Associate Existing and Add New Timekeepers 

If your firm has multiple offices created with timekeepers already entered, the first step is to associate any existing timekeepers that will bill through a new or different office. 
To begin:
· From the Home page, click the link under Offices to go to a new Office profile screen
· Go to the Office Staff section and review timekeepers 

Associate Existing Timekeepers: 
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· Click Edit Roles and all existing timekeepers will list
· Add a check mark next to all timekeepers you wish to associate to this office 
· If they are a non-attorney, add check mark in the ‘Document Administrator’ box and Save
Add New Timekeepers:
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· Return to the Office Profile 
· Click the Add User button and complete screen 

· Repeat until all timekeepers are entered 
· Return to CounselLink Home page, select next new office and repeat above processes

