Workflow

@ LexisNexis

@ LexisNexis: Road Map

o Workflows in Affinity
e Using Workflows

¢ Interpreting Workflows

Creating Workflows
- Basic Options

- Activity Types

- Due Dates

- Training Menu

Making Workflows Attach to Matters Automatically

e Teams

Lot e L



@ LexisNexis' Outcomes (1)

e Understanding what workflows are, and how they work in Affinity

e Work through workflows and procedures from the Tasks tab of a matter
- Adding workflows to a matter

- Opening, Starting, Finishing and Skipping tasks

e Locate tasks under the Diary and Task List

e Interpreting workflows that others have created

LexisNexis Pacific

@ LexisNexis: Outcomes (2)

e Creating your own workflows

Understand the concepts involved in mapping out workflows
Providing useful labels and descriptions

Selecting suitable options for due dates

Attaching preconditions

Assigning tasks to appropriate team members

Attaching automated actions to tasks

Incorporating loops and decision points

¢ Creating sub-procedures

¢ Creating and editing functional workflow teams

EXENEXS acific -,



@ LexisNexis: Road Map

¢ Workflows in Affinity —m

e Using Workflows
e Interpreting Workflows
e Creating Workflows

- Basic Options

- Activity Types

- Due Dates

- Training Menu

e Making Workflows Attach to Matters Automatically

e Teams
LexisNexis Pacific Y
@ LexisNexis' What is workflow? (1)
Add tea bag
J e A workflow is a step-by-step
Add hot water process for getting work done
2 ¢ Creating a workflow involves
Sy ves. . mapping out processes, writing
Required? £ down what one does in different
v circumstances
No
Sti : :
o ¢ Workflows consist of multiple
e
g tasks
Milk Yes :
Required? = addini

—

Ie

Serve beverage

Lot e L



@ LexisNexis: What is workflow? (2)

Task
Task
Task

Workflow | —

| s
Task

Task

Task

LexisNexis Pacific Switch to Affinity 7

@ LexisNexis: Workflow in Affinity

o Workflow in Affinity is NOT an
enforcement tool

¢ |t will not force people to do the
right thing

Not involved here

LexisNexis Pacific Switch to Affinity g



@ LexisNexis:

Workflow in Affinity

Show next steps Automate tasks

Set reminders

LexisNexis Pacific 9
@ LexisNexis: Road Map

e Workflows in Affinity

¢ Using Workfl N
sing Workflows —m

¢ Interpreting Workflows

Creating Workflows
- Basic Options

- Activity Types

- Due Dates

- Training Menu

Making Workflows Attach to Matters Automatically

e Teams

LexisNexis Pacific

Switch to Affinity



@ LexisNexis:

Using workflows — Overview (1)

— —

LexisNexis Pacific

Debt Recovery ‘ p—
‘ Matter DT1244 e |

1

@ LexisNexis: Using workflows — Overview (2)
Tasks shown when they —
require attention — <:|
Debt Recovery ‘ p—

‘ Matter DT1244

Workflow J —

LexisNexis Pacific

Future tasks
hidden T

12



@ LexisNexis: When a task is created

S @ Matter
(Tasks tab)

%

@ Diary
(Today Tasks /

\ Task Reminders)

]E[ Task List

LexisNexis Pacific

@ LexisNexis: Testing it out

# Matter
(Tasks tab)

FXENEXE RACHE — "'



@ LexisNexis' Task Status (1)

A,

New Started Completed

(“In progress”)

LexisNexis Pacific 15
@ LexisNexis: Methods of completing a task

\ Hrzas
- ﬂ\é Qpen  [—> = o /
6 (or double-click S ] —>
the task) (Task page)

2 - ¥ wm v

©) s B

LexisNexis Pacific 16



@ LexisNexis' Task Status (2)

Overdue Skipped
(“Ignored”)

LexisNexis Pacific

@ LexisNexis' Tasks also appear...

M

D Task List [*==
Bfe vouy S0 & T

Tasks | Firs | Optaoes | couen | ert_|
T = o
» Confirm Bl paid by Cent Gribble, Mr Jahn Sale o Thompson
&jo3f2011 \Check Mistter, Clert, Phonebeck dstais are cormect. fun Faudngs Py Ltd Purchase of 3301 Nepean Higl
(&josfz011 Check Matter, Clert, carreet. Consumer Aftal 2
[siosfzon1 Commence biing as sd ho procedure. Erowne, John & Sandra Sale of your praperty b ) Bes
|s/o3fz011 Erter Excutor | Testaror detaks Browne, ot & Sandre Sk of your praperty 1o JBas
|sio3fz011 PYapane and send cost agreamant Brown, 3ot &SI S0k of YOur pODaTtY 10 ] B
|vuostzon res sy fees v TRC
|1usitzon Frs Desmond, Richard  (Estate)  Your wil
P :

L
<l m 3]

< >

— Tk Tt s
Di o e - |
. lary T oo vl
g s
i T ——
(Today Tasks / ¥ o e
! v e
v e
Task Reminders) v oom e s
b e g
e e
e b s s
¥ st s ke gt ataon
oo e~ it (e 5 e
T momee ot~ e ere 2 g L
<l 3l
x
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@ LexisNexis:

Mini Quiz 1

* To be provided as course progresses

LexisNexis Pacific

@ LexisNexis:

Road Map

o Workflows in Affinity
e Using Workflows

¢ Interpreting Workflows P

e Creating Workflows
- Basic Options
- Activity Types
- Due Dates
- Training Menu

¢ Making Workflows Attach to Matters Automatically

e Teams

LexisNexis Pacific
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@ LexisNexis:

Interpreting workflow diagrams

Simple Task /
Book appointment
with client Schedule /
Phone
Is
Brittany Yes
y s Decision point
Nalented
"
No
Sub - Procedure
Commence
Missile Launch
Procedure

LexisNexis Pacific

Enter Data entry into
p;"pe.“y DataForm
etails
_ Document
Write sonnet .
Production /
Email

@ LexisNexis:

Workflow Area

The Workflow Area allows you to
view and edit workflows

Case Management
Workflow Area

Look up the workflow

A

Click on ‘Procedure...”

LexisNexis Pacific

= ] Conveyaning Vendor
= (5 File Opening
Check Matter, Client, Phonebook details correct

[] Review File Opening Details 4 Risk Management Review
) send Initial Letter with Cost Agreement
(= Has Client returned signed Cost Agreement?
=] % Mo
&3 Email Client to return signed cost agreement
Checkif signed cost agreement returned
4 Repeat
&3 Input Date & Advise Team about new matter
=] 0 Is chient depositing monies into krust?
=] @ Yes
(= ' Has client sent payment of trust deposit?
=& No
&3 Email Client to send Trust Funds
Check if trust funds have been deposited
Repeat

(=] Conduct Property Search

[ Order Certificates

[ Letter to Client encl Property Questionnaire
(= € Has Property Questionnaire been received?

11



@ LexisNexis:

Activity (WF1)

* To be provided as course progresses

LexisNexis Pacific

@ LexisNexis:

Road Map

o Workflows in Affinity
e Using Workflows

¢ Interpreting Workflows

Creating Workflows

- Basic Options —ﬁ
- Activity Types

- Due Dates

- Training Menu

Making Workflows Attach to Matters Automatically

e Teams

LexisNexis Pacific

12



@ LexisNexis: Mapping out workflow processes

LexisNexis Pacific

@ LexisNexis: Creating a Workflow

1. Case Management
e N B | 2. Workflow Area
File Tools Help 3. Click on New (D)
OX W4 rHE a9
T 4. Enter Code
Neme:  |sample workflow - Not visible to end user
Supsrvisor:
s | |@) 5. Enter Name
Sarnples Workow - Visible to the end user
6. Green tick (v)
7. Procedure...

LexisNexis Pacific



@ LexisNexis:

Adding a New Element (1)

‘Wpiocedure for: Sample Workflow (Workflow Are) =] 0Ed

File Edit Action Yiew Help

H S 2E 7

Procedurs Items

Legend

= B
>

fi @ Add - Sub Procedure. ..

@ 0 Add - Decisian. ..

C add - Loop...

ﬁ Impart From File. ..
(4 Export To File...

Rename

h Wisible Scope...

m Procedure
& sub Procedure

) becision

@ Qutcome

-1 Document Praduction
E DataForm

€ Loop
i % Loop Body

Expand Tree Yiew

e —

Right click on the workflow name to add a new element

Messages 4

LexisNexis Pacific 27
@ LexisNexis: Adding your first task
m
1. Fill out label and description ) — ’7
H ‘ ’ o Bwenwe -
2. Allocate the task (using ‘For’) Em B
) ) o @ Blors 3] Picdy:  Mormal I~
3. Un-tick ‘Reminder’ unless it is a Obmy (oot Otz lv]
crucial task e e o | Fon k| At | Procee | et
Bsz’:a: [Fupdas existng Tasksr Treseval [lRestrict To
4. Select a priority and category s =g LI
© Aocther Tack o B v S0y of ock
|| @t pasn e Morow
o?.'f'im Ostat @ Frish Cro—r =
Frarp Counting
pataram | e
et Teck on Fikd voe set [cverride defouies?
28

LexisNexis Pacific
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@ LexisNexis:

Label vs. Description

LexisNexis Pacific

Label vs.

Only appears in
Workflow Area
Does not appear to
end user

Description

Appears under the
matter without the
label

Needs to be as
specific as possible

29

@ LexisNexis:

Road Map

o Workflows in Affinity

e Using Workflows

¢ Interpreting Workflows

Creating Workflows

- Basic Options

- Activity Types _“;
% \.
- Due Dates :

- Training Menu

e Teams

LexisNexis Pacific

Making Workflows Attach to Matters Automatically

30

15



@ LexisNexis:

Activity Types

Simple
Task
£ 5"
'\&j‘ Shows a DataForm DataForm
S
Activities
]
! ': Sends an email Email
Document
il Runs a precedent Production

LexisNexis Pacific

Schedule

A simple reminder to do something @

A simple reminder to

A simple reminder to
schedule an g\\
appointment

make a phone call j

mtc‘m A -lnlly 31
@ LexisNexis Precedents Tasks: Merging a Precedent
M
Due:
lrernnd Activity: | Document Production
eminder
O Boms  [v] cefreoueoas R
Otvery [osy [ Untidone Fategory:
[[tilestans?
| Due Date | Precandtions | Far Roles | Automated | Precedent | ad Hac Procedure | Options |
Creste | Edt |
Descriptian:
File Path: | =
=
" ” N ) ¥ UnLink
Create” lets you run a precedent when this task is started
LexisNexis Pacific 32

16



@ LexisNexis:

Precedents Tasks: Editing a Merged Document

LexisNexis Pacific

' !l!enencl j ﬁﬁ

For: Makter Authar
L

Activity: | Document Production
[¥] Reminder
Category: |NOT_SELECTED

Oevery  |Day Unitil Dane
[ Milestone?

| DueDate | Precondtions | For Roles || Automated | Precedent | ad Hoc Procedurs || options |

creats | [Eat |
—

Ancther Task: |

precedent merge, for editing

“Edit” lets you open up the result of a previous

@ LexisNexis:

Email Tasks

M

For: Makter Author
N

Reminder

]

Activity: | Email

©F o [v] seforeniepate
Categoryi | NOT_SELECTED v
OEvery  |Day Until Dane: = [aa]
[CIMilestons?
[ " HIPSrraIl —Eraail.
IL T

I
Roopients | Message | Mttschments | Options |

SendTo.. | |To Type

] | Ad Hoc Procedure | Options |

You set options for the email to be spent using these tabs ‘

LexisNexis Pacific

17



@ LexisNexis:

DataForm Tasks

OEvery |Day Until Done

[Irilestons?

Due Date | Precondtions | For Roles | #utomated | DataForm | ad Hoc Procedure | Options

povty:fpmd |
©F Eows [v] soforenuenss PP (e
Cakegory: |MOT_SELECTED

For: Matter Author
Due:

Activity: | DataForm v
[“]Reminder .

Description:

w  @O%

\

Click here to select a DataForm to be
opened when the task is started

LexisNexis Pacific

35

@ LexisNexis:

Road Map

Workflows in Affinity
Using Workflows
Interpreting Workflows

Creating Workflows

- Basic Options

- Activity Types

- Due Dates N
- Training Menu

Making Workflows Attach to Matters Automatically

Teams

LexisNexis Pacific

36
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@ LexisNexis: Setting Due Date

Due Date = Base Date +/- Interval

e.g.,

Due Date for “Send Confirmation Email” = Settlement Date — 5 work days

“Base Date” “Interval”
LexisNexis Pacific 37
@ LexisNexis: Setting the Base Date
Option Description
None No due date set
Date Instructed Date instruction was received
Today Date task created (i.e. at beginning or when a decision or loop was
entered)
Another Task Sets the base date to date another task is created, started or
finished
User Defined - Prompt Asks the user for the due date (interval always 0)
User Defined - DataForm Gets the due date from a DataForm field
field
Due Date = Base Date +/- Interval
LexisNexis Pacific 38

19



@ LexisNexis: Setting the Interval

"> “After Base Date”

Before or After? “Before Base Date” (\B-aiDate

- = :,. T =, ;1‘ =, \“‘
> 60“/ 3 i«@b 0‘3“/, o = ,.Q\.Q 0‘\/ <
S0y 2 YA T E@‘ Jior

Due Date = Base Date +/- Interval

LexisNexis Pacific W

Which days count?

39

@ LexisNexis' How to stop tasks appearing out of step

By default, Affinity adds all tasks in the workflow at the beginning

To make them appear one-by-one
instead, use “Another Task”.

Base Date:
Set Task 2 to have an

o 5 ® base date of Task 1
Due Start Finish . S
) being finished v

LexisNexis Pacific e STCRTO RIS,

) Date Instructed

i

() Another Task

40

20



@ LexisNexis:

Road Map

Workflows in Affinity

Using Workflows

Interpreting Workflows

Creating Workflows

- Basic Options
- Activity Types
- Due Dates

- Training Menu

Making Workflows Attach

Teams

LexisNexis Pacific

;—mﬁrs Automatically

@ LexisNexis:

Creating Workflows: Training Menu

Copying and
Pasting Tasks

Preconditions

y

Decision Points
and Outcomes

Adding Loops

J

Including Fields in
Email Subject and

Body J

Automated Tasks

y

Ad-Hoc
Procedures

Adding Procedures

y

For Roles

Setting calendars

J

Linking DataForms
and Diary Entries

LexisNexis Pacific

Next Section

21



@ LexisNexis' Workflow vs. Procedure vs. Task

e Procedures are re-usable sections

of workflow
Task - E.g. “Open File”, “Bill Client”, etc.
p e They can also help segment a
rOCEdLlre
‘ complex workflow
Task - E.g. procedure “Pre-settlement”
within workflow “Conveyancing —
Task Vendor”

PrOCEdure

LexisNexis Pacific

@ LexisNexis: Creating Procedures

Wean

File Search Help
DX|H 4@l
No 2

Label  Review with dlient

Case Management

Procedures @

Click on New (1)  Procedures

I ] Suppress Display on Matter?

Enter Label
Green tick (¥")

IS A T o o

Procedure...

LexisNexis Pacific | Switch to Affinity m



@ LexisNexis:

Adding Procedures to a Matter

% Wordiow and Procedure Selection . 0 1 MRS WM EE ¥ B T (o[ [ |

=1

£3F Workflogs @ Procedual

Waorkflow Qed

b1
COMMERCIAL
CONVEY_VENDOR
CRIME_PROCEEDING
DEBT

DUST_DISEASES
GEN_CLIENT_COMPLAINT

kflow Name

Sample

Commercial

Conveyancing Vendor

Criminal Proceeding in County Court
Debt Recovery

Dust Diseases

Client Complaint

Procedure No  Procedure Label -

63 Sample
59 Commercial
1 Conveyancing Vendor
18 Criminal Proceeding in Ct
2 Debt Collection / Letter ¢
32 Dust Diseases
34 Client Complaint

LANDOFFICE Land Office 21 Land Office

MKT_CLUB_LUNCH Team Club Lunch & Team Club Lunch

MKT_COCKTAIL_PARTY Cocktail Party 7 Cocktall Party

MKT_SEMINAR Marketing Seminar 39 Marketing Seminar
i
i
i
l
Ll

Start from:

LexisNexis Pacific

@ LexisNexis:

Incorporating Procedures into a workflow

File

Edit Action View Help

H x&S 2R

LexisNexis Pacific

Procedure Items

Add - Task...
Add - Decision...
Add - Loop...

Import From File...
[ Export To File...

Rename

Visible Scope...

Add - Sub Procedure...

Sub Procedures are added in almost exactly
the same way that you would add a task

23



@ LexisNexis: Preconditions

e Preconditions allow you to define
criteria that must be met before a
task can be commenced

ik : - E.g., Send appointment
‘N ) \ confirmation letter must come
after the appointment has been

W
‘w{g ' scheduled

¢ You can set multiple preconditions

LexisNexis Pacific | Switch to Affinity

@ LexisNexis' When do tasks appear?

¢ |n most instances, tasks will appear at the beginning, unless:
- They have their due date based on another task
- They are inside a loop or decision point
- They have a precondition attached to them
* As long as “Create this task if this precondition is satisfied” is ticked

LexisNexis Pacific | Switch to Affinity

24



@ LexisNexis' How to stop tasks appearing out of step (2)

L3 [
\ \
vy
v
AT
AR
\
— W
\
N
Due Date: Preconditions:
Option Set Task 2 to have an — Set Task 2 to have
1/ due date of Task 1 e one or more
~— being finished v “.___~ preconditions based

on earlier tasks

N i

————
LexisNexis Pacific 29
@ LexisNexis Decision Points and Outcomes

e Workflows can “branch”

e A Decision Point poses a
guestion, redirects workflow

e Each branch starts with an

“Outcome”
- Tasks are added to each
outcome
LexisNexis Pacific

50
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@ LexisNexis: “Not decided yet”

e Default answer is “Not Decided Yet”
- Effectively means “do nothing”
» Task remains new and “unstarted”
- Can be re-labelled

LexisNexis Pacific | Switch to Affinity

@ LexisNexis' When do tasks appear?

¢ |n most instances, tasks will appear at the beginning, unless:
- They have their due date based on another task
- They are inside a loop or decision point
- They have a precondition attached to them
* As long as “Create this task if this precondition is satisfied” is ticked

Lot e L

26



@ LexisNexis:

Adding Loops

Has
client

yet?

S

“Loop head”

LexisNexis Pacific

the
paid Ask for payment

“Loop body”

@ LexisNexis:

Loop Options

W Loop Point

‘ Loop Label/Question:  Are we there yet?

Due:

[] Reminder
°i & st e
e e

| ooz e [ prconain

Auto execute on Insert?

Loon | Options|

Label for "End Loop™ End Loop f
[JLoop after 5 = days
Ll
ll

LexisNexis Pacific

L )

Are we there yet? |
Selected Option: mﬁg i
Due: No
End Loop
Matter: ARES-OUZ=TONTACT Iopr "
Far: Adrian Veitch (Matter Author) [+ ] Reminder
Priority: Normal @1 5 Before Due Date |
ewist i (C)Every |Day ¥ | Until Done
Category: [noT_seLecTED -
Workflow |Task | Matter [ For Roles | tions | D ies | Assigned To | DataForm Field Link

Source Procedure:  Sample

Tack Ara s Hhars ustd

27



@ LexisNexis:

Renaming loop responses

Default option label

What this option does Where to change label

Edit Workflow

Not yet decided

No

End Loop

Nothing; saarr:;las hitting - Edit task
-> Options tab

Edit Workflow
-> Right-click task

Commence loop body /
-> Rename

continue looping

Edit Workflow
Exits the loop, marks the - Edit task
loop as finished - Loop tab

LexisNexis Pacific

Switch to Affinity 55

Loops vs. Decision Points

@ LexisNexis:
Decision Point Loop
No
H
7 1
A 8 D 90_{
i

LexisNexis Pacific

Switch to Affinity

56
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@ LexisNexis' When do tasks appear?

¢ In most instances, tasks will appear at the beginning, unless:
- They have their due date based on another task
- They are inside a loop or decision point
- They have a precondition attached to them
* As long as “Create this task if this precondition is satisfied” is ticked

LexisNexis Pacific W

57

@ LexisNexis' Loops, Decisions and Start, Skip, Finish

Decisions and Loops must be opened in order to complete them

Skip

;f Start " Finish

LexisNexis Pacific e STCRTO RIS,

58
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@ LexisNexis' Including Fields in Email Subject and Body

Fields can be copied from the WordLink Field Builder

%MA_FILEID% %MA_LONGDESCR%

Sincerely yours,

%MA_AUTHOR_NAME%

LexisNexis Pacific

-

D
e Il
—

Peticose. (B .50
[t ] (ot o ] [ o m pooms ] (2] oo [_pom ]
A

@ LexisNexis:

Automated Fees and Sundries

l

Photocopy signed

will \/

Post sundry

This does not appear as a
task. It is done
automatically.

LexisNexis Pacific
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@ LexisNexis: Automated Precedents

Automated Tab

Precedent 1
Precedent 2
Precedent 3
Precedent 4

The automated tab allows you to fire off multiple precedents in one task

LexisNexis Pacific

61

@ LexisNexis: Automated Matter Party tasks

(W e BT~
o =

Please chedk the contact details of the doctor are correct

Matter 012424 Blackwell Scientific Publications
Doctor Jones Worker's Compknsation Claim -
Role hd
£ contacts List
Type Seq Role Mame Phone Title
b Doctor | 1 James, Peter M 02 9670 8765

< [

]
[ New. | [ ot | [ Delete | [ @ ot | [ChReate...| [ M) open... | [Precedent.. | [ pata crid |

Scieh

LexisNexis Pacific

62
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@ LexisNexis' Ad-Hoc Procedures vs. Sub Procedures

Sub Procedures

* Re-usable portions of

Ad Hoc Procedures

* Generates a separate
workflow when run. workflow.
* Must be run by completing a * Integrates into a workflow
seamlessly

task first.
* Procedure elements are not
visible in the workflow area

Switch to Affinity 63

LexisNexis Pacific

@ LexisNexis: Copying and Pasting

Really Complicated

Task
@<

Duplicate of
Really Complicated
Task

Switch to Affinity 64

LexisNexis Pacific

32



@ LexisNexis: For Roles

Label:  Demand Letter 1 (Inc Fee + Sundry)

v
| N —— - ‘

tion:
Send Demand Letter 1(Inc Fee + Sundry)|

Due:  BaseDate +1day
Activity: | Document Production
Reminder

OF Bl mosoeone "

Category: | NOT_SELECTED

Every |Day ~ | Until Done

?

Due Date For Roles | Automated | Precedent | Ad Hoc Procedure | Options
[ |

] Client Introducer

[ Credit Control

%iiﬂ'tc:mholler

1 e sor Clicking options in the ‘For Roles’ tab

] Knowledge Manager

2 i means that this task will appear in
) Matzer Partner multiple people’s to-do lists

[ Accountant ‘ ‘

[ Settiement Clerk
" Supervising Partner

LexisNexis Pacific

@ LexisNexis: Setting Calendars

Calendars can be set in a variety of places:

PPppp

LexisNexis Pacific

33



@ LexisNexis' Which calendar gets applied to a due date?

In order of priority... Where Configured
Task Workflow procedure - Edit task - Due date - Counting
Employee (For) Database - Employees - Calendar
Workflow Case Management - Workflow Area Calendar
System System Settings - System - General - Calendar

If none of the above are set, no calendar is used (i.e. 7 day weeks)

LexisNexis Pacific W o

@ LexisNexis: Linking DataForms and Diary Entries

Enter the
appointment
time

* Needs to be single instance and use shared fields
* The due date of this task is not important

* Due date set to the date in the DataForm

e Set a precondition to create this task after the DataForm is filled out

e Setan automated task to create a diary entry on task creation.

e Link the start date of this diary entry to the due date of this task.

e Set this task to create an email containing a field reference to the
DataForm information

Send confirmation
email

LexisNexis Pacific w 68
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@ LexisNexis:

Linking DataForms and Diary Entries

Enter the
appointment
time

© ©

Send confirmation
email

@

Workflow begins

DataForm task is added

User starts and finishes DataForm task, entering appointment
information l

The precondition for email task is satisfied, so it is created.

Automated diary task is set to occur on task creation, so it fires.

(Note the task is still marked as “Not started”)

l

User starts and finishes email task, thereby sending the email

LexisNexis Pacific | Switchto Affinity 59
@ LexisNexis: Road Map

o Workflows in Affinity
e Using Workflows
¢ Interpreting Workflows

e Creating Workflows
- Basic Options
- Activity Types
- Due Dates
- Training Menu

¢ Making Workflows Attach to Matters Automatically —-m

e Teams

LexisNexis Pacific

35



@ LexisNexis: Making workflows attach automatically

Fla Searth Took Heb
DX Ui PrHaE?®

Code e

1. Database - Matter Types e I
Group OTHER || Other Matter Types.

2. ‘General’ Tab e
EataForm [

3. Workflow Area et [srav0nse - sarcd il
Workflow Area v/
e

[Commmercial (COMMERCIAL) B
Sript: [Conveyancing Vervdor (CORVEY_VENDOR) :
ol [cririnal Prazeeding in Caurty Cout (CRIME_PROCE
= [pet Reccwery (DERT)
= [Dus Cismases (DUST_D
— [Ganeral Matter (GENERAL)
lLerd offics

[rketing Semar (MeT SEMNAR)
Makter g L leg
[18m b L (T L8 L) I

LexisNexis Pacific | Switch to Affinity

@ LexisNexis: Road Map

o Workflows in Affinity
e Using Workflows
¢ Interpreting Workflows

e Creating Workflows
- Basic Options
- Activity Types
- Due Dates
- Training Menu

Making Workflows Attach to Matters Automatically

Teams »—m

Lot e L



@ LexisNexis:

Connecting Roles to People

| W Task (Generic)

. Matter Author -
Duei  matter Controller |

araleg
— Registration Clerk
5

Settiement Clerk

‘% Who is the secretary here? me

—

Teams connect roles
to people

Base Date [/| Update existing Tasks? Interval
orone X o
et ) onts
© Another Task vears
@ After Base Date
® i?‘;md e Frsn Before Base Date
Pompt| ]| | Contns
Dataform Field hd
Create Task on field value set Overide defauits?

[Irestrict To a &
Working Day of:
Team

LexisNexis Pacific

9 Team
@® Day of Week Registration
[lonor
@ fter Result Date
Before Result Date
itch to Affinity 73

@ LexisNexis:

Connecting Roles to People

Secretary = John
Paralegal = Jaime

Accountant = Jo

“Conveyancing Team”

LexisNexis Pacific

Secretary = Susan
Paralegal = Tina

Accountant = Jo
. ~

“Commercial Team”

—————
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@ LexisNexis' Setting up Teams

e Create a Team via Team Registration &

Team
Registration

e Add staff members to that team via Teams a

Team

LexisNexis Pacific

@ LexisNexis: Allocating Teams to Matters

W Matter: Blackwell Scientific Publications Purchase from Francis 990224 BT
File Search Help

BORF-A-8-R-0FRIB-T /N« » ) hAoH Iade XS 7

Matter 00224 0735909576 Partner MMC  Michael Cavansgh  Entity Lewisham Reid
Cient BSPO01  Bladawell Scentific Publications. ControlerJAA  James Anderson Branch =R sl
Department Conveyandng
Short Description | Purchase from Francis Author  JAA  James Anderson s
Type P Conveyance - Purchas

Long Desaripbion | pyrehase from Edward Frandis, 26 Charles Street, | Date Instructed 5/12/2006

Prahi

e Date Completed
Mo Archive === Chek Ciien
[ 7 Tasks | B ristory | | & pebtcontol | @B pebtorsLe | 6B Trustietters | [el] safe custocy | =M che:

| soiences | M) Contacs | [ bata | & Bl | ) Receiots | £ vjors a s | @ Graphs | B Diery | €9 precedents | ) Doaments | £ Team

Batch Update Matter Teams...

Employee Code Employee Name Role A
Adrian Veitch Credit Controller
James Anderson Matter Author 3
James Anderson Matter Controller
Katrina McMeill Secretary
Michael Cavanagh Matter Partner
Lexis Administrator Credit Controller

LexisNexis Pacific



@ LexisNexis:

Connecting Roles to People

[ 7o erei ——re )
e oo

Settlement Clerk

ey E| J:: ==

Due Dote | precondions | For ks | Avtamaied |

SaseDate (]update exsting Tasks?

CRestrict To

© Day of Week

Working Day of:

MONDAY
@onor
© After Result Date

Before ResultDate |

5
7% Secretary = John
Paralegal = Jaime

Accountant = Jo

/
~—

“Conveyancing Team”

This task will be allocated to John for this matter

LexisNexis Pacific W 77
@ LexisNexis: Matter Teams
Matter Author Secretary
Matter Partner N Paralegal
||

Matter Controller Accountant
S . S
selected when Added via ‘Teams’
matter created
{ J
Y
“MATTER TEAM”

LexisNexis Pacific
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@ LexisNexis' Outcomes (1)

e Understanding what workflows are, and how they work in Affinity

e Work through workflows and procedures from the Tasks tab of a matter
- Adding workflows to a matter

- Opening, Starting, Finishing and Skipping tasks

e Locate tasks under the Diary and Task List

e Interpreting workflows that others have created

SXSHENS RaEiie A, 7

@ LexisNexis: Outcomes (2)

e Creating your own workflows

Understand the concepts involved in mapping out workflows
Providing useful labels and descriptions

Selecting suitable options for due dates

Attaching preconditions

Assigning tasks to appropriate team members

Attaching automated actions to tasks

Incorporating loops and decision points

¢ Creating sub-procedures

¢ Creating and editing functional workflow teams

LexisNexis Pacific
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