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Introduction to Front Office

PCLaw Front Office is a dynamic suite of modules and tools
designed to enhance the organizing ability of the law firm.

Front Office begins with the managing of the firm’s contacts.
Contacts are far reaching in PCLaw, touching every matter, client,
document, and message. Clients and vendors are contacts, and
contacts can be much more.

The Calendar best tracks the demands on time for each timekeeper
and evaluates the results against a daily goal.

Document Manager organizes electronic documentation, e-mails,
precedent templates, and saved research.

Phone Call Manager and Message Manger tracks both external and
internal communications.

Finally, Safe Custody Manager is an all encompassing method for
managing physical items in the firm’s possession.

PCLaw Front Office is the best selling Front Office software for firms
with one to five timekeepers.

Objectives:
Upon completion of this lesson you will be able to:
+ Manage contacts
« Track time using the Calendar
« Manage both internal and external messaging

* Manage electronic documentation and physical property.
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Front Office Settings

PCLaw Front Office contains tools such as Calendar, Phone Call
Manager, Message Manager, and Document Manager. This topic
details the settings for enabling and configuring these modules prior
to using any Front Office module. You will also learn how to use
codes for the Calendar and Documents Manager, as well use the
dedicated tabs in System Settings and Workstation Settings for
Front Office. Codes for Safe Custody Manager are described in a
later topic.

Outlook Tab of Connection Settings

Options > Connection Settings > Outlook Tab

Use the Outlook Tab to define information exchange between
PCLaw and Microsoft Outlook. This tab enables the exchange of
appointments and contacts, and the tracking of e-mail between
these two programs.

In order to exchange information between the PCLaw Calendar and
Microsoft Outlook, you must go to the “Connection Settings Tab” and
check “Use This Set of Books When Connecting to Other
Programs.”

Connection Settings | 2 iz-]

Connection Settings | Outlook | Intemet Explarer

Calendar
| Enable Connection for Appointments

Contacts
/| Enable Connection for Contacts
Exchange All Contacts
@ Exchange Contacts Associated with Selected Lawyer
Exchange Contacts with Mo Assigned Lawyer
Exchange Contacts Only on "Sync Now’ in the Connection Manager.
E-mail
| Enable Connection for E-mail Tracking and Timer
Record Sent tems by default
@ Ask to Record Sent tems
Mever Record Sent tems by default

Start Outlook Connection Manager when Windows is Launched
V| Use Extended Cutlook Features

Exchange Information for Lawyer:
{set during first exchange)

[ ok ][ cancel |[ Heb

Outlook tab of Connection Settings

What You Should Know:

Enable Connection for Appointments
» Select to exchange appointments between PCLaw and Microsoft
Outlook.
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Exchange All Contacts
» Select to exchange all contacts between PCLaw and Microsoft
Outlook.

Enable Connection for E-mail Tracking and Time
» Select to record time spent processing e-mails.
+ Saves e-mails to PCLaw.

Record Sent Items by Default

* Automatically records outgoing e-mail to PCLaw.

*  When an e-mail is sent, an Add PCLaw Document window
opens immediately.

Ask to Record Sent Items

» Select to have PCLaw prompt you prior to saving an outgoing e-
mail.

+ Atthe time that the prompt appears, the e-mail has already been
sent.

» Clicking Yes or No on the Save e-mail to PCLaw prompt has no
bearing on the delivery of the e-mail.

Never Record Sent Items by Default if chosen, no e-mails are

recorded in PCLaw.

* The e-mail is saved in Microsoft Outlook, and can be saved in
PCLaw at a later date.

Use Extended Outlook Features

* Allow PCLaw access to Microsoft Outlook without Outlook
prompting you for permission.

« For convenience, this option should always be checked.

Exchange Information for Lawyer

» Displays the default assigned lawyer for this workstation.

+ The lawyer is assigned when Connection Manager is enabled for
the first time. PCLaw prompts you to select a lawyer when
closing the Connection Manager window.
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Front Office Tab of System Settings

Options > System Settings > Front Office Tab

Use the Front Office Tab to enable the Calendar, Phone Call
Manager, Document Manager, and Safe Custody Manager.
Additional Document Manager destinations are set on this tab.

System Settings l 2 iz-]
Firm Cther Data Entry Banking Tax Matter Billing

Past Due/Interest Memorized Transactions | Check Pattem Front Office Research

| Use Calendar
| Use Phone Calls
| Use Safe Custody Manager

Document Management Settings

| Use Document Manager

Save Documents to Subfolders Based on Document Type

Matters/Clients
Default Letter Document Browse...
Default Fax Document Browse...

Contacts
Default Letter Document Browse...
Default Fax Document Browse...
Document Path CADATANPCLawDocs

Legacy Document Path Browse

[ ok ][ cancel |[ Heb

Front Office Tab of System Settings

What You Should Know:

Save Documents to Subfolders based on Document Type

» Click the check box to enable the creation of document
subfolders based on document types selected when saving a
document.
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Default Letter/Fax Document

» The file name of the sample letter provided with PCLaw is
displayed.

* A new document based on this precedent will be initiated when
Letter/Fax is selected from the Quick Docs button within Matter
Manager or Contact Manager.

« A fax document is also available when clicking a Fax button on
one of the Address tabs in Client, Matter, or Contact Manger.

* Use This Set of Books when Connecting with Other Programs
and Enable Connection with Microsoft Word must be checked for
Quick Docs to be available on the toolbar of any Manager.

* Use Phone Calls must be checked on the Front Office Tab for
any of the phone buttons to be available on any Address Tab.

Document Path

» Enter path name of the folder in which documents will be saved
by Document Manager.

» Subfolders for each client and each matter will be automatically
created under this designated Document Path when saved by
Document Manager.

Legacy Document Path
* Enter the path name of the folder in which your old or Legacy
word processing documents are stored.
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Calendar Tab of Workstation Settings

Options > Workstation Settings > Calendar Tab

Use the Calendar Tab to personalize the Calendar for your
workstation, including setting the default timekeepers, prompts
when launching PCLaw, and reminders. Also included on this tab
are options for customizing the Phone Call Manager.

Workstation Settings l 2 iz-]
Data Entry | Calendar | Other | Color | Documents | Ressarch
Calendar
Create Calendar tems for... | Appt Display
View Calendar temsfor... | Lawyer.. -RSB: LAW
Options
| Prompt to Reset Cument Lawyer 15 Minute Intervals on Daily View
Show Uncompleted Reminders Show Calendar on Startup
| Pop Up Details V| Include Holidays
| Prompt for Print Options | Prompt for Completion Date
Refresh Calendar Every 2 Minute(s) Fort MS Sans Serf -
Reminders
Display Motification |0 minutes before Appointment
Sound Alert Browse
Display Reminders at Startup When saving time from Calendar/Call Ertries
On Due Date nclude Notes @ Review
Urtil Completed Delay Post
@ MNever Post
Phone Calls/Messages
Create Phone Call Messages For
User... MY
| Search for Unread Messages on Startup Start Timer on New Call
Refresh Automatically Every |0 Minute(s)
Time Tab Defaults
[ ok ][ cancel |[ Heb

Calendar Tab of Workstation Settings

What You Should Know:

Calendar

Create Calendar ltems

» This choice is the default timekeeper for the calendar entries
when this user enters a calendar item.

View calendar items

» Shows only this timekeeper’s appointments (by default) on the

calendar.

« Shows all appointments, if left blank.

Show uncompleted reminders

« Exhibits all uncompleted reminders in the reminder section of the
calendar, until they are marked as completed.
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Prompt for Print Options
» Displays the Appointment Schedule Selection window when you
click the Print button in the Calendar.

Include Holidays

» Allows you to include statutory holidays for your country on the
Calendar.

» First import holidays in the Holiday Pop Up Help window on the
Options > Lists pull-down menu.

+ Refer to “Holidays” on page 14 for more information.

Prompt for Completion Date
+ PCLaw prompts you to enter a completion date, after checking a
“To Do” as complete.

Display Reminders at Startup
» Controls the appointment reminders report to appear on startup
of PCLaw.

When saving time from Calendar Entries
+ Allows you to select whether to review entries, delay post, or
post when attaching appointments to time entries.

Phone Calls/Messages

Create Phone Call Messages For
» Controls who the default user to whom messages are sent.

Search for Unread Messages on Startup
« Allows you to check for unread phone messages when you
launch PCLaw.

Start Timer on New Call
« Enables you to automatically start the timer when you create a
new phone call.
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Time Tab Defaults
Options > Workstation Settings > Calendar Tab

The Time Tab defaults determine what actions PCLaw takes when
the user clicks a square on the Time tab of the Calendar. These
options can be set from within the Time tab, when PCLaw prompts
the user for an action and allows the choice to be saved as the
default. Once the default is set, the prompt no longer appears.

The Time Tab Default Options window is a portal through which
these selections can subsequently be changed.

Time Tab Default Options LX)

Select the action that occurs when clicking each
type of day on the Time tab.

Blank Days  (pen Time Shest -
RedDavs  Open Time Entry Advisar -

Green Days

Cancel

Time Tab Default Options window

Different defaults can be assigned by type of day on the Time tab.
Blank days are future days on the calendar. Red days indicate the
timekeeper’s targeted hours have not been met for the day. Green
days indicate the goal has been met.

The options for each type of day are Open to Time Sheet, Open
Time Entry Advisor, or Ask me every time.
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Documents Tab of Workstation Settings

Options > Workstation Settings > Documents Tab

Use the Documents Tab to control the PCLaw toolbar, indexing
options, and how precedents are handled in the directory structure.

Workstation Settings l 2 iz-]

Data Entry | Calendar | Other | Color | Documents | Ressarch

Always update PCLaw®fields in MS Word Documents on Open
| Automatically Run Indexer on This Worlkstation
At Windows Startup
@ At PClaw Startup
Ask to Run at Startup if Stopped
Indexing Application

MODE: Application ~ STATUS: Running
Running on: LNGTORD-027483

Stop

Document Manager

/| Display Precedents in all subfolders

[ ok ][ cancel |[ Heb

Documents Tab of Workstation Settings

What You Should Know:

Always Update PCLaw Fields in MS Word Documents on Open
Deselected by default, maintains the document in its original
state, if the PCLaw coded information is contained in the saved
copy.

» If selected, this option will always update the PCLaw populated
fields with new information when a document is opened for
viewing.

Indexer Settings
» Enables the preferences for running the Document Indexer on

this workstation.

Automatically Run Indexer on This Station
+ Enables this setting on only one station running PCLaw.

10
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At Windows Startup/PCLaw Startup/Machine Startup

» Depending on the Selection, the indexer will start up either when
Windows starts, PCLaw starts, or when the computer is turned
on.

Ask to Run at Startup if Stopped
* Prompts the user to start Indexer, if stopped during previous
session.

Indexing Application
* Reports the status of the Indexer and identifies the name of the
computer where the Indexer is enabled.

Start/Stop/Pause Buttons
* Indexer controls for the computer.

Display Precedents in all subfolders
+ PCLaw displays precedents in document subfolders rather than
just the root folder.

Appointment Codes

Options > Lists > Appointment Codes

Appointment Codes are used with the PCLaw Calendaring to
categorize the type of appointment. For example, if a staff member
is going to the courthouse to pay for filing fees, a filing fee code may
be associated with this calendar entry. For reporting purposes, the
Appointment Listing may be filtered by appointment code.

r ~
Appointment Codes [iz-,l
Search For Sort By
| Mickname -
Mickname  Mame Explanation  Location =
b Attendance at court Cancel
bk Breakfast Breakfast
cd Clozing date Clozing date £ Iﬂl
Ccoh Continuance Continuance
dep Depozition Depozition
d Cinner Cinner Add...
file: File: mation File: mation
Change...
frn Firm meeting Firm meeting I—gl
Id Lirnitation date Lirnitation date il Remave
W : : T : ’ 3 Frirt
J

Appointment Codes window

Use the New Appointment Code and Change Appointment Code
windows, respectively, to create and maintain appointment codes.

PCLaw 12
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Options

Default Location Code A

Set the Reminder Date Draps Prior to the Due Date
weekdays Only

Calendar

Event Color [ [Chanae

Change Appointment Code [_Jiz-
Description
Nickname
Mame Altendance at court
Explanation  Attendance at court M Spell... Help

Change Appointment Code window

What You Should Know:

Default Location Code

+ Allows you to select a location code to associate this code to a

location.

Set the Reminder Date

» Allows you to select the number of days prior to the due date for

PCLaw to calculate the Reminder Date.

Weekdays Only

« PCLaw uses only business days when calculating the reminder

date, when you select this option.

Calendar > Event Color

* On the Calendar, if only one lawyer is selected, events are
displayed using the color assigned to the Appointment codes.

* However, if multiple lawyers are selected, the view changes to
show events in the colors assigned to each timekeeper on the

General tab of the Lawyers and Rates module.

12
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Document Types

Options > Lists > Document Types

When saving documents, each may be categorized into different
groups. A listing of the default types of documents is located in the
Document Types list.

Document Types &J

Search For Sort By

| Mickname

Mickname  Mame

Administrative
Cancel
Eil Bills
Em E-mail
Fax Faxes
Let Letters
MM Mames
FI Fleadings
Change...

Fec Records
Scan Scanned Images

Document Types window

Click the Defaults button to set the initial default codes for
documents and e-mails using the Document Type — Initial Value
window.

Document Type - Initial Value ﬁ
Initial Cade For
Documents Let
E-mail Em =

Document Type - Initial Value window

Use the Add Document Type and Change Document Type windows
to create and maintain the document type nickname and names,
respectively.

f Change Document Type @1
Description
Ok
Mickname
Cancel
Mame Adminiztrative

bhange Document Type window

PCLaw 12
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Holidays

Options > Lists > Holidays

Use the Holidays feature to maintain a file of holidays for use with
the Calendar. This listing is customizable and can flag critical dates
on the calendar to warn users when attempting to enter
appointments on those dates.

Holidays ==

Search For Sort By

| Holiday - Import Holidays

Holiday Date i
Chriztraz Dray Dec 119 Cancel
Christmas Day Dec/26/2018
Chiistras Day Dec/25/2017 [ teb |
Christmas Day Dec/26/2016
Christmas Day Dec/26/2015
Christmas Day Dec/26/2014 Add...
Christmas Day Dec/26/2013

Ch

Christmas Day Dec/25/2012 hensens]
Christmas Day Dec/25/2011 Remave
Christrnas Day Dec/25/2010 i Print

Holidays Window

Click to populate the Holiday pane according to the country
designated when creating your set of books.

Use the Add Holiday and Change Holiday windows to create and/or
modify holidays.

Add Holiday =5

o
s

Holiday Mame | Spell... Cancel

Date 910/2M2 - Help

;

Add Holiday Window

Once the Holidays list is imported and has been set, it still must be
enabled for the Calendar by checking Include Holidays on the
Workstation Settings Calendar tab. Refer to “Calendar Tab of
Workstation Settings” on page 7 for more information.

With this option enabled, warnings will now appear when creating
Calendar events on days listed as Holidays.

14
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Location Codes

Options > Lists > Location Codes

Use Location Codes to indicate where an appointment is to take
place. For example, if the appointment is scheduled to take place in
the boardroom, the code for the boardroom may be associated with
the appointment. Reports may then be run for a particular location to
check availability.

Location codes have a second use for storing packets in the Safe
Custody Manager. As a result, a location code may also be a safety
deposit box, a filing cabinet, or a storeroom.

Location Codes &J
Search For Sort By
| Mickname |+ |
Mickname  Mame
Bank. Cancel
brd Boardroom
ch Courthouse lﬂj
co Clerks Office
Cs Cliert Site
hame Home Add...
io In Office
Change...
0] Fegistry Office w
Remove
Frint

Location Codes window

Use the Add Location and Change Location windows to create and/
or modify locations.

Change Location Cade &J
Description
-DK
Mickname brd|
Cancel
Marme Boardroom Spell...
Help

Add Location Code Window
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Contact Types

Options > Lists > Contact Types

Use Contact Types to categorize contacts into related groups. For
example, a contact in PCLaw may be categorized as an expert
witness, and a report may be run to display all expert witnesses.

r ~
Contact Types @

Search For Sort By

| Mickname

Mickname Description i
cfo CFO
Cohg Consultant
Enp Expert "Withess =
frnd Friend
mar M anager
opl Opposing Lawiyer
opp Oppozing Party
oth Other

Remove

othp Other Party
outr Outside Referal
pc Prozpective Client i

] 1 ¢

Contact Types window

Use the New Contact Type and Change Contact Types windows to
create and maintain the contact type nickname and description,

respectively.

f Change Contact Type @1
Description
Mickname el
Descripion  CEO

Change Contact window

16
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Contacts

To work with contacts is to encompass many PCLaw features.

Contact Manager is the central module for creating and maintaining
contacts in PCLaw. Use Contact Manager to work with pure contacts
or with contacts that are also vendors and/or clients. In addition to
storing phone and address information, Contacts allow users to view
and modify matter associations, related phone calls, e-mails, and
documents.

Contacts may also be maintained on a matter basis on the Contacts
Tab of Matter Manager.

Finally, use the Contact Listing to compile reports on contacts within
PCLaw by choosing parameters.

Contact Manager

File > Contact Manager

Contact Manager provides a centralized contact management
system to track and manage contacts related to your firm. These
contacts may be associated with both appointments and matters.

(v Contact Manager EI@
L appt [ To Do | Tl Note | < QuickStep | (P Help | [3 Save/Close
Search For | Soit By | Name ~ Filters V| Contacts Include Inactive  [¥] Clients V| Wendars
Mame Firmn M ame Phone Fax E-mail Type Laver o m
aw
y and ... Greenhouse Suppl.. Contact, Yend .
Fobert 5. Brown Contact, Yend.. Remave
Maiilyn C. Campos Contact, Yend.. Coopy &ddr.
Commorwealth Ba... Contact, Vend.. — -
. Expart...
Lochmere Savings ... Contact, Yend.. —
Tii-State Insurance Contact, Vend IL/
< T o Mew Matter...
Contact Infformation', ContactAddress . Appointments . Associated Matters Notes ', Calls ', Add Tabs..
Title * First Middle: Last
Alias Category -
Fim Mame  Greenhouse Supply and Services, Inc. Display Az | Corporation
. Inactive
Paosition Tupe(s) Privvate
Bus Phone Home Phone Cell Phone (Othes Phone
Paner Bus Fax Home Fax “wf'eh Paos
Bus E -mail Home E -mail

Memoz

Contact Manager window

What You Should Know:

New

» Click this option to create a new contact using the Contact
Information window.

+ Refer to “Adding Contacts” on page 19 for more information.
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Export
» Click this option to export contact information to a word
processing or spreadsheet application.

Label
» Select this option to create labels for existing contacts.

Inactive

» Check this box to make the currently selected contact inactive.

* The contact is not deleted from PCLaw, merely removed from
current contact lists.

Include Inactive

» Check this box to include on the contact list, any contact that is
marked as Inactive.

» This box is only available if the Contacts box is also checked.

New Matter
» Click this option to add a matter to PCLaw using the New Matter
window.

Contact Information Tab
» Click this tab to view name, phone, and Internet information for
the contact.

Contact Address Tab
+ Choose this tab to view the contact’s main and secondary
address.

Appointments Tab
* Click this tab to view Calendar events associated with this
contact.

Associated Matters Tab

» Click this tab to view all matters associated with this contact.

» Matters can be associated with contacts either through this tab
or using the Contacts Tab of Matter Manager.

Notes Tab
* Click this tab to view notes associated with this contact.

Calls Tab
» Click this tab to view phone events associated with this contact.

Contacts



What You Should Know:

Inactive contacts can only be viewed from Contact Manager. The
Contacts box must be checked on the filtering bar before the option
to Include Inactive is enabled. Inactive contacts cannot be viewed by
themselves.This option is not associated with the Clients or Vendors
check boxes.

No prerequisite is required for making a contact inactive. When the
Inactive box is selected, the contact is removed from the list as soon
as another contact is highlighted, unless the Include Inactive option
is checked on the filtering bar. A contact can be reactivated by
deselecting the Inactive check box.

Adding Contacts

File > Contact Manager > New

Use this window to add new contacts to PCLaw. Once the contact
information is in place, it may be associated with both appointments
and matters for this contact.

Contact Information [iE-J
Title | First Middle Last
Alias Category v Cancel
Firmn Mame Dizplay Az Perzon - Mews batter
Position Typels] v Lawyer i} Private Help

Conflict | | Copy Address |
Main', Other
Contact
Main Address
Address Busz Phone
Address? Home Phone
Gy Cell Phone
State Zin Other Phone
FPager Mumber
Country
Bus Fax
V| Use As Main Address
Home Fax
E-mail Bus Web Page
Bus E-mail
Horme E-mail
Memaos
Spell...

Contact Information window

PCLaw 12
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What You Should Know

Name

» Type the contact’s Title, First, Middle, and Last name, if the
contact is a person.

» Type the organization name, if the contact is a firm.

* Indicate the preferred name to use if the contact has both a
person and firm name from the Display As drop-down menu.

Alias
* Alias is a text field that can be used for alternate names or to
differentiate contacts from each other.

Categories

» Select a category from the drop-down list to classify the client.

» Items on the Categories list can be added or modified on the
Options > Lists > Category Codes menu.

Position
» Type the contact’s position or occupation.

Type(s)
» Click to designate the contact type using the Contact Types
window.

Lawyer
» Select the timekeeper to associate with the contact.
« This is an optional field.

Private

» The contact may be made private for the specified attorney.

» Only users with access to the lawyer’s private files will be able to
see this contact.

Main Tab
« Complete the primary address for the contact.

Other Tab
« Complete the secondary address for the contact, if applicable.

Memos

« Type any additional notes about the contact.

» Contact memos appear on the Contact Information Tab of
Contact Manager and on the Contacts Tab of Matter Manager, if
the contact is associated with a matter.

20
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Associating Contacts with Appointments

When creating a new appointment, in the New Appointment window,
select the contact or contacts that are to be associated with the
appointment.

To associate contacts with the appointment, click the Contact(s)
button. Contact Manager opens, allowing the selected contact to be
associated with the appointment.

To clear the contact, click Contact(s) and deselect the selected
contacts.

Contacts Tab of Matter Manager

File > Matter Manager > Contacts Tab

With the Contacts Tab, work with contacts associated with the active
matter.

Use the Contacts Tab to:

* View contacts associated with the matter.

« Add, change, or remove contacts.

» Associate a contact with a matter.

« Print a Contact Listing for the associated matters.

| Matter Manager - 05-1236.011 - Able and Able =<
B+ =y + S Matter [& Entry - Report - | [BLAppt [ ToDo [l Note | (5 Conflict < Quick Step (®Help [F Save/Close
Matter | (EHIEEEAAGN]

Client 0771 - &ble and &bl Fie [able . State of Florida [_FRehesh | [ Load Last | [Client Totals| [ Label |

Main °, Biling °, Settings ' Summary Events . Notes . Calls *. Ledger . Time . All', Contacts Related " Opening Balances Chubb

Mame Firm Mame Phane [Bus.] Phone [Home] E-rnail Fax Tupe Luapr Role | =
English, Nigel State Attormey's Office 305-555-6442 higele@lawdema. com 305-555-6452 -
Hemandez, Anthony Witnes
Fedmond, Call State of Florida 305-555-6257 305-555-604¢
State of Florida State of Florida B5(0-555-987¢ B5(0-555-754E =
< m 3
Title First Middle Last Contact Type
Migel English -
Firm Mame i Position Lawyer- st
State Attoney's Dffice e
Contact
Bus Phane | 305-555-6442 Home Phane! Cell Phone | 305-555-6879 Other Phone| 305-555-1002
Pager 305-555-3456 Bus Fax | 305-555-6453 Home Fax ‘wieb Page | www timematters.cor
Bus E-mail | higele@lavwdema. com Horme E-mail
Memos
Change ‘ ‘ Add | | Roles

Contacts tab of Matter Manager
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Contact Reporting

Contact Listing
Reports > Contact Listing

Use the Contact Listing to run a report on contacts. This report can
display associated matters, clients, and attorneys. It can also be run
by contact type and date.

The Contact Listing displays contact information and associated
matters.

List of Contact Types

Options > Lists > Contact Types

Printed from the Contact Types window, the List of Contact Types
displays contact type nickname and description.
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Calendar

The Calendar is a multi-purpose scheduler that keeps track of
appointments, such as client meetings, court appearances, meal
engagements, other activities, and notes. The Calendar centrally
manages appointments for all of your firm's timekeepers from one
location in the PCLaw database. This tool makes scheduling group
appointments, reminders of critical dates, uncompleted and/or
overdue tasks, and reports very easy. All appointments may be
linked to matters through our seamless integration and converted
into billable entries on the client’s ledger.

Navigating the Calendar Window

The Calendar window can be broken down into several separate
components, all fitting together to provide the client with the vital
information he/she needs to manage his/her day, week, or month.
The components are:

» Toolbar

» Selecting a view

* Reference Calendar

* Appointment area

 To Do and Reminder area

L0 Daily Calendar for MCC (=% B =<=|
[EL Appt [i4 To Do & Tickler | 74l Note Report ~ | i A B | o Print | < Quick Step | @ Help | [ Save/Close
4| September. 2012  » | || Day | Week | Wonth | Time
) Sep/ 5/2012 a

EREEEREREEEEE 7.30am f
2 3 4[5 5 7 &8 800
9 10[11] 12 13 14 15 5750
16 17 18 19 20 21 22 -
23 024 5 % ;¥ 2% 23 200
o1 2 3 4 85 B 9:30
10.00
10:30

Go To Today 11:00

Selections IAIE

[ Lawper, | MC~ Marlgn C. Camp: 12:00pm

12:30
Show Appointments Only 1:00
1:30
2:00
2:30 i

Show To Dos Only
@ Show Both

Dane Matter Lawyer(s) Appt Cods| Los Code Due Date Fieminder Date

£

Filters

To Do's / Reminders
0 Uncompleted Events

~l1O0000000000000O®R

Calendar Window displaying the Daily view

Calendar contains the same functionality in PCLaw 12 as it did in
previous versions, except all options were moved to the left panel to
better accommodate the Appointment and To Do panes. The
Reference Calendar now only shows a single month at a glance.

S

»

Note: To create Calendar
events for a lawyer, the Use
Calendar option must be
checked on the Lawyers and
Rates > General Tab.

PCLaw 12
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Toolbar

The toolbar provides quick access to features both within and
outside the Calendar.

[ sppt [ To Do | Fal Note | Report - | f /5 #% | = Print | <% Quick Step | (® Help | [ Save/Close

Calendar Toolbar
Selecting a View

The Lawyer box defaults to the lawyer(s) selected in the View
Calendar Items For area of the Workstation Settings > Calendar
Tab. The Lawyer button is replaced by a Lawyer box when the Time
Tab is active.

| Go To Today |[ Fiefrezh ]

Selections
Lavwer.. | MC= Mariyn C. Camp

Show Appointments Only
Show Ta Doz Only
@ Show Both

! Filters

To Do's / Reminders
0 Uncompleted Events

Lawyer area which determines what information appears in the Calendar

What You Should Know:

Refresh
» Click this button to update the Calendar window.

Lawyer

» Allows selection of timekeeper(s), to display their events on the
Events lists.

* Only one timekeeper can be selected for the Time tab.

Filters
» To restrict the events that appear on the Calendar, use the
Advanced Selections window.

Show Appointments Only
» Click this button to hide the To Dos section of the Calendar.

Show To Dos Only
* Click this button to hide the Appointments area of the Calendar.

Show Both
» Click this button to display both the Appointments and the To
Dos areas of the Calendar.

Calendar



Calendar Area

The Calendar Area gives an at-a-glance overview of the current
date, the selected date for the calendar view, and scheduled
appointments.

ﬂ September. 2012 A

26 27 28 23 30 3 1
2 3 4 B B 7 &
9 0[] 12 13 14 15
16 17 18 19 [E 0 o2
2 M B/ X X WM

o1 2 3 4 &5 B

Calendar Area

What You Should Know:

Dates
+ Click a date on the Calendar to display appointments for that
day, week, or month.

* For PCLaw 12, today’s date is boxed in blue .

«  For PCLaw 11 and lower, today’s date is circled in red & .

« For PCLaw 12, the selected date is boxed in blue < .

« For PCLaw 11 and lower, the selected date is in blue 4
« Dates containing appointments are bolded.

Appointment Area

The Appointment Area displays appointments for a day, a week, or a
month, and compares time posted against a daily goal. If Include
Holidays is selected in System Settings, the holiday is displayed on
the required day on both the Day and Week view. For event details
to appear, Show Pop Up Details must be selected on the Options >
Workstation Settings > Calendar Tab.

What You Should Know:

Day
» List appointments for a single day.
+ Asingle day is displayed, divided into half hour intervals.

Week

« List appointments for an entire week.

+ For PCLaw 12, the user has a choice between a five day and a
seven day view.

» The five day view excludes Saturday and Sunday, and cannot be
changed to any other day.

« For PCLaw 11 and lower, a seven day view is displayed starting
with the date selected in the Calendar area.
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Month

» List appointments for a calendar month.

* A calendar month is displayed, containing the date selected in
the Calendar area.

Appointments
« Double click an appointment to open the Change Appointment
window.
« Change the appointment time by dragging the appointment to
another time slot.
» Track changes to appointments by selecting Continuance on the
Change Appointment window. Refer to “Continuances” on
page 44 for more information.
» Forthe Day tab only: Change either the start time of an
appointment by dragging the top border of the appointment.
» Forthe Day tab only: Change the end time of an appointment by
dragging the bottom border of the appointment.
« Convert an appointment to a time entry by right-clicking the
appointment.
« Select Change Appointment.
* In the Change Appointment window, click Post Time.

You are returned to the Calendar window. A ¢ appears
next to the appointment. On the Day tab, you can also

click in the %ZF column to the left of the appointment.
» To view details of an event, place the curser over the event.
* A summary of the event appears.

Meeting with CFO - City of Hialeah

Client: City of Hialeah
Matter: 05-1252.013, Chelsea v, City of Hialeah

Due Date: 1/18/2010
Start Time: 11:30a Duration: 1.00 Hrs,

Lawyer: MCC

Location: Client Site  Appointment Code: Meeting,
Status: Incomplete

Event Summary Pop Up
To Do and Reminder Area

To dos and reminders appear in the To Do area. This list can display
all completed and uncompleted events, uncompleted events only, or
items specific to the selected calendar date.

What You Should Know:

New To Do
+ Create a new to do by double-clicking a blank line in the To Do
area.

Calendar



Reminder

» Create a new reminder by completing the Reminder Date box.
Enter a date prior to the due date of the new appointment or to
do.

« The words Reminder about accompany the text.

Add Column
» Right-click the column heading and select Customize Columns
to produce the Customize Columns window.

- 1
Customize Columns EI_IéJ

Calurnn Mame

Contact
Entry # Cloze
Matter Description
Friority

Task Code

Type

|k

Customize Columns window

Restore Columns
* Right-click and select Restore Columns to restore columns to
their default settings and size.

Done
+ Mark a to do completed by clicking the check box in this column
to the left of the to do to open a Completed Entry window:

i ' Completed Entry [iz-,l

Enter D ate Activity 'Was Completed:

ok Cancel

Completed Entry window

* In the Enter Date Activity Was Completed box, enter or accept
the completion date.

*  Uncompleted To Do’s remain on the To Do area until marked as
completed or removed.

The Time Tab

File > Calendar > Time Tab

Use the Time tab to compare posted time to a set goal. The
parameters for the Time tab differ from the Day, Week, and Month
tabs.

PCLaw 12
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{7 PCLaw® - PCLaw Law Firm (Brown, Campos and Marshall) - [Time for: Marilyn C. Campos]

i File DatsEntry Reports Biling G/ Tools Options Window Help

e e e knE S0 TEHEIRLIE @R & B8

B Appt [i5 To Do Tickler 35 Tickler | il Note | Report = | fifh % % | 2 Print | S Quick Step | @ Help | [ Save/Close

< April, 2012 D | Day | Week | Month | Time |

6] o7 28 23 a0 a1
1 203 4 5 6 7

April, 2012

2 9 10 11 12 13 14 Sun Mon

15 16 17 18 13 20 21 2
22 23 24 25 26 27 8 BN &_00 8
29 30 1 2 3 4 5

Go To Today Refresh

Selections
- Marin C. Campos B

MTD Tatals
BW: 113.00 $ 9605.00

Filters

Wed

Pap Up Help: Ctri+FL or Dbl Click Left Mouse; Field Help: Shift=F1; General Help: F1

Time tab of Calendar

Goals for the Time tab are set on the Accounting tab of Lawyers and
Rates. Only one lawyer can be viewed at a time on the Time tab.

Similar to the other Calendar view, the Time tab is comprised of

several central components.

For the day’s time summary to appear, Show Pop Up Details must
be selected on the Options > Workstation Settings > Calendar Tab.

+ The Time tab displays each day in a calendar month.

» Posted hours and time value are displayed for each day.
» The sum of billable and non-billable tasks are separated.
« A daily goal is set on the Accounting tab of Lawyers and

Rates.

» Hours posted for the day that do not meet the daily goal

appear in red.

+ Days when the goal is met are displayed in the selected

color of the lawyer.

To view a summary of the day’s time, place the curser over the day:

Calendar



27 28
EW: 1.00 EW:

BW: 1.005 85.00

Lawyer: MCC

Daily Summary Detail on the Time Tab

With PCLaw 12, users can now click on a day, and choose to either
open the Time Sheet or the Time Entry Advisor, and to make either
the default action going forward.

S

what would you like to do?

@ Open Time Sheet
Open Time Entry Advisor

Use az Default
PCLaw confirmation prompt

Right-clicking on any square also gives the user options to access
Create New Entry or Time Entry Advisor.

Creating Appointments and To Dos

File > Calendar > New Appointment

Appointments may be created through the Calendar, the
Appointment Sheet, or by clicking the Appt icon on the toolbar of
many PCLaw modules.

New Appointment &I—Jiz-

Matter - Lawyers] | RSI™ ‘Robert 5. Brown
Contact(z)

Type @ Appointrment ToDo Private Add Tickler
Action |
Location - Recurence Spell...
Start Time 1300 + Duration — p:30 A Al Day Event
DueDate g/11/2012 + Reminder  None -

Send Motification

IRy Harmal | Appt Code | Show Alert
Task v Rate 000~ Post Time 15 mirutes

M atter: Clierit: M ame:
Re Line:

Frint... Fiemove Cancel Help

New Appointment Window

PCLaw 12
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Tip: Double-clicking in the
Date box opens the Date
Calculator.

The appointment appears on the Calendar on its allotted day and
time. An appointment is considered complete once its due date has
passed. The user is not required to manually mark the appointment
as completed.

What You Should Know:

Type
» Click the To Do box to convert the appointment to a to do.

Private
» Check to restrict access to details of this event to only users who
have private security access.

Add Tickler

» Click to create a template for a series of related events.

» Tickler in PCLaw 12 is the former Linked Dates module
presented in a wizard format.

* Refer to “Creating a Tickler” on page 35 for more information.

Recurrence

+ Click to create a recurring entry.

» Refer to “Working With Recurring Events” on page 31 for more
information.

Duration

» Set a duration for the event by selecting the length of time.

» For example, 1.0 represents 1 hour, 0.5 represents 30 minutes,
.25 represents 15 minutes, etc.

Reminder Date
+ Have PCLaw remind you of the event on a day prior to the event
by selecting the date.

Priority
» Classify the event priority as Low, Normal, or High by selecting
the category from the drop-down list.

Show Alert
» Check to be alerted of the event prior to its start time.
» Select the time interval, in minutes, from the adjacent box.

Post Time
» Click to convert the event to a time entry.
+ PCLaw displays a Time Sheet window for reviewing the entry.
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Behind the Scenes:

Appointments and to dos are both saved as individual records in the
Appointment Entry data file. The two event types are differentiated
by a flag. When an appointment is changed to a to do or vice versa,
the flag is changed. The remaining record remains as is. If an
appointment is converted to a time entry, a new record is created in
the Time Entry data file, as described in the eLearning 2 Data Entry
session.

Working With Recurring Events

Recurring events may occur at fixed intervals throughout the year.
The Calendar provides the ability to schedule recurring events,
making it unnecessary to constantly re-enter repeating
appointments or to dos.

Creating a Recurring Event

Appointment/To Do > Recurring button

Recurring events can be created from new or existing appointments
or to dos. In the New or Change Appointment or To Do window, click
the Recurring button.

Recurring Events [iE-J

Description |

o
s

Start Time Diuration | Cancel |
Item Type |App0intment - 130p - 030 -

Fepeats

Help

Every 4 Calendar Day @ On 'I'uesdayiv
Business Day Onthe | First ‘wWednesday January
@ Week
Month
ear

Fange
Stat Date  9111/2012 - @ EndDate  11/30/2012 -

Endafter |10 | Doccurences

Mo End

Make this adjustment if date falls on a weekend | None -

Recurring Events window

What You Should Know:

Every

» Set the frequency for the event to occur by typing the number.

« For example, type 2 to have the event recur every second day,
week, month, or year.
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Repeats

Set the unit for the event to occur by selecting any of the
following:

+ Calendar Day
* Business Day

e Week
Month
* Year

If Week is selected as the unit, from the On drop-down box,
choose the day of the week when the event occurs by selecting
the day.

@ 0n Monday w

Weekly Recurring Events

If Month is selected as the unit, in the On box, choose the date of
the month when the event occurs by selecting the date from the
drop-down list.

@an 18th V| da
O Onthe

Monthly Recurring Events by Date
-Or-

In the On the box, select the day of the week when the event
occurs from the drop-down list.

O 0n
@ 0nthe  [First w | |Monday v

Monthly Recurring Events by Day

If Year is selected as the unit, in the On box, choose the date
when the event occurs by selecting the date from the drop-down
list.

®0n January w 18 hd

O Onthe

Yearly Recurring Events by Date

-Or-

In the On the box, select the day of the week of the month when
the event occurs from the drop-down list.

O 0n

@ Onthe First | | Monday v of January w

Yearly Recurring Events by Day
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Start Date
« Set the date for the first recurring event by typing or selecting the
date.

End of the Series
The end of the series can be determined by choosing one of the
following:

* End Date - Select a date in the adjacent box.

» End After - Type the number of times for the event to repeat in
the Occurrences box.

* No End - Select to make the event ongoing.

Make this adjustment if the date falls on the weekend
» Ifthe eventis required to fall on a business day, select one of the
following:
* Move Forward
* Move Back
* Closest
« Skip

* If Include Holidays is selected on the Options > Workstation
Settings > Calendar Tab, the listed holidays are not counted as
business days.

« If the option is not selected, then holidays are counted as
business days.

OK
» Save your work in this session by clicking this button.
* The New Appointment - Recurring Event window appears:

New Appointment - Recurring Event @éj

b atter -

Contact(z)
Type @ Appointment ToDo Private Add Tickler

Action

Lawwyer(z) | RSl» jRobert S, Brown

4

Location - Spell...
Start Time | 1300 Duration ;30 Al Day Event

Due Date [ 5,11,2012 Reminder | jone Send Natification

IRy Harmal > | #ppt Code | Show Alert

Task v Rate 000~ Post Time 15 mirutes

M atter: Clierit: M ame:
Re Line:

QK Frint... Fiemove Cancel Help

New Appointment - Recurring Event window
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¥

Note: It is not possible to
remove a series from the
Register. Deleting an event in
the Register affects only the
one occurrence and not the
series.

« Complete the applicable boxes as you would for a typical

appointment.

* Only the Lawyer(s) box and one of Action or Appt Code

boxes requires an entry.
» To finalize the recurring event, click OK.
« Each recurring event appears on the Calendar with

double circling arrows to indicate it is one of a series of

recurring events.

£ MCC Cowpany Meeting

Modifying Recurring Events

Appointment/To Do

When modifying a recurring event, it is possible to affect a single
event in the series or the series as a whole. Events can be modified

by double-clicking or right-clicking on the event.

Open Recurring Appointment. [iE-J

*Y'ou are opening a recurring Appointment.
Do you want ta open only this occurence or the
senies?

@ Open thiz occurnence.

Open the zeries

[ (0] 3 ]| Cancel |

Open Recurring Appointment prompt

Deleting Recurring Events

Appointment/To Do

When removing a recurring event, it is possible to affect a single
event in the series or the series as a whole. Events can be removed

by right clicking on the event.

Remove Recurring Appointment. [iE-J

*Y'ou are removing a recurming Appointment,
Do you want ta remove only thiz occurence or the
senies?

@ Remove this occurmence.

Remove the series

[ (0] 3 ]| Cancel |

Remove Recurring Appointment Prompt
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If one or more events have yet to reach their due date, a
confirmation prompt appears.

f PClaw l ]1

' "~ | Activity has not been completed.
" Are you sure you want to delete this entry?

e I % ]

i’CLaw Confirmation prompt
Behind the Scenes:

A new record is created in the Appointment Entry data file for each
recurring event. Each event stands as its own appointment or to do,
as well as being linked to the other events in the series.

Creating a Tickler

The Tickler is a PCLaw 12 feature that replaces the Linked Dates
module on the Calendar, displaying options in a more user-friendly
wizard format.

Using the Tickler, the user can create an event template to link dates
for any series of appointments or to do’s that are dependent on each
other and follow a set time frame. For example, a real estate
purchase cannot be closed until the property has been searched for
liens, so the two events are dependent on each other and the
average time needed to complete a lien search can be determined.

When defining a series of linked events, the series must first be
assigned a meaningful template name. Next, activities are added to
the template, and each is assigned a name and duration. A base
date is used to calculate all other due dates. It can be either the start
date or completion date of the series of tasks.

Finally, with the event template established, the Tickler wizard is
used to create the series of calendar entries automatically for a
matter.

Opening the Tickler

File > Tickler

From the Create a Tickler page, the Tickler wizard connects an
existing template to a matter and base date, creates a new
template, if needed.

PCLaw 12
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Create a Tickler - Step 1 of 3 l 2 iz-]
Select Template
b atter A Lawyer(g]... WM
Base Date 3/22/2012 ~  Stait Time %002 -
Diuration 0.50 -
Template | Real Estate Closing - | [ Edit ]
Ewvent Due Date
[ Closing Date +0 Daps
[ Order Title Search +0 Days
EDispatch Search Letters +0 Days
Review Survey +0 Days
EConﬂrm Insurance Binder +0 Days
EF’repare Draft Mortgage +0 Days
EF’repare Closing Documents +0 Days
I atter: Client: Mame:
Fe Line:
| Add Template | | QK | | Cancel | | Help

Create a Tickler - Step 1 of 3 screen

Matter
* Enter the matter nickname, which the recurring events apply.
» Double-click the field to open the Pop-Up-Help matters window.

Lawyers
* Click the button to add one or more lawyers to the Tickler.

Base Date

« Type or select the base date for the Tickler.

* The Base Date is the date, which all other events are calculated
in the Tickler.

Start Time
+ Set a default start time for all the events included in the Tickler.
* Events are not assigned individual start times.

Duration
+ Set a default duration for all the events included in the Tickler.
» Durations can also be set individually for each event.

Template

» Select a template to use for this matter from the drop-down list of
existing Tickler templates.

» All events for the selected template are listed in the Event
section.

+ To remove templates from the drop-down list, click the Edit
button to access the Edit Tickler Template window.
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Edit
» Click the button to open the Edit Tickler Template window to
modify any saved template:
* Adding new templates.
» Changing the name of the template.
* Adding or removing events.
« Changing details for individual events.
* Removing a template.
» Refer to “Managing Tickler Templates” on page 40 for more
details.

Add Template

* Click to open the Tickler Template window to create a new
template.

» This window can also be accessed from the Edit Tickler
Template window.

Creating a New Template
File > Tickler > Add Template

Linked events require a template to identify how the individual
events relate to a base date. The actual base date is not part of the
template and is only specified when the template is assigned to a
matter. Refer to “Opening the Tickler” on page 35.

To illustrate, let’s create a Commercial real estate template using the
fictitious dates and events in the following table.

Date Event
Base Date minus 2 months Order title search
Base Date minus 6 weeks Dispatch search letters
Base Date minus 1 month Review Survey
Base Date minus 2 weeks Confirm Insurance Binder
Base Date minus 1 week Prepare draft mortgage
Base Date minus 1 day Prepare closing documents
Base Date Closing date

Linked Dates Templates window

1. Assign a name to the new template. For example, enter
Commercial Real Estate Closing.
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Tickler Template

Tickler Template

Mame  Commercial Feal Estate Closing

Ewent Due Date

[ Cloze ] I Help I

A

2. Click the Add button to open the Add Event to Template window.

3. Type the name for the first event in the Event Name field. In this

4. Select the Type of event. For this event, pick To Do.

example, use Order Title Search.

Add an Event

EventName  Order Title Search

Type @ Appointment 1 ToDa

Subject Order Title Search

Location - Appt Code -
Druration 0.50 - [T] &0 Day Event [ Private
PFriority Feminder Mare

Task - Rate 0.00 N

Date Calculation

Date Anchar Date [ Limitation D ate

lEaIcuIate date from <Base D ate:

7

Add @ Subbract 2 Calendar Units(toriths)

2 Manths Before base date.

Calendar Units D Days () Weeks @ Months () Years

Calculation Settings [ Include Weekend Days

Move Date
Mext ‘Working/Business Day

I QK I I Cancel I I Help I

L

Add Event to Template @éj

S
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5. Enter a detailed description of the event in the Subject field, if
required.

6. Select the Appt Code. In this example, use dep.
7. Type the Duration in hours. For this event, enter 2.

Additional criteria related to the event’s Location, Privacy,
Priority, Reminder, Task, and Rate can be completed, as
needed.

In this example, the event must occur two months prior to the
base date.

8. Check Anchor Date to turn the to do into a fixed date event.
9. Select Subtract since this event occurs prior to the base date.
10. Type in the adjacent box, 2.

11. Select for Calendar Units, Months.

12.Click OK to add the event to the template.

Tickler Template l 2 iz-]
Tickler Template
Mame  Commercial Real Estate Closing
Ewent Due Date
& Closing date @ +0Days
[ order Title Search alfs -2 Manths
[ Dispatch Search Letters allm -5 Weeks
2 Review Survey ajl -1 Marith
EConﬂrm Insurance Binder allm -2 Weeks
EF’repare draft mortgage a@&-‘l Wwieek
EF’repare closing documents a,l}s -1 Day
4 10 3
Add | [ Change | | Delete |
| Frint... | | Cloze | | Help |

When Anchor Date is selected for an event, an anchor icon appears
in the Due Date column.

When Limitation Date is selected, a red bulls-eye appears in the
Due Date column.

If neither option is selected, no icon displays in the column.

After all the events have been added for the template, click the
Close button to return to the Create a Tickler Template window. The
new template is now listed in the Template drop-down list.

PCLaw 12
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Modifications to the new template, including changes to the
individual events, can be made by selecting the Change button.

Managing Tickler Templates
File > Tickler > Edit

From the Edit Tickler Template(s) window, any saved template may
be modified. Click a template in the list to select it, and then choose
an action button.

Edit Tickler Template(s) ==

List of Templates

Mame

Commercial Real Esta

Fieal Estate Closing

| Add ||Ehange || Copy || Delete |

Cloze Help

Tickler Template window

Add

» Click to open the Tickler Template window to add a new
template.

+ Referto “Creating a New Template” on page 37 for more details.

Change

» Click to open the Tickler Template window to modify the selected
template.

» Referto “Editing Tickler Templates” on page 41 for more details.

Copy

» Click to open the Copy Tickler Template window to duplicate the
selected template.

+ Enter a name for the new template.

Copy Tickler Template &J

Mame ||

[ QK ]| Cancel || Help |

Copy Linked Dates Template window
Delete

* Delete the selected template.
« PCLaw displays a confirmation prompt prior to deletion.
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Editing Tickler Templates

Use the action buttons on the Tickler Template window to add,
change, or delete events from the template. Print out a list of events
included on the template.

Tickler Template l 2 iz-]
Tickler Template
[N EN =Sl C ommercial Real Estate Clozsing]
Ewvent Due Date
& Closing date @ +0Days
[ order Title Search alfs -2 Manths
[ Dispatch Search Letters allm -5 Weeks
2 Review Survey ajl -1 Marith
EConﬂrm Insurance Binder allm -2 Weeks
EF’repare draft mortgage a@&-‘l Wwieek
EF’repare closing documents a,l}s -1 Day
4 m 3
Add | | Change | | Delete |
| Frint... | [ Cloze ] | Help

Linked Items window

Name
« Edit the existing template name, if required.

Add
» Click to open the Add Event to Template window to create a new
event.

Change Item
» Click to open the Change Event of a Template window to make
modifications to the selected event.

Delete
+ Click to remove the selected event.
« PCLaw displays a confirmation prompt prior to deletion.

Print
* Click to Print a Tickler Template Listing.

Close
* Return to the Edit Tickler Template(s) window.
* The created template appears under the Name column.
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Adding a Tickler to a Matter

When the required Tickler template has been created in PCLaw,
adding a Tickler template to a matter is a simple, three-step process
that can be performed from the File menu or by selecting the Tickler
icon in the New Appointment or New To Do window.

Create a Tickler - Step 1 of 3 &Iéj

Select Template

Matter 051236011 = [ Lawyersh. | VOM
Base Date 3/26/2012 ~  Start Time %002 -
Diuration
Template |E0mmercial Real Estate Closing v| | Edit |
Ewvent Due Date
& Closing date @ +0Days
[ order Title Search alfs -2 Manths
[ Dispatch Search Letters allm -5 Weeks
2 Review Survey ajl -1 Marith
EConﬂrm Insurance Binder allm -2 Weeks
EF’repare draft mortgage a@&-‘l Wwieek
EF’repare closing documents a,l}s -1 Day

Matter: 05-1236.011  Client: 011 Mame: Able. Bar...
ReLine: Able . State of Florida

| Add Template | [ ak. ] | Cancel | | Help

Create a Tickler - Step 1 of 3
Select the appropriate matter from the Matter field.

Click the Lawyers button to select one or more timekeepers.
Select the Base Date.

If preferred: Select a default start time.

If preferred: Select a default duration.

Select the Tickler template from the Template drop-down list.

N o O A DN =

Click OK to advance to the next step in the wizard.
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Create a Tickler - Step 2 of 3 l P S
Review Selected Template Details
Matter 05-1236.011 Lawiper WM
Base Date 342622012 Start Timne 9:00a
Diuration 1.00

Template  Commercial Real Estate Clasing

Ewent Due Date
Order Title Search a,l}s Thu Jan/26/2012
E Dispatch Search Letters alls Fri Febs10/2012
E Review Survey alls Sun Feb/26/2012
EConﬂrm Insurance Binder alls Mo Mard 242012
¥ Draft mortgage Gl ]
ECIosing documents i Fri Mar/23/2012
ECIosing date Mon Mar/26/2012

q [ [T ]

[ Add ] [ Change ] [ Delete ]

Matter: 05-1236.011  Client: 011 Mame: Able. Bar...
ReLine: Able . State of Florida

[ Create Tickler ][ Cancel ][ Help ]

8. Review the Tickler events and corresponding dates.
9. Click Create Tickler to advance to the last step in the wizard.

Create a Tickler - Step 3 of 3 @Iéj

Tickler Created Successfully

Ewent Due Date
OrderTitIe Search a,j},nThuJan£2B£2D12
EDispatch Search Letters alls Fri Febs10/2012
E Review Survey alls Sun Feb/26/2012
EConﬂrm Insurance Binder alls Mo Mard 242012
EDraﬂ maortgage w,j}nMon MarA19/2012
ECIosing documents alls Fri Marf23/2012
ECIosing date Mon Mar/26/2012

I 2

Matter: 05-1236.011  Client: 011 Mame: Able. Bar...
ReLine: Able . State of Florida

[ Frint... ] [ Cloze ] [ Help

10. Print the Tickler, if required.

11. Click Close to exit the Tickler wizard.
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Behind the Scenes

A series of linked events is created. Once appointments are
recorded, print or display the Appointment Schedule or the
Appointment Listing from the Reports menu.

A new record is created in the Appointment Entry data file for each
linked item. Each item stands as its own appointment or to do, as
well as being linked to the other events on the Tickler.

Continuances

When an appointment or to do cannot be completed in its allotted
time, or follow up events are required, the client can make a
continuance. A continuance creates a new, separate event using the
same information as the original event. It also links the original and
new events so you can view a history of the related records.

Click Continuance on an existing appointment to display the
Continuance window. Complete the necessary information as
required.

r ~
i ' Continuance [iE-J

Mew D ate Start Timne Druration
911/2m2 - 1200p » 030 -

Reazon For Continuance

Mew Action/Description

Advertizsing A

QK Wiew Cancel Help

Continuance Window

The new event appears on the Calendar. If the event is an
appointment, the new appointment appears on the appointment
section of the Calendar in its allotted time slot or day. If the eventis a
to do, the new to do appears on the To Do Listing. The original event
remains, however, the reason for the continuance is added to the
event’s description.

Behind the Scenes:

A continuance creates a new record in the Appointment Entry data
file. The original record remains active, however the description field
is appended to reflect the continuance. The two records are linked.
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Matter Manager > Events Tab

File > Matter Manager

The Events tab displays appointments and to dos that are
associated with the active matter:

# | Matter Manager - 036-001 - Arthurs =R =R

g~ > » S@Matter [& Entry + [ Report - | Bl Appt [ ToDo [l Note | (R Conflict < Quick Step (®Help [F Save/Close

Matter 036001  »  Client 036 - Athurs Fie Medical Patent | Refesh || LoadLast | [Client Totaks| [ Label |

Main *, Biling ", Settings ‘. Summary ‘. Events' Metes ' Calls ‘. Ledger ', Time " Al Contacts " Related . Opening Balances

Done | Posted| Due Date Tupe Lupr(z] |Appt Code| Location | Reminder | Start Time | Dur. Action/Description &
iSE date -

O O 9418/2012  Appaintme RSB 1:30p : ‘eekly update

N O 9/19/2M12  Appointme ; ASE 12:00p 0:30  Meeting

O O 9/21/2012  Appointme RSB ate ch 1:30p 0:30 At court

O O 9/25/2012  Appaintme RSB 1:30p 0:30 weekly update

N O 10/2/2012  Appointme RSB 1:30p 0:30 'weekly update

O O 104942012 Appointme RSB 1:30p 0:30 “weekly update

O O 101642012 Appaintme ; RSE 1:30p 0:30 weekly update

N O 10/23/2012  Appointme ; ASE 1:30p 0:30 “weekly update =

O O 10/30/2012  Appointme : RSE 1:30p 0:30 ‘weekly update

O O 11/6/2012  Appaintme RSE 1:30p 0:30 weekly update

N O 111342012 Appointme VCM; RSE 1:30p 0:30 “weekly update

O O 1172042012 Appointme : RSE 1:30p 0:30 ‘weekly update

O O 11427/2012  Appaintme ; RSE 1:30p 0:30 weekly update

[

O O

o O

[

O O

o O

[ S

< »

Filkers

Events tab in Matter Manager
The listing displays appointments and to dos associated with the

current matter. Events are differentiated under the Type column. The
feature buttons allow you to add or modify events.

Appointments and to dos are entered through the Calendar, Matter
Manager, Contact Manager, and Appointment Sheet. To access the
Events tab, you must be assigned rights to the Appointment Listing.

Contact Manager > Appointments Tab

File > Contact Manager

Events associated with a contact can be viewed or modified on the
Appointments tab of the Contact Manager.

The listing displays appointments and to dos associated with the
current contact. Events are differentiated under the Type column.
The feature buttons allow you to add or modify events.
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(1) Contact Manager
[ 4ppt [ To Do | Jail Mote | <% Quick Step | i Help | [ Save/Close

==

i

Contact Information Contact Address Appointments®, Associated Matters Motes ", Calls . Add Tabs..

Search For | Sort By | Filters [7] Contacts Include Inactive Clients  [7] Yendors

MName Firm Mame Phone Fax E-mail Type Lawwer &

Arthwr, {
Bawter, Therelius 11 Fuguay-vaina Con... 919-565-7455  919-555-6548  thad@lawdem... Client
EBoland, Theodore 212-555-6734 Client
Brown, Yivian M 954-505-6547 wivianb@lawd. . Client
EBrubzker, Bruce 516-055-1492  B16-655-1433 Client
Chandler, Doug Chandler Brothers ... 555-1234 BR5-5678 Chandler@Bra... Client
] T ol =

&
Remove
Copy Addr.
Expant.
Label..

=
=

New Matter. .

~-O0000o0on
Oooooooono

m

Done Posted| Due Date Type Lwwis] Appt Code| Location | Reminder | Start Time | Duration Action/D escription @4

mn

[ Mew ] [ Change ] [ Hemove] [ Frint. ] O Filters

Appointments tab as it appears in Contact Manager

Appointments and to dos are entered through the Calendar, Matter
Manager, Contact Manager, and Appointment Sheet. To access the
Events Tab, you must be assigned rights to the Appointment Listing.

Register > Appointments Tab

Data Entry > Register

Any event can be changed or removed on the Appointments tab of

the Register.

2| Register. [E= [REE =
] Entry » =] Report - [ Excel | 4% Quick Step | (®) Help | [ Save/Close
Time: General . Trust Expense Invoice Ledger AP Matter Appointments
Matter  <all= * Lawper <alk, [E| Filkers
—wyr(zae D/ Reminde) tart Tinpuratiospt Co|Location| Action/Description
1 : RS| 1142742 update -
Appointr ; RS1 1142002 0:30 “Weekly update
036-001 71 Appointr YCM 111372 1:30p 0:30 ‘weekly update =
036-001 70 Appointr RSB 11/6/20 1:30p 030 Weekly update
036-001 69 Appointr ; RS1 1043072 1:30p  0:30 “Weekly update
036-001 B8 Appaintr  RS1 10/23/2 1:30p  0:30 ‘weekly update
036-001 67 Appaintr ; RSI 1041672 1:30p 030 Weekly update
036-001 BE Appointr RSB 1043/20 1:30p 030 Weekly update
036-001 E5 Appointr RSB 10/2/20 1:30p 0:30 ‘weekly update
036-001 B4 Appointr RSB 9/25/20 1:30p 030 Weekly update
036-001 75 Appointr RSB 9/21/20 1:30p 030 ate  ch At court
036-001 74 oooint - S| 3413220 12000 0r3n bl eeting =
Hours
Billable 16.00
Non-Billable 7.50
Matter:  036-001 Clignt: 036 Mame:  Arthurs
?jal;llr':. Credit Hold = Medical Patent
Unbd D: 600.004/7: 0.00Gen Ritrr: 0.00 Trust 0.00

Appointments tab in the Register
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Purging Calendar Entries

Tools > Purge Calendar Entries

This feature allows users to purge appointments, to dos, notes, and
phone calls. By default, a list of purged entries is printed.

Because to dos are not required to have a date, these items will be
purged if the date range is set to include 1/1/82. To purge all to dos
with no date set, run the purge from 1/1/82 to 12/31/2199.

2| Purge Calendar Entries EI@ Warning_ There are no
I atter Tlient Lawyei Appt Location Safeguards to prevent entries
[ Cancel | from being purged. Any item
[ue Date Range Include
Start Date End Date Appointments [ Pint. | that meets the selected
11192 - 9102012 - ToDas (b parameters can be purged.
Completed Date Range Motes
Start Date End Date
1MA%82 - 9AD201Z - R el

Include
| e | /| Completed Entries
Uncompleted Entries
/| Prirt List of Entries

M atter: Clierit: M ame:

Re Line:

T/Bals:

Unbd D: AfR: Gen Rtnr: Truszt:

Purge Calendar Entries window
Calendar Reporting

Calendar events may be presented in two reports. One report is the
Appointment Listing which provides a detailed description of the
selected criteria; the second report is the Appointment Schedule
which provides a more visual view of events.

Appointment Listing

The Appointment Listing displays calendar and note information in a
report format. The report shows what is due for a specified reminder
date or due date and may include one or more appointments, to dos,
or notes. The user has a choice of viewing uncompleted, completed
events, or both.
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Appointment Schedule

The Appointment Schedule displays appointment and to do
information in a Calendar format. The schedule may be displayed in
a daily, weekly, or monthly view beginning at the start date of the

program. Events are displayed for a specified reminder date or due
date.
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Document Manager

Document Manager is a multi-purpose utility timekeepers use to
work with documents, e-mails, precedent templates, and saved
research. The module stores documents, e-mails, and research
related to matters, and organizes precedents for easy use.

Documents can be any electronic image stored on either the Firm’s
server or network directory structure. It may be a saved document
from a word processor, a scanned image, a graphic, or any other
computer file.

E-mail is a component of the Document Manager feature, and works
in conjunction with Microsoft Outlook only. PCLaw does not currently
link with any other e-mail applications, including Microsoft Outlook
Express. It is possible to save e-mail from other e-mail applications
if the e-mail is first saved as a unique file.

Precedents represent a standard library of document templates that
can be easily recalled, modified, and customized for use with a
specific matter. A precedent can be created from any document and
saved to the precedent library. PCLaw data fields are then inserted
into the precedent document creating a template. When the
precedent is opened and a matter or contact is selected, the PCLaw
fields automatically fill with information for those persons. The new
document is then saved to the matter. The precedent template is
preserved in its original format and can be used repeatedly.

Selecting Items to View

File > Document Manager

In Document Manager, click the Select button to view all documents,
e-mails, precedents, or research items according to the selected
tab. To refine your search, fill in one or more of the search criteria
located above the grid area of the window. For documents, e-mail,
and precedents, select Filters to further narrow your search, using
the Advanced Selections window.

Selecting Documents, E-mail, and Precedents

On the Documents, E-mail, and Precedents tabs, you can view its
respective contents or you can limit your search.

S

Terminology Note: The
terms ‘document’, ‘e-mail’,
and ‘precedents’ refer
specifically to documents, e-
mails, and precedents,
respectively. ‘Material’ and
‘Items’ are used as generic
terms to refer to all
documents, e-mails, and
precedents.
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What You Should Know:

Document Contains
» View only material containing a specific word or string within the
body of the item by typing the characters.

Matter
* View documents or e-mail saved to a specific matter.
* Precedents are not saved to matters.

Name
* View only material containing a certain word or string within the
title of the item by typing the characters.

Desc or Comments Contain

» View only material containing a certain word or string in the
Description or Comments areas of Document Properties by
typing the characters.

Doc ID

» Search for a specific item by typing the document number.

+ Document numbers are displayed in the Doc# box of Document
Properties.

Advanced Selections

Material displayed on the Documents, E-mail, and Precedents tabs
can be further restricted by using the filter option. To open the
Advanced Selection window, check the box to the left of the Filters
button, and then click the Filters button to display the Advanced
Selections window.

Advanced Selection [iE-J
Include Entries Search Index
V| Documents Active
Cancel
E-mail Archived
Precedents Legacy Iﬂl
Created D ate Modified Date Default

Start D ate End Date Start D ate End Date
111982« 123172193 - 111982« 123172193 -

Other
Authar -

Document Type -

:t\dvanced Selections window
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What You Should Know:

Created Date
+ Refers to the date the material was added to PCLaw, and not the
date the material is created as an electronic file.

Modified Date

+ Refers to the last modified date for the document itself.

» This date is copied into the Document Properties window when
adding the document.

Author
» Displays only material added to PCLaw by a particular user, after
a user is selected.

Using Feature Buttons

File > Document Manager

Not all feature buttons are available for all tabs.
What You Should Know:

Open Doc
+ The respective document, e-mail, or precedent opens using the
application in which it was originally saved to PCLaw.

E-mail

« Attach the highlighted item to an outgoing e-mail.

« Attach multiple items to an e-mail by checking each item in the
Select column.

* The e-mail message window opens with the item(s) inserted as
an attachment.

Add Doc

* Add a new document or independently saved e-mail file to
Document Manager.

* An Open window appears overtop of an Add PCLaw Document

window.

» Select or browse to the document or e-mail file you wish to add
to PCLaw.

+ After clicking OK, you are taken to the Add PCLaw Document
window.

Remove

« PCLaw displays a confirmation prompt prior to final deletion.

* By removing the document, you not only remove its association
with the matter in PCLaw, but the specific document is removed
from its PCLaw directory on the hard drive.
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Documents Tab of Document Manager

File > Document Manager > Documents Tab

Use this tab to search for and manage documents. Documents
appear on this tab when they are saved to matters either through
Document Manager, Matter Manager, Contact Manager, Add
Document, Microsoft Word, WordPerfect, or Windows Explorer.

E-mail, precedents, and contents of the Legacy folder can also be
displayed on this tab by selecting the appropriate filter options.
Research items cannot be displayed on this tab.

7| Document Manager EI@
Report - | < Quick Step | 75 QDoc ~ | (M Help | i3 save/Close

Documents', E-mail ', Precedents Research

Drocument Containg M atter - J[ Filters ” Select || Clear |

Drocument Mame Desc or Comments Contain Document ID

I atter Document Doc Type| Created | Modified | Author Doc D Diescription
10 survey. dock 3/29/201 3429201z ADMIN - 10
1 time listing. xls B/7/2M2 B/7/2012 ADMING M

m
T
» |2

S o o o o o i

4

|Dpen Doc| | E-mai | | Add Dac | | Remave ‘ | Copy To ‘ |F‘ropertias‘ |Load Last‘ | Frint

Document Manager > Documents tab
E-mail Tab of Document Manager

E-mail is saved to PCLaw either through the PCLaw icon in
Microsoft Outlook, when sending an e-mail, or by adding an e-mail
that was saved as a separate file. Enable Connection for E-mail
Tracking must be enabled on the Workstation Settings > Outlook
Tab to record e-mails from Microsoft Outlook.

Documents, precedents, and contents of the legacy folder can also
be displayed on this tab by selecting the appropriate filter options.
Research items cannot be displayed on this tab.
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Precedents Tab of Document Manager

This tab displays all precedents saved to PCLaw as added through
Microsoft Word. WordPerfect documents cannot be saved as
precedents.

The grid can display all precedents, restrict precedents through filter
options (refer to “Selecting Iltems to View” on page 49), or by using
the folder pane.

| Document Manager EI@
Report = | <+ Quick Step | 75 QDoc ~ | i Help | i3 save/Close
Documents E-mail *, Precedents' Research
Document Containg Filters Clear
Document Mame Desc or Comments Contain Document 1D
Precedents Documen Awthor Description Doc Type Created | Modified| DoclD | S
Acknowlzdg ADMIN 8/18/200 8/18/20 8 -
Document]. ADMIN 815/200 815/20 4
letter of intro ADMIN 84187200 8187200 5
Motice.doc  ADMIN 8A18/200 BA18B200 7
|Dpen Doc ‘ | E-mail ‘ | Add Doc ‘ | Remove ‘ | Copy Tar ‘ | Properties ‘ | Load Last ‘ | Frint

Document Manager displaying the Precedents tab

To use the folder pane, Save Documents to Subfolders Based on
Document Type must be selected on the System Settings > Front

Office Tab.
« Click the ‘+ sign to the left of Precedents to reveal its il
subfolders.
» Highlight the parent Precedents folder to display all y
precedents. Note: Subfolders are not
» Highlight a particular subfolder to display only the created until a precedent
contents of that folder. using that document type is
saved. If no subfolders
Subfolders contain precedents according to their document types. appear, the Document Type
box is empty of all
precedents.
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Research Tab of Document Manager

This tab displays all research saved to PCLaw as added through the
Lexis Research feature. The Lexis Research window can be

accessed by selecting LexisNexis Research on the File > Document
pull-down menu, or by clicking the Add or Change button on this tab.

# | Documnent Manager EI@
Report v| i Quick Step | 7= QDoc - | @He\p | ESEVEJ’C\USE
Documents . E-mail *, Precedents . Research
1 atter \USLI Description Cantaing

- -

Date I atter Description URL

Memos

| Change | | Remove | |Load Last|

Document Manager displaying the Research tab
Applying Document Manager Security

Options > Administrator > Security

In order to view information for individual tabs and other functions,
the user not only needs to be assigned rights to Document Manager,
but also to selected PCLaw features. For Document Manager,
access to the following reports and features are required:

Tabs and Buttons Corresponding Report
Document Tab Reports > Document Listing

E-mail Tab Reports > Document Listing

Precedent Tab Reports > Document Listing

Add Doc button File > Document > New Document

Add button File > Document > LexisNexis Research
Properties button Flle > Document > Open Document
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Creating and Opening Documents

PCLaw provides the capacity to manage documents, e-mails, and
precedent templates. Much of the management of this resource is
performed using Document Manager. However, the creation and
upkeep of documents extends beyond Document Manager.

The New Document window provides a quick and easy method to
adding documents within PCLaw without opening the Document
Manager, Matter Manager, or Contact Manager. Open Document
provides the same ease to view the properties of documents
previously added to Document Manager.

New Document

File > Document > New Document

New Document adds a document to Document Manager without
opening the module.

1. Select on the File pull-down menu, Document > New
Document to display an Open window overtop an Add PCLaw
Document window.

2. Select or browse to the document you wish to add to Document
Manager.

3. Click OK to proceed to the Add PCLaw Document window.
4. Complete this window as required.

5. Click OK to save the document and close the Add PCLaw Docu-
ment window.

-Or-
Click New to add another document to Document Manager.
Open Document

File > Document > Open Document

View and modify the properties of existing documents without
opening Document Manager.

1. Select on the File pull-down menu, Document > Open
Document to display an Open window.

Select or browse to the document you wish to open.
Click OK to display the Change PCLaw™ Document window.

Make any changes, as required.

o > enN

Click OK to save your modifications.
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Adding Documents

For all methods of adding documents to PCLaw, you are prompted
with an Add PCLaw Document window. Use this window to

complete information on the document.

Add PCLaw Document et S
Document Information
e
Doz Mame fime listing. =l Browse... | | Mew |
b4 atter ~ | Contact(s) Cancel
Dacument Details Remove
Author ADMIN >  Document Type A —————
Help
Description -
Spell...

Comments - I—I

Creation Date  B/7/2012 = Time 10:18 Last Modified 6/7/2012  » Time 10:18

Source chuzershscottm Ydocumentsimy meetingzshtime listing, <z Docf  <Mew:
M atter: Cliert: M ame:
Re Line:
T/Bals:
Unbd D: AfR: Gen Rtnr: Trust:

Add PCLaw Document window

Documents can be added through:

» File > Document > Open Document

* Document Manager
* Microsoft Word

» Corel WordPerfect
*  Windows Explorer

What You Should Know:
Matter

» If you are adding the document through PCLaw or Windows

Explorer, type the matter nickname.
* For Microsoft Word and Corel WordPerfect, the matter is
selected prior to saving the document.
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Contact(s)

« The Contact button is not available for Microsoft Word and
WordPerfect.

* For Microsoft Word, the contact is selected prior to saving the
document.

+ For WordPerfect, contacts are not accessible using the PCLaw
Document toolbar and therefore cannot be saved through the
application.

Author
» The author box defaults to the user name entered when logging
into the Document Link Manager.

Creation Date

+ PCLaw adds the date the document is associated to the matter.

* The date can be changed at the time the document is created or
later by using the Properties button of Document Manager.

» The creation time cannot be changed.

Source

» Displays a temporary path utilized by Microsoft Word.

* The document is temporarily saved in the shown directory, prior
to PCLaw saving the document into the prescribed document
folder.

Use Same Information for all Documents

* For Adding documents with Windows tool bar only.

*  When adding multiple documents, assign the same properties to
all documents by checking this box.

Behind the Scenes:

Document Manager has a very extensive directory structure, but
one that is not very difficult to understand.

The data directory begins with the PCLawDocs folder. By default,
the PCLawDocs folder is created as a Data sub-folder on the same
level as the Statdata and Dyndata folders. This is done to keep the
PCLaw Data directory structure in tact during the installation
process. Best Practices recommend that the PCLawDocs folder be
maintained outside the data folder. Most firms have a dedicated
location for storing their electronic documentation, often a separate
server, partition, or drive.

Within the PCLawDocs directory are as many as five sub-folders.
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Active

Active refers to the matter status. This folder stores the electronic
media for all active matters. Within this folder is a sub-folder for each
client to whom documentation has been added through one of the
Add Document processes. A folder is not created when the client is
created, but when the first document is associated to a matter
belonging to that client.

Within each Client folder are matter sub-folders representing each
matter for that client, to which documents are stored.

If Save Documents to Subfolders Based on Document Type is
enabled on the Front Office Tab of System Settings, there may be a
third sub-directory structure based on the document types listed on
the Options > Lists > Document Types pop up help window.
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Document type folders are positioned within the matter folders.

—_

Commaon

Data

— - ‘J

statdata

-

Dyndata

Archive

— 01—

PCLawDocs

]

Cther

Index

Document Manager Directory Structure

Archive

-]

Matter 100-001

=

Client 100

Cliegnt 200

> [l

Matter 100-002

o™

Matter 100-003

—J

Client 300

ud

Precedents | Document Type 1

ud

Document Type 2

Active

—

Archive

s

Precedents

-

Matter 300-001

™l

Matter 300-002

When a matter is archived, its document sub-folder is moved to the
Archive folder. A parent client folder is created to hold the matter
folder, even if the client remains active. The matter folder is
renamed as ‘a-’ and is appended to the front of the current name to
indicate the matter is not active.

Documents cannot be saved directly to the Archive folder.
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Precedents

This folder stores all precedents. Since precedents are not a saved
directory to a matter, the files may be saved directly into this folder,
or if Save Documents to Subfolders Based on Document Type is
enabled on the Front Office Tab of System Settings, there may be a
sub-directory structure based on the document types listed on the
Options > Lists > Document Types pop up help window.

Index

This folder contains all the index records for each document folder
and sub-folder, using a directory structure that replicates the
structure of the other folders.

Other
This folder has not currently been assigned a role.

Documents in Matter Manager

The Docs and E-mail Tabs in Matter Manager display documents
and e-mails associated with the selected matter. The Matter
Manager grid works similarly to the grid in Document Manager.

Docs Tab

The Docs Tab displays documents that are associated with the
matter. Use the Docs Tab to:

* View documents associated with the matter.
« E-mail a document.

» Create a new document.

+ Copy a document to another location.

» View the properties of a document.

* Add an existing document.

To access the Docs Tab, the user must be assigned rights to the
Document Listing in addition to the required rights to access Matter
Manager.
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E-mail Tab

The E-mail Tab lists e-mail that are associated with the matter. Use
the E-mail Tab to:

» View, change, or remove e-mail for the active matter.
» Associate an e-mail with the matter.

» Copy an e-mail to another location.

» View the properties of an e-mail.

To access the E-mail tab, the user must be assigned rights to the
Document Listing in addition to the required rights to access Matter
Manager.

Documents in Contact Manager

The Document and E-mail tabs in Contact Manager display
documents and e-mails associated with the selected contact. The
Contact Manager grid works similarly to the grid in Document
Manager.

Although the Document and E-mail tabs of Contact Manager display
items associated with contacts, those items still must be associated
with a matter.

Associating a document or e-mail to a matter that is also linked to a
contact does not directly associate the document to the contact. The
contact must be selected in the Document Properties window.

Documents Tab

The Documents Tab displays documents that are associated with
the contact. Use the Documents Tab to:

* View documents associated with the selected contact.
* E-mail a document.

* Create a new document.

+ Copy a document to another location.

» View the properties of a document.

* Add an existing document.

To access the Documents Tab, the user must be assigned rights to
the Document Listing in addition to the required rights to access
Contact Manager.
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E-mail Tab

The E-mail Tab lists e-mail that are associated with the contact. Use
the E-mail Tab to:

» View, change, or remove e-mails for the selected contact.
+ Copy an e-mail to another location.
* View the properties of an e-mail.

To access the E-mail Tab, the user must be assigned rights to the
Document Listing report, in addition to the required rights to access
Contact Manager.

Document Reporting

The Document Listing is the prime report for printing document
information. However, other reports in PCLaw offer selective
information on PCLaw documents.

Document Listing

The Document Listing provides document, e-mail, and precedent
information for a matter, client, lawyer, or firm. This report can also
be produced by author or document type, creation or modified date,
or by a key word or phrase within the title, body, or description of the
document. Contact information can be included or excluded. The
report can be sorted by a number of criteria, including document
name, author, or type.

Document Types

This report, run from Document Types window, lists the nicknames
and descriptions of document types.

Matter Status Report

Information on this report includes the last document added to the
particular matter, when it was added, and the author who added it.
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Phone Call Manager

Phone Call Manager may be used to centrally track your firm’s
phone calls and messages. Messages include the following details:

* Notes

* Associated Matters
* Related Contacts

* Call duration

» Call status

Messages are associated with a user or users within PCLaw, and
notifications of new messages may be set to appear on the user’s
workstation.

Phone Call Manager is designed for use within PCLaw, and does
not link directly with the firm’s phone system.

General Overview

Phone Call Manager is the operations center for creating, modifying,
and monitoring existing call records. View call records for a single
user, a group of users, or for all users.

Opening Phone Call Manager restores the same settings as when
the feature was last used. All call records from the previous session,
plus notifications sent since are listed on the call log for users that
are displayed in the Viewing Messages for User(s) box.

7 Phone Call Manager = Em
(] New Call | Tl New Message | [& Entry = ] Report - | [BL Appt [E To Do fil Note | ®iHelp | [ Save/Close
Matter Start Date End Date Calls -
\ 114982 v 12/31/219 v [User.. | =sl=ADMIN;MCE; RSE; WM™ P s | [ sdent |
Bath Refresh
B or Date Time I atter Contact | Phone Number Notes Call
O 9/28/201 10:22a 101 Samanthz 555-5555 Retum call A54P Msg -
[ 972872011 10:23a 1 Karen M 555-555% Return Call ASAP Msg
[ 9/2872011 10:32a P=106 Sandra | 555-5555 Require call back concemin Msg
O
|
O
O
|
O
O
|
O
O
|
d o
| Change ‘ ‘ Enmp\eledl | Print ‘

Phone Call Manager

What You Should Know:

User
» Click to view only phone events for a selected user using the
User List, or type the user nickname in the adjacent box.

Tip: Phone Calls can also
be listed by matter using
the Matter Manager >
Calls Tab or by contact,
using the Contact
Manager > Calls Tab.
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Select
» Click to produce a list of phone events based on the criteria you
selected.

Refresh
» Click to refresh the list to include any new phone events that
occurred since Phone Call Manager was opened.

Completed
+ Click to mark the highlighted phone event as completed.

Print
» Click to produce a List of Phone Calls report.

Adding a New Phone Call

Data Entry > Phone Calls

Use the New Phone Call window to create and track phone calls
made or received by the user, both outgoing and incoming, and
attach to appropriate matter, if applicable.

These entries are similar to time entries, and may be posted to the
Client Ledger by selecting Do a Time Entry. Users may also have
these phone calls appear within the Calendar as a To Do.

(1) New Phone Call EI@

Information

b atter Contact MHew Phone #

@) In From - -

OutTa
Date Time

910/2M2 - 11582 -

Motes

Action -
Duration

Campleted ¢ action: - 00:00:00 oon o - Do Time Entry | | Create Ta Do |

Start

M atter: Clierit: M ame: Cancel

Re Line:
Unbd D: Unbd Hrs: Unbd Fees:

AfR: Gen Rtnr: Truszt: %‘
Help
[ spel |

Remove

New Phone Call window
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What You Should Know:

Phone #

» Type the phone number of the other party.

+ If a contact already in PCLaw is selected, a list of available
phone numbers for that contact is displayed.

Completed
« Check if all required action regarding this phone call is
completed.

Do Time Entry

» Click to convert the phone call into a time entry.

» The user is taken to an Additional Time Entry Information
window where you are asked to confirm the working lawyer, task
code, and billing rate.

Create To Do
» Click to convert the phone call into a To Do using the New To Do
window.

Adding a New Phone Message

Data Entry > New Message or File > Phone Call Manager > New
Message

Use this feature to take phone messages from clients and have
them tracked within PCLaw. These messages may be electronically
sent to various users of PCLaw, and will display on their computer.

(=[O el

(1) New Phone Message

Information
Contact Mew Phone # Matter

- -

Taken for Date Time
User... | ADMIN = “ADMIN 9/10/2M2 - 1159 =

Motes

Action

Completed Urgent Fleaze Call Fieturned Your Call Wwill Call Again

Cancel

M atter: Clierit: M ame:
Re Line:

Unbd D: Unbd Hrs: Unbd Fees: P —
AfR: Gen Rtnr: Truszt: &I
Help
Spell

New Phone Message window
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What You Should Know:

Taken for

» Click the User button to select from List of Users, the user for
whom this message is intended, or type the user nickname in the
adjacent box.

Completed
» Check if all required action regarding this phone message is
completed.

Action
» Check the appropriate box to indicate the appropriate response
to this message.

Receiving Phone Messages

Once a message is sent to a user via the new message feature, it
appears on the user’s workstation.

If the User Is Not Logged Into PCLaw

If a user is not logged into PCLaw, he/she will receive the message
upon login. The user receives a message regarding unread
messages in Phone Call Manager and has the option of viewing
those messages immediately.

f PClaw l ]1

' "~ | You have phone messages that are unread. Would you like to open the
"' Phone Call Manager to view them?

PCLaw Confirmation Prompt
» Select Yes to view the messages immediately in Phone Call

Manager.
» Select No to return to the Quick Step Menu.
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If the User Is Logged Into PCLaw

If a user is logged into PCLaw, the following PCLaw message

window appears:

Phone Message - Incoming phone call from Sandra Dument

= i |

Incoming phone call from Sandra Dumont
IN
To: MCC

Phone from client

91242021201 PM

[ Change Phone tMessage... ]

Fieply... || Fieply All.. || Forward... |

| Snhooze | | Delete | | Close |

15min - -

PCLaw Message Window

Select Details to access the Change Phone Call window. From this
window, messages may be converted into To Dos or Time Entries.

Phone Call Manager Security

The Phone Call Manager contains tabs and function buttons, whose
access can be denied, if rights are restricted to the user’s group.
Items not listed do not require individual security settings.

To use Phone Call Manager, security must be enabled in PCLaw.
The Phone Call Manager utilizes the list of users from the Security
Setup window. Message notification can only be sent to existing

users in PCLaw.

Window and Buttons

Corresponding Report

Phone Call Manager

Reports > Appointment Listing

New Call

Data Entry > New Phone Call

New Message

Data Entry > New Message

Change Button (for phone calls only)

Data Entry > New Phone Call
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Calls Tab of Matter Manager

File > Matter Manager > Calls Tab

The Calls Tab displays records added through the Phone Call and
Phone Message features on the Data Entry pull-down menu, as well
as from the New Call and New Message buttons in Phone Call
Manager. To access the Calls Tab, you must be assigned rights to
Data Entry > New Calls and New Messages.

Use the Calls Tab in these circumstances:

« To view calls associated with a matter.

» Filter the list by completed status, date range, contacts, or users.

* Add or change calls or messages.

« Print a List of Phone Calls report. This report can only be printed
from Matter Manager and Phone Call Manager.

B Matter Manager - 101 - Chaucer, Samantha = |[=)=
b~ oy - G Matter [& Entry ~ [E] Report ~ | B appt 2 ToDo T Mote | @F Conflict < Quick Step 7 QDoc ~ ) Researc] h B B

Matter 107 ~  Client 107 -Chaucer, Samantha  Fie [Chaucer Litigation ‘ Refrash H Load Last HCIieanolalsH Label |

00o0oo0ooooooooooooooooo|g|s

Biling  Settings “, Summary Events *, Notes ' Calls", Ledger ' Time . Al Contacts " Related  Docs‘ Add Tabs.

Date Time: Matter Contact | Phone Mumber Notes Call Sent To Duration =«
gh2/2012 12:08p 1m Client update Out Call MCC 000 -

l New ] | Change | ‘ Remave | | Print | Filters

Calls tab of Matter Manager

Calls Tab of Contact Manager

File > Contact Manager > Calls Tab

The Calls Tab displays phone calls and message where the active
contact is referenced. To access the Calls Tab, the user must be
aSS|gned rights to the Appointment Listing. Use the Calls Tab to:
View phone records associated with the contact.
» Filter the list by calls only, completed status, date range,
contacts, or users.
« Add calls or change existing calls and messages.
» Print a List of Phone Calls report.
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Message Manager

Message Manager empowers you to send sticky note messages to
other PCLaw users. Send messages through Message Manager
itself, or through User Message on the Tools pull-down menu.
Messages can be marked as high priority, and a read receipt can be
required. Quick Tabs in Message Manager groups messages by
several criteria, as determined by you and access can be restricted
to assigned users. Create Quick Tabs for each recipient, subject, or
message type, or view messages by relevant dates.

Quick Tabs created in Message Manager are not transferable to
other PCLaw features.

Sending Messages

Tools > User Message

PCLaw must be open to send a message. Messages can be sent by
clicking User Message on the Tools pull-down menu, clicking the
Message icon in Message Manager, or by clicking the Reply or
Forward icons on a received message. The recipient will see the
message immediately if PCLaw is open. If PCLaw is not open, the
recipient receives the message upon opening PCLaw.

Message [ — ihJ
Ta| High Pricrity

Subject: Read Receipt

| Spell.. | | Send | | Cancel

Message window for sending messages in PCLaw
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What You Should Know:

To
» Click to select the user from the List of Users window, or type the
user name in the adjacent box.

High Priority
» Check to prioritize the message.
* Ared banner displays on the recipient’s message.

Read Receipt
» Check to receive a read receipt.
* The receipt is sent when the recipient closes the message.

Receiving Messages

PCLaw must be open to receive an message instantaneously. If
PCLaw is not open, messages pop up upon launching the
application. High priority messages are marked with (HIGH) on the
toolbar, and a red banner across the top of the message.

Message(HIGH] - Client is on the phone EI_IéJ

HIGH PRIORITY

Client iz on the phone 912/201212:21 PM

[ Fieply... ]l Fieply All.. || Forward... | | Snooze || Delete || Cloze

15min - -

High Priority Message window

What You Should Know:

Reply

» Click to open a new message window addressed to the message
sender.

* The original message chain is displayed at the bottom of the text
pane.
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Reply All

» Click to open a new message window addressed to the message
sender and all recipients of the message.

* The original message chain is displayed at the bottom of the text

pane.

Forward

» Click to open a new message window with the recipient not filled
in.

* The original message chain is displayed at the bottom of the text
pane.

Snooze

» Click to be prompted with the message at a future interval.
» Select the time interval from the drop-down menu immediately
below the Snooze button.

Delete

» Click to delete the message without saving it in Message
Manager.

Close

+ Click to close the message while preserving it in Message
Manager.

Read Messages

When marking a message with a Read Receipt, the receipt is sent
as soon as the user closes the message.

Message Read Receipt - READ:Client is on the phone El_léj

READ:Client iz on the phone 912/201212:23 P
MCC
Tao: MCC

----- Original Meszage -

iVIessage Read Receipt window
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Navigating Message Manager

File > Message Manager

Use Message Manager to add messages, phone messages,
appointments, To Dos, and notes. Existing messages can be
grouped by Quick Tabs, sorted by column headings, viewed, or
removed. Options for the Admin Tab differ from options available for
Quick Tabs.

7| Message Manager EI@

&gMessage L%Phone Message | Appt E,To Do HNote | @Help | ESave!Clase
MCC', Add Tabs...

Start Date End Date

SA2/2012 - gaz2mz - Filters

i " Yot To | From Subject Bodp Tppe “iewed Date Sent 4.
O MCC  ADMI Incoming phone call from Sandra [ Phone from client Fhone 922001212 9124200 »
[ Higr MCC MEC Client is on the phane: Standard 941272012 12: 9412/201
O MCC  MCC READ:.Client is on the phone - Original Message - Read Reci 9412/2M212: 312/201
O

O E
O

O

O

O

O

O

O i
—

4 T b

‘ g ‘ | Delete | | Refresh |

Message Manager Window

Use the toolbar in Matter List to perform tasks with multiple matters,
such as global change, closing matters, printing labels and pre-bills,
as well as tasks for single matters, such as Appointments, To Dos,
and Conflict searches. When selecting multiple matters, the icons
for single matter functions are disabled.

L% Message L% Phone Message
Message Manager Toolbar

What You Should Know:

Tabs

» Click the user tabs to view messages associated to that user.

+ Messages on tabs can be grouped by date, sender, subject,
priority, or event type.

Add Tabs

+ Click to add hidden Quick Tabs, or create new Quick Tabs.

F'.ppl: E,Tl:u Lo Eﬂwnte | @Help | Eﬁaveicluse
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Start Date

« Admin Tab - Select to show events posted on or after this date.

* Quick Tabs - The Start Date displays the date parameter
selected on the Message Quick Tab Selections window.

End Date
* Admin Tab - Select to show events posted on or prior to this
date.

* Quick Tabs - The End Date displays the date parameter selected
on the Message Quick Tab Selections window.

Filters

» Click to filter contents of the Admin Tab using the Message
Filters window.

» Admin Tab filters are not saved for the next Message Manager
session.

Change Tab

» For Quick Tabs only.

» Click to change the settings of the selected Quick Tab using the
Message Quick Tab Selections window.

Creating Quick Tabs in Message Manager

Creating Quick Tabs in Message Manager

Use Quick Tabs to personalized tabs in Message Manager, as well
as tabs based on date, priority, sender, or message type.

Message Quick Tab Selections [iE-J

Quick Tab
Mame |
Description

Selections
Date Sent Include Priority

@ Today V| Mormal
This Week
This Month
[rate Range Include Types
V| Standard

V| High

Fiead Receipt
Fhone

4

| Fram

Subject Containg Appaintrent

Body Contains ToDo

e I o I

Mote

| (0]8 | | Cancel | Help |

Message Quick Tab Selections window
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What You Should Know:

Publish to User
+ Select the PCLaw users who are allowed to view this tab.

From
» Click this option to create a tab for a particular sender using the
List of Users window.

Subject Contains
+ Type a keyword to restrict the tab to messages containing that
keyword in their subject line.

Body Contains
+ Type a keyword to restrict the tab to messages containing that
keyword in the message text.

Normal/High
» Check this option to include Normal or High priority messages.

Include Types
+ Select required message types to include those messages on
this tab.
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Safe Custody Manager

Safe Custody Manager enables the firm to track the physical
property of clients. With Safe Custody Manager, you can monitor
and maintain details concerning property in the possession or care
of the firm, create a Safe Custody record, or identify the record type,
such as a will or lease. Create your own custom packet, the physical
receptacle containing the property, such as a storage container,
folder, or file cabinet. Then add locations where the property can be
stored.

Not only can you specify a date to review the record, but you can
also attach a scanned image of a document or item. Safe Custody
Manager eliminates the hassle of a manual file system or acts as a
stand alone electronic file tracking system.

What Is Safe Custody?

The concept of Safe Custody Manager begins with a container,
called a packet which is used to store any physical property or
documentation. The container or packet can be as simple as a file
folder in a filing cabinet or a lockable storage container or more
formal, such as a safe or safety deposit box. A packet is any location
or receptacle that is used to store, secure, or organize client
property that is in possession of the law. firm. Packets in Safe
Custody Manager are numbered in chronological order, starting with

1"

interchangeable in Safe Custody Manager. These records or items
are the actual client possessions. They can be a document, such as
a lease, will, or contract, physical evidence, or depositions, such as
an audio or video tape, photographs, or client valuables, such as Note: A number cannot
jewelry or bonds. In essence, a record in Safe Custody Manager be duplicated or reused.
can be anything in the firm’s possession.

Inside the packet are records or items. Both terms are @

Records are grouped into record types, which can be similar to the
examples provided above, or whatever categories are most suitable
to the firm. PCLaw does not provide pre-existing record types, as
they must be added by the firm.

A record is assigned a status at all times, which indicates the
record’s positioning in regards to the packet. The record may be /n
Packet, meaning it can be currently found inside its packet. If it is
Uplifted, the record is currently signed out, and is in the care of a
Recipient. The record may also be designated to be returned to the
client, not to be returned, or obsolete. In addition to these status’s
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provided by PCLaw, you can add your own and modify a status at
any time.

Another designation of a packet is its stage. A stage indicates where
the record is in its life cycle. For instance, documentation may be
assigned stages of preparation, client review, implementation, and
completion. Stages are subsequently classified into stage groups. A
stage group is a collection of stages for a record category. The
aforementioned documentation life cycle would belong to a stage
entitled Documents. There may be separate stage groups for
different document types, such as contracts and wills, as well as for
depositions, physical evidence, and other items that the firm deems
appropriate to track using Safe Custody Manager. PCLaw does not
provide pre-existing stages or stage groups, but both can be added
to the application to best suit the needs of the firm.

Once a record is created, actions on the record can be tracked. This
is termed as movements in Safe Custody Manager. A movement is
considered any change in the status or stage of a record. Each
movement is tracked separately, and can be listed on the Safe
Custody Listing. Movements can require a hard copy of the action to
be printed, with a place for an authorizing signature. Once a
movement is posted to PCLaw, it cannot be modified, although a
movement can be removed in its entirety.

Navigating Safe Custody Manager

File > Safe Custody Manager

PCLaw provides the Safe Custody Manager with two default tabs,
listing packets, and records, respectively. Existing tabs can be
filtered or additional Quick Tabs can be added. The Safe Custody
Manager has its own customized tool bars and feature buttons.
Additional feature buttons are available for each tab type, with
packet tabs and record tabs accessing additional windows to assist
in their functionality.
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.1 Safe Custedy Manager EI@

LEgNawRemrd ﬁgNawMessage ﬁ Phone Message |Appt ETO Do EﬂNote |®Halp |ESavEJ‘CInse

All Packets' AllRecords ' Add Tabs.

Packet Location
. bl Filters

Packet Drescription Lacation Motes “erminal 4
1 Safe In Oiffice

w
o

ooooooooogo

4

Edit Teminate| | Maove

‘ Refresh H Delete || Frirt |

Safe Custody Manager

What You Should Know

Delete

* The packet or record must be marked as terminated prior to
deleting the item from the Safe Custody Manager.

« PCLaw displays a confirmation prompt prior to deleting the item.

Print

* Click to produce a Safe Custody - Packets or Safe Custody -
Record Items report for the active tab.

Safe Custody Manager Toolbar

Use the Safe Custody Manager toolbar to create new records or
access other PCLaw Front Office windows. The icons on the toolbar
remain unchanged regardless whether a packet or record tab is
active.

All Packets Tab of Safe Custody Manager

Use the All Packets tab to work and view the complete list of
packets. You can sort by location or by packet in the main Search
area. Use the filters button to refine the list of packets. The tab
displays at a glance, the packet number, description, and location,
as well as any additional notes, and the termination date if one has
been assigned. Individual columns on the grid can be hidden by
right-clicking on the column heading and selecting Remove Column.
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All Packets', AllRecords . Add Tabs...

Packet Location

Packet Description Location Notes :rminal 4
1 Safety Deposit Eox 4329 Bank A

)

~l000000000000F

[ Edit ][Terminate][ Move ]

All Packets Tab of Safe Custody Manager

What You Should Know:

Packet
» Select the Packet number to view a single packet.

Location
» Select the location code to view all packets in a specific location.

Filters

» Click this option to open the Packet Filters window to further
refine the list of packets.

+ Refer to “Packet Filters” on page 80 for more information.

Edit

» Click this button to modify information on a highlighted or
selected packet using the Change - Safe Custody Packet
window.

+ Refer to “Packets” on page 89 for more information.

» This button is not available if multiple packets are selected.

» If one packet is selected and a separate one is highlighted, the
selected packet will open.

Terminate

» Click this option to mark all records in the highlighted or selected
packet for termination.

« PCLaw displays a confirmation prompt prior to deleting the
records.

+ The Terminated box for each record is checked, and the Default
Entry Date is assigned as the Termination Date.

» The records are not physically removed from the packet, but
must be removed individually by editing the packet.

* Records cannot be removed unless first marked for termination.
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Move

» Click to move selected records in one or more packets using the
Safe Custody Movement window.

+ Refer to “Documenting Movements” on page 86 for more
information.

* When selecting multiple packets, the records for all selected
packets are listed in the Safe Custody Movement window.

* Moving records involves changing the Status only.

» Record Stages cannot be changed within a packet. It can only be
changed within the record only, accessed through the Movement
Tab of the Safe Custody Record window. Refer to “Creating Safe
Custody Records” on page 83 for more information.

* Record movements are included on the Safe Custody Listing.

All Records Tab of Safe Custody Manager

Use the All Records Tab to work and view the complete list of
records. You can sort by packet, item, date, or record type. The grid
also lists notes, review and termination dates, status, and stage.
Any column can be hidden by clicking the column heading and
selecting Remove Column. Use the Filters button to refine the list of
records.

AllPacketz . AllRecords’, Add Tabs...

Packet Matter Client Start Date End Date

|- [15-2897 026 v “1ammsz  v| 1232199 v

Packet [tenDate Type Descri ption MHotes levietming Status Stage M,
~

O0OoOoOoooOooooogrF

[ Add ][ Edit ][Terminata]

All Records Tab of Safe Custody Manager

What You Should Know:

Filters

» Click to open the Record Filters window to further refine the list
of packets.

+ Refer to “Packet Filters” on page 80 for more information.
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Add

* Opens the Safe Custody Record window to create new records.

+ Refer to “Creating Safe Custody Records” on page 83 for more
information.

* Regardless of how the All Records Tab is filtered, a new record
can be created for a new packet or any existing packet.

Edit

* Opens the Safe Custody Record window displaying the details of
the selected or highlighted record.

» Refer to “Creating Safe Custody Records” on page 83 for more
information.

+ The Safe Custody Records window for an existing record also
contains a Movement Tab listing all movements for that record.

Terminate

» Click this option to change the status of the selected or
highlighted record to Terminated.

+ PCLaw displays a confirmation prompt prior to terminating the
record.

* Arecord is assigned a termination date, but is not deleted from
the packet.

« Permanently removing a record from the packet can occur only
in the Safe Custody Record window.

Packet Filters
File > Safe Custody Manager >All Packets Tab

Use the Packet Filters window as a way of refining the list of packets
on All Packets Tab. Only the default tabs in Safe Custody Manager,
All Packets and All Records can be filtered. For Quick Tabs, the
Filter button is not available.

However, a Change Tab button becomes available. Click the button
to modify settings on the Quick Tab. The Packet Filters window
contains different filtering parameters to the Record Filters window,
refer to “Record Filters” on page 81for more information.
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Packet Filters LX)

Quick Tab
Mame Al Packets

Description

Selections
Packet |
Location |-

Description
Mote

| QK | | Cancel | | Help

Packet Filters window

What You Should Know:
Quick Tab

» Displays Name, Description, and User information about the tab.

+ Information is excluded from filtering parameters.

Description
+ Type the text to list all packets where the description contains
that text.

« The complete text does not need to be searched, only an
unbroken text string.

« This is a text box only and does not access a drop-down menu or
pop up help.

Note

+ Type the text to list all packets where the note contains that text.

» The complete text does not need to be entered, only an
unbroken text string.

* Thisis a text box only and does not access a drop-down menu or

pop up help.
Record Filters
File > Safe Custody Manager >All Records Tab

Use the Record Filters window as a way of refining the list of records
on All Records Tab. Only the default tabs in Safe Custody Manager,
All Packets, and All Records can be filtered.

For Quick Tabs, the Filter button is not available. However, a
Change Tab button becomes available. Click the button to modify
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settings on the Quick Tab. The Record Filters window contains
different filtering parameters to the Packet Filters window, refer to
“Packet Filters” on page 80 for more information.

S

-
Record Filters

Quick Tab
Mame

Description

Al Records

Selections
Itemn Drate

Drate Fange [EAESEEE

To 12/31/2193 ~

Review Date

Date Range 1/1/1382 » To 12/31/2199 -

Termination D ate

Date Range 1/1/1382 » To 12/31/2199 -

Matter hd
Client hd
Packet v -

Record Type |-
Record Status -
Description

Mote

| QK | | Cancel | | Help

Record Filters window

What You Should Know:

Item Date

Filter by the date the record was added to the packet.

When adding a new record, the Item Date is simply labeled as
Date in the Safe Custody Record window.

Refer to“Creating Safe Custody Records” on page 83 for more
information.

Review Date

Filter by the date the record is assigned for review.
The Review Date is assigned in the Safe Custody Record
window.

Termination Date

Filter by the date the record is designated for termination.
The Termination Date is assigned in the Safe Custody window
when the Terminated box is checked.

Matter

Filter by one of the matters that has been added to the record.
Multiple matters can be assigned to a record in the Safe Custody
Record window, while a user can only filter by a single matter.
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Client

» Filter by the client of one of the matters that has been added to
the Safe Custody record.

» Assigning multiple matters to a record may or may not constitute
multiple clients.

Packets
» Type the packet number (nickname) to list records belonging to a
single packet.

Record Type
» Type the nickname to list records assigned a specific record

type.
Record Status

» Select the status from the drop-down menu to list all records with
that status.

Description
+ Type the text to list all records where the description contains
that text.

« The complete text does not need to be searched, only an
unbroken text string.

« This is a text box only, and does not access a drop-down menu
or pop up help.

Note

* Type the text to list all records where the note contains that text.

» The complete text does not need to be entered, only an
unbroken text string.

« This is a text box only, and does not access a drop-down menu
or pop up help.

Creating Safe Custody Records

Use this window to create records for inclusion into packets,
including description, scanned images, matter and contact
association, and actions taken upon the record.

The Add - Safe Custody Packet window can be opened by clicking
the Add button in the Pop Up Help - Packets window. The Safe
Custody window can be opened in multiple ways throughout the
Safe Custody Manager.

+ Select Safe Custody Records from the Data Entry pull-
down menu.

+ Click the Add button in the Change - Safe Custody Packet
window.

» Click the Add button on the All Records Tab in Safe
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Custody Manager.
» Click the New Record icon on the toolbar of Safe Custody
Manager.

Safe Custody Record [iz-,l

Packet | - Item Mo 1

Fecord Type - Statuz
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Description

Mote

Image Path Browse...

Termination

Matters ', Contacts

5

b atte Client Jez Ly aw Typ Description Home Business E-mail Fax

Add Remove

QK ]| Mew || Cancel || Spell...

Safe Custody Record window

What You Should Know:

Packet

» Select the packet number for which this record belongs.

* When accessing this window from the Change - Safe Custody
Packet window, the packet number fills in automatically.

Item No.

* This number is assigned to PCLaw and cannot be modified.
* The item number is unique for each packet.

» The number starts at 1 and increments by 1 for each packet.

Record Type
» Type or select the record category for this record.
» This box accesses the Pop Up Help - Records Type window.

Status

» Select the record status from the drop-down menu.

* The drop-down menu can be modified using the Pop Up Help for
Record Status.
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Image Path

» If a electronic or scanned image of the record is taken, include
the directory path for the image.

» This option is to provide additional security for the record, and is
not intended to be a substitute for Document Manager.

+ If an electronic document is added to both Document Manager
and Safe Custody Manager, PCLaw does not recognize the two
links to be the same document.

Terminated

* Check if the item is to be terminated.

» A date field appears adjacent to the check box, if enabled.
» Select the actual termination date for the record.

Matters Tab

« This tab lists all matters associated with this record.

* When creating a new record, a matter or contact must be added
as part of the record.

« Matter and client information, including responsible lawyer, type
of law, contact information, and description is displayed.

» This tab contains the same properties of all grid tabs in PCLaw,
and can be customized to display fewer columns.

» Click the Add tab to associate one or more matters with this
record using the Select Matter window.

» Click the Remove button to remove the association between the
record and the highlighted matter.

» Clicking the Remove button removes the association
immediately without a confirmation prompt.

Contacts Tab

» This tab lists all contacts associated with this record.

* When creating a new record, a matter or contact must be added
as part of the record.

» Contact Name and Firm Name is displayed, along with role and
contact information.

» This tab contains the same properties of all grid tabs in PCLaw,
and can be customized to display fewer columns.

» Click the Add button open the Contacts Selection to associate
one or more contacts with this record.

* Arole must be assigned to the contact when associating it to the
record.

» Click the Remove button to remove the association between the
record and the highlighted contact.

» Clicking the Remove button removes the association
immediately without a confirmation prompt.
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Movements Tab

» This tab lists all activity for the record.

+ The Movements Tab is available only when opening the Safe
Custody Record window for an existing record. The tab is not
present when creating a new record.

+ Date of activity, the person involved, and additional notes are
displayed.

» This tab contains the same properties of all grid tabs in PCLaw,
and can be customized to display fewer columns.

» Click the Add Tab to record additional activity to the record.

» Clicking the Add Tab opens the Safe Custody Movement
window. Refer to “Documenting Movements” on page 86 for
more information.

» Click the Remove button to delete the movement from the
record.

» Clicking the Remove button removes the association
immediately without a confirmation prompt.

Documenting Movements

File > Safe Custody Manager > All Packets Tab > Move button

Use the Safe Custody Movement window to post activity on one or
more records selected on one or more packets by a selected
recipient. A printed copy of the movement can be created, including
the requirement for the recipient signature. Records are listed in
order by packet number and item numbers respectively and cannot
be sorted.

A movement can only be added or viewed. Once a movement is
created, it cannot be edited, only removed.

Movements are listed on the Safe Custody Listing, and on the
Movements Tab of the Safe Custody Record window.

The Safe Custody Movement window can be opened by either
clicking the Move button on the All Packets Tab in the Safe Custody
Manager window or by clicking the Add button on the Movements
Tab in the Safe Custody Record window.
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Safe Custody Movement [iz-,l
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Safe Custody Movement window

What You Should Know:

Move All Iltems
» Check this option to select all listed records for all listed packets.
* Unchecking the box deselects all records.

Sel
» Click this option to individually select records.
* Multiple records can be selected for movement.

Date
+ Select the movement date.
* Move Date is included on the Safe Custody Listing.

Recipient

» Type or select the user who is responsible for the movement.

« The recipient defaults to the current user logged into PCLaw, but
in actuality can be anyone.

» For arecipient who is not a user in PCLaw, simply type the
recipient name in the box, and PCLaw will save the name as part
of the movement record.

+ PCLaw does not create or save a list of recipients, nor does it
provide a list of users.

* Move Recipient is included on the Safe Custody Listing.
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Status

» Select from the drop-down menu, the new status for the selected
records.

» Status selections from the pull-down menu can be added,
modified, or removed through the Record Status pop up help on
the Options > Lists > Safe Custody pull-down menu.

+ Refer to “Add Record Type Window” on page 94 for more
information.

Stage

» Select from the drop-down menu, the new stage for the selected
records.

« Add stages on the drop-down menu, modified, or removed
through the Safe Custody Stages pop up help on the Options >
Lists > Safe Custody pull-down menu.

+ Refer to “Record Stages” on page 91 for more information.

* The selected record must have an active stage assigned to
make available the Stage drop-down menu.

* Apply movements to Stages only on an individual record basis,
using the Movements Tab of Safe Custody Records window.

* Movements cannot be applied to Stages as part of a packet,
using the Packets Tab of Safe Custody Manager. The Stage
drop-down menu remains unavailable when accessed through
this portal.

Notes

» Type any information significant for the movement of the
selected records.

* Move Notes are included on the Safe Custody Listing.

Print Copy of Movement

» Check to print a Record Movement Authority containing packet
number, date, moved by, recipient, notes, record number, and
description of the record.

Include Signing Authority

* Check to include an additional section on the Record Movement
Authority.

» The section states “(I/We), the undersigned, have today received
the above (item/s) listed”.

+ The section includes places for the Recipient's name, signature,
and date.
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Customizing Safe Custody Pop Up Help

Implementing Safe Custody Manager results in the creation of 5
new Pop Up Help windows. These windows are grouped as a sub-
menu, on the Options > Lists pull-down menu and appear
repeatedly through Safe Custody Manager, as either drop-down
menus or as Pop Up Help selection windows, when double-clicking
or clicking the arrow on a given field. These windows follow the
standard layout of other PCLaw Pop Up Help windows and are

described in the following pages in the order listed on the sub-menu.

Packets

Options > Lists > Safe Custody > Record Packets

Packets are the container or receptacle that holds the physical item.
Packets can be added and maintained on a new Pop Up Help list for
Packets. PCLaw does not provide a pre-existing list of packets,
therefore a packets list must be created by the firm.

Safe Custody Packets [iz-,l
Search For Sort By

| Mickname

Mickn...  Description Location Motes ak.

I Office

i

Cancel

;

Help

Add...

]

Change...

|

Remove

Frint

I

Packets window

Use the Add/Change Safe Custody Packet window to create new
packets. PCLaw assigns a unique packet number for each matter.
Location and status can also be determined. The Add - Safe
Custody Packet window can only be accessed by clicking the Add
button on the Packets pop up help window. The Change - Safe
Custody Packet window can be accessed either by clicking the Edit
button on the All Packets Tab of Safe Custody Manager or the
Change button in the Packets pop up help window.
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Add - Safe Custody Packet window

What You Should Know:

Packet
* Nickname increments automatically from last packet created.
» Packet number is unique and cannot be reused.

Location
+ Select the location code for the packet.
» Packets use the same location code as does the Calendar.

Terminated

* When a location code is deleted, a check mark appears in this
box.

* A packet is normally terminated by clicking the Terminate button
in the Safe Custody Manager.

» A date field is subsequently displayed representing the final
termination date.

» Prior to a packet termination being finalized, final procedures
must take place such as the delivery or return of procedures to
the client, or the proper placement or disposing of the packet.
This process may require approval from the client and
individuals from the firm.

Records

» Grid area lists the contents of the packet.

» The physical properties of the record are listed, such as the item
number, inclusion date, type, and description.

« Selected activity for the records are displayed, such as
termination or review dates, and status of the records.
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Add

* Click to add new records to the packet.

* Opens the Safe Custody Records window.

» This button is not available until the packet is saved.

Record Stage Groups
Options > Lists > Safe Custody > Record Stage Groups

Record Stage Groups are a titles for the life cycle of Record Stages.
For instance, the life cycle for a will may include preparation, final
client approval, and execution. These individual items are the
Record Stages, under the Record Stage Group, which is Will.

Record Stage Groups are assigned to Record Stages during the
creation or modification of the latter. Refer to “Record Stages” on
page 91 for more information. Stage Groups are also assigned to
Record Types. Refer to “Record Types” on page 93 for more
information.

Safe Custody Stage Groups [iE-J
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Cancel
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Record Stage Groups window

The Safe Custody Stage Groups consists of a description only.

Add Safe Custody Stage Group [iz-,l
Description
escription | Spell..
Cancel

Add Safe Custody Stage Group window
Stage groups do not utilize nicknames.

Record Stages
Options > Lists > Safe Custody > Record Stages

Record Stages is representative of the life cycle of the custody item.
For instance, the life cycle for a will may include preparation, final
client approval, and execution. These individual items are the
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Record Stages. Record Stage Groups are assigned to collect the
stages for a defined process.

S

Safe Custody Stages

Search For Sort By

| Mame -

Adva...

H

Mame Description Email Fhorne  Hold u]

i

Cancel
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Record Stage Groups window

The Safe Custody Stage Groups consists of a name and description
only.

Add Safe Custody Stage LX)
Description
Neme |
Cancel
Description Spell..
Help

Stage Group

:Add Safe Custody Stage Group window

What You Should Know:

Stage Group

» Select the stage group from the drop-down list.

« The drop-down list is populated through the Pop Up Help window
for Record Stage Groups.

Days to Advance
+ Type the number of days to advance the Review date of the
record when selecting this stage during a movement.

Record Status

Options > Lists > Safe Custody > Record Status

Record status reports on the current stage of the record, whether it
is contained in the packet, signed out by a lawyer or staff member, to
be returned to the client, stored, or is no longer of value PCLaw
provides a default list of record status item. Expand the list or modify
existing items to best meet the needs of your firm.
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Record status is added to the Safe Custody Record upon creation.
Refer to “Creating Safe Custody Records” on page 83 for more
information. Its setting can subsequently be modified when updating
the Safe Custody Record itself, or when documenting a movement
on the record. Refer to “Documenting Movements” on page 86 for
more information.

Safe Custody Status @
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Description
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Add...

Record Status window

Record status consists of a description only. Status is selected on
various Safe Custody windows in the form of a drop-down menu.

Add Record Status @
Description
o -DK
Description |

Add Record Status window
Record Types
Options > Lists > Safe Custody > Record Types

Record types groups records by categories, in addition to
distinguishing whether, or if it is a monetary asset.
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Record Types window
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Record types consist of a nickname and name. The type can further
be assigned to a stage group, be declared a non-monetary asset,
and can be given a reminder date for when action must be taken on
this record.

Add Record Type LX)
Description
Nickname |
Cancel
Description Spell..
Stage Group Feminder in [v,m,.d] Iﬂl
; H a a a
Mon Monetary Azzet

Add Record Type Window

What You Have Learned:

You have learned how to manage the non-financial data and
property of the firm. You can now add and maintain contacts,
schedule timekeepers using the Calendar, track both internal and
external messaging, and manage electronic documentation and
physical property.
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Exercise 5 - Front Office

The following exercise involves many of the options and features of the Front Office modules
covered in the eLearning 5 Front Office session, as well as a few tasks that were not covered,
to test your intrinsic knowledge of the application. All tasks should be performed in the PCLaw
Demo set of books created and populated in the previous exercises.

In all tasks you will be assuming the role of the administrative assistant, overseeing advanced
tasks in PCLaw.

Task 1

Peter Charles Law has decided to use PCLaw as the firm’s front office application. He
requested you as the administrator, to plan and implement the procedure to make this
happen. You decide that the following tasks are necessary:

1. Confirm that PCLaw can connect to Windows Explorer, Internet Explorer, and Microsoft
Word.

2. Enable Calendar, Phone Call Manager, and Safe Custody Manager.
3. Enable Document Manager with the following information:

* Precedents are saved by Document Type.
« Adirectory “Legacy” is created as a sub-folder of PCLawDocs.
* Leave the Letter and Document folders blank for now.

4. Ensure that PCLaw fields in Microsoft Word documents are always updated for your
workstation.

5. Activate Calendar for all Timekeepers.

Task 2

John Hapsburg, whose office is on 1444 Ontario St. Buffalo NY, is the world’s foremost
authority on stress related iliness. You are asked to add him as a contact and to associate him
with Damien Hawerchuk’s matter, as the firm intends to appeal the judgement against him.

Task 3
Peter Charles Law has deemed that the firm should hold the following company meetings and
has asked you to input them into the Calendar.

1. A one hour meeting for partners only, held on every Friday of the month at 2 pm in the
boardroom.

2. For all lawyers, a half-hour meeting held on the first Monday of each month, at 9 am in the
main office.

3. It has been brought to your attention that the lawyer meeting for next month falls on a
holiday. Therefore, you need to create a continuance to move it to Wednesday morning at
9 am.

Task 4

You have taken a message from John Hapsburg for Peter Charles Law, who is currently on
lunch. The call was urgent, concerning the matter for which he was retained, and requires a
call back at 555-1234. Send the message to Peter.
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Task 5

You have been asked to set up Safe Custody Manager. You have determined that the following

information needs to be added.

1. Packets:
* File Cabinet
» Storeroom
+ Office Safe

+ Safety Deposit box
Record Stage Groups

+ Custodian
Record Stages

* Incoming
* Custody
* Return to Client

Task 6

The following items are received by the firm and need to be tracked using the Safe Custody

Manager.

« Deed to property on Main street in Buffalo for matter 102-001.

» Personal belongings from the office of John Wails, which must be returned to him
upon settlement of a severance agreement. This was signed out by Peter Charles

Law immediately for inventory purposes.

« A GIC certificate for $500,000 from Damien Hawerchuk must be turned over to the

former Mrs. Hawerchuk, if an appeal of judgement is not successful.
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