1. CounselLink Registration

Already registered with CounselLink?

If you already have a CounselLink account, you do not need to complete the registration process again. You can skip to
the instructions set forth in the PDF entitled: "2. Adding Timekeepers, Submitting an Offer, Approve Guidelines"

If you are not already registered with CounselLink, you need to create a new registration

Register your law firm with CounselLink by following the instructions below. If you need assistance with the registration
process, please call the Customer Support phone number that is provided at the bottom of each screen.
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1. Go to www.counsellink.net and click the Sign Up link.

2. Enter your firm’s information, including the firm name, firm type, client name, firm address, phone number and
payment details. Then click Next.

3. Type your First Name, Last Name, Email Address, and Timekeeper Level to create your administrator profile. With
this role, you can add timekeepers, enter rates and perform other administrative tasks later.

4. Select the box to Create Username & Password Now. Enter your login credentials or choose to have CounselLink
email you a system generated Username and a link to create a password later. Don’t forget to make note of the
Secret Question you select and the answer you enter, as this must be provided if you need to reset your password
later.

5. The first time you sign into CounsellLink the Terms & Conditions will display. Please review the CounselLink Privacy
Policy and Terms and Conditions, then select the | agree to the CounselLink Privacy Policy and Terms and
Conditions checkbox


http://www.counsellink.net
mailto:Keith Bruni <attorneyimplementation@lexisnexis.com>

6. Click the Submit button. The CounselLink Home page displays.
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CounselLink Registration - Step 2
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Acknowledge Terms & Conditions

The first time you log on to CounselLink the Terms & Conditions will display. Please review, click ‘l Agree’ to the
CounselLink Terms & Conditions of use box. You will now be on the CounselLink HOME page.

#  Matwm  bvcicer  Fa Caledw  Profles i Cemer

Terms & Conditions

The Counselink Terms and Cardions Poicy B [

ap

Leahesi, Eievie I [Lesisties) g CaunzslLink agsl oo

, the Lagal Precision ebiling appication and reled techrology ook (colectvely the ‘Sarvices),

ciking on 'l Acceptat the e o e = Sy y  these Terms. I you do notag y Terms, do ot use s S, Levisle

Netnithstareing the foegeing. f ou re a memmbe of  corpere . e st tombi

P e Terns
fces she s of your agresment il g yout useof e v

Regisrtion and Pazswors

e suchrformtin nerder o

1 o i ary e ‘sunins ircomplte o maceurate, o sl bas areasaratle bas's for suspecing that suchnformetion s i ncompletzor st

s

Terme) sicy B
Tesrs, aengwith such changes, ncluing any additons o deletons

B
4

efuse any ancall s of he Serice: i o (zach 3 User) .

other s I o e through 2 i e b v 5 s ugers o 8 et o o il ity

equies e, ary. Bch customer

Ay password ssusdto s User

=
L v 0ard pesserd s submid by yu. Vourmay et use ey s, ek rerre o et

Ho sty Chent elsticnship Creates; o Leg ez

o and e

=5

Heiter ourrecei onrer or i § : you and Lz Ledsheis o
subject o the uomepler: privlege

Securityof Data Transmission

ool sdvize jezs. e egel Fmarcie agh

iguring yeurnfermation tachnsiogy, o o
(850 rotcl o o folow Lo Yo

ird pare, inciufing

spustic

e et it ciing bt it it th e,

E = wingihelrm facies i
Prohibited Uses

purpeses. Vo rmay ot uioad,

=, the server anhich s Sie’  computes

iy Vo agree ot o e

=Ry

oca Terr:

] operty, Tracemars,

imelectual progery rights i E i _ it raphics,names, ter saftware music, videos, scund,pcures, compiitior

Thel cardss of a0y i, and al WETELE

i

feas, Fappiicatie Lec revacabie poreiisire,

cormpanys o law fimsitermal y douricad, vew use copy, i,
forprafc

Sutjectioyeus pay ¥
il such maerios You may ot copy dspey, adapt. i, epublah,‘mirce, repodhce, raeme, st donrioed, loed fcense.sel, post decompie: reverse engines:, dsasser

Piny

y Palicy by sk near the batar

Interationa Data
Aldta sbmited Lesatl dae proe

: . -
parts of the Sieor Senices for

=i
Dischaimers

,the b

beurirtamupted, tratthe

UNDERSTAND AND AGREE THAT ANY MATERIAL AND/OR DATA DONLDADED

son of implied warariis s e i gy

Limitation of Lislity

Links.

o 5 E = s Steand 5
DESCLAIMS ALLWARRANTIES AND CONDITICNS OF ANY KIND, WIET: R IMPLIED INGLUDING BUT NOT LIMITED IERCHANTABILITY, FITNESS FOR A PARTICULAR PLIRPOSE
PHLDADE 2 ORTAINED

s USER EXFRESSLY ACKNOWLEDG: 53 THAT USE OF THE PRODUCTS, SERVICES R SITES 2RE AT LY

pe

copyrght

ENT. THE CONTENTS CF THE SERY NTAIN BUGS, ERRCRS, PRORLE

(CONTEAT, THE UNAVAILAZILTY OF THE SITE OR ANY PORTION THEREDR VOURIISE 0F THE SITES, 0R YDUR LSE OF ANY E0UIPLIENT OR SOFTIARE IN CONNECTION WITH THE SITE, WHETWER BASED N CONTRACT, TORT, STRICT LABILITY O3 WISE, EVEN IFLEISNEXIS JISSD OF THE P

HETHER LEXISNENIZ, NOR ANY EUSIDIARES, AFFILIATES, OFFICERS R EMPLOVERS THEREDF SHALL 55 LIABLE FOR ANY LOSS INJURY CLAIM| LIABILITY O DAMAGE 0F ANY KING: INCLUCAMG WITHOUT LIATATION ANY DIRECT, INDIREET, INCIEENTAL COMSEQUENTIAL SPECIAL OR PUNTIVE DAMASES, RESULTING FROM, ARISING OUT OF CRIN ANY WAY RELATED T0 THE SERUI

NS, LEVISNEHS MAKES N0 WARRANTIES THAT
THE SERVICES "VOLR O DISCRETION AND RS AND THAT YU WILL B2 SOLELY RESFONSIBLE FOR ARY DAMABE TO YOUR OWH COMPUTER $VSTEM OR LOSS OF DATA THAT REGULTS FROM THELOWNLOAD OF SUCK MATERIAL OR DATA.

T THE SERVICES OR STEWILL MEET USER'S REQUIREMENTS. A8 AUSER YOU

Hyeu! : i Yo oy websie, ot isparages Lisexis o s products ersevices.
sk

Modification, Future Product Offerings and Entancements

M DAMAGES

22 0R THE ETE INC

0 THIS STEAND TS

e esoures Levishies s

L, ithcr it e, may ke

= 2 cf e Sevices o i nchefng bt

Such changes, modicsions

J :Nexis will not be liabie for any loss or
ertacamerts | y e e improved funcionaity o

Gaverming Law Local Laws

sEmpue g F
e e,

These Terms e govmes by broznaned g e S ot of Db, withat regerd o i o, Anyegel

sing o pramions min iecet o i s

, charges o

 tortorctherise, shal b exchusively

fanofthe federl

inDeyton Obic. L

ihis G

o iz appropriat cr willbe avaable foruse n ot locatiors. 3
expertand import reguations.

 Copyright 1990-2015. LexisNexis Inc.- All Rights Reserved
Mo part of this Web site may be reproduced, distributed or stored in any form or by any means without the written permission of LexisNexia Inc.

it Sates,

Two-Factor Authentication Security

Terms & Conditions page

CounselLink utilizes multi-factor authentication to help safeguard against attackers gaining access by enforcing a
secondary means of authentication from a verifiable device. With Two-Factor authentication enabled, you'll enter your
normal Counsellink password when logging in. Once you enter your password, CounselLink will send a verification code
to your preferred method (email or mobile). Once you enter your verification code you will be logged into CounselLink.

Enter Taxpayer ID Number

A Taxpayer ID number field is provided in two places, one on the Firm profile, and the second is on the Office screen. If
your firm uses different Taxpayer ID numbers for separate offices, or the US TID does not apply to an international
office, enter the number at the at the Office levels only. If the one number applies to all offices, the number can be

entered at the Firm level.



If you are already registered, you may access the Office TID field:

e C(Clicking the link under Offices
e Click the first Edit button
e Enter the number and click Save

Eonce

Address Information I/

Taxpayert: [ |

Tax Settings Configuration on Law Office Profile

If your firm’s services are subject to VAT/GST Taxes, or you tax Clients for services, you must configure settings in
CounselLink. To configure, click the Office profile link, click the first ‘Edit’ button, and change Tax settings to ‘Yes’ as
applicable, and then click ‘Save’.

Law Office Settings

Tax Clients for Services: ® ves () No
Services Subject to VAT/GST Taxe?:q“ ® vas O No

Accept New Assignments: ® vas O No

Your Registration is now complete.

You now need to contact Keith Bruni <attorneyimplementation@lexisnexis.com>, and ask him to link your account
with CATIC's account.

Once the accounts are linked, please go to the PDF entitled: 2. Adding Timekeepers, Submitting an Offer, Approve
Guidelines™.
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