STEP 1: Adding New Timekeepers

The term Timekeeper refers to anyone who does billable work for CATIC. Official titles for
people who are considered CounselLink timekeepers may include but are not limited to attorneys,
paralegals, legal assistants, consultants, etc. Timekeepers must be added to CounselLink before

charges can be added for them on any invoice.

Add an Individual Timekeeper

1. In the Profiles section of the Home page under the Offices label, click your law firm office
link.

LANTTH & RIS Y CLIR R T e b

e ke G
Frratrg Lot aira 1 & e -
# m taay dygrred P (] LY
iR — O Pt Prormmsrs
Barcasd (e i 1 00 Dy B
o [Ter— A =

__ P

Calsrda [-em Vs e Loy O i -
[ ~ -

Y

¥

2. Scroll down to the Office Staff section of the profile and click Add User.
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On the Add New Individual page, complete all the required fields, as denoted by the
asterisk (*).

Please note the following:

. If the biller is an attorney, change Practicing Attorney to YES. Otherwise leave
the default setting.
. Change Activate Login to YES only if this person needs to log into CounselLink.

Most timekeepers do not need access. If the default remains NO, an email address
is not required.

J The Primary Timekeeper ID must match the identifier used on your invoices for
this biller. The ID can be numbers, letters or a combination of both.
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Click Save

If the timekeeper is a practicing attorney, a Roles screen displays. Do not change the default
settings - click Save

Repeat these steps to add all timekeepers who will bill CATIC.



STEP 2: Making a New Fee Offer to CATIC

Click FEES on the Menu Bar. You will now see a list of all of your active Fee Offers. Click
the "8905" "Detailed Hourly Rate Fee Structure in Use by CATIC".
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On the next page, go to the bottom click the "Fee Offer ID".

Matters Foon Calendar infa Gent
© Back 1o Fee Search L

Fee Structure: 8905 HEERI

In Use By: CATIC Financial, Inc

Fee Structure Information

- Fee Structure Gurreney

® US Doltar

Foo Structure Name Group Type

Detalled Hourly Fea Structurs In use by CATIC Private

-

Ofrers Gontralied By Ares of Law
Law Firm c '

Sign Out B

1

of & Result

Current and Future offers (1)

GreupBy: | Mone

res orrer 10 Ertactive Date




3.

4.

On the next page, click the plus "+" sign.
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A Copy Fee Offer page will open. This is where you can create your New Fee Offer. First,
add $0.00 for the Stage Structure section. Second, add in the hourly rates for the
Timekeepers you have add or are changing. Hit the SAVE button. You are now done!
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