name Card Search:

e C(Create and manage all aspects of a Name Card.

e Establish search criteria to filter your Name Card lists, including the ability to specify
default search criteria that determines how the file list displays upon opening the Manage
Name Cards view.

Common Button Functions on the Name Card Detail Window
The following program buttons are available from every Name Card Detail window:

e Save & Close. Click this button to save your date and close the window.

e Save. Click on this button to save your data and keep the window open.

e Cancel. Click on this button to close the window without saving any changes to it.

e New. Click on this button to open a new Name Card Detail window. This new window is
not based on the data of the existing window; it merely provides another location from
which to create a new Name Card.

e Copy. Click on this button to copy the open Name Card.

e Delete. Click on this button to delete the existing Name Card.

e Print. Click on this button to print the Name Card detail window.

e Links. Click on this button to display the Web Links pick list, from which you can display
any web pages associated with this detail window.

Displaying and Navigating the Manage Name Cards View
Use this section to orient yourself to the Manage Name Cards view before moving to the specifics
of creating and managing specific Name Cards.

1. Click on the Name Cards hyperlink on the Manage menu, of the main window, to display
the Name Card List window.

@ NOTE: The Name Card field at the top of the Legal Files window displays the name of the
first person or company listed in the Advanced Name Card Search window.

INTRODUCTION TO LEGAL FILES Copyright © 2016 by Legal Files Software 71



P
Legal Files . L
Training Guide I‘egal - &8

Manage Name Cards Managing what matters to you.
The interior uprB, Name Caré: Sth Judicial District of the State of idaha $ 0 & | o]
window displays n.,
the Advanced E_"’ e i *:.:“;Z
Search fields, & ,,:.h = ::M 4
which default to el Eite o —— 7/
listing All Types of I e T 4

Name Cards of Al p o fQ FF4"¢-F4 424424442277 27

statuses (inactive
and active).

The table format of the Name Card list allows you to see and access some name-card data,
without opening the Name Card.

Users can re-order the columns by clicking on a column heading and move it to its preferred
location. The new column order will be retained for that user on that machine until changed.

2. Single-click anywhere in the list (anywhere but on an icon or hyperlink that is; clicking on
an icon or hyperlink will open that item).

@ NOTE: Although the list view does not change, the name corresponding to the one you
selected is now listed in the Name Card: hyperlink at the top of the Legal Files window.

3. Click on the Ll | e s o i
name listed in o ———
the Name Card: ===~ =~ _
hyperlink at the = " m—
top of the
window, or click o

on the Home _
icon on the left side Advanced Name Card Search window to display the Home view for
that Name Card. This Name Card Home view displays the General Information, Custom
Windows (or Additional Info if no Custom Windows exist), and People or Involvements
panels for the Name Card.
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4. Click on the Name Cards hyperlink on the Manage Menu, left of the main window, to
return to the list of

Name Cards. &) Legal Files Web® - Name Card Detail -- Webpage Dialog =
5. From the Name Cards ih:_a?’;,_wffn_ ?:D' S .
list view, display the [rom— r— L
Name Card detail I= = — s
window in one of the ‘ L,m o l - wl
following ways: e 8 INL s
e C(lick on the Name PR ——————
Card Detail icon. s e
e Highlight a name, and anh o - E.,.. = RS “;":;. M:'; ouse
then click on the View o - i ;
Detail hyperlink at the
top of the Advanced ;m}?“m At .
Name and Search | oo sttt
window.

Double-click on a name in the Name Card list.

6. Close the detail window to return to the Name Cards list view.

7. From the Name Card list, click on a Company hyperlink to display that company's Name
Card detail window, an Email hyperlink to send an Email, or on the Involvements icon
to view the Name Card's File involvements.

Creating a Company Name Card

Legal Files recognizes three types of Name Cards: Person, Company, and Business Person. The
fields are identical for Person and Business Person Name Cards; the only difference is that once a
Person Name Card has been associated with a Company Name Card it is then identified as a
Business Person.

All three types of Name Cards can be associated with a file. Once associated with a file, those files
then show under Involvements on the Name Card.

You should create only one Name Card per person or company; duplicate Name Cards diminish
the integrity of your database. In order to help you maintain your database integrity, Legal Files
can be set by your system administrator to automatically display the Name Card Duplicate Check
window every time you begin to create a new Name Card, allowing you to easily see if the Name
Card you intend to create already exists.
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Create the Company Name Card first. Next create the person Name
Cards that are related to the company because you can immediately
associate each person with the company and have the option to
associate/copy the company Name Card’s phone and address
information to the linked person’s Name Card.

To create a company Name Card:

1. From the Name Card list, click on the Add New hyperlink at the top of the Advanced
Search window. Name Card
Duplicate Check window

displays (if turned 'on' in

System Configuration).

e Select Company from the 10 meein dt v fr Nams Cad s k.
Type drop-down list to

display the Company field.

et
o Type My Company in the
Company field.
e Click on the Search
. ) Add New NameCard
button. No matching " /s &
data is found. = = -
e Click the Next button e ——
to display the Add ={- LT £ =
New Name Card e T | I~
window. e

Pho | Clems i Coma D

d NOTE: The Type field o
defaults to Person. p— p—

L8 Dfess [ ) Wi | add e
tma :mm data rmmn;:m — — m.mm;e.m found for Address Lt -
-
2. Select Company from e
the Type drop-down —
. e I s Add bam
list. The fields have e e
- Indeater o matching data found fur Emall List!
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changed accordingly. The fields for a Person or a Business Person are identical; a Business
Person is just a person associated with a Company, but the fields of a Company Name
Card are different.

3. Type My New Company in the Company field.

4. Leave the Client/Ref ID and Contact fields blank.

Adding Phone Information
> Add New Phone for: My New Company
5. Click on the Add New hyperlink in N

e
the Phones section of the e e
Phone/Email/Address tab to display = #henes:  [a17ss56545 ext:|
the Add New Phone for: New Name ;::_ . {::‘;“SMCST‘ —
Card window. suts:  [Aave =]
» Leave the Format field set to United . __ . . [
States.

6. Legal Files automatically formats
your phone number entry according to your Legal Files system configuration. Use the
drop-down list to select Canada or Free Form. Use Free Form to supply your own
formatting for a phone number other than the U.S. or Canada.

e Type 2175556345 in the Phone # field, which is a required field. Legal Files will format the
numbers according to your chosen format upon saving this window.

o Use the lookup icon next to the Type field, and select Office from the Phone Type pick
list.

o Enter Call 8am-5pm CST, M-F in the Comments field.

7. Use this field to enter any helpful notes about the phone number. For example, if you
enter a cell phone number and a home number, you might make a note as to which
number to call first. Both the Type and Comment field data are visible at a glance.

o Leave the Status field set to Active.

e The Status field allows you to make some phone numbers inactive, rather than deleting
them. For example, if you have a winter and summer home phone number, you can enter
both numbers as Home numbers, but inactivate one or the other as appropriate.

e Click on the Save & Close button to close the window and save your settings.

Notice that the phone number is properly formatted and your comments are displayed in the
Desc. column.

INTRODUCTION TO LEGAL FILES Copyright © 2016 by Legal Files Software 75



'. L) e "
Legal Files i
Training Guide I‘egal .

Mana ge Name Cards Managing what matters to you.
Phone/EMai{Address . People MNote - Involvements Custom
You can enter as many Phones
S i —— Add New
additional phone numbers as T —
you need. We will just enter (217) 555-6345 Office Call S8am-Spem CST, M-F

the one for now.

Adding Address Information

8.

d

Click on the Add New hyperlink of the Address section to display the Add New Address
for: New Name Card window.

Leave the Format field set to United States. As with the Add New Phones window, Legal
Files will automatically format your address according to your Legal Files system
configuration; Canada and Free Form are the other choices.

Type 7537 Golden Drive in the Line 1 field, which is a required field.

Type Suite 300 in the Line 2 field.

Use the lookup icon next to the City field, and select Springfield, IL 62703 from the City
pick list.

1 Address for: My New Company
NOTE: The City, State/Zip, I{B g . x
kv

and County fields are automatically

filled in because all the information Forlz2ve & Cose] [Conada =]

was included in the City pick list. P12 ST
Ye I 1 teri Une 2: [sute 300
f)u also cc?n.manua y en e.r inanew — JolB .,

city, two-digit state code, zip code “Province/Postal:  [iL [62705
and county by using the New City County: [
icon. Type: IO“((

Use the lookup i sesima L

o se the lookup 1con next to SR [Acve =
the Type field, and select
Office from the Address * Indicates reauired fields.

Type pick list.

Leave the Description field blank and the Status field set to Active.

The Description field can be useful for entering any notes about the address, as needed.
The Status field allows you to make some addresses inactive, rather than deleting them.
Click on the Save & Close button to close the window and save your settings.
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d NOTE: The address now is properly formatted. Envelope = Map “* and Weather
icons display in the Desc. column. Use these to print mailing envelopes, and to view map and
weather information corresponding to the address. If we had entered descriptive comments, they
would be listed beneath these icons.

You can enter as many additional addresses as you need. We will just enter the one for now.
Adding Email Information

8. Click on the Add New hyperlink of the Email section to display the Add New Email for:
New Name Card window.
¢ Type Training :
Info@MyNewCompany.com in the & Add New Email for: My New Company

Internet ID field, which is a =R

requjred ﬁeld' * Internet Id: I‘I’mhhg_m‘on MylNewCompany.com
e Type Busn. Email in Comments Comments:  [Busn emad

field and leave the Status field set atus Adwe =]

to Active. * Indicates required fiekds.
e The Comments field can be useful
for entering any notes about the Email address, as needed. The Status field allows you to
make some Email addresses inactive, rather than deleting them.
e (Click on the Save & Close button
to save your settings and close — i N

lraccv e

the window. If we had entered Internet Id Desc
Training infoMyNewConpany. com Busn ermaid

descriptive comments, they
would be listed in the Desc field.

You can enter as many additional Email addresses as you need. We will just enter the one for
now.

@ NOTE: On Company Name Cards, the Internet ID field is used to store the company website

address, if desired. Phone/EMal/Addrass People Note

9. Click on the Note tab to enter any helpful se this space to enter anything you like about the company.
notes about the company. For example, you

could use it to include descriptive information

to help you place the nature of the company.
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P2 In theory, any Name Card can be related to many different files.

‘s, “‘m Therefore, never add any file-related information to a Name Card
Ex&-'-":'? Note field. This Note should only contain information about the

~a= person or company (i.e., needs interpreter, etc.).

10. Click on the Save & Close button to save changes and close the window or the Save
button to save changes and keep the window open, in order to add additional information.

Finding a Name Card

Now that you created the My New Company Name Card, it's time to learn how to find and open it
from the Name Card list. One way to find your Name Card is to use the scroll bar to the right of
the Name Card list. That method works fine if your Name Card begins with a number or an A or B
-- or if you have very few Name Cards entered in your database.

In most cases, however, the scroll method can prove slow and unwieldy. Therefore, we'll use the
Advanced Search method that we learned about in “Using the Advanced Search Settings” on page

56 of “Managing My Files.”

To find a Name Card using the Advanced Name Card Search window

The Advanced Name Card Search allows you to use a variety of criteria to narrow or broaden the
search you wish to execute. It also allows you to name and save search criteria settings so you can
use those same searches at a later time.

Advanced Name Card Search criterion filters:
Type - Specify which Type of name cards search results must match.

Status - Specify whether the name card(s) to search are in Active or Inactive status.

Create Date & DOB - Look for name cards created on/before/after a certain date, people
who were born on/before/after a certain date, or within a date range using both fields.

Search field(s) - You can use up to three additional Search Fields. The drop down list for
each contains the same fields from which to choose.
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Sort By: Sort search results by a variety of factors, each of which can be sorted
forwards/backwards, and can be retained in default searches.

d NOTE: If field name(s) have been changed in Custom Prompts that name change will be
shown in the names shown on this list.

e For some search fields the qualifiers (Exact, Contains, Sounds
'..-"';:“._\,\:, Lil.(e, ?r Begins With) are used in conju.nction with the search
=7 criterion selected. For example, you might search for Names that
~ = Begins With S or Names that Contain Smith somewhere in the
Name field.

Filters Used with Alias, Company Name, Contact, Department, First Name, Middle Initial,
Last Name, Full Name, License, Notes, Ref ID, ID#, TID, and Phone Number

Exact Use to match exactly what is entered in the search field.

Contains  Use this to match something that contains what is entered in the beginning,
middle, or end.

Sounds Like Use this when looking for a match that would sound similar but might have a
different spelling.

Begins With Use this when looking for a match that begins with what is entered.

e Alias: Enter all or a portion of the Alias.

o Category: Choose from the Category pick list.

e Company: Choose from the Company pick list.

e Company Name: Enter all or a portion of the Company Name.
o Contact: Enter all or a portion of the Contact.

e Department: Enter all or a portion of the Department.

e First Name: Enter all or a portion of the First Name.

e Middle Initial: Enter all or a portion of the Middle Initial.

e Last Name: Enter all or a portion of the Last Name.
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e Full Name: Enter all or a portion of the Full Name.

e License: Enter all or a portion of the License.

e Notes: Enter all or a portion of the Notes.

o RefID: Enter all or a portion of the Ref ID.
e Role (Assigned User): Choose a role for an a user that has been Assigned to the file(s)

e Role (Involvement): Choose a role for a person or company that has been related to the

file(s).

o File Related Person Type: Choose from the File Related Person Type pick list.
e ID #: Enter all or a portion of the ID #.
o TID: Enter all or a portion of the TID.
o Title: Choose from the Title pick list.
e Phone Number: Enter all or a portion of the Phone Number.

e Email Address: Enter all or a portion of the Email Address.

Set the default search settings to Full Name / Contains . Using Full

Business Person) using the Company Name field and/or First & Last

™\
4 ¥ Name will search all three Name Card types (Company, Person and
‘il\\“‘ typ pany.
e’

name fields for Person and Business Person Name Cards

1. From the Advanced Name Card Search window, select Full Name from the first Search

Field drop-down list, then select Contains from the drop-down field next to the Full

Name field. Enter all or a portion of My New Company in the blank field beside it.

2. Click on the Search button. Do you see your Name Card listed?

Advanced Name Card Search., Jasdren X vewOetsl X Deiete (21 Records)
A33L ™ Pwtves Sranh)
LS T | Samrch Pt [Fd hare 2] [cotars =] = N
sutse [acve 3] sawch Feid [ree =l
[Craate cute =] Frome [ =4 Canerh Mot [ncee =
L] Cimeapraey Sates wvobeed Abas st AR =
o8] ABCD - Compars Narw Cand Actae =] o resie, oy
o ) Abed issrece Corgany At ] 4‘
B e e Litwe
B T At
2 v _Compers_Tent Adtrw o scrmeny lwilr crme 4l et
U1 Ve e Company & Adwe T ety SewLanvan T
. A W o Company Nitne ERIQAN LTSS LTI (T
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3. Double-click on a name in the Name Card list or
o Single click on the Name Card Detail icon to display the Name Card detail window, from

which you can add or change Name Card data. This is the most direct way.

e Single click on the )| Name Card Home icon to display the Name Card home window,
and then click on the View Detail hyperlink to display the Name Card detail window.

¢ Ifyou have your Name Card highlighted, click on the Name Card: My New Company
hyperlink at the top of the Legal Files window to display the Name Card home window,
then click on the View Detail hyperlink to display the Name Card detail window.

4. Close the detail window. Although there is more data to enter for the My Company Name
Card, we will create a person Name Card first.

Creating a Person Name Card

Use this procedure to begin creating a person Name Card. Because you will reference this Name
Card to a company Name Card, this person Name Card will end up as a business person Name
Card. The fields on a person and business person Name Card are otherwise identical.

To create a person Name Card:

EpEmr==ry

«  Name Card Duplicate Check...

1. Click on the Add New
hyperlink at the top of the

iR ] 1
Comparyi[Comars =] o o Compar
1

statua:[a1

Advanced Search window.

Mo matching data found for Name Card Duplicate Checke.

The Name Card Duplicate Check
window displays (if turned 'on' in

N ) Cancell
System Configuration).
It defaults to All for Type of
< Name Card Duplicate Check..
Name Cards (Company, Person, & [z~ | Sy
. noelm = 5 ok
Business Person) and uses the e o = i
First Name and Last Name as ' pre—

search fields. In this manner you

can use First or Last or a
combination of the two to search

|
st o L8/ v |
Az T i
|
{
|

for either a Person or Business 5
_Newt | Cancal
Person Name Card. These fields

will not search Company Name Cards.
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Type Jones in the Last Name field next to search for duplicate Person or Business Person
Name Cards with the last name of Jones.

Click on the Search button. The Duplicate Name checker found Jones, Bob E Mr. as a

match.

If this were the person for whom we intended to create a Name Card, (i.e. it’s indicating the
Name Card already exists) we could click on the hyperlinked name to display the existing

Name Card and modify it as needed.

Since this is not the person for whom we want to create a Name Card, we will continue to

create a Name Card.

4. Click the Next button to

<) Add New NameCard

display the Add New Name aan
Card window. s 3 v
r r - -
. - : [ 7 =
@ Notice that The Type field defaults I
to Person and search term auto-fills s U
in its field. s bt
T & Tl Desc m:zl R besc
5. Leave the Type field set to its '
default setting, Person, and =
then complete the following e 1= —
felds. ey
e Use the magnifying glass icon

© indicates requred fiids.

next to the Prefix field to enter
Ms. as your prefix.

e Type Jane in the First field, Q in the M field, and Jones in the Last field.

M stands for middle initial.

e Use the magnifying glass icon next to
the Company field to display the
Name Card pick list.

e Enter My in the Locate field and press

ur.r.n.},_. Nerws Company

New | Update |

lractve

et 10 Soorch )

(1 Records)

Name
1y New Company

Ref1d

Comgany

the Search button to find the My New Company listing.
e Double-click on the My New Company entry to enter it in the Company field.
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d

A message prompt asks if you would like to automatically associate all the company's
address and phone information.

Click OK to associate the address and phone information and close the pop-up message.
My New Company now is listed in the Company field, and the phone and address
information is entered as well. Notice the phone number type is listed as Office, and the
address is identified as Office.

The Type field Jane Q. Jones will be changed from Person to Business Person on Save.
Use the magnifying glass icon next to the Title field to enter Attorney at Law as Jane
Jones’ title.

Enter data in the Dept, Client/Ref ID, and Nickname fields as appropriate.

NOTE: Not all of these fields require data, but because many reports and document

generation templates key off data entered on these fields, the more data you enter, the better.

Adding Phone Information

1.

Click on Add New hyperlink in the Phones section to display the Add New Phone for:
Jones, Jane Q window.

Leave the Format field set to » Add New Phone for: Jones, Jane Q Ms.
United States. o e

Type 2175556666 in the Phone # : '

field, which is a required field. e Coets =]

Legal Files will format the numbers ?: x E;:M* eed
according to your chosen format L s ——

upon saving this window. Status Actwe =

Use the lookup icon next to the it e 0

Type field, and select Home from

the Phone Type pick list.

Enter Emergency only in the Comments field.

Leave the Status field set to Active.

Click on the Save & Close button to close the window and save your settings.

You can enter as many phone numbers as you need. We will enter a cell phone number next.

2.

Click on Add New hyperlink in the Phones section to display the Add New Phone for:
Jones, Jane Q window.
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e Leave the Format field set to United States.

e Enter 2173530094 in the Phone # field.

e Select Mobile from the Phone Type pick list

e You can either use the lookup icon or you can use the type-ahead feature by typing Mob
and then any choices starting with Mob will display for you to select from.

e Enter Don't call after 5:00 pm in the Comments field.

e Leave the Status field set to Active.

e C(lick on the Save & Close button to close the window and save your settings.

d NOTE: Notice each newly added entry Phones

Aos New

appears at the top of the list. —L
PP P f Phone Ext Type ([b Desc
217) 353-0094 Mobde Don™ cal after 5:00 pm
Later in the chapter, we will learn how to re- “#7** %4 — s A
217) 555-6345 Offce

order your Phones, Address, Email, and
Internet lists.

Adding Address Information

e Click on the Add New hyperlink of the Address section to display the Add New Address
for: Jones, Jane Q window.

e Leave the Format field set to United States. As with the Add New Phones For: window,
Legal Files will automatically format your address according to your selection in System
Configuration; Canada and Free Form are the other choices.

e Type 101 Easy Street in the Line 1 field, which is a required field.

e Leave the Line 2 field blank; this field is useful for including building names or apartment
or suite numbers.

e Use the magnifying glass icon next to the City field, and select Springfield, IL 62703 from
the City pick list.

e Use the lookup icon next to the Type field, and select Home from the Address Type pick
list.

e Leave the Description field blank and the Status field set to Active.

e The Description field can be useful for entering any notes about the address, as needed.
The Status field allows you to make some addresses inactive, rather than deleting them.
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e Click on the Save & Close button to close the window and save your settings.

Address Notice the address is now properly
‘ Show Inactive Add New a
Type Address Desc formatted. Envelope = Map “ and
|Business 801 S. Durkin =) |
Springfield, 1L 62704 Weather icons display in the Desc.
i iy =& column. Use these to print mailing

envelopes, and to view map and weather
information corresponding to the address. If we had entered descriptive comments, they
would be listed beneath the icons.

You can enter as many additional addresses as you need. We will just enter the one for now.
Adding Email Information

1. Click on the Add New hyperlink of the Email section to display the Add New Email for:
Jones, Jane Q window.

¢/ Add New Email for: Jones, Jane Q Ms.
= ) =

* internet I Emw.ﬁnr-rmnmn. com

Commerts  [Company emed .

Status: Aawe -I ()

© induates recured felds

e Type jjones@mynewcompany.com in the Internet ID field.
e Type Company Email in the Comments field blank and the Status field set to Active.
e C(lick on the Save & Close button to save your settings and close the window.

Emad

R — Add Now
Internet 1d Desc
prc@rynevworpary, com Con'varr\r emad

What you entered in comments Company Email, is listed in the Desc field.
You can enter as many additional Email addresses as you need. We will just enter the one for now.

Entering Additional Information
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1. Click on the Additional Info tab to continue entering Name Card data:

e Enter your birth date in the DOB field. = 81 rgd s Weke) - Date Chomen |
Carsld & Y

Use the Calendar icon to select your gt g iPlefics,

date or, if you don't relish clicking back
20, 30 OT 40 years to select the date, you |FEESSSES I NE S e mIPEER

can enter the date directly in the DOB = p ¢ 3 43§ 2
. Dote o Brth C1011950 =59 fas 63 peasod ¢ 0 U R 4
field, using the mm/dd/yyyy format. Be b | - 2 it -
: Decesnel L U2 B8 24
sure to enter the forward slashes (/). To N 3 2 58 5523
verify that your typed date works, click O 3 x 32
on the Calendar icon after entering — e Cacr
your date. o
Yarta St
What do you see?

e C(lose the Calendar window and enter data in the ID#, Alias, Contact/Spouse, License,
Marital Status, Ethnicity, and Gender fields as needed.

The Alias field is not interchangeable with the Nickname field. The Alias field is useful for
tracking people who may use multiple names, legally or otherwise. Use the Marital Status,
Ethnicity, and Gender fields if you are required to track and report this information.

2. Chc.k‘on the Note tab to enter any PhonelEMsiiAddress | P P
additional notes about the person. For -
example, you could use it to include Use this space to enter anything you lke abouk the company.

descriptive information to help you
place who the person is, or to include
helpful information about the person,

such as needs a translator.
3. Click on the Save & Close button to save your settings to the Jane Q. Jones Name Card
and close the window.

Changing the List Order for Phones, Addresses, and Email

The phone numbers, Email, and addresses initially are listed in the order you created them, with
the most recently added number at the top of the list. Legal Files allows you to rearrange the list
as needed. This procedure applies to Phone, Address, and Email. The item at the top of these lists

86 INTRODUCTION TO LEGAL FILES Copyright © 2016 Legal Files Software, Inc.



"LE"-_ Legal Files
B
i Training Guide
Legal =

Managing what matters to you. Manage Name Cards

is considered primary and is the item to be used in a document generation document which

includes this data.
To rearrange the list order of phone numbers:

1. Highlight the Home phone number listing from the Phones section, which should be the

2nd phone number on the list.

Notice now the appearance of the View Detail, Delete, and Up or Down hyperlinks once an

item is highlighted.

2. Click the Up hyperlink to move the Home phone number above the Cell phone number.
Similarly, you could have highlighted the Cell phone number and clicked the Down
hyperlink to move it beneath the Home listing. Likewise, you could highlight a listing and
click on the Delete hyperlink to remove the listing altogether.

3. Repeat this process as needed to change the list order for Address and Email information.

d NOTE: The phone number/address/email at the top will be the number displayed for that person
wherever these values are shown in Legal Files windows (i.e., list of File Related Persons, etc.).

Opening the Company Name Card

For this exercise, you will open the My New Company Name Card in order to see the People
associated with this Name Card (i.e., Jane Q. Jones). You then will open Ms. Jones' Name Card
from the company Name Card and attach an image to her Name Card.

To open the My Company Name Card:

1. On the Advanced Name Card search window Select Company Name in the Search Field,
select Contains and enter My New in the search term field.

Advanced Name Card Search J A e (1 Records

7.8 ST LTI
stes: [Aawe =) = Soarch T | here -

(G DO e P P — |

l e Tepe Company st tvohed Ak Laad AB

B ™ wa Corgan. e,

2. Click on the Search button to quickly find it in the Name Card list.
3. Double click on the My Company listing to display the My Company detail window or
single click on the Detail icon (on left hand side just right of the Home icon).
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Notice the company's phone number, address,
and Email address is already entered. You can
enter additional data as needed.

4. Click on the People tab to display the people
associated with this company for whom a
Name Card exists. Notice that Jane Q Jones is
listed on the People tab, along with Jane
Professional.

5. Click on the Jones, Jane Q hyperlink to
display the detail window for her Name Card.

Involvements on Name Cards
Linking a Name Card to a file will create a File

) Name Card for: My New Company

HEHN 33X
Tyon Suts
Company = ACtve -I

"Compacy Nars

[’-', News Comgaty

ClaRef i

|

Comaex

m@u  Invovemants

Jones, Jare Q My

Related Person association for that Name Card. (See “Adding a File Related Person or Company”

on page 51 in this manual for details on relating Name Cards to files.) Legal Files tracks every file
to which a Name Card is related, and has three ways for you to see this information.

On the Name Card Advanced Search window:

1. Click on the Name Cards hyperlink in the Manage section of the menu at left.

2. Look for a column named Involved. A folder icon in this column J means the Name

Card in this row has been related to a file.

3. Click on this icon. The Conflicts and Involvements window opens, displaying the files to
which this Name Card is related, and information about the person and file.

- : o -
15,/ Abdu, Emilio & Business Person | Stewart Packing Plang Active
+|[E3)| Aberdesn-american Falls Ground ) - - -
prp—— i = = [
% ()| Abrabam, Adnenne M, 5. 2] Legal Files Web® Corvﬂu._'ts ‘i"d Irwolvement_s_ Webpage D‘ifh?.g_- [ — -
(B Abrams, H. Tara s Conflicts and Involvements Brint Save A
; [3)| Abrams, Thomas (Tom) Mr. File Role Purpose Status Open File # File Mgr.
. : Abdul, Emilio E Claimant Closed/Claimant Appeal  EMP-2002-00112  Edwards, Charles N 1.0. |
0[] Acker, Brizn Danner, Robert A. Opposing Counsel Clased/Open WC-2003-08004  Krchner, Randall 1
% B3| Ackman, Jason M. Test File for TD ERD as it relates to a Clsim Witness Open/Cpen Kirchner, Randall 1
W3 armE e

On the Name Card Details Window:

v

1. Click on the Name Cards hyperlink in the Manage section of the menu at left.
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In a row containing a folder icon & in the Involved column, double click on the name of
the person. The Name Card Detail window opens.

3. Click on the Involvements tab. This also displays the files to which this Name Card is
related, and information about the person and file.

= Name Card for: Abdul, Emilio E
BEE E0X

S =
Ty rara
[P =] oo 21 pruate
Ll il Sl S
. P [emie [E [abou |
Comgany Degr
[Stevean Pacing Pane & |

Openfiles  File Mgr.

Mattes
Abd, Emikc € Clsimant Cloged/Claimant Appesl  EMP-2002-00112  Ecwards, Charies N 1.0, Risk My
Daner, Rbart A Opecang Coursel CosedDpen WC-2003-08004  Krcheer, Randall J orkery
Test File for TD ERD as it relates to 3 Claim Witness Open/Open Mirchear, Randal J Claims

On the Name Card Home Page:

Click on the Name Cards hyperlink in the Manage section of the menu at left.
In a row containing a folder icon C] in the Involved column, click on the Name Card

Home icon *'. The Name Card Home window is displayed.

3. The Involvements window displays the files to which this Name Card is related, and
information about the person and the file.

HoxPrint | Mao | Weather
Radvm
Eaboul& Soewart.com

Prmber
(731) 235554
=

Arenzvile Road

P.0. Box 234
Besrdstown, IL 62618

PP EE §E

Name Card Information
Name Email
Abdul, Emilio £
Title Phane
Staweart Packing Plant Business
Notes = adde
Custom Windows
o - Ve Detad
I Window Name  Field 1 Sl Emilo
B See Detadls for Attachments Donner, Bobert &,

| Resume andBio | See Detads for Attachments

Rale Purpase Status Open File 8¢ File Mgr. ]

Clsimant Closed/Claimant Appeal  ENP-2002-00112  Edwards, Charles N 1.0. |

Opposing Counsel ClosedjOpen: WC-2003-08004  Kirchner, Randal J
Open/Open Kirchner, Randal 1

d NOTE: From the Name Card Home page only, the file names are hyperlinks to the File Home

page; the other views of Involvements are lists only.
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Attaching an Image to a Name Card
1. Click on the Image tab to attach an image to Jane Q Jones's Name Card.

-

2. Clicking on the Image tab displays the ~ Upload Image icon in the upper-left side of
the pane.

3. Click on the Upload Image icon to browse to wherever the picture you want is saved so
you can attach it to the Name Card.

4. Once displayed, use the Delete hyperlink to remove the image. Attaching and removing
an image from the Name Card does not affect the image itself, which remains stored
elsewhere. Moving, renaming, or deleting the stored image will prevent the image from
being displayed. If you move or rename the image, you will need to reattach it for it to
display again.

Copy a Name Card

This feature is a quick and handy way to easily B Legel Files Web© - Name Card Detale Webpage

create several name cards for parties who share

common contact information (family members, = Name Card for: Caso, Linda Ms.
business associates, etc.). From the Name Card |

= H 4 Ch k
Detail Window, click on the Copy icon. All —'1 H M L& =

personal contact information is copied to the

T Staws
newly created Name card, but not other data, v [agive [~ [

such as Involvements. Once created, the new
card can be edited.
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Managing Users

Concept

The Manage Users view lists all the Name Cards of the Legal Files users. From here, Legal Files
users can view and modify the Name Card data of Legal Files users (except in Enterprise sites,
where Name Cards are managed at the Enterprise level).

User Name Cards (like person, business person, and company Name Cards) store basic
information about every Legal Files user. Every user must have a Name Card if they are to be used
in or referenced to files and/or Action items.

User Name Cards are added to the database by the Legal Files system administrator. Be sure to
contact your Legal Files system administrator to add or remove user Name Cards as needed.

The Name Cards displayed from the user list view look identical to those in the Name Cards list
view. They feature all the same fields and buttons and have the same functionality, except that
only the system administrator can add or remove a user Name Card.

Although user Name Cards can be accessed from the Name Cards list view, the Advanced User
Search view is provided for your convenience and is the recommended way of managing user
Name Cards.

Legal Files users can also use the user list view to manage all aspects of user-related Actions for
every user. See “Using Action Items” on page 96, for information about user-related actions.

Chapter Lesson

In this chapter, you will become familiar with the Manage Users view and learn what you can do
from this view. Specific information about user-related actions is explained in “Using Action
Items” on page 76. See “Manage Name Cards” on page 7o for specific information about the
contents of the Name Card detail window.
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Managing Users
Use the Manage Users view to display a user's Name Card information and to manage all aspects
of a user's action items. User Name Cards are listed in both the Manage Users and the Manage

Name Cards views, but access to a user's action items can only best be managed from the Manage
User view.

@’5 NOTE: User security is managed by your system administrator.

Although the Add New button (from a displayed User Name Card's detail window) allows you to
create a new Name Card, the Name Card is saved only to the Name Card list; it is not designated
as a user nor is it available from the Advanced User Search window or from user pick lists. To add
a new user, contact your system administrator.

Although the primary function of the Manage Users list is to manage actions for a user, the
procedure for managing Action Items remains the same, regardless whether it is user- or file-
related; refer to “Using Action Items” on page 96 for information about using Action Items.

Displaying the Manage Users View
Use this section first to initially orient yourself to the Manage Users view before moving to the
specifics of creating and managing specific Name Cards.

1. Click on the Manage Users hyperlink in the upper-left corner on the Manage menu to
display the Advanced User Search window.

W‘ User: Kirchner, Randall J F ) E5 | LogON | kel Preferences
Manage »

My ]
My Advanced User Search... (22 Records,
L Jby rmt view  _BRRTER)
g o [ ] sorchpedi e 1]

Caléndars Team: J Search Feld: [Nare ]

ToDN Search Field: | None v

EMail

Phone Log

izl Name Tee Togn 10 niials “Status Ema "
1:5'; + E| Balaher, Derrick Mr. Legol Aasistart DERRICK Bd Adtive

Expenses o || cosa, vanes=s Rasistart VANESSA o Active

Notes 4 /B3| Demo, Dema b Honorabie: Demonstration User cemo Demo InActive

DaC Generstion % /)| Edwards, Chares N 1.0, Attomey CHARLES [ Active ‘gordonBlegsties com

@ NOTE: The User field at the top of the Legal Files window displays the name of the logged-in
user listed in the User List window.
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2. Use the scroll-bar to the right of the Advanced User Search window to scroll through the
list, or search for a user by selecting a Search Field (e.g. First, Last or Full Name) and
press the Search button to locate that user.

e

data at a glance, without opening the Name Card.

NOTE: The table format of the Advanced User Search window allows you to see some user

3. Single-click anywhere in the list (except for the icons or Email hyperlinks). Notice how
although the list-view does not change, the highlighted user name is now listed in the
User field at the top of the Legal Files window.

d

NOTE: If you were to click on an Action item (e.g. Calendar, To-Do, and Document) it would

display those items pertaining to the user whose name is displayed at the top of the Legal Files

window.

4. Double-click on the name listed
in the User: hyperlink at the top
of the window, or single click on

the ; |Home icon in the Name
Card list to display the user's
Name Card Information. This
window displays an at-a-glance
view of the Name Card Detail
window, allowing you to see the
user's General Information, File
Involvements, and Custom
Windows panels for the Name
Card, as well as the user's primary
Email address, phone number,
and address.

¢ C(lick on any hyperlink from the
Involvements panel to go directly
to that file's file menu display,
where you can manage all aspects
of that file from the User view.

User: Effingham, Salty £ Ms.

Marmge Neme Camt [Swgham, Gnk £ My

e Cmnth Iefowmraton

e
T, ey | s
gy Tk
. —

it

ol *l - e— s — ..: x;ﬁl
BV e V0 o Gl DA = Waksiot kg |
[ 101121001 5080/ MyLegulFles, fmdermoltatfcjsp_tite=hame—Card Detaid
#J) Name Card for: Effingham, Sally E Ms.
BEE X L =
Tyes Seama

= - Active = Privace
P “Fem “Lam. Sl

= -+ oy Effochan I

Corgany Te Bue

Jincoin-Hermdon Low Offices > [parsiegal / [

CmrgRe 12 Nk Name

pre
Phones Address
Shaw Inacive. b bizent Show Inacten Ackd Mo
Bt Type Desc. Trpe Address Desc
(217) 32246314 Home Busness. 801 5. Durlen. = =
Q17 322-43% Busress Springfeld, 1L 62704
Fome 3404 5. Mackethur =
Springfield, 1L 62372
Email
Desc

* inccates required fiekds.
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e Also the Action Items to the left of the window now correspond to the displayed file.

5. Click on the Manage Users hyperlink at the left of the window to return to the list of
users.

6. From the Advanced User Search window, click on the 29 Name Card Detail icon or
double-click on a name in the list to display the Name Card Detail window for that user.
You also can highlight the user name in the list, and then click on the View Detail
hyperlink at the top of the User list.

@ NOTE: Unless you have administrative rights to modify a user Name Card, you probably do
not need to access the Name Card Detail window except to view additional phone numbers, mailing
addresses, or Email addresses.

Using the Advanced User Search Window
The Advanced User Search functions the same as other advanced search windows in Legal Files.

Search
You can search for a user by Department, Name, Login ID, along with other criteria.

Click on the Search Fields drop down list to view the various criteria you can use to search by.

Teams
You can display a list of only those users within a specified team.

@‘I} NOTE: Teams are set up in Legal Files Desktop.
Display a Users’ Name Card Data

1
Click on the Home icon to display the user’s basic Name Card information.

e Click on the 4 Detail icon to display the user's Name Card Detail window.

e Double click anywhere (except on icons or Email hyperlink) on the row for the user to
display the user Name Card Detail window.

¢ C(lick on the name shown, at the top of the window, in the User: field to display the user's
basic Name Card Information.
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Although it looks like any Name Card for which you can add, modify or delete the data, the user
Name Card data should, in most cases, only be changed by the system administrator.

Display and Manage a User’s Action Items
With the user's name, at the top of the window, in the User: field click on an Action Item
hyperlink in the left column to access the Action item pertaining to that user.

e Click on the Action Item to display its detail window (see “Using Action Items” on page 96

for more information), or
¢ C(Click on Manage Users to return to the User list view to select a different user.

Ordering and Re-Ordering the List View

By default, the names in the list view are displayed in alphabetical order, though you can click any
one of the columns to organize your list according to that column's category. The columns can be
selected to organize your list in ascending or descending order within that category.

Print a List of Users
To get a list of the Legal Files users from the list view:

1. Click the Export to Excel icon at the top of the Name Card Home column D. This
exports the list of users to Excel, where you can format, sort and print the data.

Or, alternatively:

1. Select the Print View check box.

2. Click on the Search button. An HTML document listing the users in alphabetical order is
displayed.

3. Use links to Print or to Save in HTML format.
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Using Action Items

Concept
Action Items are used to facilitate interoffice communication. Actions categories are listed on the
left-side pane of the Legal Files window. Legal Files uses the following Actions categories:

- Calendars - Documents

- ToDo’s - Time Slips

- Email - Expenses

- Phone Logs - Notes

- Mail Logs - Document Generation (files only)

Each action item is automatically related to a user or file, depending on which view you have
displayed. For example, from the Manage My Day view, click on the Documents hyperlink or icon
to display the list of documents you, the logged-on user, has saved to Legal Files; click on the
Email hyperlink or icon from the My Files view to display a list of Email items you have saved to
all files; click on the Time Slip hyperlink or icon in the Users view to display the list of time slip
records for a selected user. Actions for a specific file are also available from a file's Transaction
Summary window.

Chapter Lesson
In this lesson you will learn to manage all aspects of action items, including how to create, copy,
update, route, print, and delete action items.
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Displaying the Actions Hyperlinks or Icons

The actions categories are displayed and accessed from the left-side of ==
your Legal Files window. Each Legal Files user can display the listings as g >
either hyperlinks or as icons. It's easy to toggle between the views. ToDos |
1. Click on the Actions heading to toggle between the named s
hyperlinks or named icons according to your viewing preference. pnmmw
2. Click on either a hyperlink or icon to display the Action items = ::zr:,j:rs
advanced search window. [ | eval
Documen  Phone Log
Managing Action Iltems Tn:.f)k ::'c'ﬁms
Data is entered on a detail window for all Action items. Although the fields S | Time sip
will vary according to the type, most of the functions are common to all. =P Expenses
For example, you create, modify, and delete an action item in much the r;o:i: gzzegewmn
same way--regardless whether it is a To-Do, Phone Log, or Expense item. - Gel';e Doc Text Search
Other functions are common to several, but not all, -- such as the ability to )

./-
Doc Text Search  ~

route, copy, and create time slips for an action item.

Although the content and functionality of the detail windows vary somewhat according to the
action item type (calendar, To-Do, phone log, document, etc.), it remains the same regardless
whether the item is user- or file-related.

@ NOTE: There is an exception, of course--document generation applies only to files; you
cannot generate a user-related document.

Because the content and function is the same for user- and file-related action items (with the
exception of document generation), the examples in this chapter will alternate between user- and
file-related action items.

Auto-Routing Action Items

Several Action Items have a built in functionality that routes items saved for another user to that
user’s Heads Up Display. This helpful feature alerts users to items they should be aware of,
without the actions being manually routed by the user who saved them.

If Sally saves the following Action Items for Randall, they will auto-route to Randall’s Heads Up
Display ... if Sally enters Randall’s name in the fields identified:
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e (alendars - Field to contain Randall’s name: User.

e To-Do’s - Field to contain Randall’s name: User Assigned.
e Phone Logs - Field to contain Randall’s name: To.

e Mail Logs - Field to contain Randall’s name: To.

Heads Up &2z
< | Dpate  Time | Tvpe _ Reference From '
A | | 5Z» 10/06/2016 3:15PM Routed Phonelog Client called to reschedule meeting AASA Effingham, Sally D Ms. S
| & 4/ 10/06/2016 3:14PM Routed MailLog Client contract AASA Effingham, Sally D Ms.
[« | <] 10/06/2016 3:14PM Routed To-Do Prep for client meeting AASA | Effingham, Sally D Ms.
@ || iF | 10/06/2016 3:13PM Routed Calendar Client meeting AASA Effingham, Sally D Ms.
@ || iF 10/05/2016 8:00 AM Appointment Fact Finding Ima Learning Kirchner, Randall J
@ | &  10/05/2016 To-Do Deadline for Joining Add. Parties-Amend pleadi Ima Learning Kirchner, Randall J

Using the Detail Window: Common Functions

This section explains some of the Detail window buttons and check boxes that are common to all
Action items that feature them.

Locating and Opening an Action Item's Detail Window
1. Display the Actions menu (screen shots shown on page 98).
2. Click on the icon or hyperlink (depending on how you have Actions set to display) for the
type of action item you want to view.

@;ﬁ NOTE: Keep in mind that the items contained in the list that will be shown will depend on
whether you are in File or a User view mode, and will be specific to that File or that user.

3. Open the Action item's Detail window by using one of these three methods.

Advanced To-Do Search... UaddNew OF ViewDetal X pelet=  Next (300 Records)
EIF[Els Date sort: [oue o= v [] Reoort | Bt (EE3FER
Status: IAH v | Importance: |All e Search Figld: INone ~
|Ass|gned To v | |Kirchner, Randall J pe Search Field: | None ¥
Due Date: | @] Theu: [ ] Search Field: | None ~
P  r— Time Description A Reference Type Assigned To QA
7% 0z/04/2019 Deadline for Patent Renewal /. Contract Matter for American Bank Kirchner, Randall ] C
2, 03/18/2017 Contract expiration ANSA Contract Deadline Kirchner, Randall J| C
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You can either:

Double click (except on icon or hyper-link) somewhere on the row of the Action item.

Single click on the Detail icon (located in the leftmost column of the Advanced Search
window).

Click once on an item in the list (to highlight & select it). Then click once on the View
Detail icon, at the top of the Advanced Search window.

Detail Window Buttons

The following buttons exist on most Action detail windows. The explanations in this section apply

in all instances where the button exists.

A B C DE F G H | J
BER B X @ BH &

e

A - Save & Close. Save data as it's currently entered and close the window.

B - Save. Save data as it's currently entered and keep the window open.

C - Cancel. Click on this button to close the window without making any changes

D - New. Click on this button to create a new item based on this existing record. Some
data fields will already be filled, but you can change the data as needed.

E - Copy. Create a copy of this window.

F - Delete. Click on this button to delete this record. A pop-up message asks you to
confirm whether you want to delete it; click OK or Cancel as appropriate.

G - Time Slip. Create a Time Slip using data entered into this Action Item window.

H - Route. Click on this button and then select one of two options from the drop-down
list. Select Route Item to select the users to whom you want to route this item; select
Route History to display this item's routing history -- such as the date, time and user (who
routed it and to whom it was routed), and the routing message.

I - Route History. Show the history of routing of this item.

J - Print. Click on this button to print a copy of the detail window.

NOTE: A To-Do, Mail Log, or Document window must be saved before routing or attaching

anything. Saving the window will not close it, but will ensure your ability to route or attach the data.

Once completed, save the data again to close the window.
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Detail Window Check Boxes

The following check boxes exist on most, if not all, action p
o . . ) I~ Show On Summary I Priority Ttem
detail windows. These explanations apply in all instances

where check boxes exist.

e Show on Summary. Check this box to include this item on the file's Menu Summary
Report, although whether this data displays on the report depends on the report criteria
established by your system administrator.

e Priority Item. Check this box if you want the item to display as a priority item in the list
view. When marked as a priority item, the Action item displays a red !, making it easy to
distinguish from a non-priority item in the list.

General Instructions
The general instructions in these next sections apply to each of the following types of actions. The
process of creating, deleting, routing, printing, etc. is mostly the same for all action items.

- Calendars - Documents
- ToDo’s - Time Slips
- Email - Expenses

- Phone Logs - Notes
- Mail Logs

Creating an Action Item
A new item is created from either the Add New hyperlink at the top-center of the Advanced
Search panel of the list view or the New button which is displayed in place of the list, if no items

exist. 4:9.:“4 To-Do Search... @__‘ e st
ey [ o RS e | = N T |
Lo . [rweim = [ R T
Clicking on either the New button or the B 2t Totu v (@
. . B S | — |
Add New hyperlink displays the Add New = a3
. . o | 8] [ =q o |
detail window.
No matcheng data feund for Adhvamced Te Do Search
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To create an action item:

1. Click link for the type of action item you want to display the Advanced Search for.
Click the Add New or New hyperlink. A new detail window is displayed.

3. Use the magnifying glass icons, check boxes, drop-down lists, or enter text directly into
the fields of the detail window as needed to enter data for a new item. The fields noted by
a red asterisk are required fields; the window cannot be saved unless data is entered in the
required fields.

4. Enter data in the fields and check boxes as needed.

5. Click on the Save & Close or Save button to save your settings (or to send an Email), or
click on the Cancel button to cancel your changes and revert to the previous settings.

Modifying an Action Item

Use the magnifying glass icons, check boxes, drop-down lists, or enter text directly into the fields
of the detail window as needed to change the data. The fields noted by a red asterisk indicate
fields for which data is required.

d NOTE: Email cannot be modified.

To modify an action item:

1. Locate and open the action item. See “Locating and Opening an Action Item's Detail
Window” on page 98 for instructions.

A. The name of the file or user the item references is noted in the title of the detail
window (e.g., To-Do for User: Randall Kirchner or To-Do for File: ABC School
District).
2. Make changes to the fields and check boxes as needed.
3. Click on the Save & Close or Save button to save your settings (or to send an Email), or
click on the Cancel button to cancel your changes and revert to the previous settings.

Deleting an Action Item

With the proper security, you can use this procedure to delete an action item. An action item can
be deleted from either the list view (Advanced Search window) or from the action items detail
window. Once deleted, it is removed from the List view and from the database.

To delete from the list:
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1. Locate the action item list you want to view. See “Locating and Opening an Action Item's
Detail 78 for instructions.
A. The name of the file or user the item references is noted in the title of the detail
window (e.g., To-Do for User: Randall Kirchner or To-Do for File: ABC School
District)
2. Click once on the action item that you want to delete, to highlight and select it.

3. Click on the Delete icon X Delete ot the top of the Advanced Search window.
The detail window for the item you want to delete is opened.
A pop-up message asks, are you sure you want to delete the current record.

4. Click OK to delete the item or Cancel to return to the detail window without deleting the
item. Upon clicking OK, the pop-up and detail windows close and the item is removed

from the List view.
To Delete from the action item Detail window:

1. Locate the action item you want to delete and open its detail window. See “Locating and
Opening an Action Item’s Detail Window” on page 98 for instructions.

2. Click on the Delete icon x near the top of the window.
A pop-up message asks you if you are sure you want to delete the record.

3. Click OK to delete the record, or Cancel to return to the detail window without deleting
the item. Upon clicking OK, the pop-up and detail windows close and the item is removed

from the List view.

d NOTE: The Delete button and Delete icon are available for Email items that belong to you.
Depending on your security access, you may be able to view Email belonging to other users, but you
can only delete messages belonging to you. If an Email message is sent to you and other users,
deleting this message removes it from your Email view only; the Email is still available to the other

users.
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Routing an Action Item

Sometimes you need to notify other people about an action item even though the item is not
actually to or for them. In such cases, you can route action items and documents to other users
with the Routing button in the upper-right corner of the action item's detail window. The routed
items will display in the routed user's Heads Up list.

@ NOTE: Routing an item does not assign or give ownership of an item to the user it is routed
to. Therefore the routed item will not (necessarily) show in their User view of Action items.

d’ NOTE: Email and Time Slip action items cannot be routed.
To route an action item to one or more users:

4. Locate the action item you want to Route. See “Locating and Opening an Action Item'’s

Detail Window” on page 98 for instructions.

5. Click on the Route icon 9 at the top of the detail window.
a.  The Routing window is displayed.
6. Click in the check box next to each user to whom you want the item routed or select a
group of users based on a Team.
Type a note in the Message field, if desired.

~

8. Click on the Send button to route the item and close the window or Cancel to close the
window without routing the item.
a.  The routed item will appear in the Heads Up lists of the user(s) to whom the item
was routed.
9. Click on the detail window's Save & Close, Save or Cancel buttons to close the window.

d NOTE: After you Send you must either do Save & Close or Save in order for the routing to
occur. SO Remember: Send AND Save!

It is also necessary to save the detail window if you add or change any of the data fields.

Printing an Action Item
You can print an item's detail window from the Print button in the upper-right corner of the
window.
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To print a copy of an Action item's detail window:

1. Locate and open the action item you want to print. See “Locating and Opening an Action
Item’s Detail Window” on page 98 for instructions.

2. Click on the Print icon in the upper-right corner of the window.

A printer dialog window displays from your Windows operating system. For help using the printer
controls, consult the documentation for your Microsoft Windows operating system.

Managing Calendars

Use the Legal Files Calendar to schedule appointments for yourself and others, reference the
appointments to files, and even schedule your office resources such as conference rooms and
audio/ visual equipment. You can also use Reminder Days to give advance Heads Up notice when
an appointment is due. For example, upon creating or modifying a Calendar, you can set it to
issue a reminder notice any number of days you specify in advance of the due date.

In addition to creating calendar appointments, you can modify and/or copy an existing
appointment, create a time slip for the appointment, route the appointment to other users, and

print a copy of the appointment. B)teps o W SRUtEES S v el
‘3' Add New GCalendar for User: Kirchner, Randall J ]
. . . AHN B ) w-y
Calendars can also be imported into Legal Files from - ‘ S
Reference:
external programs, such as Outlook, Gmail, Lotus I e Sl Soh] =
i Ad navy Addtioral Attendees.
Notes and GroupWise. The saving process is similar | a.  Gem o4 csme pom—
to saving Email described in “M ing Email” e s :
g Emails, as described in “Managing Emai omen [ o F i Clmony
.« . . Event: [resting f
on page 123. See additional documentation for =
Lecation: heags Office
specific instructions to your calendar program. i
Judge: |
Repoder: [
First, we'll create a user-based calendar appointment | s |
and then we will create a file-referenced
appointment. G e
" Satis: [omn 1~
Creating a Calendar Appointment e Ol leo s Loees '
1. From the Manage My Day view, clickon the | _ i . ‘
. . Ao No rstching data found forst!
Calendars hyperlink or icon under the N
Actions heading. o |

* Indicates required fiekds.
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a. The Month At A Glance calendar view, for the current month, is displayed by
default, and because you selected the Calendars hyperlink or icon from the
Manage My Day view, the calendar view is automatically referenced to you, the
logged on user (remember that your name will be listed in the Welcome field at
the top of the window).
2. Click on the New hyperlink next to one of the days of the current month.
a.  The Calendar Detail window is displayed. The Date field is automatically displayed
with the date you chose, and the User field defaults to the logged-in user.
3. Type 8:30am in the Start Time field.
a.  Enter the time in HH:MM or H:MM format with am or pm. You can enter am or
PM (with or without spaces), but do not enter a.m. or P.M.
4. The Duration field defaults to 1 hour or whatever you have it set in Preferences. Enter 30
in the Minutes field to set the duration of your appointment to 1 1/2 hours.
5. Enter something like Meeting in the Event field. Do so by clicking on the lookup icon and
selecting from the Events pick list window.

d’ NOTE: The items contained in pick lists throughout the program are maintained by your
staff. If you don't find what you are looking for, talk to your system administrator.

6. Leave the Resource field blank.
7. Enter Out of Office in the Location field.
8. Enter Meeting in the Description field.
a. The data entered in the Events field shows up in reports, whereas the data entered

in the Description field is g e T
displayed on the Calendar
|
Month at a Glnce...
appointment time for 207108 EE2A [Mareh =] [20127]

convenience, allowing you to | Sy Moy i oo

view next to the

see the description and
appointment time on the
calendar view without
opening the detail window.

u B 12 Max )3 Baw 14 Now
9. Use the Note field to enter a more g
. . . LRNDALL f Appointment | 4th Dustact Apoelate Court |
lengthy description of this calendar = R o cont e s iossis oot ) e

appointment,
should you desire.

INTRODUCTION TO LEGAL FILES Copyright © 2016 by Legal Files Software 105



Legal Files
Training Guide

Using Action Items

Legal

Managing what matters to you,

d

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.
20.

21.

22.

Leave the Status field set to Open. Use the Status settings to help track and categorize
appointments as needed. Selection lists and reports can be filtered by status.
Click on the Save & Close or Save button to save the calendar item.

The Calendar appointment appears in the Monthly calendar view on the date you
specified. Notice that the time and description are listed.

=| Calendar for File: Ima Learning
BEHN

€3 Click on the right arrow in the
upper-right corner of the calendar. The

calendar advances one month. The i
appointment you just set is no longer listed.
Click on the New hyperlink for the date you

want. The Date field displays the date you

selected, and the Time field reflects your e s

current time. - a
Enter 9:00 am in the Time field. o .
Set a Duration of 1 hour. e -

Options:

2 Show On Summary (] Prionty fiem
fiemn Days: ¢ fo

Using the magnifying glass icon, enter Client
Meeting in the Event field.
Type Fact finding in the Description field. | < >

T o

Custom

o L1 window Mame.

e

a.  Descriptions are clearly visible on the

calendar view. Use this field for quick information about the appointment.

Using the magnifying glass icon, enter the Ima Learning file in the Reference field.
Using the magnifying glass icon, enter Mr. James Abbott in the With field.
Using the magnifying glass icon to enter something in the Resource field. (e.g.
Conference Room #2)
Using the magnifying glass icon to enter something in the Location field (e.g. Springfield
office).
Leave the Judge and the Reporter fields blank. These are custom prompt labels/fields,
meaning they can be renamed or hidden by system administrators.

NOTE: Once the calendar is saved, two icons appear to the right of the Attachments

window. If attachments were needed for this calendar, you can use the top Select Document icon
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to attach documents already saved to the current file, or the bottom Select Attachments icon to

attach documents currently saved outside Legal Files.

23.
24.

25.

26.

27.
28.

29.

30.

31.

Leave the Status field set to Open.
Click on the Show on Summary check box to include this appointment on any file menu
summary reports generated for the file.
a.  This check box was not available for your Meeting appointment because this check
box is only available for file referenced appointments.
Save & Close the Calendar item. Notice the new appointment date and description are
listed on the calendar.
Go to the My Files view, locate and open the Ima Learning file.
Click on the Calendar hyperlink under Actions.
Do you see your Fact Finding appointment? Note the Go to File

link appears on the calendar entry. Appearing only on calendars 1 -

saved to files, it links to the file’s home page. This feature is
available for the following calendar views: Day at a Glance, Work
Week at a Glance, Week at a Glance, Month at a Glance, Resource View, Group View, and
Team View.

Do you see your Meeting appointment? Why not? Answer: Because you're in File View and
that appointment was not referenced to a file. You'll only see it on the calendar when you
are in the User view.

Click on the My File: Ima Learning hyperlink (at My File: 123

the top of the main window) to go to the file menu —
display.

Open the Transaction Summary menu item. Your

Manage My Fie: Ima Learning

. Navigation Menu File
calendar entry appears here as well; Transaction i e =

Summary lists all Actions saved to the file in People & Companies Information a
—d Intisl Contact Information -

. - Fie Related
reverse chronological order. o E I

- Irgarance
d File Facts

At
@ﬁ NOTE: The menu item could be named something other 3
. - Fle Innurance ram
than Transaction Summary on your menu. The 3 Attachments CW !
. . . . ) . format foa
appointment is also listed in the file's Transaction it
Summary.
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Reminder Days on Calendars

The field named REM Days at the bottom of the Calendar Detail window allows you to set three
reminders of upcoming calendar events. Important factors to understand include:

e Any value entered into a REM Days window will create a reminder that many whole-
calendar days before the date entered into the Date field.

e Reminders appear in the Heads Up Display only. The icon associated with a reminder is a

light bulb icon

e Reminders are the ONLY item appearing in the Heads Up Display that will rotate off the
HUD automatically; they only appear on the day they are scheduled to appear. Due to
this - assuming the calendar event falls on a weekday - entering REM Days in increments

of 7 will almost guarantee they appear in the HUD on weekdays, and will be seen.

e You can set one, two or three reminders. If entering multiple reminders, begin with the

box on the left, entering the highest value there. Use the next box for the next lowest

value, and the last box with the lowest value, if needed.

Copy Calendar Items

You would like Sally Effingham to
attend the Fact finding meeting, but
you don't want to re-type the entire
appointment. If you simply route the
Calendar item to Sally, she'll see the
appointment in her Heads Up list,
but because the appointment is set
for you, not her, she will not see the
appointment on her calendar. That's
where the Copy Calendar feature is
useful.

The Copy button on the Calendar
detail window lets you create a new
appointment from an existing one.
You need to open the Calendar item.

* Reference:

%] Calendar for File: Ima Learning

AHN BRX

e
e Learmeng E08Y]

[Kirchner, Randal ). )¢

Uner ‘

* Date. jl.‘ be 2012 '_-I IJ =N

Gat Tme:  [3:00 a0 S Rafermen
* Type | Apportmeat -i

Durater: L mown r_'— M e

Evert: |Chemt Taepeng

Fesowrce m- Dete

Locaton |erngfed Offce * Giart Trme

Pace i— — i} Type

[Fact bedng * Durston:
tvert
Fescerce

Locaten

inectre

il Copy Calendar

e Learming

Warchres, Randal 1. 1.0 2

with: [abbots, dames £ 00

Addoes  Addma

TR |

freoam

Apgortrent =

mours 0 veetes I MOwy
Chert Meetng

Confererce Foom #2

prrgtes Ofee

Seanh ) ——

Atacmmnts I'm

™ SebectUssainct M

vy | atter

I»

el )
-~ TNy

DoTE
- ORasLEY
e

r TRACY

Chent, Clant

orgton TiMsey
Outte. Oorle
[dwacds, Chares 8 1.0

Effrghar, Sabr €M

Garst, Rardh
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You can open it from Heads Up, from Calendars or from the Transaction Summary window. In

this example we will do the following.

1.

Return to the calendar view for the Ima Learning file. To do this click on the My File: Ima
Learning hyperlink (at the top of the main window).

Choose Calendars from off the Actions menu (on left side).

Locate and open the 9:00 AM Fact Finding appointment to display the Calendar Detail
window for that appointment.

The Calendar for File: Ima Learning window is displayed. Notice the data is exactly as you
saved it.

Click on the Copy button. The Copy Calendar window now is displayed and all the data is
exactly the same.

Use the lookup on the User field to locate and select Sally Effingham. Click OK on the
User lookup window to keep Sally as selected.

Because we do not need to change any other data on the Calendar appointment, click on
the Save & Close button to save the appointment and close the window.

Both appointments appear in the Ima Learning Advanced Calendar Search window.

Both will also be on the Ima Learning file's Transaction Summary.

And there will be an appointment on the Advanced Calendar Search when logged in as
Randall and also when logged in as Sally. Sally will also receive two notifications in her
Heads Up Display: one will be for this Calendar appointment, and another will be for the
auto-routed Calendar appointment.

@’5 NOTE: Whenever one user creates a Calendar or To-Do for another user, Legal Files

immediately routes that Action to the user for whom it was created.

Printing Calendars

The Export to Excel icon, found at the top of the

first column of any calendar list (List View, Master [J @= Pont ReportExport
Calendar List View) will export the listed calendars

to Excel.

The Hot Print icon (on a calendar detail window) and Print hyperlink (found on various

calendar views such as: Daily, Weekly, Monthly) will print that specific calendar window.
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e The Report hyperlink in the upper-right corner of Advanced Calendar Search will access a
Crystal Report that you can use to generate reports. Check with your system administrator
for information on whether that Crystal Report has been installed.

e The Export hyperlink (same location at Report hyperlink) will generate an HTML list of
the calendar items currently shown in the list. You can either Print or Save that HTML
document. If saved it could then be imported into an Excel spreadsheet.

To print the calendar view you current have displaying:

1. Display your calendar view (e.g. Day, Week, Month at a Glance)
2. Click on the Print button in the upper-right corner of the view.
a.  The Print window from your operating system displays.
3. Use the various settings to choose your printer and print preferences, as needed.

To print the details of a specific calendar item:

1. Open the calendar item from your calendar view. The Calendar detail window is
displayed.
2. Click on the Hot Print (printer icon) in the upper-right corner of the detail window.

The Print window from your operating system displays. Use the various settings to choose your
printer and print preferences, as needed.

About the Calendar Views
The Legal Files Calendar makes it easy to view anyone's time commitments in a variety of ways
from the icons along the top-left side of the Calendar view window.

.Ej Calendar List view displays all calendar items pertaining to your current view, either User or
File.

e From this view but only in files, users can launch Work Flows. The Launch (Search
Work Flow Wizard button is located under the Search button on the right-
hand side of the Advanced Calendar Search window. For more information
about Workflows, see the Work Flow Wizards section in this manual.
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ﬂ Day at-a-Glance view displays every calendar item for a single day broken out by hour
(defaulting to current day). Includes Open Items Only checkbox filter.

5] Work Week at-a-Glance view displays every calendar item and To-Do for the current work
week (Monday - Friday). Includes Open Items Only checkbox filter.

ﬂ Week at-a-Glance view displays every calendar item for the current week, broken out by day.
Includes Open Items Only checkbox filter.

3_TI Month at-a-Glance view displays every calendar item for the current month, broken out by
day. Includes Open Items Only checkbox filter.

.ﬂ Resource view allows you to check to see if a resource has been reserved for a particular time
and date. If “Multiple Events” are listed, click this link to open a dialogue box with more
information.

@ Group view allows you to check a daily calendar for more than one user at a time. If “Multiple
Events” are listed, click this link to open a dialogue box with more information.

ﬂ Team View works similar to Group view. The difference is that its list of users is from a Team.
;2 Master View displays the Calendar items for all users for the date selected.

L_] The Recurring Calendar Wizard lets you schedule recurring appointments for one or more
users in a variety of ways.

[0 User Calendar Daily View Report prints a graphical daily view of a single user’s calendar
items for one day or a range of days.

e |
== My Week view (located under graphic calendar on Manage My Day) displays the logged-in
user’'s Work Week at a Glance view.

Each view provides key information at-a-glance for the day, week, or month. You can view the
complete details for an appointment in the Calendar detail window by clicking on the
appointment in any of the calendar views.
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DAY AT A GLANCE, WEEK AT A GLANCE, AND MONTH AT A GLANCE VIEWS

These three views let you see details

. . Welcome, Kirchner, Randall J. J.D.
for an appointment by floating your

cursor over the appointment's AT
X . . Day at a Ghnce.).
hyperlink; the appointment details SN EagEas April 2, 2012
are displayed in a pop-up field that WA aprizoz g Tme  Monday
. L £:00 AM
disappears when you move your [5u| Mo Tul We Th Fr_Sa [
1232 4 6 2
cursor. 8 910 U R 13 K = -
15 16 17 18 10 20/ 21puieAn | ERINSSEANESIEN
|
. . . . 2 224 25 2 22 8uwem
Click the Print hyperlink to print a » 2 ogu | Welcome, Kirchner, Randall J. ).D.

copy of the view; click on the right or
left arrows to display a different - -
&2 April 1,
s

month and/or year. Click on the ’ Welcome, v HLID. 500 o L Sunder U= 2 Monday
. ' . . oday 900 AM FaxFindng
appointment's hyperlink to display I
its detail window. T
SR TP ) SRR
LIST VIEW I s s S
1 Bew 2 Nes 3
This view displays a selection listing SR Fdne
of calendar items based on your 8 b 9 te

specified search criteria. For example, you can see all of Randall's appointments or all of Randall's
appointments for a specific date or range of dates, or for a particular file/matter or with a
particular person, and so on. The example displayed shows a list of all the appointments
scheduled for Randall through January 1 to January 1, 2017.

Advanced Calendar Search... 1] Add New
EFHEEEBAZA

Date Sort: v

h v | Type: |All vI Search Field: |None hd
iner, Randall J P Search Field: INone vi
Date From: & v| Thru: [ v Search Field: |None hd

~ Date Time Duration Status Reference For
B4 | 01/02/2017 | 7:00 AM 0 Hours 15 Minutes | Open Kirchner, Randall J
[ | 12/26/2016 | 7:00 AM | 0 Hours 15 Minutes | Open [ | Kirchner, Randall J
[ | 12/23/2016 | 1:00 PM 4 Hours 0 Minutes | Open Kirchner, Randall 1

¢ C(lick on the Add New hyperlink to create a new appointment.
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¢ Double click somewhere on the row of an appointment (except on a hyperlink or icon) or
single click on a listing's Calendar icon (left-most column) to display the Detail window
for the appointment.

CLIENT VIEW

Use this view to list and access the appointments of a specific client on a particular date or range
of dates. Either the Print View check box or Print hyperlink is available from which you can
display, print the listed items. You can modify existing appointments from this and all views.

Welcome, Kirchner, Randall 3, 1.D, O & | teg0ff | hep | Prefermaces
</
Calenddar ( ‘:N’If—_‘#_’_— Client view
ITINREHaR2 32
Cheet Morre: [ Caimer, Rotert & M =] amosedtiiesn & j end Date B j ™ Pyt View
Secarch

Case Calendars  Print
fibe Date Duratae For
ARCT) - Carrpary Nere Cord (078 Tr P g 180 P - 200 PN Efingherm, Sely ' Ms.
ABCD  Camrpary Nave Card 100 MM . 200 PN Hegars, Jem
irre Learaing 100 PM - 200 PN Efingham Saly € M,
e Learang 1.00 MM - 200 PH Rogas, Jen
il g 100 PM - 300 PN W tingharry Saby [ My b
ima Learning $:00 AM - 10:00 AM Wirchnes, Fascal J. 1.0, Fast Findrg

Client View works when:

e A Name Card is added to a file as a File Related Person with Type = Client.
e Then calendar item(s) are created and that Name Card (which is a File Related Person and
flagged as the Type of Client) is entered into the With field.

The Client View will show all calendar appointments within the specified date range. It will show
appointments with the specified client and any other appointments within the date range for any
files which also have a calendar appt. with that client that falls in the date range. The preceding
example shows the search results for:

e Legal Files We / User View (not File View) therefore more than 1 file can display.
e (alendar / Client View

o Selected date range 03/25/2012 thru present

e (lient selected is Danner, Robert A.

d NOTE: Two different files appear on the list and multiple calendar appointments for both.
One, or more, of those appointments will be marked as With the Client, Danner, Robert A. Those
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that are not specifically with that File Related Person are included because they fall within the
specified date range and are on same file(s).

RESOURCE VIEW

Use this view to check for which resources have been scheduled on any given day. Select as many
resources as you want, specifying a range of hours. By default, it shows you the resources for
today's date, but you can use the Calendar graphic (lower left) to select another date, as needed.
This view is particularly useful in determining whether a resource is available prior to scheduling

an appointment for it.

Calendar Resource View.... ) add vow

g r_—"—' Resource View -
ANIAEE8 23z April 4, 2012 Pring =

Start Trne{ 17:00 am =] £xt Twe 04 20 g =] statesfopen =] Search T~ ot view
Pesyurce 2] Tine Conference Conference A

Raom 21 Reom #2
860 0¥ FaaFrdng Iy
R a2z B L
e 004 Dogs 2 wm
R o T : =

The Print View check box or Print hyperlink is available from which you can display, print the
listed items. You can create a new appointment with Add New and/or modify existing
appointments, by clicking on the text description of an appointment, from this view.

GROUP VIEW

This view lets you see appointments for multiple users at once on any given day. Select a group,
and then select the users from that group (check box next to user names on User list) whom you
want to include in the display. Calendar Groups are created by Legal Files administrators.
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Cakndar Group VNI/ Group View - agd mew
STTINREQE3A April 4, 2012 Pt
[ e T sotafoser =] ST ™ it Vv
Time mml. Chartes :lu!!wn.slw lfr;;u Rands|

7100 A

(930 a0 Bt g

- Apei] 2012 =W e

Todar z

1 2 1 4 5 & 2,
L] o 10 112 1 e

The Print View check box or Print hyperlink is available from which you can display, print the
listed items. You can create a new appointment with Add New and/or modify existing
appointments, by clicking on the text description of an appointment, from this view.

TEAM VIEW

This view lets you see appointments for multiple users at once in a Month At A Glance view, and
then select the users from that team (check box next to user names on User list) whom you want
to include in the display. Teams are created by Legal Files administrators.

Calendar Team View... 1 Add New

2N3TREREAIAM [October  v| [2016 v/|

AJ's

Compliance Team 2

General Team

Randall Team u

Regional Work Team 1 sV

Team A East - (Crew RK-SE) S
< >

Team Sunday Monday Tuesday Wednesday Thursday Friday Satu
l Team "

2 an; bew 4 Mew |5 Hew

8:00 AM  Fact Finding (8
] Hew | 10 bew | 13 biew 12 Be | 13 Bew, |34 bew |15

E
F

Users
[+ Edwards, Charles N 1.D.
[+] effingham, Sally D Ms.

16 ﬂmﬂ bew 18 New |19 Nﬁn”}_ﬂ New | 21 Hew |22

The Print View check box or Print hyperlink is available from which you can display, print the
listed items. You can create a new appointment with Add New and/or modify existing
appointments, by clicking on the text description of an appointment, from this view.

MASTER VIEW

This view resembles the Daily List view, except that it lists ALL calendar items for EVERY user for
the selected day.
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Master Calendar LEt... —Master View (3 Records)
217384844 April 4, 2012 iz €3

RS ari2i2 BN LT | Troe{ o Search)

Iodwy T -
- Teme  Dusation  For Relference Desaription Event Location St

‘ 4 [3:00MM 8 hours 0 Mautes Buso, Jack Vaaior Vacation Ooe
1 2 3 8 3 8 ZI|'7 900a 1 heurs OMautes Kechmer, fandal ] 00, e Learning Fact Frdng e

808 10 1 12 13 18| T [100PM | L Fours 0 Mavtes Efegham Saby E bs. ImeLearwg Depe wenss om
15 16 17 18 18 20 2

Z28Bu B8NB

2

RECURRING CALENDAR
Clicking on Recurring Calendar icon #1 opens the Recurring Calendar Wizard #z2.

Month at a Ghnce... 1 Securring Calendar Wizard — Webpooe Diolog
EDEaENSEaa=Za =] bt TS p——— ruz'»,cu..h. o MS_ SO Aral T jpgr? |k b=fescsaring T
Sunday / » “ﬂkecurﬂng Calendar Wizard
i a2 ——
ReamingCalercir
= Type [oa =]
= Stert lxto:l -—:’
|8 maw | 9 = tnd After: [ Taves. Ow
* End Date: [ =1+
Reference: |
W chnes, Randall ), 1.0, __-J
15 2= 16 e nars
=l

With: |
= Staet Tre Il o AR

The Recurring Calendar Wizard lets you schedule recurring appointments to recur on the dates
and intervals you choose for one or more users in a variety of ways. For example, you can schedule
the recurring appointment to occur daily, weekly, monthly, or yearly. You can specify on which
days it is to recur, and the number of occurrences or on what date it is to end.

USER CALENDAR DAILY VIEW REPORT
Clicking on icon #1 opens the User Calendar Daily View Report #2.
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Advanced Cakendar Search... 1 —
HDEHERE8E 0 D -

) sl frr affic. j titlamiicar Calenda
- [ s

=T Hln User Calendar Daily View Report
FD!‘.I :g ﬁ

Date Frome u_-l Thru: 4 =
* Date From: |05;"07f20|3 =1 = Thru: I e ‘I

For: [Rogers, Jim

I Priority Ttems Only
Status: [ Abandoned [ Continued r Kapt
™ an ™ Mo Show I+ open ™ Rescheduled

The User Calendar Daily View Report prints a graphical daily view of a single user's calendar items
for one day or a range of days which includes open To-Do's and contact information.

The Default Calendar View
Which of these calendar views display upon clicking the Calendars hyperlink or icon (on the
Actions menu) depends on your settings in User Preferences. See “Establishing Preference

Settings” on page 19 for how to do so.

Print hyper-link

The Print hyperlink is available from which you can display, print the listed items. You can
modify existing appointments, by clicking on the listing's Calendar icon (left-most column) to
display the Detail window for the appointment.

Previous & Next

Use the Previous time period / Next time period icon € ¥ (5 move backward or forward for the
date you wish to view.

Managing To-Do's

To-Do's are task assignments you create for yourself, for someone else, or that someone else
creates for you. A To-Do appears in your Heads Up on the day the task is due. You can also use
Reminder Days to give advance Heads Up notice when a task is due. For example, upon creating
or modifying a To-Do, you can set it to issue a reminder notice any number of days you specify in
advance of the due date.

To-Do's are managed from the To-Do hyperlink or icon of the Actions menu, and like other
actions, To-Do's can be referenced to files or users. Click on the To-Do hyperlink or icon from
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within the My Files view to view and manage file-referenced To-Do's, and from the User view to
view and manage user-specific To-Do's. As an added convenience, use the To-Do list in the
Manage My Day view to find and manage your To-Do's for a specific date.

Creating a To-Do

Follow these steps to create a user (non-file referenced) To-Do for you, the logged-on user. Fields
denoted by a red asterisk (*) require data to be entered before the To-Do can be saved (i.e.,
created).

1. Confirm that you are on User (e.g. Randall) home page (i.e. check top of window to see
that is shows Welcome, Username).
2. Click on the Actions hyperlink to display the action items.
3. Click on the To-Do's hyperlink or icon.
a. The Advanced To-Do Search window is displayed.
Click on the Add New hyperlink to display the To-Do detail window.
5. Leave the Date and Time fields set to today's date and current time.
a. The Date and Time fields indicate when the To-Do is due.
6. Enter Pick up dry cleaning in the Description field.
7. Leave the User Assigned field set to you, the

. ) Legsl Fles Web® - To-Do Detail -- Webpage Disiog [
logged-in user. | 1 Add New To-Da for User: Kirchner, Randall 1 ‘
QB » =
Although Legal Files defaults to the logged-in user, ) — ‘
you can use the Magnifying Glass icon to assign the —
To-Do to another user as needed. ﬂ
. [
1. Enter Personal in the Type field.
Remember to use the magnifying glass icon and lime
. . |
select your entry from the pick list.
2. Leave the Importance field set to Medium, i o Dy s o Ul s
although you can set it to Low or High as |8 ' e
needed. i e matching caeafourd for s |
3. Leave the Status field set to Open. The other ot eyt 0|

options are Abandoned or Done.
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4. Type Cleaner closes at 6 p.m. in the Explanation field.
5. Click on the Save & Close or Save to save your data and create the To-Do.

Do you see the To-Do in the Advanced Search window's To-Do list? If today is the Due Date
for the To-Do, where else would you find it?

Welcome, Kirchier, Randall 1, 1.0, F J o

danage My Day: Tuesday Jamuary 31, 2012

Tima
A = 01/31/3013 | E00AN
a2 eymae

Welcome, Kirchaer, Randall ). 1.D.

Because the To-Do is due today, it will be in your Heads Up list and in the To-Dos for panel of the
Manage My Day view. You can also find it in the To-Do list of the Manage Users view when your
name is highlighted.

@3 NOTE: Had this To-Do been created for another user, that user would have seen TWO
notifications in the Heads Up Display. Whenever one user creates a Calendar or To-Do for another
user, Legal Files immediately routes that Action to the user for whom it was created.

Although you can remove the To-Do from Heads Up (by using the trash can icon) and still access
to it from the various To-Do list views, sometimes it's helpful to leave To-Do's in Heads Up until
the task is done. Heads Up pops up periodically with your new messages and notifications, and
seeing the To-Do in Heads Up throughout the day serves as an added reminder that the task is
due.

You can use the Status drop down list on the To-Do's detail window and mark it as Done or
Abandoned. Changing that will remove it from Heads Up as well.

Reminder Days on To-Do’s
The field named REM Days at the bottom of the To-Do Detail window allows you to set three
reminders of upcoming tasks. Important factors to understand include:
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e Any value entered into a REM Days window will create a reminder that many whole-
calendar days before the date entered into the Due Date field.
e Reminders appear in the Heads Up Display only. The icon associated with a reminder is a

light bulb icon

e Reminders are the ONLY item appearing in the Heads Up Display that will rotate off the
HUD automatically; they only appear on the day they are scheduled to appear. Due to
this — assuming the task falls on a weekday - entering REM Days in increments of 7 will
almost guarantee they appear in the HUD on weekdays, and will be seen.

e You can set one, two or three reminders. If entering multiple reminders, begin with the
box on the left, entering the highest value there. Use the next box for the next lowest
value, and the last box with the lowest value, if needed.

Changing the To-Do Status to Done
1. From the Manage My Day view, single click on the To-Do Detail icon from the Heads Up

pane < or double-click on the To Do in the To-Dos for panel. Or use the Advanced To-
Do Search window to locate and open the To-Do.

The To-Do detail window opens with the To-Do's information.

2. Change the To-Do's status to Done. 4o for User: Kirchea, Randat 1. 0.

3. Type Took care of it this morning. in FEE X @ a5 =
the Conclusion field (optional). —— T x4 .
4. Save the To-Do. Because the task is — ] — -

- 5 Ir—

L Se——————

complete, the To-Do is automatically

removed from the Heads Up list the =

next time Heads Up polls for new — 3
notices.

The To-Do will remain on the Manage = e faiiimmm 3
My Day's To-Dos for panel but with the

status changed from Open to Done. radesrns. | .
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Deleting a To-Do
With the proper security, Legal Files allows you to delete To-Do's from the To-Do list views, but
does not recommend it.

Do not delete To-Do's. Deleting a To-Do removes your ability to

g™
’ﬂ".\

e report on the To-Do. For example, you can filter the To-Do Advanced
iﬁ}‘;} Search list to find To-Do's based on selected criteria (i.e., by status;
A,

- assigned to or created by user, due date, etc.) and then save and/or
~ print these lists, using the Export to Excel icon at the top of the first
column of the To-Do’s list. So it is better to use Status to mark a To-

Do as Done or Abandoned rather than to delete it.

Because the To-Do you created was a personal To-Do, it is okay to remove it.

1. Find the To-Do you want to remove from the To-Do list view.
2. Highlight the To-Do you want to delete and click on the Delete hyperlink that displays in
the upper-right corner of the panel.

A pop-up window asks “Are sure you want to delete the current record?”
3. Click OK to delete the To-Do or Cancel to not delete it and return to viewing the record.

Creating a Referenced To-Do with Reminder Days

Use Reminder Days to provide advance notice of To-Do due dates. You can specify 1, 2, or 3
reminder days; the To-Do will display in your Heads Up on the specified reminder days, and on
the due date.

1. Click on the Add New hyperlink from an Advanced To-Do Search.
The To-Do detail window is displayed.

You can create To-Do's for other users in your office. When you create a To-Do for someone
else, that person receives a To-Do notification in his or her Heads Up when it is created and
also on the day it is due. If reminder days are used then those will also display in Heads Up on
those days.
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2. Reference the To-Do to the Ima Learning file. Remember to use the Magnifying Glass icon

next to the Reference field.

3. Enter a date, two weeks from today,
in the Date Due field.

4. Type 4:30 PM in the Time field
(optional).

5. Type Prep for depo in the
Description field.

6. Leave the User Assigned field set to
you, the logged on user.

7. Enter Deposition Prep in the Type
field by selecting from the Type pick
list.

8. Type Gather materials and set
appointment in the Explanation

field.

d

NOTE: Once the To-Do is saved, two

2] Legal Files Web® - To-Do Detail -- Webpage Dialog

]

2‘} Add New To-Do for File: Ima Learning

AEN @ @
Reference:

" DueDate: [10j042016  wis|

* Importance: [Mednm w]
Description:  |Prep for depo

User Assigned-{yacher, Randall 1

[1ma Leaming

Type: | Deposition Prep.
Crested By:  [Karchner,
Explanation: [

/| Show On Summary [ Priority Ttem

FF K

Locked
Rem Days:

Cumom LT window Name
Windows:

[No matching data found for list!

Field 1 Field 2 Field 3 Field &

* Indicates required fields.

=
=1

LiJ

icons appear to the right of the Attachments window. If attachments were needed for this To-Do,

you can use the top Select Document icon to attach documents already saved to the current file, or

the bottom Select Attachments icon to attach documents currently saved outside Legal Files.

9. Check the Show on Summary and Priority Item boxes. Note a Locked checkbox is

available to prevent a To Do from being altered. Leave it unchecked.

10. Enter 5, 3 and 1in each of the Rem Days boxes. This will cause the To-Do to display in

your Heads Up view five, three, and one day prior to the date the To-Do is due.

1. Save the To-Do.

12. View the To-Do list for you, the logged on user.

The To-Do you just created is displayed. The red exclamation mark beside the To-Do Detail

icon indicates a priority item.

13. Click on the Ima Learning hyperlink to display the Ima Learning file.
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14. Click on the To-Do's hyperlink under the Actions heading to display the To-Do's
referenced to the Ima Learning file.

Do you see the To-Do you created?

15. Redisplay the Ima Learning file's home page. You can either click on the Ima Learning
hyperlink in the To-Do list or at the top of the Legal Files window.

16. Click on the Transaction Summary menu item to display the Transaction Summary list
for the file. Keep in mind that the hyperlink name (on the menu) may vary, depending on
your setup.

Do you see the To-Do you created?

My File: Ima Leaming 2014-0207 Ff 0 = Log OF | male | Prefeverces

Advanced To-Do Search... (9 Records)
<8

St [ ~] portacn [H ~
et to =l [

O Dste: |

[=]

Printing To-Do’s, Launching Workflows from To Dos
To print To-Do’s from the Transaction Summary (and other list view windows):

o Click the Export to Excel icon at the top of the first column . This exports the list of
users to Excel, where you can format, sort and print the data.

Or, alternatively:

e The Export hyperlink next to the Search button will generate an HTML list of the To-Do’s
currently shown in the list. You can either Print or Save that HTML document. If saved it
could then be imported into an Excel spreadsheet.

To Launch Work Flows

From this view but only in files, users can launch Work Flows. The Launch Work Flow Wizard
button is located under the Search button on the right-hand side of the Advanced To-Do Search
window. For more information about Workflows, see the Work Flow Wizards section in this
manual.
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Managing Email

Legal Files Email will serve two primary purposes.

1. First, Legal Files Email will be a repository for Email messages that you send and receive
using your 'external’ Email software (e.g. Outlook, Gmail, Lotus Notes, and GroupWise).
Legal Files provides plug-ins (or, for Gmail, an extension) for those programs. Once
installed you can then save a copy of Email messages into Legal Files software, reference
the message(s) to specific files (i.e. matters). You therefore have a convenient place to
store and track any and all Email correspondence regarding those matters that you are
involved with.

To learn more about plug-ins speak to your system administrator or visit the Customer
Resource Center area of the Legal Files site (www.legalfiles.com) to locate and download
documentation describing installation and setup. Or contact Legal Files support at
support@legalfiles.com or by calling 217-726-6400

2. Second, Legal Files Email acts as an internal intranet Email system, letting you send and
receive electronic mail messages with other users on your system. These internal Emails
can be created manually or automatically as part of Wizard Trigger notifications.

d NOTE: When Legal Files Email is not referenced to a file, only the sender and recipient can
view it. Referenced Email can be viewed by anyone with access to the file.

Saving an Email into Legal Files from External Email program
For Outlook, Lotus Notes and GroupWise:

Once the plug-in has been installed you will see a new tab and icons which can be used to save
Email messages to Legal Files. Emails can be saved to Legal Files either individually or multiples
(by selecting more than one). In this example one Email is selected (and opened).
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For Outlook:
YS9 I+
LL{v | Home Send / Receive

ol

Save

Q &

Connection Options

egal Files Actions| Legal Files Settings

Add-Ins

Legal Files Web

Folder View

3
z

Synchronizer

Utilities

4 Favorites
L3 Inbox

<

& Unread Mail
2} Sent Items

4 erichoadley@legalfiles.com

47 Inbox

3 Build Notes
[ Clients

(3 EH

1.

The File Pick window is displayed

2.

Click on the Legal Files Web tab and the Save

icon.

Locate the file (matter) that you want to reference
this Email to. In this example Recent Files is
selected displaying a list of the files you have most
recently accessed in Legal Files.

Either

Search Training (Ctrl=E)

# | Legal Files Web Pluq

Arrange By: Date Newest on top A SUppOI’T
t Mon3/5/2012 11:20 Ab
At I
i Support 3/9/2012 Support
RE: Add 1 Legal Files License M @Legal Files
|4 Support 3/5/2012 |
i | ] Qutlook_2
i Legal Files Web Plug-Ins Docume... 0 J ﬁi -
3 word_201¢

Legal Files [File Pick]

Fles.
i Oy [] Closed Files Only [7] Fecent Files Order By [Fie Mame
Fi Name Open Fle & Type/Caegiry =
Aorams. Tors LABODOO2 Investigaton
Standard Windows
Eddngion, Dana R Cortract Lisgation
Cortract Fie for ABC GOON-D8-0015 Cortract Genersl
toat GOON-14-0044 Cartract Genersl
Abrama Property Management (Flaal Esta. . | RE-2007-00222 Cortract General
Doe, Jan 201240205 ACAP
Aberto Cubver CON-200300142 Cortract Lisgation
Agers v Company ABC GL-200402409 Generyl Lbgabon
= o —h B
o J[_caen ]

Highlight the file to reference and click OK.
Double click the file to reference.

A copy of the Email is saved to Legal Files. Separate documentation has more details on the
Outlook plug-in. See your Legal Files administrator.

For Gmail:

Once the extension has been installed you will see a new icon which can be used to save Email
messages to Legal Files. From Gmail, Emails may be saved to files one at a time, but not in
groups.

L |

More ~

n |
]
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1. Click the checkbox next to an Email, a Legal Files blue folder icon will appear at the top

of the window next to the other Gmail action buttons (image at left, above).

2. Or when you open the Email, a Save to Legal Files icon appears at the top of the window

next to the print icon at the top right of the
window (image at right, above).

The Chrome Import window is displayed.

3. Locate the file (matter) that you want to
reference this Email to. Recent Files is an
option.

4. Either

o Highlight the file to reference and click OK.

e Double click the file to reference.

A copy of the Email is saved to Legal Files. Separate
documentation has more details on the Gmail plug-
in. See your Legal Files administrator.

Chrome Import

Ext Client/Matter §

Also, separate documentation for the Lotus Notes and GroupWise plug-ins is available. See your

Legal Files administrator.

Locating and Displaying Email messages

Email messages that have P o e

been copied into Legal Files EEED Oste Sort v
from an external Email = e ] e
Juser o[ | | Text:
program (e.g. Outlook, Lotus =5 —
. Single Double
Notes, and GroupWise) are _ Click Here |
» From

17 11/17/2010

located using the Email
action item and its Advanced

J | 11/17/2010 12:17 PM

BchnoFeature: WordPerfect X5 Review|Progressive Test File

Discavery - Phase II

| 1:24PM RE: Kirchn
J | 11/17/2010 12:17 PM Discovery - Phase 11 Progressive Test File Kirchn

Progressive Test File

Email Search window (just as
you would for intranet Emails ... discussed later).

You can open an Email by either:

126 INTRODUCTION TO LEGAL FILES

Copyright © 2016 Legal Files Software, Inc.



-.‘-':,' Legal Files
Le g alw'_ i Training Guide

Managing what matters to you. Using Action Items

¢ Double clicking on a blank area in the row for the Email message

e C(lick once on the Email Detail icon

Once opened the Email detail window will display the
= EMail for File: Ima Leaming

pertinent information about the stored Email. Notice M LX w2 ® Q&
. e FEE——
how the fields are grayed preventing changes to be - E———
—————
made. T

| T3

Displaying the Email in its Original Format
A copy of the original Email and all its content is stored = .- ==
as an Attachment to the Email Detail window in Legal y i

Files. You can open the original
message (even if it has been deleted
from the external Email program) by

This is a copy of the original email.

single clicking on the attachment

All content (text, hyper-links,

file LF.msg. When you do this the Scachment ¢ 11t gt
Email will open, in the format used Forsinanis and urores i s

I any operation with that you would any

by the external Email program _ . oheremai message.

(Outlook in this example).

-

Add New EMail for File: Ima Learning

Using Email = | Gy =
: | i Beference | ma Learning I Inactwe I Search)
Creating Internal Emai from o IO |
The procedure for creating a T e
referenced and non-referenced ~ [rer Abbott, James € Hr B
internal Email is largely the Tope: | F |saean Abrams, Sarah M, J
. . “Message: — ¥
same. In this example, you will caii SRS S
) - |0 Brumo, Jack
create a file-referenced Email =1 R
from the Ima Learning file. - s Bunny, Easter
B CuENT Chent, Chent
1. With the Ima Learning [Ty Compton, Téfney
file displayed, click on S N |dom Detiia, Dattle
. -2 CHARLES Edwards, Charles N).D.
he Email hyperlink e -
the 4 . ype [T, sawr Effingham, Saly E Ms. -
under Actions.
Clear | Ok Cancel |
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2. The Advanced Email Search window is displayed.
3. Click on the Add New hyperlink. The Add New Email window is displayed.

@’5 NOTE: Because this window was opened from the Ima Learning file, the file name is
automatically entered in the Reference field; you can remove the reference or use the magnifying
glass icon to select another reference as needed. The From field defaults to you, the logged-on user,

and cannot be changed.

Use this window to address the Email, reference the Email to a file as needed, and type your

mail message.
4. Click on the magnifying glass icon next to the Users To field.
The Users To pick list is displayed, listing all the available interoffice Email recipients.

a.  Select yourself along with some other users (e.g. Sarah, Charles, Sally) by clicking
on the box next to their name. A check mark will appear in the boxes. You are
choosing yourself as an Email recipient so that you can see how Email works from
the recipient side. You
normally will not do this. | Add New EMail for File: Ima Learning

b.  Press the OK button to close ' -
the list and enter the names in = L

Topic the Users To field. Referncefive Leorning
5. Click on the magnifying glass icon Frem  [iarchner, Randal ). ).0.
next to the field. The Topic pick listis %™ |ssame. saab s -
displayed. The Topic pick list is Eldvm.'rﬂ \Soby £ M 2
isplayed. Effmgham, Saby € Mg
P_ Y P p Kirchner, Randal . J.0. =
provided as a convenience, but you TTopic  [Foating Raguest
may type an entry directly into the “Message: [Shal ] set the meetig for 10 amnext Monday?
Topic field (thus by-passing the Pick
List selections) as desired.

a. Select Meeting Request from
the list.
b. Press the OK button to close the list and enter the selection in the Topic field.
6. Type Shall I set the meeting for 10 am next Monday? in the Message field.
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7. Click on the Priority check box, if you want the Email to stand out from others on the list.

8. Press the Save button to close the window and send the Email to the users entered in the
Users To field.

The Email you sent is listed at the top of the Advanced Email Search list when displayed for
either My File view, displaying the Ima Learning file or from the User view for Sarah, Sally,
Charles or (in this case) yourself as well.

9. Click on the Manage My Day or Heads Up hyperlinks. The Email you sent yourself is
listed in the Heads Up list too.

d NOTE: This is how the other users would be notified of the Email sent to them.

| ek T SV L

Manage My Day: Wednesday February 1, 2012

Becent Fles

From
[ Ima Lesrrng Wrchner,
| ve Learwng a | e131ze12 0% Rl Cakndar Ima Learning Krchner

Reading Internal Email 3 EMail for File: Ima Learning
Although much data about the M BX Qe G -
Email is available from its Refereace: [ima Leamng
o L. . From Pacheer, Bandal ). ).0.
listing, the Email message can sl e
only be read by opening the Copy Trse: [Gignnl
Email. ::mg wh_,.,,,:'l
Message:  [Chal ] et the meeting for 10 am next Monday? =] -
1. Double click on the
Email Detail icon 5
, 3 | next to your Email
listing in the Heads Up < =
list (or from the Ima oo [ T T vor e Do -
Learning Email list). Sra, Sosch s, e L j
Eddwar ds, Charies N ).D\ | | - Orgral ]
Efngham, by £ e 02/01/2012 10:14 AM Orgral [ =l
The Email Detail window — *#*=*
is displayed.
Optons: [ Show On Summary = Prorty item
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@’5 NOTE: Unlike other Action Item detail windows all but one section are grayed out so that
they cannot be changed. Only the Show on Summary and Priority check boxes are available for
selection.

d NOTE: See your system administrator about using File Menu Summaries.

Replying or Forwarding Internal Email

Sometimes you want to forward the Email you received to another user or users or reply to the
user who sent you the Email or to all the Email recipients. In each case, the contents of the
previously sent Email appear in the Message field and you have the opportunity to specify the
other fields again, including the Reference, Users, and Topic fields.

1. From the Email detail window, click on one of the following buttons:

e Forward. Use this button to forward the Email to another user or users; the Users To
field is blank. You also can reference the Email to another file.

o Reply To Sender. Use this button to send a reply to the user who sent you the Email. For
your convenience, the Email sender's name is automatically entered in the Users To field,

although you can select 5) LegalFiles Web - PhoneLog Detail - Webpage Disiog -

other users as well. You also v Phonelog for File: Ima Learning '

can reference the Email to HER o5 X C Q @ &
Reference: [Ima Learning

another file. S T
e Reply to All. Use this - |

Action: ] Urgent [] Pleasecall [] will Call Back [] Read Message [] Retumed Your Call
* Date: 05/20/2016 =+ Time: [2:28 PM

To: [Kirchner, Randall 3 /

button to send a reply to all

the users who received this = {“’“"“- RobartA e
Email. For your Pesitol e
255392 [Time Slip sample 4
convenience, the Email
recipients' names are
automatically entered in the
Users To field, although T ez et e
you can select other users as | i | fideiane A e — ——
well. You also can reference
the Email to another file. - ot reired e, i

2. Press Save to send the [ =
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Email to the designated recipients, close the window, and return to the Email detail

window.

3. Or press Cancel to not send and close the detail window.

Managing Phone Logs

Use Phone logs to document incoming and outgoing phone calls for yourself and other users in

your office. When a Phone log is referenced to a file, the record is listed in the files Transaction

Summary window, the file's Phone Log list as well as the user's Phone Log list.

You can view the file-referenced phone logs for other users, and with proper file-access rights, you

can modify and create file-referenced phone logs for other users.

Creating a Phone Log

The procedure for creating a referenced and non-referenced phone log is largely the same. In this

example, you will create a file-referenced phone log from the Ima Learning file.

1. With the Ima Learning file displayed, click on the Phone Log hyperlink from Actions.

The Advanced Phone Log Search window is displayed.

2. Click on the Add New hyperlink. The Add New Phone Log window is displayed.

Notice those fields that are automatically
filled by default upon displaying the Add
New Phone Log window. All the pre-filled
default fields on this window can be
changed as needed.

3. Leave the Reference field set to Ima
Learning, the Call Origin field set to In-
Bound, the Follow Up field set to N/A,
the Date and Time fields set to the
current date and time, and the To field
set to you, the logged-on user.

4. Click on the magnifying glass icon next
to the From field.

I i T
_New |
Fie Relited Name Cards
(7 Records
Name ROLE
24 1 Persen, 1 Person Dr. BACKDOOR
!2_] ABCD - Compasy Name Card Adverse Party
_'_ﬂ Bruno, Jack
2:] Danner, Rebert A My, ~ Clent
84| Effngham, Saly € Ms. % Attorney

23] Jones, BobE M.

#5] Rogers

Jam

Attorney For Plaintdf
Admnetrator

Ok | _Cancel]
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The File Related persons tab is displayed by default, but you can click on the Name Card tab
to display everyone with a Name Card if needed.

9.
10.

11.

a. Select Danner, Robert A Mr. from the File Related list.

b. Press the OK button to close the window and enter the selected name in the To field.
Click on the Returned Your Call and Will Call Back check boxes.

Click on the magnifying glass icon next to the Type field.

The Call Type pick list is displayed.

Select Information Request from the list.

Press the OK button to close the window and enter the selection in the Type field.

Type Bob Danner called me in the Description field.

This field is provided as a convenience to allow you to know about the Phone Log contents

without opening it.

12.

Type Called to discuss case, will call back in the Message field.

13. Click on the Show on Summary and/or Priority check boxes if you want the phone log
to appear in the file's Menu Summary report and/or be with red ! on when displayed on
list(s).

14. Press the Save & Close icon to save your entries and close the window.

My File: Ima Learning 2014-0207
Advanced Phone Log Search... L1 Add New
#E8E Date Sort: [Date v v
owmla [v] Semhbuii[iore 7]
Follow Up: | &ll ~| Search Field: | None v
Date From: | 1' Theu: | 2! getween:| o and|
Date Time Call Orig. Type User Reference Description
49 09f20/2016 2:28 PM In-bound Kirchner, Randall 3 Ima Leaming Bob Danner called me
The Phone Log you created is listed on the Advanced Phone Log Search list of the Ima

Learning file view and the user-list view of you, the logged-on user.
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Priority and Urgent Phone Logs B e w8 e
Phone logs marked as a Priority Item v PhoneLog for User: Kirchner, Randall J . |

BIHR B0 X G = =

Reference: |Ims Lesmng

displays with a red !, same as the other ;
. . . . . | Call Ovigin: [ In-Bound |v" — - 4
priority action items. The Urgent setting —|rws [~ = e fie e frorcies beal -Meopese Oeg

. « . s . e ¥ Phonelog for File: Ima Learning

functions as a “pink slip;” you might want |:; B @AM 3O X e &
to use it to help routed phone log e e

. mw' from dheet | call origin: [In-Bound [~]
messages stand out, but it has no effect il e P

) . i Action: [ urgent [ pleasa call [] will Call Back [ ] Read Message [] Retumed Your Call
on filtering your selection list or reports. fo=  Pevas S e osm
To: [saechner, Randall 3
If you want to route an urgent message ; i Gl s Toberta e ULX
| Options: ShowOns | THPE [

and also be able to filter it as a priority . e o
. . . Window: | g ehane e
item, consider marking the phone log as
Urgent and as a Priority. [Sm—— 0

Viewing Phone Logs
A user must have file-access rights in order to be able to view a phone log (the same as with
viewing other Action items).

1. From either your User or Manage My Day view, click on the Phone Log hyperlink or icon.
2. From the Advanced Phone Log Search list, click on the Phone icon of the phone log you
just created.

The Phone Log detail window is displayed. Notice that because you opened it from a user
view, the window heading reads: Phone Log for User, but the phone log still is referenced to
the Ima Learning file.

3. Close the detail window.
From the Ima Learning file view, click on the Phone Log hyperlink or icon.

5. From the Advanced Phone Log Search list, click on the Phone icon of the phone log you
just created.

The Phone Log detail window is displayed. Notice that because you opened it from a file view,
the window heading reads: Phone Log for File.

Other than the window titles that change according to the view from which it was displayed,
the contents of these detail windows are the same and any changes made to a detail window is
made in all instances of the window. This holds true for all the Action detail windows.
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6. Leave the detail window open.

@ NOTE: The Copy icon — will create duplicate phone log records. Using the same
Reference will duplicate a phone log in the same file; changing the Reference will duplicate the
phone log in a new file.

Routing a Phone Log to Another User
Use this procedure to send an existing phone log to another user or users. This routing procedure
is the same for all Action items (for which routing is available).

o Be sure everyone's Preferences for Note Preview Pane is set to Yes,
,'J-"“‘\ - so that they can view any routed messages that might be entered
@" when routing an action item. See “Establishing Preference Settings”
’ on page 19 for information about setting user preferences.

—~ gy

1. From the open Phone Log detail window, hover your mouse over the Route button, and
click on the Route Item.

7» Phonelog for User: Kirchner, Randall J. J.D.
QL]N Cx \::"j- J#@‘ i Route: Phonelog

¥orr] —
Reference: ".m: Learmng s m Toam [
Pl At [V Bmd &

|
- r‘,‘._’ PO '--b-...." — — —‘.r-.‘ ‘--;,.u.wmn — |

'[' DOTE Dotte, Dotte 31‘
r CHARLES Cdwards, Charies N 1.0, |
The Route Phone Log window is displayed. B[ e, s J
RANDE Ganst. Rand
:— TRACY Gathard. Teresa
2. Select Sally Effingham and you, the logged-on user, from = o O L ‘
O BRIGGS Hoadiey, Brggs M
the list_ r Ric Hoadey. Cre 1. |
i 7 PANDALL | Michnes, Randal ). 1.0. |
= :
Norm‘:ﬂly, ?rou wmlﬂd not routoj:: an 1‘.[em to .yourseif, bu‘f we ol .
do so in this exercise to make it easier to view the routing e e
FYT - vl bmep you od =]
results. G
3. Type FYI -- will keep you posted in the Message field. The =

Hend ) Cancsl) |

contents of this field will only display when the recipient's
Preferences setting for Note Preview Pane is set to Yes.
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4. Click on the Send button to route the phone log to the designated users and return to the

detail window.

5. Click on the Save & Close or Save to save entries, and send routing.
6. Go to Manage My Day and look at the Heads Up list.

Do you see the routed phone log on the list?

7. Highlight the routed item.

Do you see the routed message in
the Item Notes pane at the
bottom?

8. Click on the Phone Log Detail
icon of the routed item to view
the contents of the routed
phone log.

9. Close the detail window.

Managing Mail Logs

Manage My Day: Thursday February 2, 2012

1 02/02/2012  BW1AM [emet
1 02/02/2012  Ta1AM  |C sl Vrer Avvigned
3oz |asem o -
1had am

Cartos Prjmecrnysemter Goo

1 Barddal's B ste e AT e ant et Beaies

N February 2012 BN | Calondary for; Thurcday February 2, 2042
T

5T e [T 5]

Cescrptios.
R g ot fourd

| e ity dete fod

HNELE -
EBEE W

5

un

% 2

% Note preview pane shows an item’s
note. A routing message is a Note

——

" 4

Masled By Vrchoni, Randad 3. 1.0,
Rastrg FY1 - ool keep you posted

Use Mail Logs to document incoming and outgoing mail. Mail logs can be referenced to a file.

File-referenced mail logs can only be viewed by users assigned to the file. File access is also

required for the user to create, delete or modify file-referenced mail logs.

Creating a Mail Log

The procedure for creating a referenced and non-referenced mail log is largely the same. Because

your Heads Up or Manage My Day view is already displayed, this example will show you how to

create a user-based mail log and reference it to the Ima Learning file.

1. From your current Heads Up or Manage My Day view, click on the Mail Log hyperlink or

icon from the Actions menu.

The Advanced Mail Log Search window is displayed for you, the logged-on user.
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2.

Click on the Add New hyperlink. The Add New Mail Log window is displayed.

Notice the fields that are id W;:ﬂt;f:::;;:: n: : = —
automatically filled by AMEN i X @ @ =@ &
default upon displaying e T ' e

the Add New Mail Log || &% === : =

window. All the pre- Tl e L i,

filled default fields on [l i :”i':r ‘ |
this window can be |k —— : '
changed as needed. el S

Leave the Mail Origin

field set to Received, the

Category field set to s e

General, the Date and e {jﬂj

Time fields set to the S

current date and time, o O — — i e

and the Logged By field | Fm B

set to you, the logged-on | ..o (i)
user. '

Use the magnifying glass icon next to the Reference field to select Ima Learning.
Leave the Document Date field blank, although this field can be useful if the date of the
document being logged differs from the date the mail log is being created.
Leave the To field set to you, the logged-on user, from the User pick list.
Click on the magnifying glass icon next to the From field to select a File Related Person
(e.g. Robert A. Danner) from the Name Card pick list.
a. Press the OK button to close the window and enter the selected name in the From
field.
Use the magnifying glass icon next to the Type field to display the Mail Type pick list.

a. Select Closing Papers from the list.

b. Press the OK button to close the window and enter the selection in the Type field.
Checking the Response Needed checkbox activates the Respond By and Assigned To
fields. Upon saving this window, data entered into these fields will create a To Do for the
Assigned User.
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10. Type Closing papers for the Ima Learning file in the Description field.
a. The description field is provided as a convenience and is useful to allow you to
know about the Mail Log contents from various displays without opening it.
11. Type Closing papers for the Ima Learning file. Please sign and return them by Monday in
the Message field.
a. This message will be displayed in the Item Notes pane without opening this detail
window (if Note Pane Preview is set to Yes in the Preferences window).
12. Click on the Priority check boxes if you want the mail log to display on lists with a red !
exclamation mark.
13. Click on Save & Close to save entries and close the window.
a. Or click on Save to save your entries. The window remains open, allowing you to
add an attachment (e.g. the scanned file of the Mailed item). After attaching item
click Save & Close to save entries and close the window.

@ﬁ NOTE: The Copy icons = B will create duplicate mail log records. Using the same
Reference will duplicate a mail log in the same file; changing the Reference will duplicate the mail
log in a new file. Users can either Copy or Copy with Attachments as needed.

Attachment or Document to a Mail Log
The procedure to add a locally saved file/attachment to a mail log is the same as it is for other
Action detail windows that permit attachments. The process is demonstrated here and can be

replicated for other action items as well. In the prior image, click on the icon labeled “1” to add an
attachment.

Mail logs also allow you to add a document stored within the same file in Legal Files. The process
is very similar to the following; instead of browsing out to a locally stored file, you will see a list of

documents in the file. In the prior image, click on the icon labeled “2” to add a document. This
feature is not available on other

Actions. i Attachment Selection
) Select a File to Attach
1. Click on the - = Select
Attachments icon next to the | % & Fanssfosiotes: for deoston S0 Bryese..

Attachments field. s Brrgee
a. The Attach Selection it o |

window is displayed. Ll F( Brome
Use the Browse R e
0k __ _Cancel
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buttons on this window to select up to five documents, graphics, or other file types
from anywhere on your computer or network.
Click on the Browse button next to the File 1 field.

3. From the Choose File window, find the file you want to attach. For example, C:\Randalls
Docs \ Notes from deposition.docx.

4. Click on the Open button or double click the selected file to insert the file's path location
in the File 1 field.

5. Click OK to close the Attachment Selection window and return to the Mail Log detail
window. A link to your selected document is listed in the Attachment pane. Click on the
hyperlink to open the document or click on the
trash can icon to remove the document link from

: 5 ———
the mall lOg_ Attachments: I:ﬂ Notes from deposition.docx
6. Press Save to close the window.
Options: [ show On Summary [ Prisrity item
Starting Bates =: |
Ending Bates #: |
Custom Window Name Field 1 Field 2

o o matching data found for st

The Mail Log you created is listed on the Advanced Mail Log Search list of the user-list view of
you, the logged-on user, and the Ima Learning file view.

Had you set the Category field to Pleading or Discovery, the Mail Log would also be available
from the file's Pleading/Discovery window from the files menu items.

Managing Documents

The Advanced Document Search window is used to view, manage, and create document records
for a user, Name Card or file. A full discussion of documents, document templates is described in
“About Documents” on page 152. Document text searching information is found in “About

Wizards” on page 175.

Managing Time Slips
The Advanced Time Slip Search window is used to view, create and manage time slips. When
viewed from a file, it lists every time slip associated with that file. When viewed from Users, it lists
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every time slip associated with the logged-on user. A time slip can also be created from an Action

item or from a file's activity window.

A full discussion of Time Slips is discussed in “About Time” on page 143.

Managing Expenses

Use the Expenses hyperlink or icon to record your personal- or file-related expenses. This feature
is especially important if you plan to track file expenses or export your expense data to an external
time and billing or accounting package. Exporting expense data is beyond the introductory scope
of this manual, but this section provides a quick explanation of the Expense detail window.

Some fields shown in the following examples may have been renamed in your Legal Files

environment.
Creating an Expense Record S Expense for Fie: Ima Leaming
. . BN G Ok X @ =g &
1. Display the Ima Learning file — ;
2. Click on the Expenses hyperlink or - %ﬂ )
icon to display the Advanced Expense b ) : T
endor: [ r g Extemal Invoace #1]
Search window. ow ] s

3. Click on the Add New hyperlink to
create a new expense from the Add New

Expense detail window. P @

Notice the fields that Legal Files R e— — -— — ———

e maeching data fourd for i)

automatically filled with data. The amount
in the Budgeted field is pulled from the
File Setup window. If your office uses file budgets, Legal Files will track the posted expenses
against the budgeted amounts.

4. Enter 75.00 in the Amount field.

5. Use the magnifying glass icon to enter Attorney’s Fees in the Type field.

6. Use the magnifying glass icon next to the Vendor field to select an entity (e.g. person or
firm receiving the expense payment). This field can be used in exporting data to some
time and billing or accounting programs.

7. Leave the GL Account field blank; this general ledger field is useful for those needing to
use sub-budgeting.

8. Enter For 30 minutes of file review in the Description field.
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9. Click Save to save your data and make the Attachments field available.

10. Two icons now appear to the right of the Attachments window. If attachments were
needed for this calendar, you can use the top Select Document icon to attach documents
already saved to the current file, or the bottom Select Attachments icon to attach
documents currently saved outside Legal Files.

1. Click on Save & Close to save entries and close the window.

12. Or click on Save to save your entries. The window remains open, allowing you to add an
attachment (e.g. the scanned file of the Mailed item). After attaching item click Save &
Close to save entries and close the window.

13. Find your expense listing in the Advanced Expense Search window.

My File: Ima Learning 2014-0207 F O 5 | LogOff|Hebp | references
Advanced Expense Search... L) Add New (1 Records)
415 Dete Sort: [N _v | Ragort | Egoer  [Search

Status: | A w| Pposted: |Al v Search Feld: |None -
User: | Sanrch Fiekd: [None v
[Transaction Date ~] [ ] The | il | Search Field: | None v
Date Amount Expense Type Reference. Vendor Ext. Invoice Code  Status User
$ [03n152006 $§75.00 Attomeys Fees ma Leaming Open Kirchner, Randal J
Expense Budgeted Budget Remaining Total Amount
$0.00 ($75.00) $75.00

d’ NOTE: Because the Ima Learning file uses a budgeted expense, a running total of the
Expense Budgeted, Budget Remaining, and Total Amount [used] is displayed after the expense

records

d NOTE: The Copy icons = ¥ will create duplicate expense records. Using the same
Reference will duplicate an expense in the same file; changing the Reference will duplicate the
expense in a new file. Users can either Copy or Copy with Attachments as needed.

Managing Notes
Use the Notes action item to create and manage file-referenced notes, alert notes, and notes
linked to Action Items.
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Viewing File-Referenced Notes

1. From the Ima Learning file, click on the Notes hyperlink or icon under Actions. The
Advanced Note Search window is listed.

d NOTE: If you do not have a saved search criteria set up for this search window, remember to
click on the Search button to display the list of Notes.

My File: Ima Leamning 2014-0207 F 0 & Log OFF | Help | Preferences
»
Advanced Note Search... Jaddhen T viewoetsd X pelete (13 Records)
@5 Date Sort: [Date ¥ [ v Poont  LSearch)
Type: [a1 ~ Topic: |
user: | # [oreated By an Categery: |
Date From: [ o] e[ i | Text: |
= Date Time Topic Category Created By
al o |09/ 45 AM Document Note File Document. forchner, Randall 1 o
|4 ospopo1s 1AM Te-Do Explanation File To-Do Kirchnes, Randal 1
o | B |o8/2022016 28 M PhoneLog Message File Phovelog irchner, Randal ]
‘J 2 | 091272016 4:34 PM To-Do Explanation File Te-Do Kirchner, Randall )
ol | @ |os2018 +35PM To-Do Explanation File To-Do varchner, Randal ]
al 2 | 09122016 4:35PM TerDo Explanation File Te-Do Kirchner, Randal )
wl & | 09122016 435 PM h ¢ huson File ToDo Kirchner, Randall )
wl | 2 |osnzpne 435:1 Hois Praview Faie Emm File To-Do Kirchner, Randsl 1 v
—— —";—,———4 = Al i

d NOTE: Notice that every listing features a Note Detail icon, as well as the icon of the
Action item from ““ which the note was created.

d NOTE: When the Created by All checkbox is unselected, users will only see the Notes they
have added to a file. Select the checkbox to

see all notes saved to a file by all users. W o g
AER B S BE &
2. Click on the Note Detail icon to e et
] . “Date: e
view the specifics of the note, such = s =
- Topic: |Ma(queuage
as when it was created and by who,  comer i eg
. . “Hate: [Ciosing papers for the Ima Leaming file. Please sign and return them by Monday. L]
as well as the type of note (i.e., Mail
Log), category (i.e., File Mail Log),
and the text of the note.
3. Click on the action item icon to
display the action detail window for
which the note originated. T
Options: [ sert dote  [] Show On Summary [ Priority Ttem @
* Indicates required fields.
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Creating an Alert Note
You can designate a single important note per file. This alert note displays automatically upon
opening that file.

A good use of an Alert Note might be to communicate important file or client information to all
staff working on the file, or to specify the routing protocol within a given file. For example, the
Alert Note might contain information about how the documents or expenses are to be handled
for a particular file.

=

Click on the Note Detail icon of this recent Expense item for the Ima Learning file.
Add text in the Note field This file is being closed. No more expenses allowed!
Click on the Alert Note check box.

Click on the Save button to

BN

save your changes and close

My File: Ima Learning 123 F 0 | o | e | A

the window. &
Mariage My Fie: _Ima Learming P dasdtew 5 viem Catad

5’5 NOTE: Notice the Note
Detail icon now has a red

exclamation mark to distinguish it as

an Alert Note “J.

5. Display the Ima Learning file
by clicking on the hyperlink

at the top of your page.

d NOTE: Do you see the red flashing Alert? You can view the alert note from its detail window.
Ifthe Display File Home Alert Note field is set to Yes in User Preferences, you would have you're
your Alert Notes in a pop-up window. Also if Note Preview field is set to Yes in Preferences, the text
of this note will display at the bottom of the window.

6. Click on the red Alert hyperlink to display the Note detail window.
7. Click on the Save & Close button to save any changes and close the window.

@’5 NOTE: A User Preferences setting determines how Alert Notes are displayed for each user.
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About Time

Concept
Legal Files lets you manually or automatically record the time you spend on different activities in
a file.

A User Preferences setting determines whether you track your file time manually or
automatically. This will be described later in the text.

All time slips are managed by way of the Advanced Time Slip Search window. When time is
tracked automatically, a File Activity window automates the time slip creation process by
capturing the time segments that you spend in a file. It also allows for quickly creating a time slip
from these recorded times.

But when creating a time slip manually from an Action Item detail window, you must log your
time, but Legal Files will automatically fill in data related to that Action Item.

Legal Files also can track actual time against the time you have budgeted for a case or matter.

Chapter Lesson
In this lesson you will learn how to create a time slip manually and using the automatically
recorded time segments from the Activity Timer.

You also will learn to create time slips from an Action Item detail window. You can create time
slips from an Action Item whether you are tracking time manually or automatically.

You will learn how to use the File Activity Timer to create time slips for files activity you have
recorded on a single or multiple days.

We will also look at how you can search for and manage time slips with the Advanced Time Slip
Search window.
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Manually creating a Time Slip

Whether you currently have a File open you can create a Time Slip for time you spent working on
that file. We will first look at using Time Slip.

1. Open the Ima Learning File that you created in an earlier lesson.
2. Under the Actions menu, on the left, select Time Slip.

a. The Advanced Time Slip Search window opens.
3. Click Add New.

T 5 Lege! Files Web® - Time Siip  Webpage Disiog i

The Add New Time Slip window opens. iif"f‘;:’“ ARRR P A A -

| Reference:  [ima Leaming
User: [Krchrer, Randsl 3
@’5 NOTE: Several fields are auto-filled. SRR T TLE
=

R

Actvey: I

. RateType:  [MowdyRae
e Reference because of the file that is open | e e R 2
T T | Onginal Amt:f§282
Slsbleunits: [0 mnft [v] aduetmentamt{$000 Towlam:[2S2 ‘
ArdngSouce] ) sudgmed Hours: [ 0
BlegGou: [ )
Dezcripon

when selecting Time Slip - Add New.

e User based on the logged in user.
e Date assumes today's date.

You can change any of these to either reference

Custom [ window Mame Field 1 Field 2 Field 3 Freld 4

a different File (or no file), a different user, or a W daa o b
different date.

@’5 NOTE: The Date field has a red (*) asterisk indicating it is a required field (in order to save a
Time Slip).

e Additionally either a Reference or a User (at minimum) is required.

Since this is an either/or choice between these two fields they are not each individually
marked with an asterisk.

These are default Time Slip settings. However, this window (like many windows in Legal Files)
is customizable, which is discussed in another section.

4. Leave the three fields (Reference, User, and Date) that are auto-filled as is.
5. Leave the For field blank.
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This is used to designate this time entry is for a specific party in the File.
Use the lookup icon to select from the list of File Related People for this file.
6. Leave the Task and Activity fields blank.

These fields can be used to categorize a time entries. They can be used individually or in
conjunction with one another. By default they were designed based on ABA guidelines for
time entry. But, like other fields on Legal Files, they are customizable to suit the needs of your
office or organization. They are also used for filtering Time entry lookups and reports.

Use the lookup icon, to the right of either field, to select from the Task or Activity pick list.

7. The Rate Type field is used if you enter and track rates for time entries. Use the lookup
icon to select from the Time Rate

pick list.
) Add New Time Slip for File: Ima Learning

A Rate Type can be based eitherona &1 ¥

. 1. Chck lookup Rate Ty
File Rate or a User Rate. When you Reference:  [ima Learmng Bl 2 St  Roge Type b pick i
. . K User |Mirchaer, Randal 3. 3.0 4" 3 Enter in Bllable Units
use the lookup icon you will see a list or | .
. Dete: [m = Billable Units are multiphed agamnst
[

the Time Rate to calculate the $
Tash [ amount for this me entry
Actwity | [

of rates to choose from.

Adustment Amt (+ of -) wll add to or
If you enter a Rate Type then I = l E:':":” . 0y i et el i
whatever time is entered will be Acwalunts: o mecfs—  OngnalamefEIS0.00
. . . . Bilable Unts: 3“._- (2] f:_— Ammmmrs:r—cc__. Total Aet: |$149.00
multiplied against that rate. Selecting - us - —
a Rate Type will automatically B e 2R 15 a1 5°_Rm=Fi,_wimrsn_ph- 58,y =}
. |Lewel
populate the fields for Time Rate and ':_" :;-I-. __" R "" - =
Type. i-s:l — "t. f‘l’t lel.l". — :.‘\C. Ci)l

8. Leave Post as it is.

Post is used to make a time entry available for invoicing or for export to an external
time/billing/accounting package. Post must be checked in order to either invoice or export.

Post can also be used as a filter for searches and reports.

d NOTE: If there is a check mark already entered for Post then the “Auto Post Time Slip”
setting is turned on in System Configuration.
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9. Enter 45 in Actual Units Min: field. Actual Units is used to enter the actual time spent on
the activity.

NOTE: Actual time could be different than Billable time. If using Activity Timer to access

this window, this time is automatically filled in. But it can be overridden.

10. Original Amt is automatically calculated and populated by multiplying Billable Units
against Time Rate.
un. Enter1in the Billable Units Hour field.

Billable Units is used to track the billable time for the activity. The Billable Units time is
multiplied against the Time Rate amount, if any, to calculate the dollar amount entered into
the Original Amt and Total Amt fields.

NOTE: Billable time could be different than Actual time. If using Activity Timer to access

this window the time is automatically filled in. But it can be overridden.

12. Adjustment Amt is a dollar amount to adjust (increase or decrease) the calculated Total
Amt. You can enter either a positive or negative amount.

13. Total Amt is calculated by adding the Adjustment Amt to the Original Amt. This value
is used in report totals and is exported to external and billing and accounting packages.

14. Leave Funding Source and Billing Group blank.

Funding Source and Billing Group fields can be used to categorize time entries. They can be
used individually or in conjunction with one another. By default they were designed based on
ABA guidelines for Legal Services time entry. But, like other fields on Legal Files, they are
customizable to suit the needs of your office or organization.

They are also used for filtering Time entry lookups and reports.

Use the lookup icon, to the right of either field, to select a Funding Source (e.g. LCS Funding)
or Billing Group from its pick list.
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15. Leave Budgeted Hours blank. The amount shown here comes from the entry in the
Budgeted Hours field on the File Setup (i.e. File Detail) window of the file entered in the
Reference field on this time entry.

16. Enter in a Description for the Time entry.

17. Click Save & Close icon to save your entries and close the window

Viewing Time Slips
From the Advanced Time Slip Search window you can locate, view, modify, add and delete time
entries.

1. Open the Ima Learning file, click on the Time Slip icon under the Actions menu. The
Advanced Time Slip Search window is displayed.

My File: Ima Learning 2014-0207 B ) B | LogOff | Help | Praferences
2
i
Advanced Time Slip Search... L) Add wew (2 Records)
HAdES Date Sort: |EEEY v | Export | _Search |
Posted: [All [+ Search Field: [None vl
|
Usar: | / Search Field: |None [v]
[Transaction Data[ ] From: | &0 Theu: | i Search Field: |None |
~  Date Time Amount ‘Actual Time Billable Time Task Activity Reference User
S | 12/01/2014 9:50 AM $17.50 2 Hour 6 Minutes Document Production Ima Learning Kirchner, Randall J
9 | 12/01/2014 9:50 AM $17.50 4 Hour 6 Minutes Fact Investigation/Development Ima Learning Kirchner, Randall J
Actual Billable Bill
6 Hours 0 Minutes 12 Minutes $35.00

2. You can either use the scroll bar, on the right, to scroll to the bottom of the Advanced
Time Slip. Search list to find the time slip you last created. Or you can use the various
filters on the Advanced Time Slip Search window to locate it.

@;ﬁ NOTE: When you have scrolled to the bottom of the list a bar along the bottom of this view
tracks the total amounts for Actual and Billable hours and totals the billable amount.

e In the logged-on user view, these amounts apply to time entries for the user across one or
more files.

e In the file view, they apply to time entries for that file only.

3. Double-click on any time entry in the list to open its detail window. Make any changes if
you desire. For instance, you can Copy a Time Slip into the same file to record repeated
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effort in the same file, or to another file (by changing the Reference field) to record similar
efforts for different files.
4. Save & Close that window.

Creating a Time Slip from an Action Item

Whether tracking time automatically or manually, you can create time slips from an Action item's
detail window (all except Expenses). When creating a time slip from an Action item detail
window, Legal Files automatically enters as much data as possible from the Action item, but you
must log your own time.

1. From the Ima Learning file, click on the Phone Log hyperlink or icon under Actions
menu.

The Advanced Phone Log Search window is

displayed. v Add New PhonelLog for File: Ima Learning

». Click on Add New. We will create Phone =  £)tcse fes Weo© - Time ip — Webpage i
Log and then create a Time Slip from it. o HAdd New Time Sip for Hie: e Leaming

3. On the Phone Log Detail window type =3 BEHN O
something into the Description field “pate: | | [EEEERET]  fima Leaming
(e.g. Call from client). Also type - :K’Khmn b
something into the Message field (e.g. =2 :“f’*”"zm BN e W 3
Time Slip example). o | [RPUY - S

& = E—

4. Next click on the Time Slip icon, in ActualUnits: [0 Mind0 [¥]  Original Amif8282
the upper right hand corner of the Phone ::ﬁ':g”;":;e:ma‘“ afox | uals
Log window. The Add New Time Slip optiond % [ &
window is displayed w ot fom et

Notice Legal Files has automatically filled in as much data as it can from the existing phone
log, (Reference, User, Date and Description) but you will need to enter your time.

5. Follow the procedures outlined previously to finish creating the time slip.
6. Save the data entered in the Time Slip Update window.
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d NOTE: Time Slips created either manually or from automatically tracked time are both
displayed in the Advanced Time Search window the same. There is no distinction made between the
two methods of tracking time.

Using the File Activity Timer

) When the Use Web File Activity Timer field is set to Yes or Prompt in the Preferences
window, the File Activity Timer icon, which looks like a watch, displays in the upper right of the
interior window. The File Activity Timer records the time you spend in a file from when you open
the file display until when you close it. Using the File Activity window, you can view your file
activity time and create a time slip based on the total time spent in file(s) that has been
accumulated through that point in the day.

Alternately, you can create a time slip from an Action Items detail window (see description above)
regardless whether you track time automatically or manually.

For information about your Preferences settings, see “Establishing Preference Settings” on page 19.

Viewing File Activity

Use the File Activity Timer to automatically record the time you spend in a file. Click on the File
Activity Timer (watch) icon to display the File Activity window. This window lists the file activity
time for the specific logged-on user.

The File Activity Timer can track the time spent in multiple files, pausing and resuming as
different files are accessed and exited. The timer records and totals up the time spent in file(s) up
through that point in the day; the totals do not carry over into weekly or monthly totals.

Because we have been in and out of the Ima Learning file, let's view the time that has been tracked

on its file activity. U File Activty for Kirchner, Randall J. 1.D.
1. Click on the File Activity Timer R ——— R
icon above the title bar of the file e
- lra Learming 02042012 11:174) 02/04/2012 11:17:58 less thae 1 owate
disp]ay, i_l " Tots Teme For Pl [ Loarring hees than [ mirute.
[

The File Activity window is displayed.
The time is tracked by day, and displays
time for a particular date.

@ acte tmer for: Caron Engreerng/Kemper Group - T
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4.

To see time activity for a different date, click on the Calendar icon next to the date field,

and select a previous day's date.
Click on the Search button to find the records for that date. (Remember to click on the

Search button).

Return to today's date. Keep the File Activity window open to create a time slip.

Creating a Time Slip from the File Activity Timer

The process to create a time slip is the same regardless whether you track time automatically or

not. When tracking time automatically, however, a number of fields on the Add New Time Slip

window are automatically entered, including the Billable Units field, which is filled with the

amount of total file time for the date.

2.

3.

With the Activity Timer

window open click on the

Create Time Slip icon.
The Add New Time Slips
window is displayed.
a.  Notice the time
recorded for the

U File Activity for Kirchner, Randall J. J.D.

pate: /062012 e L Swarch]

Dady Tetak 38 mmtes (2 Records)

Carlson EngneengFeape Group

Total Tare For Fle Carbion Engnesrma/Fenpe: Giowp
Craats Tive Sip

ima Learang

- Total Tme For File [ma Leaming

Begin

02/06/2012 11:53:18

02/06/2012 11:17:43

End Time Ela pyed

02/05/2012 12:32:01 38 mnutes

38 rwutes
02/06/2012 11:17:58 lezz than 1 minute
lezs than 1 minute

file, in the Time Elapsed column is automatically entered in the Actual and Billable

Units fields, but you can change the amount as needed. Also the File name, user

and date fields are auto-filled.
Leave the auto-filled fields entered as is.
Fill in the other fields as needed.

As an example you could:

4.

Use the Task lookup to enter Discovery Document

Preparation.

Enter Case Review in the Activity field. Again,

remember to use the lookup icon to select your

activity from the pick list.
In the Time Rate field you can manually enter a
rate of $150.00 and leave the Type field at Hourly.

) Add New Time Slip for File: Carlson Engineering/Kemper Group

ol

L] b 1 bl 3 il 4
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d NOTE: You could use the Rate Type lookup and select a rate to use for this time. Rate types
are established by your system administrator.

7. Leave the Actual and Billing fields set as they are (i.e., 13 in the Billing Units field).

@ NOTE: Sometimes you cannot bill for all the time you spend in a file, but you still want to
record the full time devoted to the file. For that reason, Legal Files allows you to track both actual
and billable time.

8. Enter any information that will help you recall your billing activity in the Description
field.

9. Click on the Save button to close the Add New Time Slips window and return to the File
Activity window.

10. If you had been working in multiple files, you could select another file from the File
Activity window and create a time slip for that file.

d NOTE: If at a later point, in the same day, you use the Create Time Slip for this same file it
will include the above entered time along with any additional time spent in the file. In other words
the activity timer is keeping a running total of time for that file for that day and creates Time Slips
based on the total daily time.

Setting File Activity Timer to “Prompt”

You can configure Legal Files to remind you to enter a time slip every time you close a file, by
setting the Use Web File Activity Timer field to Prompt. For information about your Preferences
settings, see “Establishing Preference Settings”

on page 16. Message from webpage

A TimeKeeper Was Generated, Do You Want to Save this Infermation

With this setting, every time you close a file, &P cefore Closing the Window?
you will be asked if you would like to enter a

time Sllp [ oK ] Cancel l

1. Click OK to open a time slip window.
a.  The reference and amount of time the file was open will feed into the both the
Actual Units and the Billable Units fields.
b.  Enter in the other information you require.
c.  Click the Save & Close icon to close the time slip.
2. Click Cancel to bypass the time slip window.
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About Documents

Concept

Document Generation lets you automatically create a document within a file, using data from
Legal Files, Name Cards and system. These generated documents are based on templates, or
model documents, designed to pull in specific information. The template can be used to generate
documents in any file, but the document you generate from that template is unique to the file for
which it was generated.

Document templates use a combination of text and tokens. Tokens are like merge fields or
placeholders for data (e.g. Name, Address, Matter #) which will be inserted when the document is
generated. If there is no data in the field referenced by the token, the token will return a null
value (****). Although you can manually enter text in place of the null values, it is best to fill in
the fields of data on your files as complete as possible to ensure that Legal Files has data to place
in appropriate tokens.

Usually, at least one person in your office has been designated as Template Coordinator. This
person (or team of people) is responsible for designing the templates used in Document
Generation and for training users how to use the templates. This Introduction to Legal Files
training guide provides general information about generating documents from templates within
Legal Files. Specific information about designing, creating, and using document templates is
available in the Document Generation training session.

Chapter Lesson

In this lesson you will learn how to generate a document from a template, how to copy a
document within a file or from one file to another, how to copy a document into Legal Files, and
how to create a blank document.
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Managing Documents

Client Tools and Documents
In User Preferences, the Client Tools tab setting affects your how you can edit documents saved in
Legal Files. For details on how to set this control, see “Establishing Preference Settings” on page

19.

The options in Client Tools are:

e Don’t Prompt

e Prompt - Overwrite

e Prompt - Create a Copy

e Prompt - Create a New Version

If your preferences are set to Don’t Prompt, the only way to update the original document saved
in Legal Files, copy it, or version it are detailed in the following pages of this About Documents
section.

If, however, your preferences are set to any of the three other options, this section explains how
Client Tools affects Legal Files documents.

1. Click on the hyperlink name of the Initial Letter document in the Ima Learning file. The
document opens in Microsoft Word.

2. Make any edit to the document, then click the Legal Files Web tab in Word, and the
Save icon on the ribbon below the tabs. The Client Tools window appears.

3. The selected radio button is

r
Copy / Version Document - Sales Order

controlled by your User Preferences
. . . Would you like to copy or version this document?
settings. In the image at right, User

@ Overwrite Existing
Preferences were set to Prompt - oo G

Overwrite. Clicking the OK button Create 2 New Version

will now overwrite the original [0k [ Cancel

document.

You can also select either Create a Copy or Create a New Version as needed. This would
override your default setting and create a copy or a version of the original document.
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Using the Document Detail Window
For every document, a Document detail window also is generated. This window is available from
the Document Detail icon on the Advanced Documents Search list.

Use this window to manage your document. From the detail window, you can display the
document, lock the document to prevent it from being edited, place it on a mail log for tracking
purposes, make a note about the document, route it to other users, create a document copy, and
save another version of the document.

. 9 i - Document Detad - d - - i
1. Click on the - ot e e e P ;
| | Document for File: Ima Leaming
Document Detail icon  |@um o0 x 6 Q¢ @ =
. . * Raforence: [tma Learrng.
for the Initial Letter L s s T -
. . | Docusment No: rm'_"i.‘__‘i Versor: [E i Signed By [
listing of the Ima -
e il
Learning file. The | ol '
Document detail window | ™ 5] omwee A
Place On Mad Log Date Filed:
is displayed. s oot [
- OsteRecewed: [T
2. Click on the - e oS
Document icon next to | [
Options: Show On Summary ] Priory ltem
the Document Name e DT—
field to display the . s
Custorn Window Mame Field 1 Field 2 Field 3 Field 4
document' Windous: |h} matching data found for list!
3. Close the Word window | o |
* Indicates required fislds.

without making or
saving any changes to return to the Document detail window.
4. Complete these fields as needed:
a.  Use the Classification and Type fields to categorize the document in Legal Files.

Your administrator will let you IFeaasetred 51 Deta S [oamr 5o
know your office requirements for | = s onfiies Date Find - :
these fields. F taded Oute Raspend o [ =4
I~ Prvate Date Recowved: |
b.  Use the Status fields to help track e —

document-delivery information as
follows:
1) Select Mailed/Sent/Filed from the drop-down list to create a mail log for
the document and mark the document as Mailed/Sent/Filed.
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2) Notice the fields that are automatically filled in by default upon making
that selection. You can override any of these fields as needed.
3) Re-select Mailed/Sent/Filed from the drop-down list.
c¢.  Click on the Show Summary check box to include this document on any file
menu summary reports generated for this file.
5. Save & Close the Document detail window.
a. The Advanced Documents Search window is redisplayed.
6. Click on the Mail Log hyperlink or icon in the Actions section to display the Advanced
Mail Log Search window. Do you find the listing for your letter?

Create a Copy from the Document Detail Window

Use the Copy button on the Document detail window to create a copy of the document. Creating
another copy of the document, allows you to either make changes to one copy without affecting
the other and keep both copies in the same File or else change the File reference for the copied
document and 'move' it to another File. This is particularly useful when drafting documents for
review; you can easily create several copies of the same document, which then are edited
differently. Upon approval, just

delete the copy(s) you no longer i s s i
e ap———— . ]
need. To Copy a document: e e .
(HHN GO X € Q< B &
. * Raterence: [
1. Display the Document |- oot e i T8 [= X
Boamnent Hos 54 versn: [T SgnedBy: | F
detail window for the st e 2 Legal Files Webi© - Document Detail - Webpage Dialog
Initial Letter. . "= Copy Document for File: Tma Learning |
| stotus: B E —
2. Click on the Copy Ol
button Pmn: * Document Name:  [[rucial Leteer %
. Docmenc o g i [ :
3. New Document detail _ : =2
Ll | Cessfcaton:  [oamespondene e
window is now displayed. [ T Pcomft Word
Optiors: Show O

All the fields remain the

owecroness [ SO WA =] omesee [

same except the version o Sty siEs [ e
Weows: o matche Lo osteRespondey: [ |

number field now reads o 01 evte R

instead of 1. 5 O — o

* Indicates required fiekss

a.  You can change
the file named in the Reference field.

b.  You can change the Document Name. In this example we changed the document
name.

Make any changes you want or leave it as is.
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4. Click on the Save & Close button to close the detail window and return to the Advanced
Document Search window.

d NOTE: Notice there Advanced Document Search...

. 2] Y :lDa Cr

are now two copies of the - -
Status: |All v (] Priority Ttems Only
same document. =g P Mcreated by a1
Attachments on the original  [pst=vodfiec Tv] from:| R hou: =5
Document detail window, P e S ey Gy w e = oo
are included l'n the Copied | _] |0sj20/2016 L:35PM 09/20/2018 1 Initial Letter COPY .DOC |1ma Leaming
1 |0s/20/2016 1:06 PM 09/20/2016 | 1 Initial Letter .DoC Ima Leaming

document. _1 |08/20/2016 9:16 AM 09/20/2016 1 RE: [dentity issue while saving docs| .msg Ima Leaming

Create a Version from the Document Detail Window

Use the Version button on the - =
| | Document for File: Ima Learning

Document detail window to

BAEN Obee X G Qe B &
create a copy of the document, e
which then is saved with a g version Lo 14

different version number. x‘“‘“ e Ve [
Creating another version of the cef | New Document Version for File: Ima Learning
document, allows you to edit one |k I & Qe @@ &
version of the letter without Sof Refeerce:  fimaleaming
affecting the other. This is mxﬁ mm ipn)
particularly useful when drafting .. ‘:::m wa /
documents for review; you can Tipe: Piacsoft word y
easily create several versions of J ::m,: { s L
the same document, which then Mot WA = Desemt: [
are edited differently. Upon T Plce onaiLog e L
approval, just delete the versions - s - szm |[: —
you no longer need, if allowed. g Date Abancaned: [T
?roaau:d: Iiwonmn By:Krchner, Randall ] Date Modified: [03/31/2014 =

To use the Copy/Version =
Document Wizard:

1. Display the Document detail window for the Initial Letter.
2. Click on the Version button.
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3. A New Document detail window is now displayed. All the fields remain the same except
the Version number field now reads o instead of 1. Although you can change the
document name, it is better if you do not so that the two versions can be more easily
found together. Each document will have a distinct version number, making it easy to tell
the documents apart, despite the same name.

4. Make any changes you want or leave it as is.

5. Click on the Save button.

The Document detail window remains displayed. Notice the Version field now displays a
2.

6. Click on the Save & Close button to close the detail window and return to the Advanced
Document Search window.

¢ Notice you now have two versions of the same document. Attachments on the original
Document detail window, are included in the versioned document.

e Also the Document Detail icon, on the Advanced Search window -, has changed
slightly to indicate that this is a locked document.

My File: Ima Learning 2014-0207 &F ) & | LogOf| Help| Preferences
@
Advanced Document Search... L) Add New (3 Records)
= Date Sort: | Date Created ¥ ~ fypot  _Search |
Status: [all v] [ Priority Items Only Search Field: | Document Name| v | [Contains |~ ] |
| Creat v # [¥] Created By All Search Field: | None v
|Date Modified | v | From: | B Thru: v Search Field: |None v
Date Created Time Created Modified Ver Name Ext Reference Classification Type Created By
26/2016 1:34 PM 09/26/2016 | |2 Initial Letter .DoC Ima Leamning Correspondence Microsoft Word Kirchner, Randall J
ﬂi!oﬁzﬂlﬁ 1:06 PM 09/20/2016 I Initial Letter .DOC Ima Leamning Correspondence Microsoft Word Kirchner, Randall J
1 |U9/20/2016 9:16 AM 09/20{2016 1 Ima Learning Email Kirchner, Randall 1

Locking Documents
There are two ways to lock a document.

e Version it, as described above. When a document is versioned the existing copy/version
is automatically locked to prevent editing changes to be saved in that locked version.

@H NOTE: The lock accomplished via versioning is permanent. In other words, the locked
copy/version cannot be unlocked.
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e Lock it. On the document detail window, there is a check box to lock a document. Once
checked, that document is locked.

r
Copy / Version Document - Initial Letter

If a locked document is opened and changes are

. . This docu is . Wo e to copy or version it?
made, when the user attempts to save it, he will get ocumentsiocked Haddyeufeto ooy ervemnt
a message prompting to either Create a Copy or ® Creste s Copy

") Create a New Version

Create a New Version in order to save it.

ok J[ Cancel

Move the Document to Another File

Use the Move button on the Document detail window to transfer the document to another file in
Legal Files, which then is saved with a different document number, and with today’s date as the
Date Created and Date Modified. This is especially useful if a document has been inadvertently
saved to the incorrect file.

To use the Move Document

Wizard: " Document for File: Ima Learning
BEHN BgX C Q% 25 =
1. Display the Document . ... Win
. - * Document Nawe: | tter 10 Clert 2
detail window for the - ——
Letter to Client. B Cote r e e —
. Classd Document Version : rmi
2. Click on the Move ,,,m § s —
2y rdlE N . Coer ‘@ -
button. W
. Swned by Jorie— [aa Loarwng
3. New Document detail " Docurest Narse: [eter 1o Clert
. . [« [0 ~ ) Veruon r
window is now - ey |1
displayed. All the fields Chasficts |[
Type Murorall Wor e
remain the same T [ =
except the version Socuts | fowitn 1 '
o WA - Dwte Sent
number field now B plosi 0 10tos et [
reads o instead of 1. Satze ™ et Oste Rempand i =y
™ povete Owte Hacenee:
a.  You can change the ate Abendnat: [
file named in the Oute Creste:  [ERONINE oy Jichear, Randal 1 15 Omte Modfec AT

Reference field to - [ =-
move the document to another file.

b.  You can change the Document Name.
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Make any changes you want or leave it as is.

4. Click on the Save & Close button to close the detail window and return to the Advanced
Document Search window. The document is no longer listed in this file as it has been
moved to the new file. Attachments on the original Document detail window are included
in the moved document.

Importing Documents

Documents of any file type (Word, Excel, PDF, images, etc.) are most commonly
imported into Legal Files through the Drop Zone on a user’s computer or as an
Add-In to software programs (See Legal Files 9.2 - Drop Zone documentation for

more information). But documents can also be imported into Legal Files without
the use of the Drop Zone or Add-Ins.

1. From the Ima Learning file, click on Documents in Actions, and click the Add New
button in the tan bar.

2. The Document Detail window appears. In the Document Name field, type Document
imported without plug ins. Click the Save icon (not Save & Close).

3. To the right of the

' '] Document for File: Ima Learning
Document Name

AN EOhEs X

field is the Attach
. * Reference: I ;
Primary Document R
icon. Click and * Document Name:  [pocyment imported without plug ins X E
Document No: [kwaowzNEOD171M Version: [1

browse out to a
document on your
computer. Click OK when done.

4. Click Save & Close to complete the import. On the Document Selection window, the new
document’s name appears as a blue hyperlink, just like the document created through
Document Generation or documents imported through the plug ins.

Date Created Time Created Modified Ver  Name Ext Reference
_] |09/27/2016 1:37 PM 09/27/2016 1 Document imported without plug ins| .docx Ima Learning
_] |09/26/2016 1:34 PM 09/26/2016 2 Initial Letter .DOC Ima Learning
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Document Generation

Generating a Document from a Template

Document templates are model documents that use token placeholders to extract specific
information from a file, Name Card, or system. Although every document template is available to
every file, the document, once created from a selected template, is unique to the file in which it
was created. Document templates are created by your Legal Files administrators.

Documents are generated from the Doc Generation hyperlink or icon in the Actions section.
Although this hyperlink or icon is available from the My Day, My Files, and User views, you can
only generate documents when you are in the My Files view.

1. Open a file, such as Ima Learning
2. Click on the Doc Generation hyperlink or icon on the Actions menu. This will display the

Advanced Document Template )
{ér Document Generation: Initial Letter

FEE EBE

Search window or Template Tree

il B

view (depending on Preferences

Process Name:|Initial Letter for Ima Leaming

s

setting), listing the various

Work Flow Template: [P Check on Receipt led
document templates. EERE DS oo J ST
3. Use the search window to locate Group 0 Tokens -
. 0:Date -- System:[March 31, 2014
the Initial Letter template. 0:Type and Category ~ Fieinsurance Ltgaten
. 0:Company Client ID - FR Contact:|
4. Double click on that template o:Fde Defense No - Fie |

0:File Keyword - He:[

name or single-click on the

0:Contractor-Name:

Document icon in left column.

0:File Number Open — File:|10-0005

The Document Generation window
displays for Initial Letter.

The Document Data tab displays the
file-and system-specific tokens that
were defined on the template. In our
Initial Letter example, the
Document Data tab includes the
Date, File Name, a Company Name
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Card Contact, Defense Number, Keyword, a File Related Person's name, and the File number.

In this example, some of the token data are auto-filled (System Date & File Name & number).

Even so, you can override the auto-filled data by either typing a different value (text, date,

etc.) into any token field in the Document Generation window or by using the lookup icon to

locate and select different data, as needed.

5. Use the lookup icon to see the list of File Related People to select from. Notice how, after

selecting a file related person, the Name and Address data are both filled in.

6. Click on the Letter Info
tab.

The Letter Info tab contains
the token fields related to
letter, such as salutation and
letter recipient. Although all
templates will have a
Document Data tab, not all
templates will have a Letter
Info tab.

The Letter Info tab is only
available on templates that
use letter-tokens.

3% Document Generation: Initial Letter
HED SEE -

Process Name:{Initial Letter for Ima Learning
Work Flow Ternplahe:h?w Check on Receipt

Document Data Letter Info Group Navigation

O:Letter Redipient:

0:Letter Recipient Address:

O:Letter Redipient Salutation Suffix:

O:Letter Signature:[Randall ). Kirchner <BR>Attorney at Law

Choosing Token Values and Generating the Document

A token may not have retrieved data for any of three reasons: the data may be missing from the

source file or Name Card, the token may require a user entry, or more than one choice may be

available for the token.

1. Click on the magnifying glass icon corresponding to the Letter Recipient field.

The File Related Person/Name Card pick list is displayed.

a. Select Danner, Robert A. Mr. from the list.
b. Click on the OK button to close the pick list and enter Mr. Robert A. Danner in
the Letter Recipient field.
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d NOTE: Other tokens may be automatically populated by this one selection, if the tokens
correspond to related data.

Now that you have placed data in all the token fields on the Document Generation window,
you are ready to generate the document.

2. Click on the Submit button of the Document Generation window to close the window
and send the document to be “batch” processed. The generated document will be
automatically routed to your Heads Up Display.

3. Or click on Run to generate the letter “interactively”.

@ﬁ NOTE: When using Run it runs as an interactive process. Therefore it will allocate the use of
the Web window until processing is complete. If the document to be generated may take a long time
to process then it is advisable to use Submit to allow it to process without tying up your screen.

Displaying the Generated Document

Although a document can only be generated from a file, the generated document can be accessed
from the file view from which it was generated and from the view of the user who generated the
document.

1. Click on the Documents hyperlink or icon in the Actions section of the Ima Learning file

VIEW.
To open the Document Detail To open the document without first
window, click once on the white visiting the Document detail
papericon or twice in the row —not window, click once on the

on an icon or hyperlink. document hyperlink name.

Iesnlw ‘ i

— P

My Day

My Fies Advagiced Docu — |
Users ) |5 Dote
Name Cards

v Priority Items Only

Calendars l \

ToDo's T ==

EMad [oatdroanied ] rom: | o Toeu: [

Phone Log

Mad Log : 3 ohed hed

1 |05/20/2016 1:06 PM 09/20/2016

] |09/20/2016 9:16 AM 09/20/2016
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@5 NOTE: If you chose “Classification View” as a User Preference for File Document View,
your documents are grouped by Classification and Type. For now, click the Search View link above
the folders to see a display similar to the image above. For information about your Preferences

settings, see “Establishing Preference Settings” on page 19.

Do you see your document listed?

2. Click on the Initial Letter hyperlink to view your generated document.
’%‘ H2- 083 * Mo 1o Cliers vi - Mg Lo gad Pubes D00y want [ ome il By WacSe] - Ncro 107 Wl 3. At the

Home Tnsent Page Lyout Reference; Mgy Raview  View Cewioper Adadn Amobat

prompt, click Open

e TowiNewtoman -2 - (K NS E B t ! As ce .
CalP PN 3 o :r. Arj = :!- .::::l:-l - A.‘.lf?( |ﬁ‘::. to display the Word
_Cvows = porn E— Prsgrazn 3 ! document.

- - EOENEEEX < R N T — ___,____,,___H,; 4. The
generated document
displays as a Word

Fb §2012 920AM document. Notice the
M Robat Disnt data supplied from
Adera  IL61SO} the Document

—— Generation window

is filled in. Because it

Dear Mr. Danner, now is a Word

We are writing in regard to the matter of [ma Leaming document YOll can
)
edit it as

you would any other

Please comtact out office at your earfiest convenience

document.

5. Close the
Word document.

6. Click Save to

N MARAN | avaga M S

Legal Files Web to save any changes made.
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About Reports

Concept

Legal Files offers several key reports from the Report section on the left-side column of the Legal
Files window that are available to all Legal Files users. Additionally, Legal Files can accommodate
Crystal Reports, allowing your office to create and run custom reports that are specific to your
needs.

@% NOTE: Click on the Reports heading in the lower-left column to display the list of the
following standard reports:

e Crystal Reports allow you to generate Crystal reports within Legal Files. Crystal reports
will only be available in this module if Legal Files provided you with reports especially
suited to your needs or if your office has written custom Crystal reports.

e Report Status reports on the status of reports run and documents generated based on
selected criteria.

e Custom Window Query allows you to report key data elements on the File Detail screen
in conjunction with your custom windows.

e File Query allows you to report key data elements on the File detail window. Keep in
mind that these fields may have been relabeled by your system administrator.

e Name Card Query allows you to report on key data elements on the Name Card.

¢ Expense Query allows you to report on key data elements for expenses.

e Time Query allows you to report on key data elements from Time Slips.

e Calendar Query allows you to report on key data elements on Calendars.

e Mgmt Dashboard

Chapter Lesson

This chapter explains the highlights of generating the Report Status, Custom Window Query, File
Query, and Name Card Query reports. Please take some time to experiment with these reports.
Preview all of your reports for now, rather than sending them to a printer.
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Using Legal Files Reports
The ability for each user to generate the Legal Files reports is determined by your
system administrator.

Generated reports can be printed or saved as HTML documents. They can be attached to action items
and routed to other users as needed.

1. Click on the Reports heading in the lower-left column of the Legal Files lzgal@
window to display the list of reports. '

My Day
About Crystal Reports ::;B
Select the Crystal Reports hyperlink to view and/or generate Crystal Reports. Name Cards

Crystal reports will only be available if Legal Files provided you with reports Reports

. . . . Crystal Reports
especially suited to your needs or if your office has written custom Crystal Report Status
reports.

p Calendar Query
. . . . . Custom Window Query
1. If available, use the search criteria to display your crystal reports list. Eligibility Query
Expense Query
This example shows the reports available for the Crystal category. file Sy
Name Card Query
Advanced Crystal Reports Search... | ThRe Qucey
AEEE Al -
Repor e R = i =2 File Activity
(] +MostRecenty sed Reports Cistom Raports Mgmt Dashboard
Expense Reports
General Activity Reports
General Matter/File Reports
General Query Reports
- Category Report Name
[ [Chert Reports Budget/Expenses by Cost Center-Bar
[ |chart Reports Cases-Matters by Cost Center
3 |Chart Reports Cases-Matters by Location
3 |Chart Reports Cases-Matters by Type
B = e
B3 |chart Reports File Manager One (Fie Chart) "
5 [Chart Reports Open Files Bar Chart Wizards
Chart Reports User Case Assignment Report (FM-Pie)

2. Click on the 53 Crystal Report Detail icon, in left-most column, for the report you want to
generate.

The report criteria window is displayed.

3. Enter the criteria for your report.
4. Click on the Submit button to send the report to batch generate. The report will be
automatically routed to your Heads Up Display.
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{3 Eligibility Basic Tabular Report V5 - Report Criteria

5. Go to the Report Status window to  wa 1 @« -
view the status of your generated e e
report. Fie Famat. [FOF -

6. Or click on Run to process the

“ see

report immediately.

Locaton

@ NOTE: When using Run be careful Advocate Assanes

if this is a report that could take a long time j
=
2

Case Type

to generate. Using Run is interactive with

your screen display and a “processing” Case arter: |

LSC Prabiem Cede: l -

window will remain open until the report is

Completed- * Indeates requeed Fields —Bun | (Gubmit | Cancel)

About Report Status
Select the Report Status hyperlink to view the status of generated = reports and % documents.

The Report Status window applies to any Crystal Report or Document Generated, but not to the
standard Query reports (Custom Window, File, Name Card, Expense, Time or Calendar).

1. Specify search criterion for the following fields, as necessary:

e Status. Select All, Complete, Errors, or Pending from the drop-down list.

e Type. Select All, Doc Generation, or Crystal Reports from the drop-down list.

e Destination. Select All, Heads-Up, Email, E-File, File, or None.

e Frequency Type. Select All, Years, Months, Weeks, Days, Hours, or Minutes.

e Last Run. Use the Calendar icon to select the date the report was run.

e User. Use the magnifying glass icon to select the user who ran the report.

e Search Field. Select None, Report Name, or Message in either of the Search field's drop-
down lists.

2. Click on the (3 Crystal Report Status Detail icon or the ¥ Document Generation
Report Status Detail icon to view the corresponding report status detail windows.
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About the File Query Report

Use the File Query report to select report criteria from the File detail window. In addition to the
detail window fields, you can choose whether to include additional information about file history,
file facts or file related people. You also can choose whether to generate the report in standard or

tabular form.

1. From the Reports section, click on the File Query hyperlink. The File Query Report
window is displayed.

2. Use the various fields to filter " fie query report P s o TTNN + St Tom: Tl <
the report criteria as i R— p—
necessary. e i ) s

3. Select Assigned Users, File i u N
Facts or File History from o s
the Include Extra Info drop- e
down list at the top of the — e
window to include this data e )
in your report. e comn o — L "

4. Selecta Report Type field of | v = - R
either Standard or Tabular. - r
Tabular will generate the bkt '
report in column format. iz ——

5. Click on the Submit button P B L

to run the report based on
your selected criteria.

You must choose at least ONE criterion or filter to run the File Query Report.

@* NOTE: Keep in mind that these fields may have been relabeled (customized for your office /
organizations use) by your system administrator.
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File Query Report ernt save
File Query Report

Run Time: 09/12/2016 4:45 PM
Run For: Kirchner, Randall J
Records: 180

TFile Name Menu Type Open File No Ext Status Menu Date Days Date Type/C
Sliem] Matter Type Open Open Closed

Abbott Labs - Twitch Monitor MGH Contract 12-001 Open Legal  09/12/2012 1451 Employr
ABC School District Initial Investigation CL-2002-01200 123 Open Legal  08/04/1938 6614 AA-Boar
ABC Utility-Rate Increase Admin Hearings-OAH TAR-10-00004 Open Legal  08/20/2010 2215 Tariff
Abrams Property Management (Real Estate Matter) RE Contract Transaction RE-2007-00222 2324-97 Open Legal  10/20/2007 3250 Contract
Abrams, Tara Initial Investigation LABO0002 CcY123 Open Legal 06/23/2008 3003 Investig
Abrams, Tara (COPY) Initial Investigation PREINV-05-00008 CY123 Open Legal 06/23/2008 3003 Investig:
Ahrams. Thamas General Tnvestination File INV-11-0015 Onen lenal  N2/21/2011 2030 Tnvestios

6. To print your report:

a. Click the Export to Excel icon at the top of the first column . This exports the
list of users to Excel, where you can format, sort and print the data.

Or, alternatively:

b. You can either Print or Save that HTML document. If saved it could then be
imported into an Excel spreadsheet.

About Custom Window Query

Custom Windows are one of the most popular and important features in Legal Files. Your office
may use many Custom Windows to track a variety of file information (like contract amendments,
court/litigation, leases, trademark filings, etc.).

Click on the Custom Window Query hyperlink to select report criteria in conjunction with the
custom window fields.

Upon selecting the Custom Window Query hyperlink, you will be prompted to select a
Template Type and a Template name. These correspond to:

e  Whether the Custom Window is for a File, Name Card or any of the other types of Custom
Windows that can be created in Legal Files.

e And then the name of the specific Custom Window that you will want to report results
from.
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Once you've selected the appropriate custom window template, you can select the criteria you
want your report to be based off of. These report criteria pertain to the fields on the Custom
Window plus some fields off the window for the type. For instance:

e Ifthe Custom Window Type is File then fields from the File Detail window (e.g. File Type,
File Status, Type Category 1, Type Category 2, Type Category 3, Location, Cost Center,
Admin Value, Status, Date Opened and Date Closed) are available to select from.

e Ifthe Custom Window Type if Name Card then fields from the Name Card Detail window
(e.g. Name, Date of Birth, SSN, Alias, Client Ref/ID) are available to select from.

d NOTE: Keep in mind that these fields may have been relabeled (customized for your office /
organizations use) by your system administrator.

From the Custom Window Query Report view, select the search criterion as follows:

e Use the Template Type drop-down list to select the type of custom window template you
want to report on. This selection determines the Template field choices.

e C(lick on the Template field’s magnifying glass icon to select the custom window template
from the pick list, and then click on OK to enter that field and display the Custom
Window Query Report fields for that template.

The following example shows some of the fields for the Additional Company Information
custom window file template.

Custom Window Query Report..
~la 7 Tatuide B
Tempiate Type Fie -
Tewgise. [Addnond Company famatin

i : e~ Template Type )Fie -

Twpe Kategory 3

Tyoeatecary 3

A A B A A v e e e e S S S A S S v 4

Tempiate: Calendar

Document

File Related People
{Mail Log

Phone Log

Time & Expense
To-Do

|Name Card
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Al Include Controb Search Fickd
e 2o I Begrs v
Accounirg [ egre
Eate of Frst Contact Poec[ 11“”' | 2'
Pt Froe: | Thru
Cecedl From: | Thru:
= =

AT A A A A A A i A A A A A A i A i v

1. Tabular Report check box should be selected by default. This will generate the report in
columns.

2. Click on the desired left-hand checkbox items to select which File, Name Card or Custom
Window data fields to display or the report, or click on All on the area of the window to
display all fields pertaining to Custom Window data.

3. Click on the Submit button to generate the report based on your selected criteria.

Custom Window Query Report rint save
Custom Window Query Report

Run Time: 09/12/2016 4:42 PM
Run For: Kirchner, Randall J
Count: 6

Custom Windows: 6

- Open Custom 1 May w
e Mame File No. Window Name g al
Campbell, Michael || 12-R0005 TX Intake IABC Studio Yes
Hack, Gordon vs 2008-00004 (|TX Intake Campus ABC- Yes
SUNY Midwest Division
North, John 2012-FA- Intake-AZ Yes

0019

d NOTE: Notice how the report contains some data from the File Detail window (File Name,
File #) and also data entered into the Additional Company Information Custom Window for those

files.

4. To print your report:

a. Click the Export to Excel icon at the top of the first column E . This exports the
list of users to Excel, where you can format, sort and print the data. This icon
appears on many Legal Files reports.
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Or, alternatively:

b. You can either Print or Save that HTML document. If saved it could then be
imported into an Excel spreadsheet.

About the Name Card Query Report

Use the Name Card Query report to select report criteria from the Name Card detail window.

Besides the detail window fields, you can choose to include information about Involvement Info.

You also can choose whether to generate the report in standard or tabular form.

1. From the Reports section, click on the Name Card Query hyperlink.

The Name Card Query Report window is displayed.

2. Use the various fields to
filter the report criteria as
necessary.

3. Check the Include
Involvements Info check
box at the top of the
window to include files
the Name Card is involved
with in your report.

4. Change the Report Type
field from Standard to
Tabular if you want the
report to display in
column format.

2 Legal Files Web® - Name Card Query Report - Webpage Dialog

—

%1 Name Card Query Report Inckud Involvement Infor [ | Report Type: [Tabudar [~
Name Card Field Search Field
First Name: [ Bagins | v
Middle Initial: | [Begins [v]
Last Name: I Begrs |~
Nickname: I [Begins ]
o | =4 e il
Full Data v] Month: Vv Dey: Vv Year: \-Vedcr.lav:l v
Title: I 5
Company: I [Begins o]
Company Name: I [Begins ]
Location: I
Category:
|
Status: Al ~]
Type: ] )
Ref 1D I |Begins |v]
Phone Number: I [Begins [~]
Submit ] _Close

5. Click on the Submit button to run the report based on your selected criteria.

You must choose at least ONE criterion or filter to run the Name Card Query Report.
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Name Card Query Report - Tabular punt save
Name Card Query Report

Run Time: 09/12/2016 4:47 PM
Run For: Kirchner, Randall J
Name Cards: 419

] Name Type  DateofBirth  Company  RefID |Address
3M Company ‘Company ab
Sth Judicial District of the State of Idaho I ‘Company Do Not use
7th Federal Circuit Court (4th District) Company 101 North Capitol, Springfield, IL 62701
A & B Irrigation District Company
AAA Child Care Center ‘Company 112233 [1234 Main Street, Suite 2100, Denver, CO 80210
Abbott Laboratories, Inc. Company 123 Main St, Augusta, ME 04330
ABC Airlines, LLC Company 1818 East McKinley Ave,, P.O. Box 66, Springfield, IL 62701

Y ra—— FAAA Vlabammmn Padecime: Faeafald T FATAS

The report is generated in Tabular format by default.

6. To print your report:

a. Click the Export to Excel icon at the top of the first column Er This exports the
list of users to Excel, where you can format, sort and print the data.

Or, alternatively:

b. You can either Print or Save that HTML document. If saved it could then be
imported into an Excel spreadsheet.
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Using Short Cuts, Utilities and Wizards

Concept

The Short Cuts menu provides a quick and easy way to access web sites from within Legal Files.
Your system administrator can define web site short cuts. Depending on your office policies, you
also can create your own web site short cuts.

The Utilities menu displays hyperlinks to add-on features of Legal Files. The available utilities will
vary according to office needs, but by default, all Legal Files users have access to the Batch Doc
Generation utility.

Use Batch Doc Generation to select one or more files and/or document templates for batch
processing. For each batch processing request, you can schedule when to batch process the
selected items, whom to notify, and where to send the batch processed items (i.e., Heads Up,
Email, or the printer).

Chapter Lesson
In this lesson you will learn how to use and create web site short cuts, and the basic operation of
utilities and wizards.
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About Short Cuts

Use ShortCuts to save your favorite web sites for easy access inside Legal Files. Just click on an
existing hyperlink inside the ShortCuts column to display the web site in a new Internet Explorer
window, leaving your Legal Files window still available. Your system administrator can create web
site short cuts to ensure that all Legal Files users have access to specific web sites, such as the
company web site. Additionally, depending on office policy, users can create short cuts to their

favorite web sites.

Creating a Web Site Short Cut

1. Click on the ShortCuts heading (1) in the left-side menu column. lzgalw' ; ‘
This displays the ShortCuts menu and any shortcuts that have already

been added. My Day
My Files
2. Click on the ShortCuts menu heading (2). Users
This will display the Add New Short Cuts window. Name Carck
hortCuts
=) Add a new Shortcut for: RANDALL \Vf-fleserv
B Ebay
B W 0 Excel
Fox News
"Name:|Iy Fesenrch Ste 5] |
URL: fwrm. myresearch. conl GOOG;:JE
* Inducates requrred felds. Westaw
0 Yahoo!

3. Use the two fields to enter the web site address (i.e. the URL) and a
descriptive name for the web site that will appear in your ShortCuts

menu.

Displaying a Web Site Short Cut
1. Open the ShortCuts menu.

2. Click on the hyperlink of the web site you want to display.

3. The web page displays in a new Internet Explorer window, separate from the window in
which Legal Files is displayed.

4. Close the web window when finished.

174 INTRODUCTION TO LEGAL FILES Copyright © 2016 Legal Files Software, Inc.



.ll;;,’ Legal Files
I;Zgal . Training Guide

Managing what matters to you. Using Short Cuts, Utilities and Wizards

d NOTE: Some Shortcuts have a Delete icon beside them and some

don't. Those with a delete icon @are user-added Shortcuts and can be

Batch Doc Generation

deleted. Those without the icon are System Shortcuts and can only be ‘
Batch Time Entry

maintained through the Legal Files Desktop maintenance program. Expense Quick Add

About Utilities Mailing List Mgmt

Merge Name Card
The Utilities menu displays add-on features supplemental to Legal Files. S

Your system administrator determines which utilities you can access. Document Templates
Report Management

The function and descriptions of how to manage each Utility can be found
Wizard Trigger Tpls

when you click on the Help hyperlink in your Legal Files application. Work Flow Wizard Tpls

About Wizards

The Wizards menu displays additional Legal Files functions. Your system administrator
determines which utilities you can access. This manual explains the functions of Legal Files
Wizards; for more information on using Wizards, click on the Help

hyperlink in your Legal Files application. émﬂ..ct Check

Doc Text Searching
Conflict Check Eligibility
Use Conflict Check to determine whether an entity (person or company) File Copy
has been involved in a file, either open or closed, which will quickly Open File
determine if there might be a conflict of interest.

File Related

. o e . L. User Assignment
The Conflict Check is similar to the Name Card Involvements tab in its

goal to determine file conflict, but unlike the Involvements tab, the :U:: S:e f;ocl .
. ulti File Mail Log
Conflict Check can: Multi File Note

Recurring Calendar

To-Do
e Be configured to search your site or, for users of Legal Files Work Flow

e Search for conflicts on multiple people at once.

Enterprise, search every site.

e Specify search criteria based on a variety of different Name Card data, including Email
address.

e Allow for a variety of search methods (Exact, Contains, Sounds Like, and Begins With
Match), helping to ensure that a name is not missed because the person used a middle
initial in the first name card and you are searching for it without a middle initial, or maybe
the name card was entered as Obrien instead of as O'Brien.
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Doc Text Searching
Use Doc Text Searching to search the content of documents saved to Legal Files in one or
multiple files. This function is useful if searching for all references to specific terms or concepts.

The content of two types of documents will be found by this feature: Microsoft Word documents

and OCR’d (Optical Character Recognition) PDF documents. Doc Text Searching does not search
values captured on a Document Detail window (i.e., Document Name, Classification, Type, etc.);

it searches the content of the actual documents themselves.

File Copy

Use File Copy to create a new file from an existing file. The file setup, file related people data, and
various windows of the selected file are copied to a new file; Action items are not copied. The File
Copy Wizard allows you to specify changes as needed without affecting the source file. The File
Copy Wizard also lets you relate the copied file to the source file from which it was copied.

Open File
Use Open File to automatically walk through the file opening process. Information regarding the
Open File Wizard is found in “Creating a File” on page 41, as well as through the Help hyperlink in

your Legal Files application.

File Related
Use File Related to:

e Add a File Related Person to one or more selected files at the same time, or
e Replace one File Related Person with another on one or more selected files at the same
time.

The File Related Person is selected from the Name Card Chooser window, which allows you to
pick from active and inactive name cards.

User Assignment
Use User Assignment to

e Add a user or team of users to one or more files at the same time,
e Grant a user or team access to one or more files at the same time, or

e Replace a user with another on one or more files at the same time.
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The user or team is selected from the Pick Users window, which allows you to pick from active

and inactive users.

Multi File Doc / Mail Log / Note
Use Multi File Doc, Multi File Mail Log or Multi File Note to import a document, create a mail
log, or create a note and apply it to multiple files at the same time.

Recurring Calendar
Use Recurring Calendar to schedule recurring appointments:

e For one or more users,

e Related to a single file or no file at all,

e With recurring features, including daily, weekly, monthly, or yearly occurrences, specific
days on which it is to recur, the number of occurrences or on what date it is to end.
Additionally, you can set an appointment to recur on the dates and intervals you choose.

To Do
Use To Do to schedule tasks for:

e One or more users,
e Across one or more files,
e  With optional recurring features (i.e., daily, weekly, etc.)

Work Flow

Use Work Flow to automatically create To-Dos and/or Calendars and assign them to users based
on the role they are given in the file. The Work Flow Wizard uses a template, which you create,
that contains the To-Dos and/or Calendars that will be assigned, thus standardizing the process
and ensuring nothing is forgotten. Your Legal Files administrators can create Work Flow Wizards.
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