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1. Lexis Affinity Library Essentials

This course is designed for system administrators, WP supervisors, accounts supervisors
and Lexis Affinity operators who need to understand the day-to-day functions of the Lexis
Affinity Library database.

The Essentials course introduces the attendee to Lexis Affinity Library, and its daily
administration procedures.

The course is designed as an introductory level course for staff who are new to the use of
the Lexis Affinity Library software in a law office.

Topics covered in this course include:

e  Customising the Lexis Affinity desktop

e  PhoneBook entries

e Clients and matters

e Creating WP export files of PhoneBook entries and clients.

e  Usingfilters
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2.

The Structure of Lexis Affinity Library

Lexis Affinity Library offers a complete and integrated approach to Law Office
Management.

The Lexis Affinity Library system uses a set of related tables to maintain a complete
picture of your practice. These tables are just like a set of card files in which information
is recorded in an orderly fashion. Understanding the tables behind Lexis Affinity Library
will help you use the system in a more powerful way to accomplish your goals.

PhoneBook

This is the core of Lexis Affinity Library. The PhoneBook should contain the names and
addresses of all the people or companies with whom your firm deals. This includes
Clients, Employees, Prospects, Debtors and other parties such as; Other Solicitors, Real
Estate agents, Barristers, Doctors, and Creditors. The integrity of the data in the
PhoneBook is vital to your practice. The PhoneBook also allows you to record
relationships between people or companies in the PhoneBook, such as associated
companies, employee relationships and Directorships.

The PhoneBook is also your marketing database and therefore can include potential
clients or anyone who you want included in your marketing mail outs. The PhoneBook
includes the ability to create mail merge documents for all or selected contacts in the
PhoneBook.

Clients

Clients are a sub-set of the PhoneBook. Client information is stored in two places
(referred to as Tables) in Lexis Affinity Library. Client names and addresses are stored in
the PhoneBook and client account balances are stored in the Client record. Although all
of the client information can actually be entered in the Client record (so that it is easy to
create a new client entry in one place), the name and address details are stored in, and
can be accessed through, the central PhoneBook.

This makes it easy for staff to look up any name and address in the PhoneBook, regardless
of whether they are looking for a client’s telephone number or that of another party.

Matters

Once a client has been created in the system, you are able to create matters for the client.
Attributes of the matter, such as the Partner, the Controller and the Author and the
matter type are all defined in separate files (or tables).

The matter file records information such as matter number, description of the matter and
links to other parties. Other party details are kept in the PhoneBook with all other names
and addresses. In addition, the matter file records the various ledger balances such as
Fees, Debtors, Billed Fees and Trust.

Other associated variables can be recorded for matters of a particular type. For example -
the exchange date for a conveyancing matter or the date of marriage for a family law
matter.
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SafeCustody

Details of Packets held and the contents of those packets (Packet Items) are recorded and
can be accessed by Client or Matter. Lexis Affinity Library also records details of the Date
Lodged, Location, Borrower, Date Borrowed and date due for Return, Returned Date,
Review Date, and Release to details.

Transactions

Transactions include fee entries, cheques, receipts, bills and journals. They are posted to
matters and General Ledger Accounts immediately. Matter, Client and GL Account
balances are automatically updated and are therefore always up to date.

Diary
Diary includes the details of appointments, reminders and telephone messages..
Documents

Details of documents recorded against this matter.

Reporting

Lexis Affinity Library comes with an extensive range of reports. Prior to Version 3, reports
were available in QuickReport format. From Version 3 onwards, some Lexis Affinity
reports are available in DevExpress format, which allows users to copy and modify Lexis
Affinity reports and to create their own reports (subject to a licence agreement). You can
also create your own reports by using third party products such as Excel, Access and
Crystal Reports.

The general structure of Lexis Affinity Library is shown in the following diagram.
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3. Lexis Affinity Library Desktop

Access to Lexis Affinity Library is by double-clicking on the Lexis Affinity Library icon on
your Windows Desktop and signing in as a User.

The Lexis Affinity Library Desktop will display and you can select individual applications by
double clicking on the relevant icon.

The icons that appear on the Desktop will vary from User to User. This reduces the
number of icons that appear on most Desktops and makes Lexis Affinity Library easy to
navigate.

The applications available to a User are determined by the Lexis Affinity Library
Administrator.

3.1 Sign into Lexis Affinity Library

\“@ Hands on

In this exercise you will sign into Lexis Affinity Library as YSR (Password is YSR). YSR has
the highest level of Security and access to all applications, to ensure all relevant aspects of
Lexis Affinity Library can be used during the training.

In your office, there is usually only one person (the Lexis Affinity Library Administrator)
who has access to every application.

1. Double Click the Lexis Affinity Library icon

The Lexis Affinity Library Sign-In screen will display:

Lexis Affinity Library Sign-In

@’ LexisNexis®

User ID wsr Fassword |

Database |Lewisham Reid hdl
Wersion 3.0.0
Buld 4 Lo | [ X Cancel ]

2. UserID YSR
3. Password YSR (The password is not case sensitive.)
4. Database Select the appropriate Database
5. Clickon [OK]
OR
Press <ENTER>

The Lexis Affinity Library Desktop appears.
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Menu Toolbar
This group of functions is common to all Lexis Affinity Library users.
File
Select Exit, Lock, Set Date, or Check for Task Reminders.
Utilities
Select User Options, Password Change, Postcode Search or QuickCodes.
Help
Select Help to go to Lexis Affinity Help, the LexisCare Home Page, emPower
Precedent Update Site, run a System Check (if enabled), log a Helpline Call,
display the Version & Build number, the number of licensed users and the
number of used licences and the oracle version details.

Application Toolbar
This gives access to PhoneBook, Clients & Matters and Safe Custody and
Research (if licensed).

Global Navigation Toolbar
These are the main headings of the various groups of functions of Lexis
Affinity Library. Each functional group opens to display further sub groups.
Individual functions can be accessed by a double click.

My Favourites
This is user definable to allow quick access to the most often used
functions.

Help Details The details displayed here are either the standard LexisNexis Helpline
details or can be customised for your individual firm. (Select System |
General.)

Snapshots pane

This is a user definable area. Users can “snapshot” a particular PhoneBook
entry, Client, Matter or Report. They are accessed by a double click.
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3.2

My Favourites

It is possible to place short cuts to frequently used functions in ‘My favourites’.

Hands on
In this exercise you will add three functions to My Favourites.

1. Open Transactions | Cheques | Cheque Requisitions

N

Right click on the Cheque Requisitions icon and select Add to My Favourites

3. Repeat this for Fees & Billing | Fees | Fee Sheet and
Fee List

4. Open My Favourites to display the icons

Open applications from My Favourites

Hands on

In this exercise you will open each application. You can have more than one application
open and minimised at the same time.

1. Open each application and minimize each one
The application names will display on the Taskbar at the bottom of the screen.

2. Click on the application button in the Taskbar to maximise each application

Close Applications

Hands on

In this exercise you will close each application.
3.  When each application is maximized, close each one
There are several ways to close a screen:

» Click on the X in the top right hand corner
> <ALT +F4>
» Click on the icon in the top left hand corner and click on Close

Some screens may have “File” as an option on the Menu Bar.
In this case, you can:

> File | Exit
> <ALT +F> X
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3.3 Create Snapshots

Direct links to PhoneBook entries, particular clients and matters, and reports, can be
placed on the Snapshots pane.

W Hands on

In this exercise you will create a snapshot for a matter, a client and a PhoneBook entry.
1. Select Matters from the Applications Toolbar to display the Matter Selection screen.
2. Double-click on the first matter to display the details for that matter.
3. Click on the Snapshot button. ﬁ|
OR
Select File | Snapshot
The selected matter will now be in the Snapshots pane.
4. Close the Matter screen
In this case you can use File | Exit or <ALT + F> X
5. Select Clients from the Application toolbar
6. Open the first Client
7. Snapshot this Client
8. Close the Client screen
9. Select PhoneBook from the Application toolbar
10. Locate and open Antwell Building Company
11. Snapshot this PhoneBook entry
12. Close the PhoneBook screen

You will see three icons in the shortcut pane. Notice that each icon is different.
These icons are the same as the icons on the Application toolbar.

13. Open the Matter from the Snapshot
14. Open the Client from the Snapshot
15. Open the PhoneBook entry from the Snapshot

16. Close each window
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3.5

Deleting Shortcuts from My Favourites

Hands on

1. Open My Favourites

2. Right click on the Cheque Requisitions icon and select Delete
The icon will then be removed from My Favourites.

NOTE: You can use the same procedure to delete Snapshots.

Automatically run Functions after Sign-In
It is possible to have certain functions automatically open when you sign into Lexis Affinity
Library.
Hands on
In this exercise you will flag the Fee Sheet to be opened after signing in.
1. Right click Fee Sheet in My Favourites
2. Select Run after Sign-In
3. Sign out of Lexis Affinity Library
4. Signinto Lexis Affinity Library using the same User and Password as before
You will see the Fee Sheet opened and both windows are available for access.

5. Close the Fee Sheet

To remove functions from “Run after Sign-In”

6. Right click the Fee Sheet icon and remove the tick
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Lock and Unlock Lexis Affinity Library

You can lock Lexis Affinity Library if you need to leave your desk when you are part way
through a function.

Lock Lexis Affinity Library

Hands on
1. Open Matter 012402

If the Matter screen is maximised, you will need to click on the “Minimise” button on
the Toolbar so that you can see the Application Toolbar.

2. Onthe Menu Toolbar, select File | Lock

This will lock the Lexis Affinity Library application and display a dialog box as shown
below:

o T

Unlock Lexis Affinity Library

Affinity has been locked.
Enker wour Password to unlock,
Inlock;

User Mame  [¥5E
Password ||

E:xit | h Unlack

3. Unlock Lexis Affinity Library by entering the Password.
(The same as when you signed in)

4. Maximise the Matter screen by clicking on the matter icon on the Taskbar (at the
bottom of the screen)

5. Close the Matter screen
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3.7 Lexis Affinity Library Help

é‘ LexisNexis

The Help button on the Menu Toolbar gives you access to the following:

Lexis Affinity Help

Launches the Help functions for Lexis Affinity. This provides access to a

summary page of “What’s New”, the Enhancement Notice for the current
version of Lexis Affinity and access to the Essentials, Operations and
Administrator Workbooks. The “User Reference” selection provides access
to DataForms and Precedents, Workflow, Scripting,, Investments and Safe

Custody Reference material and End of Financial Year Instructions.

LexisCare Home Page
Launches the LexisCare home page

emPower Precedent Update Site

System Check
Launches the System Check program.

Log a Helpline call
Launches the LexisCare Service Centre web site.

About
Displays information about:
The Version and Build number of the software.

The Current users - ie the number of users in the system.
Concurrent user licences — ie the maximum number of users allowed in the

system at any one time.
The Oracle versions.

Lexis Affinity Library

‘ersion 3.00
Build o
Current users: 1
Concurrent user licences: 10
Oracle Client wersion: 9,2.0,7.0

N Oracle Server version: 9.2.0.7.0

3 i TG Lexis Affinity Library
@ LeXISNeXIS Copyright () 2001-2011 LexisMexis,

a division of Reed Elsevier Inc.
all Rights Reserved
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Using Lexis Affinity Help Functions

You can access Lexis Affinity Help via Help | Lexis Affinity Help on the Affinity main menu,
or by pressing [F1] from most functions within Lexis Affinity.

The Summary page “What’s New” will be opened.

Hands on

In this exercise you will access the Help function and explore some of the information
contained within.

1. On the Affinity Desktop select Help and select Lexis Affinity Help
OR
Press [F1]
The Summary page of “What’s New” will be displayed.

In Version 3.0 the screen will look similar to:

% Affinity m =X
oo & 0

Hide  Eact  Pint  Opfions

Contents ] Index | Search | Lexis Affinity Library

(21 Aty Coren? Lexis Affinity Library @ LexisNexis*

# @ Enhancement Notice
1 @ Lexis Affinity Library Essentials

# @ Lesis Afinity Library Operations Previous Mext
1 @ Lewis Affinity Library Administrator ; : 3
= @ User References What’s New in Version 3.0?

Reporting

Lexis Affinity Library has always provided a comprehensive set of management and
financial reports, to support the operation of a modern law practice. The new Reporting
Framework delivered in Affinity 3.0 gives us an opportunity to re-design and improve on
the look-and-feel of Affinity’s standard reports, as well as simplifying the process of
developing further reports in future.

The new reporting framewaork also provides firms with the option of developing their
own custom reports, based on a new data abstraction layer which provides a translation
of the underlying Affinity database into a set of concepts which the Report Designer can
turn into rich, graphical or text-based reports.

For more information on Affinity Reporting click here.

Searchable Help

With the release of Affinity 3.0, we are improving the way in which individuals and firms
can get information about how Affinity works. The first phase of this project is to deliver
a searchable on-screen help facility, based on the user documentation already available
with Affinity.

For more information on searchable help click here.

Small Enhancements
In addition to the major features outlined above, Lexis Affinity Library also contains a
number of small enhancements, designed to correct issues experienced with previous

versions and to improve the overall user experience of Affinity.

For a full list of enhancements click here.

This screen will list the major features of the Version and will provide hyperlinks to
the information about those features.
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For example:

What's New in Version 3.0?

Reporting

Lexis Affinity Library has always provided a comprehensive set of management and
financial reports, to support the operation of a modern law practice. The new Reporting
Framework delivered in Affinity 3.0 gives us an opportunity to re-design and improve on
the look-and-feel of Affinity's standard reports, as well as simplifying the process of
developing further reports in future.

The new reparting framework also provides firms with the option of developing their
own custom reports, based on a new data abstraction layer which provides a translation
of the underlying Affinity database into a set of concepts which the Report Designer can
turn inte rich, graphical or text-based reports.

For more information on Affinity Reporting click here.

2. Clickon here

Another menu displays providing access to information on the new reporting
features.

3. Clickon [Back] atthe top left of the screen

“Contents” tab

From here you can open each section- for example the Enhancement Notice for the
current Version of software. You can clickon [+ to open each Chapter heading and see
the topics included in each chapter.

“Index” tab

This will display all the “headings” from the source documents.

“Search” tab

This tab provides access to the search capabilities in Lexis Affinity help.
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3.8.1 Full Text Searching within Lexis Affinity Help

W Hands on

In this exercise you will use the Search functions to locate various pieces of information.

1. Select the “Search” tab

2. Inthe “Search” field type ‘Fee’ and click on [List Topics] or press [Enter]

The left hand side of the screen will now contain a list of the topic titles where the

word “Fee” is used.

3. Clickon [Display]

The right hand side of the screen now displays the selected page of information and
the word ‘Fee’ will be highlighted.
The following table shows you how to refine the search options to reduce the list of

results.
Example Result
fee Will return all topics containing the word “fee”.
fee sheet Will return all topics containing either of the words “fee” and

“sheet”.

“fee sheet”

Will return topics containing the phrase “fee sheet”.
ie Use quotes around the search text to search for phrases.

fee*

Will return all topics containing the word “fee” and words that
start with “fee” (for example: feeling, feeble etc).
You can also use wildcards at the beginning of the search text.

fee OR sheet

Will return all topics containing the words “fee” or “sheet”.

fee NOT list

Will return topics which contain the word “fee” but not the
word “list”.

fee NEAR sheet

“NEAR” is used to find words which aren’t necessarily together
but are near each other.

NOTE: searching Help files is not case sensitive. (you do not need to type ‘or’, ‘'not’
or ‘near’ in upper case.

3.8.2  Search Options

The Search options appear at the bottom of the “Search” tab.

» Search previous results: Allows you to refine your search even further by only
searching the topics returned by your previous search.

» Match similar words:This finds all occurrences of the given word with common suffixes.

For example, “run” will return “running” and “runner” but not “runtime”.

> Search titles only: This searches only the topic titles and not the text within each

topic.

Page 26
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3.9

3.10

3.10.1

3.10.2

Accessing Recently Used Records

The down arrows beside PhoneBook, Clients, Matters and Safe Custody on the Application
Toolbar gives you a quick way to access the last PhoneBook, Client, Matter or Safe
Custody Packet opened. The number of entries that appear in this list is set in the
Employee record.

Hands on

1. Click on the PhoneBook down arrow to see the latest PhoneBook entries accessed.

2. Click on one of the PhoneBook entries in the drop-down list to open the PhoneBook
with that record displayed

3. Close the PhoneBook screen

Switching between programs

You can switch between programs on the Affinity desktop. Use CTRL+TAB to move
through the list of open programs in Affinity. Use CTRL+SHIFT+TAB to move backwards in
the open list of programs.

When you press CTRL+TAB, the Affinity desktop dialog box appears with the caption of
the selected icon. The icons represent the relevant program opened on the Affinity
desktop.

lememc w

Receipts Cashbook

Order of icon

The icons within the dialog box are in the order of the last active program, where the
current window appears first, followed by the next most recent window. For example, if
Receipts Cashbook is the last active program you accessed, then the dialog will display
Receipts Cashbook first in the open list of programs. Once you select a program from the
dialog box, the selected program will be the first to appear in the list next time you press
CTRL+TAB.

View Affinity desktop

One of the icons is the Affinity desktop, identified by the blue butterfly. If you select this
icon, then all the currently opened programs within Affinity are minimised and the Affinity
desktop is displayed.
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4. Toolbars

A number of Toolbar options are standard across the system. Some of these are shown
below and are referred to throughout this workbook.

The icon or picture appears on the Toolbar. When you rest the cursor on the icon an
explanation or description of that icon will display.
If an icon is not required or relevant for the function currently being performed, it will be

greyed out.
| New Creates a new entry, such as a new PhoneBook Group.
This icon changes from Application to Application.
7 Reverse

Allows you to reverse the selected entry.

Delete Deletes the entry currently displayed.

T Create a Merge File for Word Processing
Links to Microsoft Word to create or edit a document based on a
selected document or precedent.
If WordPerfect is used then the WordPerfect icon appears where the
links to word processing is enabled.

4 Find Displays a list of names from which a particular record can be selected.
a1 Snapshot
Creates a Snapshot for a particular Client, Matter Report etc on the
Desktop.

¥ Help Displays the On Line Help.
4 Next Go to the next record in the current sequence.

4 Previous
Go to the previous record in the current sequence.

L First Go to the first record in the current sequence.

¥

Last Go to the last record in the current sequence.

= Print Print a report, the current record or a list.
Most reports will be displayed on the screen first and can then be
printed or saved to a file.

il

Refresh Immediately refreshes the data on the screen.

Clear Clears the filter and refreshes the screen.
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5.

QuickCodes

QuickCodes enable the user to enter text in to Lexis Affinity Library with minimal effort.
For example, one of the most common reasons for issuing a Trust Receipt is “On account
of costs & disbursements”. Rather than type this description every time, Lexis Affinity
Library QuickCodes allows the text to be entered once and used many times over. This
not only saves typing but also standardises the way text is typed.

Once a QuickCode has been created it can be used in most Lexis Affinity Library
applications — for example when creating cheques, receipts, fees, journals etc. More than
one QuickCode can be used to insert the detailed description for an entry if multiple lines
are required.

Create a QuickCode

HANDS ON

In this exercise you will create a new QuickCode. The example given is that of SM
(Settlement Money), however you may choose to create your name using your initials as
the Code.

1. Open QuickCodes (Utilities | QuickCodes)

2. Clickon [ tocreateanew code. The screen is displayed below:

w QuickCodes E]@

Eile Search Help

XA HET
Code ﬂ

Expands To |

Remember: 7 ta list all QuickCodes

3. Code SM
A QuickCode can have a maximum of 5 characters.

4. Expands To Settlement Money
5. Clickon e to update.

QuickCode Field Descriptions

Code the code that is typed to insert the text.
This is a maximum of five characters.

Expands To This is the description that Lexis Affinity Library will insert when the code is
entered into a field. 240 characters
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5.2 Print QuickCodes

It is suggested that each User has a printed copy of the QuickCodes for ease of reference.

W‘ Hands on

In this exercise you will print the QuickCodes.
1. Clickon & to see the list of QuickCodes.

A sample list of QuickCodes is shown below:

Printed 17/03/2008 8:44:05 A Lewisham Reid
CuickCodes

Code Description

A Attendance on telephone regarding

ACD Affidavit of Deht

BC Briefing Counsel

CA Court appearance

ch On account of costs & dishursements

FF Filing fee

IF Interpreters fee

Lt lunch meeting

LTO Land Titles Cffice

MR Medical report

sk Office of State Revenue

FA personal attendance

POA Payment of account

SF search fee

Shd Settlement Maney

TA Telephone attendance re Matter

T Telephone call - incoming

TO Telephone call - outgaing

WWRT with respect to

YPF your purchase from

2. Close the Print Preview

3. Close QuickCodes

5.2.1 Using QuickCodes
To use QuickCodes throughout Lexis Affinity Library type the Code, preceded by a

backward slash and followed by a space, for example, \dnrA to insert “Department of
Natural Resources”.

Look Up List for QuickCodes

QuickCodes can be displayed on the screen (where QuickCodes are available)
by typing \?.
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6.

6.1

PhoneBook

The PhoneBook is the central repository for the names and addresses of all the people
and organisations with which your Firm does business or comes into contact. This
includes clients, prospective clients, barristers, solicitors, agents, suppliers and
Employees. The integrity of the data in the PhoneBook is vital to your practice.

Once entered, names and addresses can be accessed by any application within Lexis
Affinity, and can be used to merge with Word Processing documents or link to emPower
DataForms.

It is important to remember not to use characters such as inverted commas (“) in fields
that are likely to be included in an export as these are regarded as field delimiters.

You can access the PhoneBook Selection screen from;

> the Application Toolbar

» The PhoneBook icon
» Clicking on the Find icon ﬂ on the PhoneBook toolbar

> Database on the Global Navigation toolbar (if enabled)

Searching for PhoneBook entries

It is recommended that you search the database before creating a new PhoneBook
record, to ensure that the PhoneBook entry does not already exist.

Hands On

In this exercise you will search for a PhoneBook entry (Blackwell Scientific Publications).
1. Open PhoneBook from the Application Toolbar
You can search for PhoneBook entries in a number of ways

e  (Click on the Scrollbar on the right of the window to scroll up and down until
you see the PhoneBook entry you want displayed.

e  Type the first few characters of the name of the person or organisation.
When you open the PhoneBook list, the cursor will normally be in the
“Search starting with” or “Search contains” field in the bottom left corner of
the window. (The prompt you see depends on the setting on the “Filter”
tab.) As each letter is typed any matching entries are displayed.
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e  Use the filters to limit the number of PhoneBook entries displayed and
select the required entry from there.
Using Filters will be covered in more detail later.

2. Select the “Filters” tab

The Filter screen displays as shown below:

¥ PhoneBook Selection @
NS 9 B & 7

PhoneBocks | Fikers

Select
S s = - Include Groups | Exclude Groups || Associated With
where criteria (%) Contains ) Starks with LeXCHEEOTRS [ S20CI0eCE WD)
Select entries which appear in = :

Search Key @ al Categoties () Any Categary 5 Refrash List
Full Marne: =

Accountant | Tax Seminar
Conkack Agent Waluer

Associated Party ‘“Water Authority
Address 156 Association Member

Auctk
SuburbyLocality 1 E:ﬁk\oneer

| Barrisker

<hete Body Corporate
Courtry Building & Construction

Christmas Card
D3 Location Clienk:

Council
Mate | Court

Creditor
Address Type to display P .gs‘?\lgo?t;ail

) Strest () Postal @ Registered () Mailing Cox Doctor
Finance Company

REls0one0in Government Department
| ™ Insurance Agency
g International
Select Equal To Inwvestigatar
Code Type v [ Media
— Mortgagee
State Postcode Hatioral
Hlik Mewmsletter
Coll. Plan | Other Party
Our skaff
el | Partner acting
Pharmaceutical
Active PhoneBook, [ Seminar
Active or Permanent Client Smfal_\ Bul:ness
Solickar
Mor-Active Client (no matkers) Solicitor Firm

Hon-Permanent Client Solicitor acking

Suppliers
[l 1nactive PhoneBook @ Clear al s

1 Record Filker = Address containing 156. Act Phks. Act&PermaInactihlon-Perm Clts, Displaying Registered Address.

3. Select where criteria Select Contains
4, Select the “PhoneBooks” tab
5. Search containing Blackw

If “Search where criteria” is set to Starts with, the PhoneBook selection screen will
show “Search starting with”.

Several entries will display — including Blackwell Scientific Publications.
6. Select Blackwell Scientific Publications
When the entry you require is highlighted, you can

° Press <ENTER>
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° Double click it

e  (Click once on the entry and then click <OK>

. <ALT + O>

The screen displays details of the selected entry. The information displayed includes

Name details, Code, Company Registration Numbers, Internal ID number, Telephone
& Facsimile Numbers.

% PhoneBook: Blackwell Scientific Publications

M=%
File Search Help

IR 4> YD S F € ?

Search Mame | Blackwell Scientific Publications Code |BSPOO1 D 16 | Main/Waork Phone |07 3590 9576

Correspondence Mame  Blackwell Scientific Publications

AN, (132 345212 Facsimile |07 3530 9767

ABM, 56132345212 IMobile
Iatks
Eitif; v Al Entities Home Phone
Full Trading Mame  Blackwell Scientific Publications DirectiOther

NOTE: The prompts displayed on the top part of the screen and on the second tab

— usually the “Document Details” tab are those that have been recorded in
Name Labels for the PhoneBook Type being displayed.

The prompts for the Name fields (in this example Correspondence Name &
Full Trading Name) vary from one type of PhoneBook record to another.

The prompts for the different Registration Numbers (in this example A.C.N/
and A.B.N.) vary between Countries.

6.1.1 PhoneBook ID

The Phonebook ID is an internal number and is read only. This ID can be used when
emails are sent from within the Lexis Affinity product.

Other information is stored on the various tabs.

Your instructor will now go through each tab.

A full explanation of each of the tabs is included in the following section — PhoneBook
Tabs.
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6.2

6.2.1

Page 36

Essentials Workbook

PhoneBook Tabs

“Addresses” tab

The “Addresses” tab shows the Street, Postal, Registered and DX address. One of these
must be flagged as the Mailing Address.

Master Address: Link

Allows you to link one PhoneBook entry with another. For example, if you
deal with several people within a single company, you could link each
record. Linking will draw the uncompleted details (such as address, phone
numbers, email) through to the linked record. Details that are linked will
display with a background of a different colour.

Changing the address on the primary entry will change the details on all of
the linked entries.

Jump

M) Jup |

This allows you to move to the PhoneBook entry that is linked to this entry.
Unlink
To unlink two addresses, select File | Unlink

Address Layout

Address

The “Countries” option allows you to set different Address formats, to cater
for local requirements.

You can record multiple addresses; - Street, Postal, Registered and DX.
Note that you can flag the “Registered Address” to be the same as either
the Street or Postal Address.
You must also nominate one type of address to be the Mailing Address.
150 characters

Suburb / State / Postcode

Country

Email

The prompts for these fields vary depending on the settings made for each
Address layout.

For example if the Address layout is New Zealand, the State field will be
named City.

If a Postcode database is incorporated into the database, selecting a Suburb
will then complete the State & Postcode fields.

The country of the PhoneBook record. This is an optional field.

The Email address is recorded here and also if an Email Remittance is
required. (This applies to Creditor PhoneBook entries.)
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6.2.2

6.2.3

6.2.4

“Personal” / “Document Details” tab

The name of this tab varies depending on the “type” of PhoneBook entry. The details
here can be used to record a name to be used specifically in documents. For an Individual
type of entry there are usually multiple fields which are used for names in separate fields
and the Date of Birth. 50 characters

“Data” tab

The Data tab shows the individual DataForm fields that exist in the selected DataForm.
The DataForm fields allow you to record extra information. Typically, a Marketing
DataForm may be attached to a PhoneBook entry that allows you to record details about
marketing activities that should be directed towards this PhoneBook entry.

Hands On

To illustrate this feature, it is best to locate the record for Adams_Blackwell, who is the
Managing Director of Blackwell Scientific Publications. (Marketing activities are usually
directed to people or contacts at clients or prospects, not to the company generally)

1. Select the “Relationships” tab

2. Use the left video button to locate the record for Adams_Blackwell

3. Select the “Data” tab

4. On the left hand side — under DataForms select General Marketing

5. Select the “Interests” tab

6. Note that teams are recorded for AFL, NRL and NBL

In particular note that John Adams supports the Essendon Bombers.

7. Use the right video button to return to Blackwell Scientific Publications

“Notes” tab

This tab will display any notes that have already been recorded for this PhoneBook entry.
You can also add additional notes by keying text directly in the notes field.

The “Notes” field is also an option in PhoneBook Filter, allowing you to search for records
containing (or starting with) a string of text. 2000 characters
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6.2.5

6.2.6

6.2.7

6.2.8

Page 38

“Precedents” tab

This will display the list of Precedents available and allows generation of those
precedents.

You can use the “Filter” tab to quickly locate a precedent, and the “Columns” tab to
include or exclude columns from the display.

Hands On

1. Select the “Precedents” tab

2. Highlight the Cocktail Party Invitation and click on [Merge]
The Invitation should display on the screen.

3. Close the document — there is no need to save it

“Documents” tab

This shows a list of documents that have been saved to this PhoneBook entry.
(The documents may include emails, scanned documents etc.).

You can double-click on a document or highlight it and click on Edit to open the
document.
You can also use this tab to attach a new document for this PhoneBook entry.

“Filter” tab

You can use the “Filter” tab to search for a specific document. On the “Filter” tab, you can
also select to exclude documents saved to matters belonging to this PhoneBook entry.
“Columns” tab

You can select to include or exclude columns from the display.

“Diary” tab

This tab contains a list of all the Diary entries that have been recorded for this PhoneBook
entry, whether they are matter related or not.

From this tab you can create a new Diary entry.
You cannot edit Diary entries from this tab. To edit a Diary entry, select Diary from Case
Management.

“Relationships” tab

Forward and backward relationships between PhoneBook entries can be set up in Lexis

Affinity. Examples include “is a director of... / has as a director...”, “uses this firm of
solicitors / acts for”.

The wording of the Relationships available has been recorded by the Lexis Affinity Library
Administrator.
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W Hands On

1. Select the “Relationships” tab

You will see that Marianne K Thompson is a Director of Blackwell Scientific
Publications and that Black Day Publishing Pty Ltd is a subsidiary of Blackwell
Scientific Publications.

2. Double click on Thompson_Blackwell
3. Select the “Relationships” tab

You will see that she is a relation of Mark Connor Thompson and was formerly
employed by Walter Turnbull Advertising.

4. Close the screen for Maryanne Thompson to return to Blackwell Scientific
Publications

6.2.9 “Groups” tab

This tab allows you to designate groups to which this PhoneBook record belongs.

The Groups available have been recorded by your Lexis Affinity Administrator.

A PhoneBook record can be in more than one group. You can extract the PhoneBook
records by Group to be merged with Word Processing documents or use a Group to
identify particular types of records to be used as contacts on matters like courts, other
parties, bill to parties or key contacts.

6.2.10 “Associated Staff” tab

This tab displays staff members or Employees that have been flagged as being associated
with this PhoneBook entry. (This would be the staff members who have the most contact
with the individual or organisation.) You can select additional staff members or unflag
staff members. This is also a filter option.

6.2.11 “Miscellaneous” tab

There are three vertical tabs;

Internet & Labels
This tab shows the information previously recorded including; Web site Address, Type of
PhoneBook entry, Salutation and Default Reference.

Inactive Record

Tick this to indicate if the PhoneBook record should be retained in the database but is
inactive. An example is where a PhoneBook entry is a client, but has no active matters.
Inactive PhoneBook entries are, by default, excluded from the PhoneBook listing, but can
be included by checking the flag “Inactive PhoneBook” in the PhoneBook filter.

When a PhoneBook record has been flagged as Inactive, the system will display which
operator made the record inactive and the date and time when this happened.
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6.2.12

Page 40

The “Maintenance” section of the screen also displays who created the record and the
date of creation, as well as the person who most recently altered the record.

Debtors & Collection

This tab shows the Collection Plan that is attached to this PhoneBook entry, the criteria
for sending Accounts Rendered Statements and the Collection Notes recorded on all
outstanding bills that are owing by the PhoneBook record. The Debtors balances are also
displayed and the last date that the aging process was run. (To update the aging, it is
necessary to run the Aged Matter Balances Report and select to update the aging.)

You can also add a new note or print the existing notes from this tab.

CliNet
This tab indicates whether or not this PhoneBook entry is visible in CliNet.
You can also generate a Password for CliNet access.

“Debt Control” tab

This tab contains a list of Bills that are outstanding where the PhoneBook party is the
Debtor. The lower section of the screen has vertical tabs - “Allocations”, “Notes” and
“Payment Plans” if there is a Payment Plan attached to any matter.

Highlight a bill and select the following:
(In the Lewisham Reid training files, look for a bill on Matter 012339.)

Allocations
Shows any credit allocations to outstanding bills — such as partial Receipts, Write Offs and
Credit Notes.

Notes
Shows any Debtor Comments that have been recorded in relation to the Debt Collection
activities. You can add additional notes, edit existing notes or print the notes.

Add Note
Allows you to add a Debtor Comment Note to the selected bill.

Open
Allows you to open the selected bill. You can then re print the bill or check the details.

Trust to Office
Allows you to transfer funds from trust in payment of the account.
(If Combined Ledger System is enabled, this field is not visible.)

Print

Opens the Itemised Debtors report with the selected PhoneBook entry entered as the
Debtor. This report will include all outstanding Bills where the PhoneBook record is the
Debtor. The information includes the total of each bill, amounts received in payment
thereof and a break-up between Fees, Disbursements (including Sundries) and Tax.

Print Notes
Allows you to prints the Debtor Notes.
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6.2.13 “Bank” tab

This tab shows the bank account details for this PhoneBook entry. Select the correct
format for the Bank Account.
These details are used when transferring funds by EFT Payment.

6.2.14 “Linked Records” tab

Linked Records are used when registering contacts at an organisation where the
communication details are the same or similar. For example, the contacts in an
organisation could include the person responsible for paying the accounts or the person
with whom the firm deals on a day to day basis.

This tab will display the PhoneBook records that have been linked to this PhoneBook
entry.

You can open the linked party from this tab, by either double clicking on it, or by
highlighting the line and clicking on [Open].

Click on [Create] to create a new linked record.

6.2.15 “ID / Reg’'n #'s” tab
This tab displays the registration numbers that have been recorded for this PhoneBook
entry.

The prompts displayed on this tab will vary depending on the Type of PhoneBook record.

6.2.16 “Safe Custody” tab

This tab displays the Safe Custody Packets and Items that have been attached to this
PhoneBook record.

6.3 PhoneBook Menu & Toolbar

Performing different functions in the PhoneBook Entry area can be achieved by either
selecting the icon on the Toolbar or by selecting the relevant function from the Menu.

6.3.1 Functions on Menu Toolbar

There are three options on the Menu Toolbar: - File, Search and Help.
Functions that are not available are “greyed out” or “disabled”.

File
New Create a new PhoneBook entry.
Reopen Lists the last accessed PhoneBook entries.
Delete Delete the PhoneBook entry.
Link Allows you to link a PhoneBook entry with one other PhoneBook entry.
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Jump to Master
Moves to the PhoneBook entry that is linked to this PhoneBook entry.

Copy Master Copies the details from the Master PhoneBook entry to this entry if the
fields are blank.

UnLink Stops the link between the two PhoneBook entries.

Snapshot Create a Snapshot of this PhoneBook entry.

Print Details Prints the details of this PhoneBook entry, including Name, Address,
communication details, the matters they are the contact on, the
relationships and a listing of the linked records.

Print Report
Prints a list of all the PhoneBook entries that are currently included in the

PhoneBook list — (ie according to the Filter selections in place).

Print Collection Notes
Prints all Debtor Comments that have been recorded for this PhoneBook

entry.
Exit Closes the PhoneBook entry.
Search
Find Displays the PhoneBook list.
First / Previous / Next / Last
Moves to the First record, Previous record, Next record or Last record
currently included in the PhoneBook list (ie according to the Filter
selections in place).
Help

Index / Contents
Not yet implemented
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6.3.2 PhoneBook Editing Toolbar

=) .

- New This icon allows you to create a new PhoneBook entry.

v"r Apply Thisicon only displays when a PhoneBook entry has been altered and
saves the changes you have made. It replaces the New icon.

x Delete Deletes a PhoneBook entry. Lexis Affinity will not allow you to delete
the PhoneBook entry for a current client or creditor, or if it is attached
as a contact on a matter, a current client or a creditor.

M 4 » M First, Previous, Next, Last:

Moves to the First record, Previous record, Next record or Last record
currently included in the PhoneBook list (ie according to the Filter
selections in place).

=

Refresh Refreshes the data immediately.

k3

Find Search for an entry in the PhoneBook. This will show the PhoneBook list
based on the filters used to select this entry.

Snapshot
Place a copy of this PhoneBook entry on your desktop for easy access.

= Print Allows you to print all the details of the selected PhoneBook entry.

Email  This icon will only be enabled if an Email address has been recorded on
the PhoneBook entry.
Click on this icon to open your Email system.
The Email address will be automatically inserted into the message.
& Web This icon will only be enabled if a web address has been recorded on the

PhoneBook entry.
Click on this icon to go directly to this Web Address.

\ 4 Client  This icon will only be enabled if this PhoneBook entry is also a client.
Click on this icon to go directly to the client.

& Create client
This icon will only be enabled if this PhoneBook entry is not a client.
Click on this icon to open the Client Creation screen with most details of
this PhoneBook entry completed.
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6.4

6.4.1

6.4.2
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& Display Related Documents
Click this icon to open your Document Management System, such as
Lexis IM, iManage, Worksite, Redmap, WORLDOX, Radix (if installed).

7

| - | Help Not yet implemented.

Printing
You can print the details of an individual PhoneBook entry, or a list of all the PhoneBook

entries that are displayed in the PhoneBook Selection screen. The report printed also
includes any matters where the PhoneBook entry selected is included as a Contact link.

Printing the selected PhoneBook entry or a list of all PhoneBook entries is controlled by a
setting in Employees.

Printing one PhoneBook Entry

Hands On

In this exercise you will print the details for Blackwell Scientific Publications.

1. Open Blackwell Scientific Publications (If not already open)

2. Select =
Details of this PhoneBook entry will be displayed.

3. Close the Print Display

Printing all PhoneBook entries

Hands On

In this exercise you will print a list of all the PhoneBook entries.

1. Select ﬂ

The PhoneBook Selection Screen will display.

2. Click on @ to clear the filters

3. Select &
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You can use the icons on the Print Toolbar to change the display of the report, to
move forwards or backwards through the individual pages or to print the report.

4. Click on B= to activate the tabs on the left hand side of the screen

5. Clickon H

6. Search Text Blackwell Click on [Search]
The pages where the text can be found will be indicated on the “Search Results” tab.

7. Close the Print Display

6.4.3 Print Toolbar

[0

Zoom to Fit
This will display one page at a time.

Zoom to Width
This will widen the display to fill the screen horizontally.

100% size
This will adjust the display to 100%.

- =

Use these icons to move forwards and backwards through the pages.

fin
-

Select a page
Use this to move directly to a specified page.

H Search for Text
Use this to select specified text.
The text and location of found entries will be displayed on the “Search
Results” tab on the left hand side of the screen.

S=

Toggle Tabs
Use this to toggle between displaying and not displaying the
“Thumbnails” and “Search Results” tabs on the left hand side.

Copy to Clipboard
Use this to copy the page displayed to the clipboard. The image can
then be pasted into another application.
Note this is an image only — not editable text.
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=1

Printer Setup
Use this to select a printer, alter the properties of the printing, (for
example to select duplex printing) or to select a page range.

Print Use this to print to the printer.

Save Use this to save the report to a file.

Open Use this to open an existing saved report.

6.4.4 PhoneBook Selection Screen Toolbar

s
= New Creates a new PhoneBook entry.

L Edit.

Allows editing of the PhoneBook details for the entry highlighted.
This entry will also have a black triangle symbol in the first column.

0

Refresh Will refresh the data on the screen.

Clear Clears the filters. All PhoneBook entries will then display. Filters will be
discussed in detail later in this Workbook.

v Merge Create a WP merge file for the PhoneBook entries selected,
or merge to a Precedent document.

B Email (Blind Copy)
Enables users to automatically insert the Email Addresses of PhoneBook
entries into the Bcc field of the Email system.

= Print Allows you to print a list of all the entries in the PhoneBook based on the
filter selection.
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6.5

PhoneBook Filter

Filters are used throughout Lexis Affinity to enable users to sort information by different
criteria. The filtered information can then be displayed on the screen or used to generate
reports and word processing merge files.

The filters vary according to the particular application you are in. However, the basic
principle is the same for all filters and once you have mastered one filter you will find you
are comfortable using the other filters in the system.

Filters are applied to PhoneBook, Client, Matter, Safe Custody, Creditors and General
Ledger functions.

Hands On

In the PhoneBook Selection screen, click on the “Filters” tab.
The following screen will display:

NOTE: The last Filter that you have used will stay in force until you clear it.

% PhoneBook Selection @
BN Se | 9 B & 7

PhoneBooks | Fikers

Select
) . _ Include Groups | Exdude Groups | Associated with
whers Erikara ® Cortains O starts with L= XCHEE IOEES Ll eRn e s WL
Select entries which appear in =

SearchKey (& all Categaries () Any Categary ‘b Refresh List
Full Mame =

Accountant Tax Seminar
Conkack Agent Yaluer

Associated Party twater Authority
Address 156 Association Member

Auckioneer
SuburbyfLocality | Bank

|| Barrister

Shate Body Corporate
Country Building & Construction

Christmas Card
[ Location Clignt

Council
Mote | Court

Creditor
Address Type to display = gzlaNgoitl\e‘la\I

() strest () Postal (&) Registered () Mailing (@167 Dockar
Finance Company

Belatlonshlp — Governmment Department
| Insurance Agency
- International
Select Equal To | Investigator
Code Type R [ Media
L Morkgages
State Posteode Mational
E = Mewslether
Call, Plan | Other Party
i Qur Skaff
T | Partner acting
Pharmaceutical
Active PhoneBook [] seminar
Active or Permanent Clisnt omall Brstness
Solicitar
MNon-Active Client {no matters) Solicitor Firm

Mon-Permanent Client Solicitor acting

Suppliers
[ Inactive PhoneBook @ Clear all =

1 Record Filker = Address containing 156. Act Pbks, Act&Perm&Inacké&hon-Perm Clks, Displaying Registered Address.
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W Hands On

In this exercise you will use the Filter to select PhoneBook entries where the Search Key
contains the text “black”.

You can also use this part of the filter to display entries where the Search key or Full name
start with specified text.

1.

Select where criteria  Select “Contains”
Search Key black

The “Contains” test will include the name of Black and Blackwell and also any names
where black is part of the name.

Select the “PhoneBooks” tab
(You can use <CTRL + TAB> to move between the tabs.)

Now only entries that contain the text “black” are displayed.

Click @

on the PhoneBook Toolbar

This clears the filter and displays all entries in the PhoneBook.

W Hands On

You now need to locate a PhoneBook entry that is a publishing company. You cannot
remember if the name includes the word “Publications” or “Publishing”.

1.

Page 48

Select “Filters” tab
Select where criteria  Select “Contains”
Search Key publi

You do not need to type the full word.

This will find all names that contain the text “publi” (such as Publications and
Publishing).

—
Select the Refresh icon +
The PhoneBook Selection screen displays.

The list now only displays entries that contain the text “publi”.
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%

Hands On

In this exercise you will use the Filter to locate PhoneBook entries that are subsidiary
companies of another PhoneBook entry.

1. Select the “Filters” tab
2. Clickon [Clear All]
3. Relationship Select “is a subsidiary company of” from the drop down list
4. Select the “PhoneBooks” tab
All PhoneBook entries that are subsidiaries are displayed.
Hands On

In this exercise you will refine the search of subsidiary companies to the NAB subsidiaries.

1. Select the “Filters” tab
2. Relationship Click on the down arrow in the second field
Only those PhoneBook entries which have subsidiary companies are displayed.
3. Select NAB
4. Select the “PhoneBooks” tab
Now only the entries that are subsidiaries of NAB are displayed.
Hands On

In this exercise you will use the Filter to locate PhoneBook entries that are in NSW.

1.

Select the “Filters” tab

Click on [Clear All]

Select equal to State NSW
Select the “PhoneBooks” tab

Now only the entries that are in NSW are displayed.
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W Hands On

In this exercise you will use the Filter to select PhoneBook entries that have indicated they
support the Essendon Bombers.

=

Select the “Filters” tab
2. Clickon [Clear All]
3. Select Entries which appear in Select All Categories

4. Select the “Extra” tab

- -
¥ PhoneBook Selection @
& b g} = 7
PhoneBooks | Filters
{ ~
DakaForm: Text Created and Modified by
DataForm: &ll kext and check box fields |+ | | Select containing w Created by w
DataForm: &ll kext and check box fig| v Created
DataForm: &ll kext and check box fig| v Since |
DataForm: &ll kext and check box fig| v Before |[] v
DataForm: &ll kext and check box fig| v
Modified by w
DataForm: Murnber
Modified
DataForm: &ll currency, inkeger and numt|+ | | Balances greater than A
Since  |[] -
DataForm: &ll currency, integer and |+
Befare |[] -
DataForm: &ll currency, integer and |+
DataForm: &ll currency, integer and |+
DataForm: &ll currency, integer and |+ Clibiet
Show on Clitet ]
DataForm: Date
Password
DataForm: &ll date figlds v
DataForm: &ll date figlds | since (] Includ records where
[Mame] -
Before |[]
@ exists
() does nok exist
A
4 *
246 Records Filker = Act Pbks, Act@PerméInact&Non-Perm Clts, Displaying Postal Address.

5. DataForm — Select Containing (Text)

6. Inthe top field, click on the drop down arrow and select ‘Interests’

Skandard | Extra
DataForm: Text

DakaForm: &l kext and check box Fields] |«

General Appointments ”
Matker Manager

Child Details

Client Survey

Private Finance Details

Interests

Partner Details

Private Details W
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7. Inthe second field select ‘AFL Football Team’ as the field

Standard | Extra

DataForm: Text

Interests

Gk bio: Fields| |+

DakaForm: All teg/and check box; Fiel| A
AFL Fookball Teamn

Accuracy

Arcurate & appropriake documentatic
Address

Address vour needs

Adheres b firm's policies & procedurs
Agreed Deadlines Met ¥

aForm: &l text and

[akaH

8. On the right of that field select ‘Essendon Bombers’ from the possible field look-up
table responses

Standard | Extra
DataForm: Text
Interests Select containing w

AFL Football Team w\ || "

Adelaide Crows A
Brizhane Lions

DataForm: All text and check box Fie|w | |§arlton Blues

[lingwand Magpies

DataForm: &ll text and check box fie| | [ESSendon Bombers

Fremantle Dockers

Geelong Cats
DiataForm: Murnber Hawthorn Hawks v

DataForm: All kext and check box Fie | w

9. Select the “PhoneBooks” tab

All PhoneBook entries that are marked as interested in the Essendon Bombers will be
listed.

W Hands On

In this exercise you will use the Filter to select PhoneBook entries that are to receive
Christmas Cards.

1. Select the “Filters” tab

2. Clickon [Clear All]

3. Select the “Standard” tab

4. Select the “Include Groups” tab

5. Select Entries which appear in Select All Categories

6. Tick Christmas card
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7. Select the “PhoneBooks” tab

All PhoneBook entries that are marked to receive Christmas Cards are displayed.

8. Note the number of records

(Displayed on the Status line at the bottom of the list.)

Hands On

In this exercise you will modify the Filter to select PhoneBook entries that are to receive
Christmas Cards, but excluding those that are marked “Do Not Mail”.

1. Select the “Filter” tab

2. Select the “Exclude Groups” tab
3. Tick Do Not Mail

4. Select the “PhoneBooks” tab

All PhoneBook entries that are marked to receive Christmas Cards but that are not

marked as “Do Not Mail” are displayed.

5. Note the number

Sorting PhoneBook Entries

The entries displayed in the PhoneBook can be sorted by any of the headings that appear
in the PhoneBook list. By default, the PhoneBook entries are sorted by Search Key.

Hands On

In this exercise you have been asked to produce a list of all PhoneBook entries that are to
receive Newsletters and to sort this list by Suburb.

1. Select the “Filters” tab

2. Clickon [Clear All]

3. Select the “Include Groups” tab

4. Select Entries which appear in Select All Categories
5. Tick Newsletter

6. Select the “PhoneBooks” tab

7. Note “Blackwell” is the first entry
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9.

Click on the heading “Suburb” and drag the mouse to the left.

The entries are now sorted into Suburb order.

The list is sorted in sequence from the leftmost column header to the rightmost

column header.

Click on the Print Icon to print the list.

10. Close the print display

Merging to a Word Document in Precedents

Hands On

In this exercise you will process a merge to a precedent document.

On the PhoneBook listing screen click on the down arrow

Select Precedent Merge

A screen similar to the one below will display:

& -

¥ Precedents Explorer

REX)

File Ackions Wiew Tools Help

¢- & = 7
B <Motin Categary >

+- . General

+- . Marketing

+- . PhoneBack

| .,/QK | [ x Zancel l

Clickon [t/ next to Marketing to expand the folder
Highlight Newsletter and click on [OK]

A screen similar to the one below displays:

© 2012 Reed International Books Australia Pty Ltd trading as LexisNexis

Page 53



éx LexisNexis’ Essentials Workbook

¥ PhoneBook Precedent E]@

Precedent | Dacument Record

Precedent: |MewsLetter

Filz Path: %PRECEDENT %aiMarketingMewsLetter. dot

DataForm:

Execubke Script
Print

Close

m0O0

Collate

“Document Record” tab
5. Select the “Document Record” tab

If you want a record on each PhoneBook entry who was sent a newsletter, tick Update
these entrie/szvith a document reference for this merge.

wphur}eﬁk Precedent E]@

Pre&nt Document Record

Update these entries with a document reference For this merge
Dacumnent Update Details

Save File Path:

Description: | MewsLetker

Created: | 9/11/2009 ] Mailed: | ]
Author: | ¥wette S Rogers ™

Qperataor: | Ywette S Rogers v [ show on Cliket
Cakeqgary:| Marketing v

Deparkment: | Dusk Disease

Branch: | Sydney - Lewisham Reid

Typeisl: Agreement Orline Search
Artvaork, POF
Brochure Research
Conflick Check, Spreadshest
Debt Callection Statement
Ernail Survey
Facsimile Template
Financial &fcs Ward Document:
Forms
Invoice
L5A Statemnent
Letker

Medical Reports

(o ) [Ksea]

6. Complete the information on this screen
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Save File Path is a mandatory field.

For this exercise click on [Binoculars] and save to a file on C..
7. Click [OK]
The documents will be produced.
8. On the PhoneBook Selection screen, open the first record
9. Select the “Documents” tab
10. Note the document details
11. Clickon [Binoculars] to return to the PhoneBook selection screen

12. Drag “Suburb” to the right — to be before “State”

6.8 PhoneBook Filter

The PhoneBook Filter can be used to selectively list PhoneBook entries according to
varying criteria.

PhoneBook Filter Options

Select where criteria - Contains
Use this option to locate entries that contain the text you enter in the
nominated field.

Select where Criteria - Starts with
Use this option to locate entries that start with the text you enter in the
nominated field.

Address Type to Display
Select the Address Type to be displayed on the PhoneBook Selection
screen.

When DX is selected, the DX field (ie the DX Number) will be displayed in
the Address column, the DX Location will be displayed in the Suburb column
and the DX State will be in the State column.

Relationship
Use this option to locate all PhoneBook entries that are related to other
entry/ies.
Use the field to the right to specify another PhoneBook entry.

Select Equal to
Code
This allows you to locate entries using the Code field.

Type
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This allows you to locate entries of a particular type — eg Business.
State

This allows you to locate entries in one particular state.

Postcode

This allows you to locate entries for a particular Postcode.
Collection Plan

This allows you to locate entries belonging to one Collection Plan.

Include — Active PhoneBook
This will include all PhoneBook records that are not flagged as Inactive.

Include — Active or Permanent Client
This will include only those PhoneBook entries that are also Clients and are
Active (ie have current matters) or are marked as Permanent.

Include — Non-Active Client (no matters)
This will include only Clients with no matters.

Include — Non-Permanent Client
This will include only Clients that have not been flagged as “Permanent”.

Include - Inactive PhoneBook
This will include only PhoneBook records that have been flagged as
“Inactive”.

Include Groups
Select entries which appear in - All Categories
This is an “and” filter. For example, if Advertising Agency and Christmas
Card are checked, only PhoneBook entries where both these groups are
selected will be included in the list.

Select entries which appear in - Any Category

This is an “or” filter. For example, if both Advertising Agency and Christmas
Card are checked, any PhoneBook entry that is either Advertising Agency or
Christmas Card will be included in list.

Exclude Groups
You can use this in conjunction with the “include” selection to refine your

selection.

Associated with
You can use this to locate PhoneBook entries where selected Staff
Members are flagged as being associated.

“Extra” tab

The “Extra” tab allows for additional filtering.

DataForm allows you to search for PhoneBook entries that contain specific text or
balances in DataForms.
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Select Containing

You can use this option to locate PhoneBook that match text in any of the
DataForm fields. The Select Containing drop-down list enables you to select
a search criterion from Select containing, Start with, Equal to and

Not equal to.

Created and Modified by
allows you to search for PhoneBook records that have been created or
modified by a certain user, or between two dates.

Modified by allows you to search for PhoneBook records that have been modified by a
certain user, or between two dates.

CliNet / Show on CliNet
Tick this to locate all PhoneBook records that are available for viewing in
CliNet.

CliNet / Password
Enter a known password to locate a PhoneBook record.

Include records where — Email Address
Exists — includes PhoneBook records that do have text in the Email Address
field.
Does not exist - includes PhoneBook records that do not have text in the
Email Address field.

Create a Business PhoneBook entry

Hands On

In this exercise you will create a new PhoneBook entry for “Construction Company”.

You will need to enter details that are relevant to that Company. It is suggested that you
prefix the name of the Construction Company with your initials or surname. This will
make your entry more easily identifiable and different to any other PhoneBook entries.

1. Select PhoneBook from the Applications Toolbar if not already open
2. Note the icons available on the toolbar at the top of the screen.
These icons allow you perform various functions including:

Create a new PhoneBook entry
Edit an existing entry

Refresh the data

Clear the filter

Create a merge file for use in Word
Send BCC Emails

Print

YV VY VYV VYV
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Conflict Checking

Before registering a new PhoneBook entry, you should check the existing entries to make
sure that the new entry does not already exist.

You can check all PhoneBook records by typing the first few characters of the name in the
“Search starting with” field on the PhoneBook Selection screen.

However, to fully check that there is no conflict you should use the Conflict of Interest
Checker. This enables you to search various parts of the database.

3. Open Conflict of Interest Checker

4. Template click on [Binoculars]

Database | Conflict Checker | Conflict of Interest Checker

5. Locate FULL DETAILS and double click

The screen will display with default values completed.

W Conflict of Interest Checker - New

=/ o/ed

File Help

Conflict Checker
Template
Descriphion
Entity
Eranch
Include in Search:
PhoneBook records
Client records
Matter records
[rataForms
Archive records

Audit Trail

HatDocs

Search Criteria

®and OO
®and OO

Keep Open?

FULL SEARCH

Search all records

EEEEEEHR

Search Words | Phrase

I

s

gy |Search all records

(]
(]

Mo of Manths Audit Trail Reporting z 9/09/2009 v

Context of Search

Crverride Matker Team Security

Do Case Sensitive Search |:|

[Jwhale ward?

[whale word?

[Jwhale ward?

[ o OF ] [ xCancell

6. Search Criteria / Select Words / Phrases  Enter the name of the record you are

searching for

In this case — Construction Company

7. Clickon [OK]
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10.

11.

12.

13.

14.

The results of the Conflict Checking search will be displayed similar to the one shown
below:

Printed: 8/11/2009 1:10:02 PM Page 1
User: YSR Ywette S Rogers
Override Team Security: Y

Conflict Checker
All Entities
All Branches
Search Word / Phrase: Construction Company
Search Selection Criteria: Archive, Audit Trail, Client, Matter, PhoneBook, Include DataForm,

Client (O client found)

Client Note (0 client note found)

Matter (0 matter found)

Matter Contact (0 matter contact found)
Matter DataF orm (0 matter dataform found)
Matter Debtor (O matter debtor found)

Matter HotDocs (O matter HotDocs field found)
PhoneBook (0 phonebook found)

PhoneBook DataForm (0 phonebook dataform found)

PhoneBook HotDocs (0 phonebook HotDocs field found)

From this report, you can see that there are no other records with the name or text
of Construction Company already recorded.

It is now OK to proceed with registering the new PhoneBook entry.
Close the print display
Close Conflict Checker

Locate or open the PhoneBook Selection screen

o
Click on to create a new PhoneBook entry
Type Select Business from the Drop Down List

The Type of entry that you select determines the prompts that are displayed on the
screen — these are called the Name Labels. The Name Labels you see in the training
files (Lewisham Reid) may be different to the Name Labels for your data files.

Code Leave blank

This field is left blank and will be automatically populated by Lexis Affinity if this entry
becomes a Client or a Creditor.
It is a search option in PhoneBook.

Search Name 35 characters

For this exercise, use your initials or your surname.
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15.

16.

17.

18.

19.

20.

For a company, you would normally use the Company Name or a short form of the
Company Name.
This is the main way Lexis Affinity searches and sorts PhoneBook entries.

Correspondence Name 80 characters
Lexis Affinity will insert the text from the “Search Name” field.

Alter it to the name of the construction company.

This field is used in Bills, Debtors Letters, Safe Custody Receipts etc.

Full Trading Name 150 characters

Lexis Affinity will insert the text from the “Correspondence Name” field. Alter it if
necessary.

Salutation 35 characters

Type the name that should appear after the word “Dear” on letters addressed to this
PhoneBook entry. This can be their Given Name, Mr/Mrs/Ms Surname, Sir, Madam,

Doctor etc. Generally, correspondence will be sent via the contacts attached to this

entry, so it this could be a generic term — such as Sir/Madam.

Default Ref Leave blank

You can use this if there is a common reference for this PhoneBook entry.
For example, for a Creditor, you could enter the Account Number.

Complete the Registration Numbers with your own information
20 characters each

The fields displayed here will vary depending on the settings in name labels for
Business type entries.

Complete the relevant telephone numbers
20 characters each

Generally you would not record mobile, home and direct phone numbers for the
business record, only for the contacts.

“Addresses” tab

21.

22.

23.

Select the “Addresses” tab

Address Layout  Select the appropriate layout

The prompts that display will vary depending on the Address layout selected.
Complete the Street / Postal / Registered and DX Address details

Note you can select the “Registered Address” to be the same as either the Street or
Postal Address.
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24.

25.

26.

Select one of them to be the default mailing address
This is the Mailing Address that will be used in Bills, Debtors Letters etc.

Email Complete this field with general Email details —
info@construction_company.com.au

Email Remittance ? Leave unticked

If this PhoneBook entry is likely to become a Creditor, you can tick this to indicate
that the Remittance Advice will be sent by Email.

“Document Details” tab (if visible)

27.

28.

Select the “Document Details” tab

Complete the Name on Documents 60 characters

“Miscellaneous” tab

29. Select the “Miscellaneous” tab
30. Web Site Complete the Web Site address
For example: www.Constructioncompany.com.au.
31. Collection Plan Select “Standard Collection Plan (combined matter)
Collection Plans define the parameters of the Collection cycle, and are recorded by
the Lexis Affinity Administrator.
32. Accounts Rendered Statement Select “Conditional if a balance is due”
“Notes” tab
33. Notes Building & Construction Award 2006
This is used for recording any special comments in relation to this PhoneBook entry.
“Bank” tab
34. Select the “Bank” tab
This is used to record details of the Bank Account. If payments are to be made
directly to this PhoneBook entry via an export file generated from Lexis Affinity,
these details MUST be completed.
35. Account Name Enter the name of the Bank Account 100 characters
36. Bank Name Enter the name of the Bank 100 characters
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37. Bank Account Format
Select the appropriate format from the drop down list.
38. Complete the details as prompted

(Refer to the section titled “PhoneBook Creation Fields” for more information on
this.)

39. Open PhoneBook screen for editing on exit Tick this

There is more information that can be recorded for this PhoneBook entry.
Often this information is entered by different staff members

40. Clickon [OK] to save this entry

Attaching PhoneBook entries to Groups

PhoneBook Groups are used to categorise the PhoneBook database into groups. Groups
are determined by the Firm and may include groups such as doctors, barristers, real
estate agents.

Groups can also be used for marketing purposes — for example you can create groups for
sending a newsletter or Christmas Card and another group for seminar invitations.

These groups are used when filtering the PhoneBook database and using that information
to merge with Word.

A PhoneBook entry can belong to more than one group.

Hands On

In this exercise you will add the Construction Company you have just created to the
Building & Construction, Christmas Card and Newsletter groups.

1. Select the “Groups” tab
2. Tick Building & Construction, Christmas Card and Newsletter
This indicates that this organisation will receive Christmas Cards and Newsletters.

You can use these Groups as Filters when selecting entries to merge with a Word
Document.

3. Close this Phone Book entry
You can do this by

= Selecting the cross in the top right hand corner
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= File | Exit
= <ALT +F> X
= <ALT + F4>
This will save the entry.

4. Re-open the PhoneBook listing

=
5. Click on Refresh " to see the new entry

You may not need to do this, but if the Refresh time is quite lengthy (for example 60
seconds), it may be some moments until you see this entry on the PhoneBook list.

6.10 Registering a Business Contact for a Client

As mentioned previously, the PhoneBook should be the central database for your firm and
contain details of all the individuals, companies etc with whom you deal. For this reason
it is recommended that the contacts with whom you deal at each Client should be
registered in your database.

W Hands On

In this exercise you will register yourself as an employee of the Construction Company.
(In these steps the name of the employee is Mr R Bannister who is the General Manager
of the Construction Company.)

1. Open the PhoneBook record for the Construction Company
1. Select the “Linked Records” tab
2. Clickon [Create] (on the “Linked records” tab)
The PhoneBook Entry screen displays
3. Type Select Business Contact if not already selected
The default type for new Linked Business Contacts is stored in System | General.
4. Code Leave blank

This field will be automatically populated by Lexis Affinity if this entry becomes a
Client or a Creditor.
It is a search option in PhoneBook.

5. Surname_Bus. Name

In this example, you would type Bannister_Construction Company.
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If there could be more than one Contact at a particular organisation with the same
Surname (as in a Family Company), you may choose to identify each Contact with
their initial as well — eg RBannister_Construction Company.

Company Name

This field has been automatically completed.

Full Company Name

This field has been automatically completed.

Dept/Division

Enter the Department or Division for the contact if relevant.

Correspondence Name

Alter the text to read your name — for example Mr R Bannister.
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10. Position

Enter the position held by the contact.
In this example General Manager.

11. Salutation

Enter the wording required. For example; Mrs Smith, Sir, Doctor Jones.
In this example - Richard

12. Default Ref Leave blank for this exercise
The Main/Work and Facsimile numbers are completed.

13. Complete the Mobile, Home and Direct/Other numbers as required

“Addresses” tab
14. Select the “Addresses” tab
The Address details are completed.

15. Email Amend the details to be the correct Email address — eg
R.Bannister@Construction_Company.com.au

“Additional Details” tab

16. Select the “Additional Details” tab
The “Additional Details” tab is used to record details of names in separate fields.
(This information may be required in certain documents) as well as the date this
contact became a Contact.

17. Complete the Appel, Name & Gender fields

Altering Dates in Lexis Affinity

You can click on the down arrow to open a calendar. Use the left and right arrows to go

back a month or forward a month at a time. Click on the year, and either click on the up

or down arrow to change the date, or use the up and down arrows on the keyboard.

OR

Alternately;

18. Became contact on  Tick the check box

19. Press the right arrow to the Day - Alter the day

20. Press the right arrow to the Month - Alter the month

21. Press the right arrow to the Year - Alter the year (enter 4 digits)
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“Miscellaneous” tab
22. Select the “Miscellaneous” tab
23. Collection Plan / Accounts Rendered Statement
Accept the defaults, as they are not relevant to a contact.
“Notes” tab
You can add notes about this PhoneBook record on this tab.
“Relationships” tab
Relationships define the type of connection between two records. For example you can
relate two records if they are husband and wife, or a person and a company if the person
is an employee of the company.

24. Select the “Relationships” tab

The “Relationships” tab is displayed below:

Addresses ] Additional Details ] Miscellaneous ] Motes  Relationships ]Bank ]

PhoneBook entry Eannister_Conskruction Cormpanyy

Relationship | j
Syskem Role NfA -

Relate to ﬂ Construckion Company

System Rale MiA

@ Clear

25. Relationship Click on the down arrow and select “is an employee of”
26. System Role Leave blank for this exercise.
This does not apply to “is an employee of” relationships

27. Relate to This has been completed

“Bank” tab

The “Bank” details do not require modification.

28. Clickon [OK] to update this relationship (and the PhoneBook record)
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Debtor Contact Relationships

If an employee is also the person to whom Bills will be sent it is also necessary to relate
the Business Contact and the Business with a “is/has a Debtor Contact” relationship.

29. Select the “Relationships” tab
30. Clickon [New]
31. Relationship Click on the down arrow and select “is a Debtor Contact for”

32. System Role Lexis Affinity will automatically populate this field with “Debtor
Contact”

33. Relate to Select the Construction Company

34. Clickon [OK] to update this relationship

Check the Relationship between the two records

35. Ensure the “Relationships” tab is selected

36. Double click on the name of the Construction Company in the Contact Record column
The Construction Company PhoneBook record displays.

37. Open the “Relationships” tab for the Construction Company
You will see that the Construction Company “has an employee of” <Your Name>

38. Double click on <Your Name> to re open the PhoneBook entry screen for your
record.
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“Associated Staff” tab

This tab allows you to indicate which employees have an association or contact with the
PhoneBook entry.

1. Select the “Associated Staff” tab

Any staff already associated with this PhoneBook record will be flagged.

¥ PhoneBook: Construction Company E]@
File Search Help
X 4 » S dd| &= |0 F
Search Name & ]Construction Company Code ] MainSwfork Ph ]—
onezpondence Mame* ]Construction Company ation Mo | Faczimile ]—
Mobie [
Home Ph ]—
Full Trading Mame ]Construction Company Drirect/Other ]—

Addresses] Data ] Motes ] Precedents Documents] Diiary ] Relationships | Groups Associated Staff Miscellaneous] Bank ] Linked Hecords]

Adrian Yeitch | Kevin Kahn

[[] Andrea B Clarke [ Larraine James

[ Annie Lee [ Melizza Ryan
Anthony Donnelly | Michael Cavanagh
Carl Lau Michelle Downz
[ramien Montague | Paul P Phillips
Darren James Amold | Penny Leonard
Dianna Ferren Richard Desmond
Edwina S Martin | Ryan Cale

"] Georgina Gray [ Sandy Brawne

] Jacqueline Easton L Sasha Waters
James Anderson | Steve Wang
Jan O'Meill Thomas Peterson
John wWoodward | Timothy Mg
K.atrina McMeil | *vette S Rogers

2. Active Staff Only  Tick this to exclude Inactive Employees
3. Tick Adrian Veitch and Yvette Rogers

4. Clickon [Tick] to update the PhoneBook record
Review the PhoneBook entry
5. Open the PhoneBook record for the Business Contact
6. Note the fields displayed in yellow.
These are the linked fields. If information in one of these fields is altered on the

master record (ie Construction Company), the changes will flow through to the linked
record (ie R Bannister).
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6.10.1 Creating Diary entry within PhoneBook
1. Select the “Diary” tab
If there are any existing Diary Events for this PhoneBook entry they will be listed
here.
You can record new Diary Events for PhoneBook entries, or for a Matter.

2. Clickon [New]

The following screen will display:

w Diary Entry @

his appointment occurs in the past.

Appointment | Meeting || Resources
Date | 9/11j2008 |+
Start |030ZPM |3 End |odi3zPM (3

¥ Recurrence. ..

Matter

Reminder For | ¥R v ‘fwette 5 Rogers

Event v
Location v
Jurisdiction v
with Bannister_Construction Company
Descripkion

o Print description on Event report?
s =
::@:: Flokifsy 15 Mirukes) | | before appointment

[ o CK H xgancell

3. Date Acceptthe prompted date
This is the date that the diary event is to take place.
4. Start/End

For this exercise, enter a Start time approximately half an hour ahead of the
computer time.

5. Matter Leave blank
6. Reminder for Accept Default user

NOTE: You can make new Diary Events for other Users in PhoneBook, however
to edit Diary Events, select Diary from Case Management..

7. Event Select “Meeting” from the Drop Down list
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8. Location Select “Our Office” from the Drop Down List
9. Jurisdiction Leave blank
10. With Accept <Your Name>
Lexis Affinity automatically inserts the Name of the PhoneBook entry that you are
editing.
. . 4| .
If the Diary Event is for another PhoneBook entry, use to locate the required
entry.
11. Description to discuss progress

This can be used for more information about the Diary Event.

As only Date / For / Description appear on the Diary tab, you may prefer to enter
extra details about the appointment in the Description field.

12. Print Description on Event Report
Tick this if you want the Diary Description to be printed on an Event Report.
(Event Report is a list of Diary Events, which can be printed from Diary).

13. Notify Tick this 15 minutes before appointment

Adding a Resource
14. Select the “Resources” tab
15. Clickon [Add]
16. Type Select Meeting Rooms
17. Select Small Meeting Room
18. Click [OK]
This has reserved the Small Meeting Room for that date and time.
19. Click [OK] to save

20. Close the screen
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6.11

Individual PhoneBook entries

In this exercise you will register an Individual in the PhoneBook.

For this exercise you could chose your partner, friend or family member.

=

10.

11.

o
Click on to open a new PhoneBook entry
Type Select Individual

Search Name

For an individual, you would normally use the Surname followed by a comma and
then the First name. For example if you are registering Susan Bannister, the Search
Name would be Bannister,Susan.

Correspondence Name

Alter the text if necessary to comply with your Firm’s standard.
This is the name that will be used on documents that are produced in Lexis Affinity.

Detailed Name

Alter the text to read your Full Name - ie include any extra Given Names.
Some documents require this name format.

Occupation
Enter the occupation of the individual.
Salutation

Enter the wording required. For example; Mrs Bannister, Susan, Sir/Madam, Doctor
Bannister etc.

Code Leave blank

Lexis Affinity will automatically populate this field if this entry becomes a Client or a
Creditor. Itis a search option in PhoneBook.

Default Ref Leave blank
Complete the Registration Numbers with your own information

The fields displayed here will vary depending on the settings in Name Labels for
Individual type entries.

Complete the relevant telephone numbers
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“Addresses” tab

12. Address Layout Select the appropriate format

13. Complete the Street Address and flag it as the Mailing Address

“Personal Details” tab
The “Personal Details” tab will be displayed and is used to record details of names in
separate fields as well as a Date of Birth. This information is also required in certain

documents.

14. Complete the details in each field.

“Miscellaneous” tab

There is no need to make any changes here.

“Notes” tab

There is no need to enter a note for this exercise.

“Bank Details” tab

There is no need to enter details for this exercise.

15. Open PhoneBook screen for editing on exit untick this

16. Clickon [OK] to save

6.12 PhoneBook Creation Fields

Type The Types are registered in Name Labels. Additional Labels can be created
if required.

NOTE re Joint Parties.

When registering a Joint Party, you should register the Joint Party as a
PhoneBook record and then use the “Linked Records” tab to create the
separate Individual records. (Remember to change the PhoneBook Type to
the correct type if the default is Business Contact.)

Search Name
This field must be unique for every entry. This is the primary search and
sort field.
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Code

Salutation

Default Ref

It is recommended that you adopt the following as guidelines to the
structure of Search Names.

Barrister Surname, Given Name

Business Full Business Name

Business Contact Surname_Business Name

Court Court Name, Location

Individual Surname, Given Name

Joint Party First Party Surname, Given Name &

Second Party Surname, Given Name

Staff Initials (same as Employee record)

This field will be updated automatically if this entry becomes a Client or a
Creditor.

This field is a search option in the PhoneBook filter.

This field is used in any word processing documents that are produced by
Lexis Affinity and should conform to your Firm’s standard salutation
requirements.

This field can be used for a reference code your client or creditor gives your
Firm (for example, the accounts payable code allocated to your Firm by a
creditor). This field can be used in word processing documents for general
correspondence.
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PhoneBook fields

This table shows the field names and the maximum number of characters.
The Affinity Field Names are ‘customised’ to suit various types of PhoneBook entries.
For example LongName is Full Trading Name for a Business PhoneBook entry.

Affinity Barrister Business Court Business Our Individual | Joint Party Staff Length
Field Contact Firm
Name

Code A B C E F | J S
Search Search Search Search Surname_ Search Search Search Initials 35
Name Name Name Name Bus.Name Name Name Name
Name Chamber Corres- Court Company Corres- Corres- Corres- Name 100

Name pondence Name Name pondence pondence pondence

Name Name Name Name

Title Corres- Registry Corres- Main 100

pondence pondence Contact

Name Name
Occu- Barrister’s Division Position Not Used Occu- Position 100
pation Clerk pation
Long Name for Full Name for Full Full Detailed Names in Full Name 150
Name Cheques Trading Cheques Company trading Name Full

Name Name name

Short State in Dept/ Not Used 40
Name Full Division
Field Name Length | Field Name Length
Address 150 | Phone Fields (each) 20
Suburb 35 | Email 60
State 20 | Web address 60
Postcode 20 | Notes 200
Country 30 | Default Reference 20
Postal Address 150 | Personal tab
Postal Suburb 35 | Appel 32
Postal State 20 | Given Name 50
Postal Postcode 20 | Middle Name 50
Postal Country 30 | Family Name 50
DX (number) 6 | Bank Details
DX Location 50 | Account Name 100
DX State 3 | Bank Name 100

Page 74 © 2012 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis™ Affinity Library @ LexisNexis

Australian New Zealand International

BSB Number 6 | Account Number 2-4-7-3 | Branch Code 10
Account Name 30 SWIFT Code 20
Account Number 10 Long Account Number 20
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Notes
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7.

7.1

Clients

It is recommended that all Clients are created as PhoneBook entries in the first instance.
The PhoneBook record can then be converted to a Client record. Remember to check all
the information already recorded, in particular Groups and Relationships, as this may be
different once a prospect becomes a Client.

Display Client

Lexis Affinity stores information about the number of matters (both Active, Completed)
and the number of archived matters, the total balances of those matters, and information
about Safe Custody documents that are being held for that client.

You can open Clients from:

» the Application Toolbar

¢

» The Client icon on the PhoneBook record for that Client

> Database on the Global Navigation toolbar

Hands On

In this exercise you will display Blackwell Scientific Publishing.
1. Click on Clients on the Application Toolbar
2. Locate and open Blackwell Scientific Publications

Your instructor will go through each tab.

A full explanation of each of the tabs is included in the following section — Client
Tabs.
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7.2

7.2.1

Page 78

Client Tabs

The top section of the screen displays some of the general information about the Client.

Matter Entity
Select an Entity to display information on each tab that relates to matters in
the selected Entity. Alternately leave this blank to display all information.

Check Client Notes
If displayed on a Client screen, (or Matter) this indicates that a ‘Note’
recorded for the client has been flagged as an “Alert”.
You can click on the icon to view the “Alert” note/s.

“Balances” tab
There are three vertical tabs — “Financial”, “Billing/Analysis” and “Collection”.

“Financial”

» The consolidated account balances for all of the current and archived matters
belonging to this client for the entity selected above (ie “Matter Entity”).

> Aged Debtors balances noting the date the ageing was last re-calculated.
(You can update the ageing by printing an Aged Debtors Report and ticking
“Update Client/Debtor ageing”).

> Exposure Limits — Limits displaying in red indicate that the limit has been
exceeded.

» General Control Information including;
Fee Rate Code if applicable
If this Client is to receive regular Trust Statements
Last Audit Number and the User who modified the record
Non-Resident Withholding Tax Status
Default Commission Plan
Fee Sheet Options

If Foreign Currency is enabled:

Note that the balances shown are converted to the home currency at the current
Exchange Rate.

“Billing/Analysis”

Billing

Displays information about the Tax Status, Billing Template, Default Scale Costed Fees, if a
default Sundry is to be added to a Bill, or if a default Discount rate is to be applied to Bills.
Analysis

Displays information about Referred by, Business Source and Industry Classification.

“Collection”
Displays information about:
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7.2.2

7.2.3

7.2.4

7.2.5

7.2.6

> Collection Plan selected
» Accounts Rendered Statements

> Collection Notes. If they are Matter related notes, the Matter Number will be
displayed. Notes may also be printed. New notes may be added, however these
are not attached to a specific matter.

“Matters” tab

Displays a list of current matters for this client. Additional information is available for
each matter.

Select the “Columns” tab on the right hand side to include or exclude columns. These
settings stay in force until changed.

Matters display in different colours.

Black Matters with no Hold status —ie Normal Processing.
Grey Matters with Registration Hold.

Blue Matters with a Final Bill Warning.

Red Matters with a Hold New Time / Disbursement Warning

or where the Client is on Credit Hold.

Green Completed Matters (This colour can be set by your Lexis Affinity
Administrator).

Double click on a matter to open it. If you select to edit or open a Matter, the client
screen will remain open on the Desktop but may be covered by the matter screen.

“Archived” tab

Displays a list of matters for this client that have been archived. You can double click an
archived matter to open it.

“Address” tab

Displays the Address, Telephone and Internet, Personal/Document Details, Notes and
Bank details for the Client.

“Precedents” tab

This will display the list of Precedents available and allows generation of documents based
on those precedents.

“Documents” tab

This shows a list of documents that have been saved to this Client entry. (The documents

may include emails, scanned documents etc.).

You can use the “Filter” tab to search for a specific document. On the “Filter” tab, you can
also select to exclude documents saved to matters belonging to this Client entry. You can
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7.2.7

7.2.8

7.2.9
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double-click on a document or highlight it and click on Edit to open the document.
You can also use this tab to attach a new document for this Client entry.

“Notes” tab

Displays other “Notes” previously recorded about this Client. These are not matter
related notes.

New Notes can be added here or existing Notes deleted or edited.

Notes can be flagged as “Alert”. In this case a prompt “Check Client Notes” will be
displayed in red on the Client screen and on the Client’s Matter screens.
Additionally, a pop up dialog will display when posting most transactions to a matter,
where the transaction is actioned from the desktop (not from within the matter)

“Safe Custody” tab

Displays details of Safe Custody items stored or held by your Firm on behalf of this client.

Safe Custody Items appear in different colours:

Blue Items held in Safe Custody
Red Borrowed items
Black Released items

New Safe Custody Packets and Items can be added here, or existing details altered,
including borrowing or returning items.

“Debt Control” tab

This tab contains a list of Bills that are outstanding on the Client’s matters and the Bill to
party. The lower section of the screen has vertical tabs - “Allocations” and “Notes” and
“Payment Plans” if there is a Payment Plan attached to any matter. Highlight a bill to
display information on these tabs, or to add a note, open the bill, process a Trust to Office
transfer or print as list of outstanding accounts or print the notes..

“Allocations” tab
Shows any credit allocations to outstanding bills — such as Receipts, Write
Offs and Credit Notes.

“Notes” tab
Shows any notes that have been recorded in relation to the Debt Collection
activities. You can add additional notes, edit existing notes or print the
notes.

“Payment Plan”
Where an outstanding Bill has a Payment Plan attached, details of the
Payment Plan and instalments received will be displayed.

Add Notes
Allows you to add Debt Collection Notes to the selected bill.
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7.2.10

7.2.11

Open Allows you to open the selected bill. You can then re print the bill or check
the details.

Trust to Office
Allows you to transfer trust funds in payment of the account (if this feature
is enabled).

If Combined Ledger System is enabled — this option is not available.
Print Allows you to print an itemised list of outstanding accounts.

Print Notes Allows you to print all the Debt Collection Notes on all outstanding
accounts.

ID/Reg’n #s tab

This tab displays the Registration Numbers. The prompts displayed here vary depending
on the Type of Client..

If Combined Ledger System is enabled

This tab also shows the Withholding Tax Rate that has been set on the matter.
(This rate is required if the client will be investing funds in an external financial institution.

“Trust Loans” tab

If Combined Ledger System is enabled

This tab is only visible in datasets with Combined Ledger enabled.

This tab will display an audit trail of advances from and repayments to the Firm Float, for

any Matter for the Client. (The advances cover the situation where there are no trust
Funds for the Matter.)
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Essentials Workbook

Client Menu & Toolbar

Performing different functions in the Client area can be achieved by either selecting the
icon or by selecting the relevant function from the Menu.

Functions on Menu Toolbar

There are three options on the Menu Toolbar: - File, Matter, Search and Help.
(Search and Help are standard).

File
New
Edit
Reopen

Hold

Delete
Snapshot

Print

Record a new Client
Edit or alter an existing Client
Lists the last accessed Clients

Allows you to hold all transactions except receipts, for all matters for that
client. These matters will be displayed in red.

Deletes the Client
Places this Client on the Snapshot Pane

Client Report
This report provides a summary of the financial status of the client and the
communication details recorded..

Collection Notes
This option allows you to print the Collection Notes for the Client

List of Current Matters
This option allows you to print a list of the current and completed matters
for this Client.

List of Archived Matters
This option allows you to print a list of the archived matters for this Client.

List of All Matters
This option allows you to print a list of every matter opened for this Client.

Matter Balance Summary

This option allows you to print a list of every matter for this client and the
Unbilled Fees, Unbilled Disbursements, Unbilled Anticipated
Disbursements, Unbilled Sundries, Debtors, Trust and Investment balances.

Ledgers — Combo by Date

This option allows you to print a Combo Ledger for a Client. This will
include all transactions in date order for all current matters belonging to
this client.
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Matter

New Create a new matter.

Edit Edit the selected matter.
Open Open the selected matter.
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7.3.2

Page 84

Client Toolbar

&

New Client
Create a new client.

Edit Edit this client.

Hold Places the Client on Hold for all work

Perpetual Payment Plan
Opens the Perpetual Payment Plan screen.

Delete Delete this client. Lexis Affinity will not allow you delete a client that has
matters, archived matters or safe custody packets attached.

PhoneBook
Open Client’s PhoneBook entry.

New Matter
Create a new matter for this client.

Edit Matter
Edit this matter — this icon only becomes active when the Matter tab is
selected.
¢ > M First, Previous, Next, Last
The VCR buttons are a standard method of moving through screens of
clients.
=
= Refresh. Refresh the data on the screen.
i Find: Opens the Client Selection screen.
i Snapshot
Puts a Snapshot of this client on the Desktop.
= Print: Prints the Client summary details.
‘ Search || ‘

When viewing the “Matter” or "Archived" tab, this field allows you to
enter in the matter number that you are looking for, belonging to this
client.
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7.4

7.4.1

7.4.2

& Display Related Documents
Click this icon to open your Document Management System, such as
Lexis IM, iManage, Worksite, Redmap, WORLDOX, Radix (if installed).

Printing

You can print the details of an individual Client or a list of all the Clients displayed in the
Client Selection screen. (This is determined by the Filters that are in use at the time).

Printing details of one client

Hands On

In this exercise you will print the details for Blackwell Scientific Publications.

1. Open Blackwell Scientific Publications if it not already opened

2. Select =
Details of the Client will be displayed.

You can use the icons on the Print Toolbar to change the display of the report, to
move forwards or backwards through the individual pages or to print the report.

3. Close the Print Display

Printing all Client records

Hands On

In this exercise you will print a list of all the Clients.

1. Clickon ﬂ to display the Client List

2. Clickon @ to clear the filters

3. Select =

The list of Clients will display on the screen, in the same order as the Client Selection
screen.

You can use the icons on the Print Toolbar to change the display of the report, to
move forwards or backwards through the individual pages or to print the report.

4. Use the various icons to become familiar with their operation

5. Close the Print Display
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7.5

Client Filter

The Client Filter can be used to selectively list Clients according to varying criteria.

The Filter screen is shown below:

¥ Client Selection

=S @ s
Clients | Filters

Select
where criteria

Search Kew
Client Marme
Contack
Referred By
Code

Select Equal to
Partner

Client Type

Business Source

Collection Flan

Entiky

Fayment Plan

None

Introduced
Since

B
O

Before

Industry Classification

Default Source Country

withholding Tax Rate

[ anky include active or permanent clients
&) Contains () Startks with : .
Include Client Groups | Exclude Client Groups
[ram v = Refresh List
ANZ Barking |
Black Publishing Group
Commaonwealth Bank
] Mational Australia Bank
Suncorp Bank
- = Westpac Banking
|+ Introducer |
=
=
v
=
[+]
=
Perpetual
Include Clisnks
Tl || @alClents @) clear al
= () Clients on Hold anly
A () Clients nat on Hold anly

34 Clients Mot Filkered

Client Filter options

Select where criteria contains / starts with

You can use these options where you may only know part of a name or are
unsure exactly how a client may have been recorded in Lexis Affinity.

Select Equal to — Partner

You can use this option to print a list of all the Clients that a Partner
manages.

Select Equal to - Introducer

You can use this option to print a list of all the Clients that have been
introduced by a nominated Employee.

Select Equal to — Client Type / Business Source / Industry Classification /

Page 86

Collection Plan / Entity / Default Source Country / Withholding Tax
Rate

You can use this option to print a list of all the clients that match the
selections you enter.
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Payment Plan — None / Perpetual
You can use this option to list all Clients with no Payment Plan attached, or
with a Perpetual Payment Plan.

Introduced - Since / Before
Select a date range to include those clients introduced since a certain date
or before a certain date.

Include Clients — All
Tick this to include all the Clients regardless of their Hold Status.

Include Clients — On Hold only
Tick this to include all the Clients who have been put on Hold.
You can also complete the date range to locate Clients who have been put
on Hold within a specified period.

Include Clients — not on Hold only
Tick this to exclude Clients who are on Hold.

Only include active or permanent Clients
Tick this to include Active Clients (ie those who have current matters) and
Permanent Clients (ie those who were flagged as permanent).

Include Client Groups
The Client Groups will be listed with check boxes beside each. Tick the ones
required.
The drop down list contains the Master Client Groups.

]

ticks all Groups

E unticks all Groups

Refresh List
Displays any new Groups or Master Groups that have just been created.

Exclude Client Groups
You can use this option to include all but one group.
The Client Groups will be listed with check boxes beside each. Tick the ones
to be excluded.
The drop down list contains the Master Client Groups.

=]

ticks all Groups

E unticks all Groups

Refresh List
Displays any new Groups or Master Groups that have just been created.
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Create New Client

Hands On

In this exercise you will create a Client from the PhoneBook entry for the Construction
Company you registered earlier.

1.

10.

11.

Open PhoneBook from the Application Toolbar

Locate and open the Construction Company you created earlier

Click on @ on the Toolbar

The Client Creation screen will display.

Any information already recorded in the PhoneBook record will be displayed.

The prompts below detail what extra information can/should be recorded for a client
Client Type Select Business from the drop down list

Business Name  Accept the prompted name

The Company registration numbers display — accept these.

Permanent Tick this

Withholding Tax Rate Select a rate if applicable

If Combined Ledger System is enabled:

This rate is required in a Combined Ledger System, if the client will be investing funds
in an external financial institution.

Client Code Lexis Affinity Library will automatically populate this field

If you do not click in this field or press <TAB> through the field, at this stage, the code
will be allocated when you save the Client.

Master Group  Leave blank for this exercise

A Master Client Group is used for reporting and filtering and is comprised of more
than one Client Group.

Client Group Leave blank for this exercise

A Client Group is used for reporting and filtering and is comprised of Clients (separate
Entities, Individuals etc) who share something in common.

Introduced Accept today’s date
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12.

13.

14.

15.

Introducer Leave blank for this exercise

This field is used if an employee introduces this client to the Firm.
In a later step you will flag this client as being referred by Alexander & Associates
(a firm of accountants).

Service Partner MMC
Initiated By This displays the name of the logged in User and cannot be changed.
Review each tab except the “Financial” and “Billing / Analysis” tabs

The details entered in the PhoneBook entry have been brought into the Client
record.

“Financial” tab

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

Select the “Financial” tab
Fee Rate Code Leave blank for this exercise

A Fee Rate Code allows you to set rates for each Employee or Employee Type for this
particular Client.

If this client can have matters in other entities then you can enter the Unbilled Fees,
Disbursement and Total Exposure Limits for each entity.

In this exercise you will only enter values for the entity LR.
Entity Select LR

Unbilled Fees 5000

Disbursements 1000

Total Exposure Limit 6000

Press <ENTER> to complete the table

Allow Entity for New Matters and Packets to be Overwritten Leave unticked
Entity for New Matters and Packets Select Lewisham Reid
Branch for New Matters & Packets Leave blank

The branch will be selected at the time of creating the matter.
Default Trust Statement for New Matters Tick this

If Combined Ledger System is enabled:

Is Client a Non-Resident for the purposes of Withholding Tax? Leave unticked
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28.

Default Commission Plan for New Investments Select 5%

“Billing / Analysis” tab

29. Select the “Billing / Analysis” tab
Billing
30. Default Tax Status on Bills for New Matters Select Taxable Bill

31.

32.

33.

34.

35.

Select from:
Taxable Bill, Export and Other Tax-Free.

Bill Template Click on ﬂ to locate the available Bill templates

Select DETAILED

Default Scale Costed Fees on Bills for New Matters Leave unticked

Apply Sundry at Time of Billing  Leave blank for this exercise

This will allow you to add an additional amount to Fees when generating a draft bill.
Apply Discount Rate to WIP Leave blank for this exercise

This will allow you to reduce the WIP by a percentage rate.

Analysis

This information will help identify who referred this client and /or how this client came to
the firm (Business Source) the Industry in which the Client works and the country the
client operates from.

Note that Business Source and Industry Classification fields cannot be blank.

36.

37.

38.

39.

Referred By Click on ﬂ to open the PhoneBook list

Select Alexander & Associates

This is the company or the person who referred this client to your Firm.
Business Source select Accountant

This is the business source of the new client. In this case Alexander & Associates are
Accountants.

Industry Classification select Building & Construction

This is the industry that the client works in.
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40. Default Source Country Accept Australia
This field is not relevant for this exercise.
Unit / Minute Options When Submitting Fee Sheet
“Use Employee / System Default” is displayed as this option has been set in System

Defaults (as stored on System | Fee Sheet ) so that Employees cannot override the
setting.

“Collection” tab

41. Collection Plan Accept the prompted plan

42. Accounts Rendered Statement  Accept ‘Conditional if a balance due’

“Bank” tab

43. Review the Bank Account details
The details are the same as those on the PhoneBook record.
44. Clickon [OK] to save the Client information

A screen displaying details of the Client, the number of matters, number of archived
matters and number of Safe Custody packets displays.

7.6.1 PhoneBook Groups

When you create a Client, Lexis Affinity will automatically update the PhoneBook record
to include that Client in the Group named “Client”.

W Hands On

1. Clickon w to open the PhoneBook entry for this client
2. Select the “Groups” tab
The Client Group should be ticked.

3. Close the PhoneBook screen
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Client Creation Fields

Permanent This is a flag you can set to indicate that the client is on going.
The Client Filter allows you to select “active & permanent” clients.

Client Code This field is completed automatically by Lexis Affinity when you tab to this
field after entering the client name.

Master Client Group
Master Client Groups, group together Client Groups.
This is an optional field.

Client Group
Client Groups are used to collate the individual entities or individuals that
are part of the same organisation.

Introduced Lexis Affinity prompts with the system date.
You may change this if necessary.

Introducer The Employee in your Firm that introduced this client.
Initiated By This indicates the logged in user and cannot be changed.

Service Partner
The Partner responsible for the overall management of this client.

Withholding Tax Rate

If Combined Ledger System is enabled:
This rate is required in a Combined Ledger System, if the client will be
investing funds in an external financial institution.

“Financial” tab
Fee Rate Code
Fee Rate Codes allow you to attach different time rates to a client.

Limits by Entity —

If matters are to be opened in multiple entities then these details will need
to be completed for each entity if they vary from each other.

If Foreign Currency is enabled, these details should also be completed for in
the currency of that Entity.

Unbilled Fees Limit

If the setting in System | Posting (Alert User when Client Balance exceeds
— Unbilled Fees Limit) is ticked, a warning will be displayed when the Total
Unbilled Fees (excluding Tax) on the Client’s matters exceeds the Unbilled
Fees Limit.

Unbilled Disbursements Limit

If the setting in System | Posting (Alert User when Matter Balance exceeds
— Unbilled Disbursement Limit) is ticked, a warning will be displayed when
the Total Unbilled Disbursements on the Client’s matters exceeds the
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Unbilled Disbursement Limit.

Total Exposure Limit

If the setting in System | Posting (Alert User when Client Balance exceeds
— Total Exposure Limit) is ticked, a warning will be displayed when the total
of WIP, Unbilled Disbursements, Debtors less Trust exceeds 100% of the
Total Exposure Limit.

If these amounts have been exceeded, they are displayed in red.
You can print a Client Exposure Limit Report for details on clients that have
exceeded the limits.

Allow Entity for New Matters and Packets to be Overridden

If ticked, the default Entity can be altered when creating new Matters or
Packets.

Entity for New Matters and Packets

Select the default Entity.

Branch for New Matters and Packets

This can be left blank, or a default Branch can be selected. When creating
new matters, the default Branch can be altered.

Default Trust Statement for New Matters

If ticked, new matters will have “Send Trust Statement” ticked. This can be
altered for each matter if required.

If Combined Ledger System is enabled:

Is Client a Non-Resident for the purposes of Withholding Tax?
This is for the system to identify which RWT Certificate should be printed.

Default Commission Plan for New Investments
If the Commission Plan is the Firm Default, there is no need to complete
this.

“Billing / Analysis” tab
Billing
Default Tax Status on Bill for New Matters - Select the default from the
drop down list.
Bill Template - The Bill Template determines the format of the bill that will
be produced for matters registered to this client.
Default Scale Costed Fees on Bill for New Matters - If ticked, bills on new
matters will default to using the total of the Scale Costs as the Total to be
billed. If not ticked, the value of the time will be used.

If Foreign Currency is enabled:

Default Currency for New Matters - The default currency would be used
as the normal currency for billing this client and also the currency to be
used when requesting funds up front.

Apply Sundry at Time of Billing
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Select a default Sundry to be added to the value of the bill.
Apply Discount Rate to WIP
Select a default Discount Rate to be applied to WIP when billing.

Analysis

Referred By - Select the referee from the drop down list.

Business Source - Select the source of the new client from the drop down
list.

Industry Classification - Select the industry to which this client belongs
from the drop down list.

Default Source Country - Select the country where this client operates out
of. Some reports can be filtered by Default Source Country.

Unit / Minute Options When Submitting Fee Sheet
Select the option to be applied to Fee Entries for this Client.

“Collection” tab
Collection Plan - a collection plan is a set of account follow up letters.
Select the plan for this client from the drop down list.

Accounts Rendered Statement - Select the preferred option for issuing

statements.

“Bank” tab
Record details of the Client’s Bank Account. These details will automatically
populate fields when processing a Direct Debit type of entry in Cheques and
in an aba file if payments are made electronically.

NOTE: A Client Number is automatically allocated by Lexis Affinity and is shown

in the Edit/Display Client screens.

Client Groups / Master Client Groups

Client Groups are used to collate the individual entities or individuals that are part of the
same organisation. For example Black Day Publishing Pty Ltd and Blackwell Scientific
Publications are subsidiaries of the Black Publishing Group and both companies are
flagged as belonging to the Black Publishing Group.

Similarly, you may have separate client records for Peter Binet, Heather Binet and Binet
Homes Pty Ltd. Peter and Helen are married and are the directors of the 2 companies, so
it is useful to attach all these clients into a group which could be called “Binet”.

Master Client Groups are used to collate Client Groups into a higher level of grouping —
for reporting and filtering.
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Alternate Method of creating Clients

Procedure

You can also create Clients by clicking on the New Client icon on the Client Toolbar.

The following screen displays:

@ LexisNexis

&

¥ Client Creation

8%

Client Type
Companyfsurname
Contack/First Mames
ACN,

BN

T.F.N.

Search Mame

Mame

Long Mame
Shork Mame
Title
Pasition
Salutation

Defaul: Ref

I |

Permanent

Client Code

Master Group
Client Group |
Introduced ;"9,1'11,1'200__9 i
Introducer . : .]
Service Partner "l

Initiated By ‘Yvette 5 Rogers

Hame EF‘ersonaI address | Telephone | Internet | Motes | Financial | Bilingfanalysis | Collection || Bank

PhoneBook Code

kel

l I x Cancel l

1. Select the “Name” tab

2. Click on the binoculars

3. Locate the PhoneBook entry for the client
4,

additional details where required
5. Clickon [OK] to save the client
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8. Matters

Matters are the individual files that are handled by your Firm. A Client may have any
number of files or matters and these can be active, completed, or archived.

8.1 Create New Matter

Matters are created from the Client screen.

W Hands on

In this exercise you will register a matter for the Construction Company you created
earlier.

1. Open Clients from the Application Toolbar

2. Select the Construction Company you registered previously

3. Clickon & ¢o open the Matter Creation screen:

The Matter Creation Screen similar to the one shown below is displayed:

W Matter Creation g m X

Client Construckion Company Partmer | MMC

Michael Cavanagh

Instructed 10{0372010 [ Controller| MpC Michael Cavanagh

Matter [AUTOMATIC] Author MM Michael Cavanagh

=B EE

EIRIEIE]

Alpha 1D Type ADY Advice

Short:
Descripkion

Lang
Description

Your Reference

Analvsis | Financial | Rates | Contacts | Miscellaneous | Team || Billing Collection_

Branch Brishane - Lewisham Reid hdl
Department Dust Disease R
Entity

Source Country AUSTRALIA »

[ erint label?

NOTE: The screen colour will indicate which Entity is currently selected on the
“Analysis” tab.
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10.

11.

12.

13.

14.

15.

16.

Instructed Accept the prompted date
You can alter this if required by re typing the date or using the Calendar.
Matter Accept the prompt

Lexis Affinity will automatically allocate a matter number when the matter is
updated.

Alpha ID LEASE / LANES MOTORS

This is an optional field. It can be used to identify individual matters for a client.
Short Description Lease of 808 George Street

This is the description that will appear on reports.

Long Description add the text “to Lanes Motors”

You may enter a longer description that can be used for correspondence and bills.

Your Reference LEASE/CONSTRUCTION COMPANY

Partner Clickon #& to open a list of Partners
Select ESM

Lexis Affinity assumes that the partner responsible for this matter is the partner who
has overall responsibility for the client.
To change this you can retype the Employee ID or select it from the Drop Down List,

orclickon @4 and select from the list.

Controller Select RKD

Lexis Affinity assumes the client partner is the Controller for this matter.
Author Select MD

The Author is the person handling the matter.

Type Select LEASE

This is the type of work that you are doing for this Matter.
Matter Types have been created by the Lexis Affinity Administrator

Matter Types have defaults for certain pieces of information including DataForms,
Workflow area, and Fee and Billing information. If these defaults are registered, they
will be inserted in the relevant fields.

Print Label Leave unticked

Select the “Analysis” Tab
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17. Branch Accept the prompted Branch

Lexis Affinity automatically defaults to the Branch of the Author.
18. Department Accept Commercial

Lexis Affinity automatically defaults to the Department of the Author.
19. Entity Accept the prompted Entity

Always check the Entity is correct, to ensure the matter is attached to the correct
entity.

Note that at this stage the matter will be registered for the Lewisham Reid Entity.
If you select another Entity, the screen colour will change.

Once a matter is opened it is not possible to move a matter from one entity to
another.

20. Source Country Accept the default

The Country is the home country of the client.

“Financial” tab
21. Select the “Financial” Tab
22. Expected Value 2500

If an Expected value has been recorded for this Matter Type, Lexis Affinity will
prompt with this value. You can alter this if required.
This is the estimated fees expected to be billed on this matter.

23. Fee Rate Code Leave blank

A Fee Rate Code can be set for specific clients and/or matters.
If a Fee Rate Code has been recorded for this Matter Type, Lexis Affinity will prompt
with this Fee Rate Code. You can select another Fee Rate Code if required.

24. Fee Template Group Leave blank

A Fee Template Group is made up of two or more Fee templates which are used to
charge a specific amount for a particular type of work.

25. Matter Budget — Fees 2000
26. Matter Budget — Disbursements 500
27. Matter Budget - Overall Limit 2500

These are the limits that you expect this matter to reach.
The Overall Limit is the maximum that the firm is prepared to carry for a matter for
the total of WIP + Debtors less money in trust.
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28.

29.

30.

31.

32.

Trust Bank Select TA or click on the binoculars

If your Firm or Branch has more than one Trust Bank Account, select the bank
account to be used for this matter.

Authority Tick this

This indicates that you have a Trust Authority from the client for this matter.

if a Trust Account Authority is received after the matter is created, you can edit the
matter and tick this field.

Internal Trust Accept the prompted “Not Internal Trust Matter”

This is used for creating Matters for Trust to Office Transfer, Statutory Deposit and
Bank Account Adjustment accounts.

Send Trust Statement Tick this

This indicates this matter will be included when printing Trust Statements from
Reports.

Unit / Minute Options when submitting Fee Sheet  Accept the default

Note that this option is only accessible if the Employee has been granted access.

“Rates” tab

33.

34.

35.

36.

37.

38.

A rate entered here overrides the hourly rates for individual fee earners.

If the Hourly rate is $150.00, then all work done on this file is charged at $150.00 per
hour, regardless of the Employee who did the work.

If the Hourly rate is left blank or is $0.00, the standard fee earner rates will apply.

If the Hourly rate is set between $0.01 and $4.99, Lexis Affinity will assume this is a
percentage and apply it to the Hourly rate of the Employee.

Select the “Add Rate” tab

Rate 150

Commence Enter today’s date

Expires Tick this and enter the last day of the current financial year
Click on [Add]

Select the “Rates” tab

The rate displays.
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“Contacts” tab

39.

40.

41.

42.

43.

Select the “Contacts” Tab

Bill To Click on ¢ and select Lanes Motors

This is the primary Billing party.
Multiple Billing Parties are handled at the Billing stage.

Contact Click on B and select the Business Contact you registered earlier
(in this example Bannister_Construction Co)

Referred By Leave blank

You can use this field to record a party who referred this matter to you.
This is an optional field.

Bill To Contact Select HField_Lanes Motors

When selecting the Bill To Contact, Lexis Affinity will display a list of PhoneBook
records that have been flagged on the “Relationships” tab as being a “Debtor Contact
for” (or where System Role = Debtor Contact).

“Miscellaneous” tab

44,

45.

46.

47.

48.

Select the “Miscellaneous” tab
Workflow Select COMMERCIAL

A Workflow procedure is a set of predefined steps that must be performed to
complete this matter.

emPower Leave blank

If your firm uses emPower, this is used to select a set of precedents.
Client Role Select Lessor

This may be an optional field in your dataset.

Expected Completion 22/12/YYYY

Enter this date with a relevant year or make your own date.
This is an optional field.
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49. Final Bill / Hold Processing Check Normal Processing

You can check other options as appropriate.

Normal Processing

Final Bill Warning

Hold New Time /

Nichiircementc

Registration Hold

no restrictions are applied.

a warning is displayed when processing fee, sundry or
cheque entries.

stops processing of Fee entries, Sundry Expenses,
Cheniie Reniliecte and Cheniiec

the matter is created, but processing is prohibited
until the matter has been cleared.

(It is possible to have the Security Setting so that this
hanbens bv default for certain users.)

50. Tick any of the following if they apply to this matter.

Agency
Speculation
Litigation
Gratis
Event

Suppress Detail in
Conflict Search

“Team” tab

Adding a Team to a Matter

For matters where your Firm acts as agent.
For “No Win — No Pay” matters.

For grouping all litigious matters.

For matters where there will be no fees billed.
For marketing matters.

To omit the Matter Description detail from the
Conflict Check Report.

Teams are created in Team Registration by your Lexis Affinity System Administrator.
A Team can be attached to a matter and then additional employees can be added to the

team for that matter only.
51. Select the “Team” Tab

52. Team Tick Admin Team

The names of the members display.

To add another member to the Matter Team

53. Clickon [Add]

54. Click in the Employee Name field

55. Click on the down arrow in the field and select DD — David Drew

56. Click in the Role field

57. Click on the down arrow and select Junior Solicitor
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“Billing” tab
58. Select the “Billing” Tab
59. Billing Plan  Accept NPL (No Plan)
A Billing Plan can be used when processing Bills using Auto Billing.
60. Billing Trigger Leave blank for this exercise
Billing Trigger applies to Billing Plans that are based on a value.
61. Billing Template Accept the prompted template
The Bill Template determines the format of the Bill produced for this matter.
62. Tax Status for New Bills Accept “Taxable Bill”
63. Default Scale Costed Fees on Bill for New Bills Leave unticked for this exercise
64. Non-Billable WIP Leave unticked for this exercise
65. Apply Sundry at Time of Billing Leave blank for this exercise
66. Apply Discount Rate at Time of Billing Leave blank for this exercise
67. Matter has Multi Party Bills?  Leave unticked for this exercise

“Collection” tab

68.

69.

70.

71.

72.

73.

Select the “Collection” Tab

Collection Plan  Accept the default

Exclude new Bills from Debtors Letters? Leave unticked

Exclude New Bills from Account Rendered Statements Leave unticked
Trust Funds upfront 500.00

If an amount is inserted, a letter to the client can then be produced, confirming
acceptance of the instructions and asking for money before work commences.

Send Follow up letters for Instructing Letter Leave unticked for this exercise

If you have requested Trust Funds Upfront, you can also select to produce follow-up
letters if the amount is not receipted.
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74. Attach Pre-Agreed Payment Plan  Leave unticked

75.

76.

77.

78.

A Payment Plan is a method of allowing and following up instalment payments of
bills.

If you tick this option, another vertical tab displays allowing you to select the
payment plan you want to attach to this matter. You can also alter the structure of
the payment plan.

Print Label leave unticked for this exercise

Clickon [OK]

A message will display, advising the Matter Number that has been allocated.
Click on [OK]

The Workflow procedure will run.

A prompt will display asking if you wish to print the Instructing Letter.

Click on [No]

If you have selected to print a label, the Print Label dialog box will display.

Complete this and the label/s will print to the screen.

Click on [Close] to close the print display
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8.2 Diary Entry for a Matter

W Hands on

In this exercise you will record a Diary Entry for the matter you have just created and book
a Meeting Room.

1.

10.

11.

12.

13.

14.

15.

16.

Select the “Matters” tab on the Client screen
Locate and open the matter you have just created
Select the “Diary” tab

Clickon [New] to add a new Diary Entry.

Date accept the date

Start Add 20 minutes to the prompted Start Time
End Accept the promoted End Time

Matter Accept the prompted Matter

Reminder For YSR

Event Meeting

Location Our Office

Jurisdiction Leave Blank

With Click on ﬂ to find your name (ie the Business Contact you registered)
Description ”To discuss lease arrangements for Lanes Motors”
Print Description on Event Report? Tick this

Notify minutes before appointment? Tick this and accept 15 minutes

Attaching a Resource

17.

18.

19.

20.

21.

Select the “Resources” tab

Click on [Add]

Type Select Meeting Rooms and select Meeting Room 1
Click on [OK] to attach the resource

Click on [OK] to update the diary entry
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8.3 Adding Contacts

W Hands on

In this exercise you will add Lanes Motors as a contact and H Field as an ‘Other Party’
contact for this matter.

1. Select the “Contacts” tab

Lexis Affinity has automatically linked the Matter Bill To, Matter Bill to Contact,
Matter Client and Matter Contact. You can add any number of “Other” Contacts.

2. Clickon [New] to open the Matter / Other Party dialog box
3. Type (PhoneBook Group) Select Other Party from the drop down list
4. Role Select Lessee
Roles are created to classify the additional contacts that you add to a matter.
5. PhoneBook Search Click on [Binoculars] to open the PhoneBook list
6. Clear the filter
7. Select Lanes Motors
8. Reference Leave blank for this exercise
This field is used to further define the contact.
9. Batch Mode Leave unticked for this exercise

When adding Contacts, you can tick “Batch Mode” and select multiple entries from
the PhoneBook listing using <CTRL + click>.

10. Click [Add]

Repeat these steps to add HField_Lanes as the Other Party Contact.
11. Type (PhoneBook Group) Select Other Party from the drop down list
12. Role Select Other Party Contact

13. PhoneBook Search Select HField_Lanes Motors
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14. Reference Leave blank for this exercise
15. Clickon [Add] to update this record

16. Close the Matter Screen

@g TIP: You can send an email to the contacts on a matter
by selecting the contact/s and right clicking on the
selection. Select "Email” from the menu.
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Copy Matter

If there is a new matter to register for a Client and that matter is similar in many ways to

an existing matter, the Matter Copy function can be used.

Hands on

In this exercise you will register another matter for the Construction Company — a lease of
810 George Street to Axia Insurance Pty Ltd, based on the matter just registered.

1.

Open the Construction Company client

Click on [New Matter]

Clickon [ Copy | [Matter Copy]

The following screen displays:

W Matter Copy Wizard E]@
Matter Source
Matter File ID:
Matter Description:
[CIremember Settings
[ Load Settings... l [ Save Settings. .. ] [ Mext ] [ Close ]

Matter File ID  Enter the matter number of the matter you have just created

or click on [Binoculars] to select another matter

The Client Name, Matter Description and Long Description will display.

Click on [Next]

The Matter Options | Copy Options screen will display:
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8.

9.
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W Matter Copy Wizard

BEIX]

Matker Options

Copy Options:
Header Information
Analysis
Financial
Rates
Static Contacts
Miscellaneaus
Teamn
Billing
Callection

’ Select Al ] [ Unselect Al l

’ Previous H

Mext

|

Close

Untick Analysis and Static Contacts

@“ LexisNexis

Ticking an option here does not force you to retain that information on the new
matter. It simply means that the information will be automatically populated and

can then be modified.

Click on [Next]

The Extra Options | Copy Options screen will display:

W matter Copy Wizard

BE%]

Extra Options

Copy Options:
Associabe Matker

(%) Select by DataFaorm

Matter Tasks
Adhoc/Custom Tasks

Matter Contacks | Parties

HotDocs Search Data

() Select by DakaForm Field

Matter DataForms (with all data)

Collection/Debtor Letker Tasks
workflow Procedure Tasks

All DataForms § with all data)
workflow Procedure Tasks

’ Select Al ] [ Unselect Al ]

’ Prewvious ]|

Meszt

1

Close

]

Untick Associate Matter and HotDocs Search Data

Click on [Next]
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If DataForms have been included the following screen will display:

rﬂ Matter Copy Wizard Q@T

DakaForms
Select |DataForm Capkion De=scription ||
[ ] CONYEY_DETAIL Corveyancing Details | Conwveyancing Details

CEET_RECOWERY Debt Recovery Debt Recovery DataForm
EMPLOYEE_IMTERMAL Emploves Internal Asse Emploves Internal Assess
EMPLOYEE_LEARM Emploves Development  Emploves Development &:
EMPLOYEE_PERSOMAL Emploves Personal Cha Emplovee Personal Charan |
EMPLOYEE_SERNICE |Emplovee Client Service Emplovee Client Service &
FAMILY PROCEEDIMGS Family Proceedings Family Proceedings
FoMILY _CHILDREM Details af Children Details of Children

FamMILY_GEM_DETAIL |General Detail General Dekail
FAMILY _RELATIONSH] Details of Relationship | Details of Relationship
FCLO_LAMND Land Office Fields Land Office Fields

GEMERAL MATTER General Matter Details | General Matker Details
GEM_APPOINTMENT General Appointments | General Appoinkments
GEM_BARRISTERS Barrister Details For Mat Barrister Details For Matbe |

FEEEEEHEEEEEEE

[ Select Al l [ Unselect all l [ Previous l | Mext | [ Close

10. Select the DataForms to be included
Use [Select All] to include all DataForms.
Use [Unselect All] to untick all DataForms.
11. Clickon [Next]

A list of Contacts displays, similar to the following.

Pw Matter Copy Wizard E]@

Matter Contacts [ Parties

CD contacts List ]m Contacts List Filker ] ) selected contact PhoneBook] Colurnns ]

Select Type Seq |Role Mame Title ~
¥| Matter BillTo
¥| Matter BilTo Contact
¥ Matter Client

I Cther Party

Construction Company
Construction Company
Construction Cornpany

1
1
1
1

Lessee Lanes Matars

Select Al Unselect Al Previous Mext Close

12. Click on [Unselect All]

In this case no contacts will be attached to the new matter
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13. Click on [Next]
The new matter will be displayed on the screen.

14. Amend the Short and Long Description fields to include that the lease is for Axia
Insurance

15. Select the “Contacts” tab

16. BillTo Clickon [Binoculars] and select Axia Insurance

17. Bill To Contact Click on [Binoculars] and select Bailey_Axia
NOTE: Alpha ID is not copied.

18. Clickon [OK] to create the matter

Matter Copy — Contacts option

Contacts List
This list displays all PhoneBook records that are recorded on the master
matter.

Contacts List Filter
Use the Filter to refine the “Contacts List”.

Selected Contact PhoneBook
This screen will display the details of the PhoneBook that is selected on the

“Contacts List” tab.

Columns Select this tab to select which columns display on the “Contacts List”
screen.
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8.5 Associating Matters

You can use Associate Matters to link two or more matters.

W Optional Exercise
In this exercise you will associate the 2 matters for Walter Turnbull Advertising.
1. Open the Client list
2. Openthe Client Walter Turnbull Advertising
3. Select the “Matters” tab

4. Open Matter 990058

5. Click on & to open the Matter Associations Dialog Box

The Screen is displayed below:

-,

r‘! Matter Associations E]@

Associaked Matkers
i Add

g

Master Makker

6. Clickon [Add]
The Matter Selection list displays.

7. Locate Matter 990080

8. Double click
This will add matter 990080 to the list of Associated Matters.
You can continue to add to the list of Associated Matters.

9. Close the Matter Associations dialog box

10. Close the Matter
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11. Open Matter 990080 and note the link icon next to the Matter Number

¥ Matter: Walter Turnbull Advertisi ebt R... g@

File Search Help
ESHRA-A-B-93HtE® £
N ¢ » ¥ ah | SHEHeX | & P

b atter é:‘ 930080 07 5812 BEFY
Client W/ TA007 wialker Turmbull Advertizing

Short Description |Debl Recovery fram Joken Browne Py Ltd
Full Dezcription

Debt Recavery from Jahn Browne Pty Ltd
Advertizing campaign for 2002

[
12. Click on the link icon
The Matter Associations list will display:
W Matter Associations
Associabed Matters |Description
I+ 990030 Debt Recavery From John Browne Pty Ltd
[( ] i | [’]
| ¢ [al'4 | ’ x Zancel ]

You can double click on the matter to open the matter.

13. Close the Matter
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8.6 Altering the Debtor Contact

A PhoneBook record can be attached to a Bill as the Bill To Contact. If the person who has
been selected as the Bill to Contact is no longer the contact (for example leaves the
employ of the Client) and a new person takes over that role, this change needs to be
reflected in the database and the Bill to Contact needs to be reassigned.

The “Transfer Debtor Contact” procedure is an easy way to change all or multiple
instances of this situation.

W Hands on

In this exercise you will remove John W Carey as the Debtor Contact for Blackwell
Scientific Publications. The new Debtor Contact is Helen Sinclair.

To check the existing Debtor Contact
1. Open Matter 990155, select the “Bills” tab, Open B 467
Note the Contact is Carey_Blackwell Scientific.

2. Close the Bill screen

To Transfer the Debtor Contact
3. Click on the Client icon
4. Click on the PhoneBook icon
5. Select the “Relationships” tab
6. Locate and double click Sinclair_Blackwell Scientific
The PhoneBook screen for Helen Sinclair displays.
7. Select the “Relationships” tab
Note that Helen Sinclair is an employee of Blackwell Scientific Publications.
8. Clickon [New]

The following screen displays:
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W Relationship definition

BE]

Relationship
System Role
Relate ko

Syskem Role

PhoneBook entry

Sinclair_Blackwel Scientific

fiji

M4

[ W CK ] ’ xgancell

9. Relationship

10. Relate to

11. Clickon [OK]

Select

‘is a debtor contact for’

@“ LexisNexis

Click on [Binoculars] and locate Blackwell Scientific Publications

The “Relationships” tab indicates that this PhoneBook record is now also a Debtor
Contact for Blackwell Scientific Publicatiy

W PhoneBook: Sinclair_Blackwell Scientific

ok

Fle Search Help

OX 44 rHB

Ay S &

Surname_Bus. Mame |Sinclair_Blackwell Scientific
Company Mame  Blackwell Scientific Publications

Correspondence Mame | Mrs Helen M Sinclair

& 7

D 326 | Mainfwork Phone |07 3590 9876

Facsimile 07 3590 9767

Mobile
Position | Mational Sales Manager Home Phone
Full Company Mame  Blackwell Scientific Publicati DirectiOther
Linked Records IDjRegn #s Safe Custady
Addresses Additional Details fata Mates Precedents Documents Diary Relationships Groups Associated Staff Miscellaneous Bank.
Relationship Contact Record ame Title Occupation System Role Role of Contact ~
is a debtor contact for Blackwell Scientific Publications Blackwell Scientific Pul Debtor Contack Debtar
is an employee of Blackwel Scientific Publications Blackwell Scientific Pul
is the same persan as sinclair, Helen Margaret Mrs H M Sinclair
v

12. Double click the Blackwell Scientific Publications line to open the PhoneBook record

13. Select the “Relationships” tab

14. Highlight Carey_Blackwell Scientific
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Bank Linked Recards ID/Regn #s Safe Custody
Addresses | Document Details | Data Notes | Precedents | Documents | Diary | Relationships | Groups | Associsted Staff | Miscellaneous | Debt Control
Relationship Contack Record Mame Title Cccupation Syskem Rale Rale of Contact ["]
has as a Directar Thompson_Blackwell Scientific EBlackwell Scientific Pul Ms Marianne Thom Directar
has as a Directar Adams_Blackwel Scientific Blackwell Scientific Pul Mr John Adams  Managing Direct:
has as a debtor contact Carey_Blackwell Scientific Blackwell Scientific Pul Mr John W Carey  Finance Manage Debtar Debtor Conkack
has as a subsidiary company Black Diay Publishing Pty Lkd Black Diay Publishing F =
has as an emplayee Sinclair_Blackwell Scientific Blackwell Scientific Pul Mrs Helen M Sincla Mational Sales M
e
[ [ mew ] I [ Edit Role ] I [ Transfer Debtor Contact ] I W) open ] ¥ Delete
Clignt BSPOOL

15. Click on [Transfer Debtor Contact]

The following screen displays:

rﬁ! Transfer Debtor Contact E]@]1

Debtor Blackwell Scientific Publications

Debtor Conkack Carey_Blackwell Scientific
Transfer To

Archive Matters |Matters Bills Debtor/Collection Letters | Mulki Bill Party

TransFer Criteria
& all ) Mone {ronly selected

o oK |’ X cCancel ]

16. Transfer To Click on [Binoculars]

17. Highlight Sinclair_ Blackwell Scientific Publications

% Select Debtor Contact for Blackwell Scientific Publications g@

ODo 9
Code Search Key Full Name [A]
ESPOOL Blackwell Scientific Publications | Blackwell Scientific Publications

Carey_Blackwel Scientific Blackwell Scientific Publications
© oincar Blackeel Stentfic  Blackwell Stentfic Publications
(<] m | [2]
[ “QK ” xgancel ]

18. Clickon [OK]
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You are able to transfer the Debtor Contact on:

Archived Matters
Matters
Bills

Debtor/Collection Letters

YV V V VYV VY

Multi Party Bills

You can select from All, None or Only Selected

@“ LexisNexis

If you choose “Only Selected”, Lexis Affinity Library will display a list of records, from

which you can choose.
The default setting for each type is “All”
On the “Archive Matters” tab
19. Transfer Criteria Select None
On the “Matters” tab
20. Transfer Criteria Select All
On the “Bills” tab
21. Transfer Criteria Select Only Selected

A grid displays similar to the one below:

® Transfer Debtor Contact

501X

Debtor Blackwell Scientific Publications

Debtor Contact Cargy_Blackerell Scientific

Transfer To sinclair_Blackwell Scientific

archive Matters | Matters | Bills | Debtor(Collection Letters | Multi Bill Party.

Transfer Criteria

Cal O MNene @y selectedt
Transfer? | Client Matter Dispatched Bill Mumber Tokal Owing Entity Branch [
[ Black Day Publishing Pty Ltd 012333 11/04/2008 449 $1,837.62 $1,837.62 LR D
[]  Blackwell Scientific Publications 990044 20/09/2006 B315 47.50 47,50 LR BRI
[ Blackwell Scientific Publications 990044 20/09/2006 B316 $478.50 $478.50 LR BRI
[0 Blackwell Seientific Publications 990044 16/02/2008 B1475 455,014.14 40.00 LR BRI
[ Blackwell Scientific Publications 990044 16/02/2008 B1433 ,100,000,00 40,00 LR BRI
[ Blackwell Scientific Publications 990044 30/04/2008 B2166 $791.70 $691.70 LR ERI
[ Blackwell Scientific Publications 290044 3/06/2008 WIZE $0.00 $0.00 LR ERI
(] Blackwell Scientific Publications 990151 27/09/2005 12:46:14 | B237CN $1,914.37 $0.00 LR YD
[ Blackwell Scientific Publications 990151 27/09/2005 12:47:21 | B238CN $423.50 $0.00 LR YD
~

Clear All Bills Qutstanding
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22.

Click on [Bills Outstanding]

The grid changes to select only those bills that are still outstanding.

W Transfer Debtor Contact Q@
Debtor Blackwell Scientific Publications
Debtor Cortact Carey_Blackwell scientfic
Transfer To Sinclair_Blackwell Scieniific

Archive Matters | Matters | Bils | DebtorjCollection Letters | Mul Bil Party

Transfer Criteria

Onll O nane @ only selected
Transfer? | Cisrt Matter Dispatched Bil Number | Total Qwing Ertky  Branch -~
Elack Day Publishing Py Ltd 012339 11f04/2008 B449 $1,837.62| $1,837.62|LR SYD
Blackwell Scientific Publications 990044 20/03/2006 8315 $7.50 $7.50 (R BRI
Blackwell Scientific Publications 990044 20j09/2006 B316 $478.50  $478.50 LR BRI
[]  Blackwell Scientific Publications 990044 16f02/2008 B1475 455,014.14 $0.00 LR BRI
[ Blackwell Scientific Publications 990044 16/02/2008 61433 ,100,000,00 $0.00 LR BRI
Blackwell Scientific Publications 990044 30j04{2008 62166 $79170 69170 LR BRI
] Blackwell Scientific Publications 990044 306/2008 W26 $0.00 $0.00 LR BRI
[ Blackwell Scientific Publications 990151 27/03{2005 12:46:14 | BZ37CH $1,914,37 $0.00 LR S
[]  Blackwel Scientific Publications 390151 27/09(2005 12:47:21 | BZ38CH $423.50 $0.00 LR SYD
e —— — — .
Clear Al ills Outstanding,

On the “Debtor / Collection Letters” tab

23.

Transfer Criteria Select All

On the “Multi Bill Party” tab

24.

25.

26.

27.

28.

29.

30.

31.

Transfer Criteria Select Only selected

A grid will display showing any multi bill party records. There are none for this
Debtor Contact

Click on [OK] to process the transfer.

The PhoneBook record for Blackwell Scientific Publications will display.
Click on the Client icon

Select the “Matters” tab and open matter 990155

Select the “Bills” tab

Open B 467

Note the Contact is now Sinclair_Blackwell Scientific.

Close the Bill screen

Select the “Contacts” tab

Note Sinclair_Blackwell Scientific is now listed as a Matter Bill To Contact and has a
Seq (Sequence) number 2.

If a new bill is created Sinclair_Blackwell Scientific will be the default Contact.

The record for Carey_Blackwell Scientific is displayed as there are records attached to
Carey_Blackwell Scientific that were not transferred.
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8.7

Display Matter

There are two ways to access an existing matter:

Click on the Matter icon on the Applications Toolbar and then double-click the matter
from the list

OR
Click on the Client icon on the Applications Toolbar and select the client.

Click on the “Matters” tab if the matters are not already displayed, and then double-
click on the matter.

Hands on

In this exercise you will display an existing matter and examine the information available
for that matter.

1.

4.

Select Matters from the Application toolbar
Search for File 990155 <ENTER>
Select the “Balances” tab

The Matter screen similar to the one below is displayed.

W Hatter: Blackwell Scientific Publications Debt from Hunter Recruitment 990155 E]@
File Search Help

BORA- A-B- M- 9FHBITE-O N4y g SHxHEeX 5 2

Matter 990155 07 3590 9876 Partner MMC  Michael Cavanagh  Enlity Lewisham Reid

Client BSPO0L Blackwell Scientific Publications ControllerMMC  Michael Cavanagh  Eranch Sydney - Lewisham Rs
Department  Litigation

Shert Description | Debk from Hunter Recruitment Author VSR Vwette 5 Rogers

Source Country
Type DEET Debt Recovery Matter
Long Description | pebt: recovery from Hunter Recruitment Agency | Date Instructed 5/05/2008
Phy Limited

Date Completed
‘four Reference Archive ### Check Clisnt Nokes
ﬁf’ Tasks Q History Investments & Debt Control Debtors Letters Trust Letkers m Safe Custody % Cheques

Balances W) cortacts Bl pats & 6ils Receipts | B wOFfs & Thrs @ craphs | B miary o Precedents @ cocuments | PF Team

Tax \whitten OFF Matter Budget B
work in F‘ruusresls o $1,440.00 $144.00 $100.00 Fee Budget £9,000,00 g
- Scale Cosl 3
- Mon-Billable WIP Disbursement Budget $7,500.00 o
Unbilled Disbursemerts 31815 3162 26,14 Overal Budget $15,000.00 &
&
Anticipated Disbs - Unbilled 45,681.82 (S
s 558,18 S
sundriss $30.00 .00 ga50 | Expected Value $1,900.00 3
Send Trust Statement &
avallable to Bl incl. Tax $8,217.00 F747.00 Trust Bark. g
Autharity H w
Debtors $1,735.60 (5 peprors | $27.50 =
- Interest Owing = Fee Rate Code =
- Total + Interest $1,733.60 Fee Template Group a
Fee Sheet Options Use Client/EmplayeeiSystem default -
Fees - Billed $3,076,00 $0,00 | Last Audit Number z148 =
) & T
Recsived $1,500.00 Last AuditMod by VSR E
Tatal Trust MonE\les $5,376.75 Last Trust Transaction  3/06/2008 11:18 AM 3
ET;:;EE 45,376.75 Trust Cheque Clearance 27052008
Reserved §750.00 (S Last Office Transaction 15/06/2008 5:44 P
Unpratected §4,626,75 Last Investment Transaction 23/03/2008 5:04 PH
Investments - Balance $50,000,00

Select each tab as instructed

The information contained in each of the tabs is described in the following section.
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Matter Fields

Matter The Matter ID is generated in accordance with the Matter Code Rules.
The Lewisham Reid training dataset uses a 6 digit Matter Number.
If you enter Matter IDs manually, you should avoid using symbols such as:
\/:*¥?2<>|
Refer to the Administrator Workbook | Code Rules for more information.

Work Telephone Number
This is displayed to the right of the Matter Number.

Client The Client Code & Name.

Short Description
The Short Description of the matter appears on Lexis Affinity Reports.

Long Description
The Long Description can be used in correspondence and Bills.

Your Reference (30 characters)
The Reference the client has advised when instructing the firm. This would
usually be included in all the documentation to the client.

Partner This is the Partner in charge of the matter (ie the highest level of
responsibility). When creating a new matter, Lexis Affinity defaults to the
Partner who manages that Client.

Controller  This is the Controller in charge of the Matter (ie the second highest level of
responsibility). When creating a new matter, Lexis Affinity defaults to the
Partner who manages that Client.

Author This is the Author who is handling this matter.
When creating a new matter, Lexis Affinity defaults to the Partner who
manages that Client.
NOTE: Employees must be flagged as Partners/Controllers/Authors when
registered and only those flagged will be listed in the drop down lists.

Type This is the field of law or type of work for this matter.

Date Instructed
This is the date the matter was first initiated.

Date Completed
If this matter is closed, this is the date the matter was completed.
You can edit this matter and complete this field to close a Matter.
This field is not available when creating matters.
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Archive Store number if this matter has been previously archived.
Entity Indicates the Entity to which this matter belongs.
Branch Indicates the Branch to which this matter belongs.

Department Indicates the Department to which this matter belongs.

Source Country
The home country of the client.
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8.9

8.9.1
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Matter Tabs

The tabs that are displayed may vary from one Employee type to another. Permissions to
display the tabs is set in Security Options for each Employee Type.

“Balances” tab

There are five vertical tabs on the right hand side of the Window — Financial, Rates,
Miscellaneous, Billing and Collection.

“Financial” tab

Displays all balances for this matter. You can display the transactions that make up each
balance by clicking on the buttons beside each balance — for example to view the
disbursement transactions, click on [Disburse]

Even though the balance may be zero, there may still be transactions.

Work in Progress
This balance and ledger will display the unbilled Fee entries that have been
recorded on the matter. Details displayed include; the date, the author, a
Fee Summary and a Fee Types Summary.

Work in Progress — Scale Cost
This is the value of the unbilled Scale Costs recorded on the matter.

Work in Progress — Non-Billable WIP
This is the value WIP that has been recorded as Non-Billable.

Unbilled Disbursements
The balance is the unbilled paid disbursements —ie Cheques drawn and
Invoices recorded against a Creditor and Petty Cash Journals.
The ledger can be printed for only unbilled disbursements, and for set or
specified date ranges.

Anticipated Disbursements — Unbilled
The balance is the total of unbilled Cheque Requisitions, where the
“Anticipated Disbursement” field is ticked.
The ledger includes both billed an unbilled Anticipated Disbursements, can
be printed for one or all Authors (“Requested by”) and can be printed for
set or specified date ranges.

Anticipated Disbursements — Debtors
The balance is the total of billed Cheque Requisitions, where the
“Anticipated Disbursement” field is ticked.

Sundries The balance is the total of unbilled Sundry Expenses recorded against this
matter.
The ledger can be printed for only unbilled sundries, and for set or specified
date ranges.
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Available to Bill incl Tax
This is the total that would appear on a bill, if prepared now.

Debtors The balance is the billed amounts owing on this matter.
The ledger can be printed for a set or specified Date Range and will include
bills, payments received and write off entries.

Debtors — Interest Owing
This is the amount of interest that is due on this matter.

Debtors — Total + Interest
This is the total of the amounts billed + the interest accumulated.

Fees —Billed The balance is the total of the Fees that have been billed for this matter.
The ledger can be printed for:
set or specified date ranges
all Fee entries (billed and unbilled [WIP]), WIP, generated and billings
(billed)

Entries which are positive only, negative only or zero value
by Partner, Author or Fee Type.

You can print the fees in the order of the billing date and you can File
Notes.

Fees — Received
The balance is the total value of the Fees that have been received.

Trust The ledger can be printed:

for set or specified date ranges

by Created date or System Date

in ascending or descending order

for one or all Trust Bank accounts

including or not including Reserved Trust entries

VV VY YV

with or without Transit Register entries

If you are operating more than a single trust bank account, each bank will
be listed separately.

You can also print an individual Trust Statement.

Total Trust Monies
The balance is the total of the Trust Funds for this matter.

Total Trust Monies — Protected
The balance is the total of the Trust Funds that are flagged as “Protected” —
ie banked for a specific reason — such as Barristers Fees.
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Total Trust Monies — Cleared

The balance is the total of the Trust Funds that are flagged as “Clear” —
ie they have been banked and the required number of days for the funds to
be cleared by the bank.

Total Trust Monies - Reserved

The balance is the amount of the Trust Funds that have been assigned as a
notional transfer as part of a bill or Cheque Request but have not yet been
transferred to office.

Total Trust Monies — Unprotected

Combo

The balance is the total of the Trust Funds that are available — ie not
Protected or Reserved.

The combined ledger can be printed for set or specified date ranges.

In “Expanded” format prints Disbursements, Tax on Disbursements, Billed
amounts, Trust Debits, Credits and running balance; a Trust Summary by
Bank Account, a Fee Summary by Author; a Sundry Summary and
Investment Summary.

Not Expanded format: - options include to “Print Fees”, to “Wrap the
descriptions” (this will print the full details of fee entries) and to exclude tax
from fees, sundries anticipated disbursements and disbursements.

With either format you can select to print only unbilled items and to
exclude reversals.

Investments — Balance

Tax

The balance is the total of the Invested funds.
The Investment Ledger allows you to select the following options:

the selected matter or an Investment

set or specified date ranges

by Created date or System Date

in ascending or descending order
including or not including Reversal entries
including some optional details.

This is the GST that will be added when the matter is billed.

Written Off This shows the amounts that have already been written off.
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Matter Budget / Fees / Disbursement / Overall Budget
These are the estimates that are entered when the matter is created.
Fees
If the setting in System | Posting (Alert User when Matter Balance exceeds
— Fees Budget) is ticked, a warning will be displayed when the Total Fees
(excluding Tax) exceeds 80% of the Fee Budget.
Disbursements
If the setting in System | Posting (Alert User when Matter Balance exceeds
— Disbursement Budget) is ticked, a warning will be displayed when the
Total Disbursements (billed and unbilled including anticipated
disbursements & sundries — excluding tax) exceed 100% of the
Disbursement Budget.
Overall Budget
If the setting in System | Posting (Alert User when Matter Balance exceeds
— Total Budget) is ticked, a warning will be displayed when the total of Fees
and Disbursements exceed 100% of the Overall Budget.

If these amounts have been exceeded, they are displayed in red.
You can print a Matter Credit Limit Report for details on matters that are
close to the limits.

Expected Value
This is the Estimated Fees quoted to the client.
The value is reported in the Matters Opened Report.

Send Trust Statement
Y displays if this was ticked when the matter was created and indicates that
this matter will be included when printing Trust Statements from Reports.

Trust Bank If the matter is restricted to a Trust Bank Account, it will be indicated here.
Authority This indicates if a Trust Authority has been received from the client.

Fee Rate Code
This indicates the Fee Rate Code attached to this matter, if applicable.

Fee Template Group
This indicates the Fee Template Group that is attached to this matter, if
applicable.

Fee Sheet Options
This indicates the method of rounding units on submitted fee sheet entries.

Last Audit Number / Mod By
This is an internal record, identifying who last edited this matter.

Last Trust Transaction
The Date and Time of the last Trust Transaction.

Trust Cheque Clearance
The clearance date of the last trust cheque receipt.
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Last Office Transaction
This is the date and time of the last office transaction recorded on the
matter.

Last Investment Transaction
This is the date and time of the last Investment transaction recorded on the

matter.

NOTE: There are various printing options within each ledger selection. These will
be covered in more detail in the Operations Workshop.

“Rates” tab

Rate These are the Rates that are attached to this matter.

“Miscellaneous” tab

Workflow Area Code / Name
This shows the Code / Description of the Workflow Area for this matter.

Expected Completion
This shows the expected Completion Date of this matter.

Alpha ID This shows the Alpha ID of the matter, if one is registered.

Type of Work This shows if this matter has been flagged as Agency, Speculation,
Litigation, Gratis or Event.

Notes This displays any Notes that have been recorded for this matter.
(3000 characters.)
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“Billing” tab
Bill Template This shows the Bill template that has been attached to this matter.
Billing Plan  This shows the Billing Plan that has been attached to this matter.

Tax Status for New Bills
This shows the default prompt for a new bill.

Default Scale Cost Fees
This shows the default for billing by Scale Cost.

Non-Billable WIP
If ticked, the WIP recorded to the matter will be classed as Non-Billable.
This WIP can be altered to Billable via Fee Revaluation or when editing a bill
before it is posted.

“Collection” tab

Collection Plan
This shows what Collection Plan has been assigned to this matter

Exclude New Bills from Debtors Letters?
This shows whether or not the amount due for new bills will be included in
the total amount owing on a Debtors letter.

Exclude New Bills from Accounts Rendered Statements?
This shows whether or not the amount due for new bills will be included in
the total amount owing on an Accounts Rendered Statement.

Trust Funds Up Front
This shows any money that has been received as up-front trust funds. (You
must have sent the letter requesting funds up front and marked the receipt
as such).

Send Follow up Letters for Instructing Letter
This indicates whether or not there should be a follow up letter issued if the
client does not pay the funds requested in the initial / confirmation letter.

Attach Pre-Agreed Payment Plan?
Tick this to invoke the “Payment Plan” tab. From this tab you can select a
Payment Plan and update/review the schedule of payments..

Collection Notes
This will list any notes made in relation to debt collection.
New notes may be added here. You can also print the notes.
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8.9.2 “Contacts” tab

This tab displays a list of contacts for the matter and the type of contact.

From here you can add new contacts, edit the existing contacts, delete contacts, print the
list of contacts, open the PhoneBook entry for the contact, open the Matter Contact
relationship, generate a precedent to one or more of the contacts or displays the
DataForm/s for all the matter contacts in a grid view.

8.9.3 “Data” tab

The left hand side shows the Data Forms that are attached to this matter. When you
select a Data Form the details of the additional information (the DataForm Fields) is
displayed on the right.

8.9.4 “emPower” tab (optional)

If your Firm is using the emPower precedents and an emPower precedent module has
been attached to the matter, Lexis Affinity will display the precedents relating to the
matter type. From here you can run the data forms and enter the extra information
required before merging documents.

8.9.5 “Bills” tab

This tab displays bills, Write offs and Credit Notes on a matter, including draft bills.
Information includes bill number, currency if the bill was raised in an alternate currency,
fees and disbursements billed and balance outstanding.

You can use the scroll bar to view additional columns of information not in the current
view.

8.9.6 “Receipts” tab

This tab displays all receipts, both office and trust, processed on this matter and any
adjustments that may have been made affecting those receipts.

If a transaction is reversed the original entry is displayed in Green and the reversal entry is
displayed in Red.

Debtor adjustment entries are shown in Blue.

Any Cheque drawn from a matter and allocated to Debtors will be shown here as a Debit
entry, marked “RF” (Refund).

8.9.7 “Write Offs and Transfers” tab

This tab displays the Debtors Write Off journals, Debtor / Disbursement journals and Trust
to Office transfers in payment of bills on the matter.
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8.9.8

8.9.9

8.9.10

8.9.11

8.9.12

8.9.13

“Graphs” tab
Two graphs appear in this tab:

$ Fee Distribution:
Details the distribution of the Svalue of the time worked on the matter by
employee.

Time Units Distribution:
Details the distribution of number of units worked on the matter by
employee.

“Diary” tab

Displays all the Diary entries on this matter.
You can use this tab to create a new Diary entry or edit an existing entry for a Matter.

“Precedents” tab

The left hand side of the display shows the Precedent Categories that are available.
You can generate new documents from this tab.

“Documents” tab

This will display a list of documents that have been generated for this matter.

You can open or edit existing documents or delete documents from this tab (provided you
have the correct security).

You can use the “Filter” to refine your search of the documents and the “Column” tab to
alter the display.

“Team” tab

This shows the members of the “Team” of Employees who are involved in this matter.
You can edit the Team —ie add or remove members.

You can also open Batch Update Matter Teams from this tab, which allows you to update
multiple matters with the same team members at the same time.

“Tasks” tab

This displays all the tasks to be completed or that have been completed for this matter.
Tasks can be created or deleted from this tab.

You can use the “Filter” to refine your search of the Tasks, the “Options” tab to hide
certain tasks, the “Column” tab to alter the columns included and their order, and the
“Sort” tab to re order the entries.
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8.9.14

8.9.15

8.9.16

8.9.17

8.9.18

8.9.19

Page 130

“History” tab
This tab will show any details of Box number and Archive retrieval / request information
and movements if a matter has previously been Archived and subsequently reinstated as

a current matter.
This information is the same as the “Archive” tab on the Archived matter record.

“Investments” tab

This tab shows Investments for this matter. You can also add a new Investment, open an
existing investment, process an Investment Journal or print details of an Investment.

You can choose to only view investments that have a balance by ticking “Exclude Zero
balance Investments”.

“Debt Control” tab

This tab contains a list of Bills and the “Bill to” party that are outstanding for this matter.
The lower section of the screen has vertical tabs - “Allocations” and “Notes” and
“Payment Plans” (if there is a Payment Plan attached to the matter). Highlight a bill to
display information on these tabs, or to add a note, open the bill, process a Trust to Office
transfer or print a list of outstanding accounts or print the notes..

“Debtors Letters” tab

This tab shows letters that have been sent as part of the Collection Plan for this matter.
You can also reprint any of the letters.

“Trust Letters” tab

This tab shows letters that have been sent in relation to requesting Trust Funds. You can
also reprint any of the letters.

“Safe Custody” tab

This tab displays Safe Custody Items (with Packet Numbers) that are held for this matter.
You can record new items and packets from this tab.
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8.9.20 “Unpresented Cheques” tab

This tab displays all the cheques drawn for the matter. Each Cheque will show the Date
Presented (if applicable) or Unpresented.

The “Filter” tab allows you to select only Unpresented Cheques, or to exclude reversals.

Trust Letters m Safe Custady

Seleck unpresented Cheques [ |
Exclude Reversals F]

]
=
T
o
[=
]
L
i
=
@
=

) Clear &l

8.9.21 “Research” tab

This tab displays documents that have been produced.
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8.10

8.10.1
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Matter Menu & Toolbar

Performing different functions in the Matter area can be achieved by either selecting the
icon or by selecting the relevant function from the Menu.

The icons or options that are displayed may vary from one Employee type to another.
Permissions to display the tabs is set in Security Options for each Employee Type.

Functions on Edit / Display Menu Toolbar

There are three options on the Menu Toolbar: - File, Search and Help.

File:

New Fee / Sundry / Cheque / Cheque Request / Receipt / Bill / Task /
Diary / Transit Register Receipt / Petty Cash / Investment / Protected
Trust Journal
These options allow you to process Accounting or Time transactions.
These functions are covered in the Operations Workshop.

Reopen List the last accessed matters.

Associations
Allows you to associate this matter with other matters.

Snapshot Create a Snapshot of this mater.
Autocost Starts an Autocosting entry for this matter.

Delete Deletes the matter displayed - this option is only available when no entries
have been posted to the matter.

Print - Label
Prints a label for the matter.

Print - Details
Prints the financial and communication details of the matter.

Print — Collection Notes
Prints the Collection Notes for this matter.

Ledger - Fees / Sundries / Disbursements / Anticipated Disbursements / Debtors /
Trust / Investment / Combo
Prints the selected Ledger for this matter.

Search
Find Displays the Matter list.

First / Previous / Next / Last
Moves to the First record, Previous record, Next record or Last record
currently included in the Matter list (ie according to the Filter selections in
place).

© 2012 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis™ Affinity Library @ LexisNexis

Matter Toolbar

New Fee
To enter time, or scale costs on this matter.

Start Timer
Opens the Fees Sheet and starts the timer for that matter.

[£] Sundry Expense
Post sundry expenses on this matter such as photocopying, facsimiles,
postage, courier etc.

- “Create Cheque
Create a trust or office cheque on this matter.

H - Create Cheque Requisition
Create a trust or office cheque requisition.

" Create Receipt
Create either a trust or an office receipt.
@ " Transfer trust funds between Protected and Unprotected

Transfer funds from Protected to Unprotected (or vice versa) on the
selected matter.

< New Bill
Create a new bill or edit an existing draft bill.

E Debtor to Disbursement Journal
This option is usually disabled in Australian sites as credits to
Disbursements are not recommended due to Tax regulations.
@ New Diary
Create a diary entry for this matter

" Transit Register Receipts

Create a transit register receipt.

L&

Petty Cash Journal
Create a Petty Cash journal entry for an incurred Disbursement.

Investment
Create a new Investment for this matter.
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The VCR buttons are a standard method of moving through screens of
matters.

Find Matter
Opens the Matter Selection screen.

Snapshot
Creates direct access to the matter via the Snapshots Pane.

Associate
Associate this matter with another matter.

Refresh
Immediately refreshes the data on the screen.

Edit Matter Details
Opens the Matter Edit screen.

Complete this Matter
Close this matter. A setting in Options determines whether or not you
can complete matters with balances outstanding.

Open Client for this Matter
Open the client for this matter.

Delete Matter
Deletes the matter.
A matter with transactions or balances cannot be deleted.

Print Print matter label.

Display Related Documents
Click this icon to open your Document Management System, such as
Lexis IM, iManage, Worksite, Redmap, WORLDOX, Radix
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8.11 Printing

You can print a Matter label, the details of an individual Matter or a list of all the Matters
displayed in the Matter Selection screen. The matters included in the Matter Selections
Screen are determined by the Filter in use at the time.

8.11.1 Printing a Matter label

W Hands on
In this exercise you will print the details for Matter 990155.
1. Open Matter 990155
2. Clickon &
The Matter label dialog box will display.
3. Complete the printing details
4. Clickon [OK]
The matter label will display on the screen.

5. Close the Print Display

8.11.2 Printing Details of one Matter
1. Select File | Print | Details
Details of this matter will display on the screen.

2. Close the Print Display
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Printing all Matters

Hands on

In this exercise you will print a list of all the Matters.

1. Clickon ﬂ to display the Matter Selection Screen

2. Clickon @ to clear the filter

3. Clickon &

The list of Matters will display on the screen, in the same order as the Matter
Selection screen.

You can use the icons on the Print Toolbar to change the display of the report, to
move forwards or backwards through the individual pages or to print the report.

4. Use the various icons to become familiar with their operation
5. Close the Print Display

6. Close the Matter Screen

@ The order the matters print in can be changed by re-
ordering the column on the matter display screen.
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8.11.4 Functions on Matter Selection Screen Menu

File | Open
Use this option to open the selected matter
Reopen Use this option to select from the last matters accessed
Refresh Use this option to refresh the screen
Clear All Use this option to clear the Matter Filter
Merge Use this option to create a merge file or to merge to a Precedent.
Print Labels All

Use this option to print a label for each matter displayed in the list.

Labels — Selected
Use this option to print a label for a selected matter.

Details
Use this option to print a matter list.

8.11.5 Matter Selection Screen Toolbar
_.b
= Refresh Refresh the data on the matter selection screen.

@ Clear Filters
Clear the filters set for the matter selection screen

@ Create a Merge File
Export selected Clients’ information to Word Processing.

Merge to Precedent
Select this to merge the selected records with a Precedent.

& Print Print list of selected Clients.
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Matter Filter

The Matter Filter can be used to selectively list matters according to varying criteria.

Hands on

In this exercise you will find the Debt Recovery matters where MER is the Partner

1.

Open Matters from the Application Toolbar
Select the “Filter” tab

The following screen displays:

W Matter Selection - @
File Help
SQl e 5|9
| Matters | Fileer |
[ d Extra |
Select Equal to Select - = Madified by [v
Partner o | where crikeria (8 Contains ) Starts with
1 Modified
T Client Mame h N
Controller | s |3 -
h T Description 5 =
Author L | Before |[] ~
TrustBark [ 7= ‘four Reference
i T Contact Opened
emPower v
Fea Rate Code ] ks since | /1 |
T ol Bill Ta Cortact Before [ o/ v
1 7
WarkFlow ~ Motes [l current matters only
Branch || Referred By Completed
1 Since |»
Dept || Balances greater than a i
Collection Plan |a ‘Wark in Progress Before | i
Fes Tplt Group [se Debtars Archived
v
Client Master Grp Disburssments snce | |
v
Client Group Fees Billed Befors [ [
Fees Received SOUFEE -
Select _ : Country [ @
where criteria (3 Contains () Starts with Unbilled Sundries
pletter, e Trust Overdrawn Matters []
Clienk Cade Clear Trust
Alpha ID Inwestment @ clear al
113 Matters Mot Filtered

Select Equal to — Partner Select MER

Select Equal to — Type Select DEBT

Current Matters only —Tick this (in the “opened” box - right-hand side)

Select the “Matters” tab

Lexis Affinity now displays the Debt Recovery Matter/s where the partner is MER
Close the matter listing

NOTE: The “%” sign can be used as a wild card when searching.

NOTE: the “Extra” tab can be used to search for information in the DataForm
Fields.
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Matter Filter fields

Select Equal to — Partner / Controller / Author / Trust Bank / emPower / Fee Rate

Code / Type / Workflow / Branch / Dept / Coll. Plan / Fee Template
Group / Client Master Group / Client Group

Use this option to locate matters that belong to any of the categories
selected. Thisis an “and” test —ie if you select Partner MER and Type —
Debt Recovery, only Debt Recovery Matters that belong to MER will be
listed.

Trust Bank: Tick this to include Inactive Trust Bank Accounts in the drop
down list.

Select where criteria Contains / Starts with

Matter / Client Code / AlphaID

Use this option to search the Matter Number, Client Code or Alpha ID.
For example, you can search for all the File Numbers that start with or
contains 99011.

Select where Criteria Contains / Starts With — Client Name / Description / Your

Reference / Contact / Bill To / Bill To Contact / Notes / Referred By
You can use this option to locate matters where you can match text in any
of these fields.

Balances greater than — Work in Progress / Debtors / Disbursements / Fees Billed /

Modified By

Modified

Opened

Completed

Archived

Fees Received / Unbilled Sundries / Trust / Clear Trust / Investment
Use this option to find all matters where one or more balance is greater
than the amount specified.

For example, you can search for matters where WIP is greater than $500
and Disbursements is greater than $10.

Select a user as the Modifier from the drop down list.

Use this option to locate matters that were changed or altered on a certain
date or between two dates.

Use this option to locate matters that were opened on a certain date or
between two dates.

For example, you can locate all matters opened this month by selecting the
appropriate dates in Since and Before.

You can further limit this search to only Current Matters

Use this option to locate matters that have been completed on a certain
date or between two dates.

Use this option to locate matters that have been archived on a certain date
or between two dates.

Source Country

This is the country assigned to this matter to indicate the home country of
the client.
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Trust Overdrawn Matters
Generally, there will not be any matters with an Overdrawn Trust balance.
However, if this is permitted, (such as in a Combined Ledger System) ticking
this field will include only those matters that are overdrawn.

If Combined Ledger System is enabled:
Exclude Trust Loans
This flag is not relevant to listing matters. For reporting purposes, this will
exclude clients where the trust total is in debit.

“Extra” tab

Variable Contacts — Select Containing (Text)
You can use this option to locate matters that match text in any of the
Static / Variable Contact fields.
For example, if you wanted all the matters where JC Sparrow has been
attached as a Barrister, select “Barrister” from the drop down list and type
“sparrow” (or part thereof) in the field to the right.

DataForm - Select Containing (Text)
You can use this option to locate matters that match text in any of the
DataForm fields. The Select Containing drop-down list enables you to select
a search criterion from Select containing, Start with, Equal to and
Not equal to.

DataForm - Balances Greater than - (Balances)
You can use this option to locate matters where amounts or values
recorded in any of the matter DataForm fields are greater than the values
entered here.

DataForm - Since and Before (Date)
You can use this option to search dates in DataForm fields. Since & before
options are available.

Client and Matter Hold Flags

Exclude where Client is held
Tick this if you want to exclude matters that belong to Clients that are
flagged as “held”.

Include Matters — All Matters
Check this if you want to include all Matters regardless of their “Hold”
status.

Include Matters — Matters with Hold flag not set
Check this if you want to only include Matters where the “Hold” status is
not set.

Include Matters — Matters with only Hold flag set

Check this if you want to only include Matters where the “Hold” status is
set.
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Matter Hold Flag — Include Matters with Final Bill flag set
Tick this to include Matters where the Final Bill flag has been set.

Matter Hold Flag — Include Matters with Hold on Time / Disbursements
Tick this to include Matters that are on hold for Time and Disbursements
only.

Matter Hold Flag — Include Matters on Registration Hold
Tick this to include Matters that are on Registration Hold. (Registration
Hold prevents processing of Time, Disbursements and Billing entries).

Payment Plan
Select from;
. None
. Perpetual
. Pre Agreed.
Fee Sheet Options
Select from;
° Any
o Don’t Round Units
° Round to Nearest Unit (but never to zero)
° Always Round Units Up
. Use minutes to recalculate value and minutes
. Use Client/Employee/System default

° Matter has different options to client.
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Lexis Affinity Explorer

Lexis Affinity Explorer will open a “Windows Explorer” screen which displays all the users
(on the left) and the matters where they are the Author.

This is an easy way to view the active matters for an author.

Optional Exercise
In this exercise you will open Explorer and list the matters for YSR
1. Open Database | Employees | Explorer

A screen similar to the following displays:

W Lexis Affinity Library Explorer g@
File Wew Tools Help
O g @ 7

+ -4 Adrian Yeitch

+ -4 Andrea B Clarke
+ -4 Anthony Donnelly
+-4¥ Damien Montagus
+- Darren James Arnold
-4 Dianna Ferreri
-4 Edwina 5 Martin

+ Q Georgina Gray

+- 4 Jacqueline Easton
-4 James Anderson
-4 Jan O'Neil

-4 John Woodward
- Katrina Mcheil

+ -4 Kevin Kahn
- Lexis Administrator
+ Q Lorraine James

+- 4 Melissa Ryan

+ - Michasl Cavanagh
+ -4 Michelle Downs

+- 4 Paul P Phillips

+- 49 Perny Leonard

+ -4 Richard Desmond
+-4 Ryan Cole

+-4¥ Sandy Browne
- Sasha Waters
-4 Thomas Peterson
-4 Timathy Mg

+ Q ‘wette 5 Rogers

This screen shows all the Authors registered in the system.
2. Click on Yvette S Rogers

A List of Matter Numbers will be displayed on the right. A yellow icon indicates a
current matter, a blue icon indicates an archived matter

3. Select View | Details

The list will include the Client and description of the matters.
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W Lexds Affinity Library Explorer E]@
File Yiew Tools Help
= N
4 Adrian Yeitch FILEID Client Description Part.. | Adthor | Type ||
+ 4 Andrea B Clarke B n1z3ee Elack Day Publishing... Deht Recovery from Harris Publishing — MER WSR DEET
= 4 Anthony Dorrely £ 012326 Black Day Publishing... Debt Recovery from Regerts ParkB... MER ¥R DEBT
- g gam‘e”;"mtai”a " £ 2347 Black Day Publishing..,  Deft Recovery from The Open Bock  MER  ¥SR DEET
e
4 e £ 990105 Black Day Publishing...  Debt from Gemini Sk Hie MMC ¥R DEBT
+ @ Ednina 5 Martin £ 9e0044 Blackwell Scientific P...  Advice MER W3R, ADY
= 0 Georgina Gray £ 990046 Blackwell Scientific P, Drebt from Brown & Co Pty Limited MMC SR CEEBT
+ @ Jacqueline Easton 2 990155 Blackwell Scientific ... Debt from Hunker Recruitment: MM ¥SR DEET
o 0 James Anderson £ 990032 Blackwell Scientific ... Debt recovery from Peters MMC SR CEEBT
= 4 Jan O'eil 3 990045 Blackwell Scientific P...  General advice MMC W3R, ADY
1 Q John Woodward £ 010006 Blackwell Scientific P...  Recovery From Francis MMC WIR DEET
+ 0 Katrina Mcheill £ 990143 EBlackwell Scienkific P... Recovery of Debt from Gerard Recr...  MMC WSR DEET
* O Kevin Kahn 3 990071 Consolidated Suppli...  Debk Smith MMC WSR DEBT
+ Q Lexis Administratar 3 990085 Consolidated Suppli...  Debt from Kelly MMC WSR DEBT
+ 4 Lomaine James £ n1zaze Consolidated Suppli...  Sale to Jabn Gribble MMC YSR o
+ 4 Melissa Ryan £ 990075 Department Consu.,.  Debt from 1M Smith SR, ¥R, DEBT
& g Michael Cavanagh £ 990028 Department Consu...  Recovery from Fauldings ¥SR ¥SR DEBT
¥ Michelle Dowins £ gan107 Fauldin
g5 Pty Ltd Test for Drug MMC WSR DEBT
-4 PaulF Philips ’ £1 990042 Fauldings Pty Ltd Trust For John MMC  ¥SR ADY
® g Ee';“y;;mar 4 £ 990036 Gemmini 5k Hire Debt from Brawne MMC  ¥SR DEET
e
4 R‘Ea:'m:sm”” £ 990035 Gemini Ski Hire Debt recavery Farm Neat MMC  YSR DEBT
+ 0 S:ndy Browne £ 990034 Gemini Ski Hire Debt recovery from Fauldings ¥SR WSR DEET
5 0 Sasha Waters £ 012395 Godfrey, Michael & ...  Partnership Agreement ¥SR WSR COMM
5 0 Thamas Petersan £ 990232 atibble, Mr John Sale to Thompson MER WSR oy
o 0 Timathy Mg £ 90917 James Printing Pty Ltd  General Advice SR SR ADY
5 21 STAT_DEPOSIT  LAWINST Law Instituke Statutory Deposit SR W3R ADM
£ sas001 Lewisham Reid - Sv...  Administration Matter ¥R 3R W3R, ADM
£ 990030 Wealker Turnbull Ady... Debt Recovery from John Browne Pt...  MMC WIR DEET ha
27 Matters; 106 Archived Matters;

TIP: It is also possible to use Explorer to sort matters
by client or matter type. Select View | Group by and
choose one of the options available.

Information is displayed based on the selection made in
View - select from small icons, large icons, list or
details once a list has been selected.

4. Close Explorer
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8.14 Complete a Matter

Settings in System | Archiving control various options when completing a matter.
These options are shown below:

To Close and Archive a Matter
[ ] allows archival of unclosed Matters
Disallov rmatker clasure iF autstanding accounting
Warn an no Fees allocated when closing matter

Allows matter closure and archival with unpresented cheques

Allow Archival of uncompleted Matters
If ticked, you will be able to archive matters that have not been flagged as
“Completed”.
It is recommended that this option is not ticked.

Disallow matter closure if outstanding accounting
If ticked, only matters with zero balances can be closed.
It is recommended that this option is ticked.

Warn on no fees allocated when closing matter
If ticked, Lexis Affinity Library will warn if a matter is being closed where no
fees have been recorded.

Allow matter closure and archival with unpresented cheques
If ticked, Lexis Affinity Library will allow matters with unpresented cheques
to be closed.

A setting in System | Posting | Fees, Billing & Allocating also allows for a WIP Write Off
up to a nominated value to be processed on matters that are otherwise ready for
completion.

NOTE: Completed matters retain full transaction history and can be reopened at any
time.

Your firm policy may be to set the “Hold New Time / Disbursements” flag on a matter that
has been finalised, but where the account has not been paid. This will prevent further
time and disbursement entries being posted to the matter.

Matters may stay in the system completed, or you may choose to archive them.

Store Numbers are allocated when the matter is archived.
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W Hands On

In this exercise you will complete matter ARES-002. This matter has a WIP balance of
$42.00 which is to be written off.

1. Select Matters from the Application Toolbar

2. Locate and open Matter ARES-002

3. Clickon to complete the matter.

As this matter has zero balances except for WIP, the following message will display:

" Ty

Error

6 You cannok complete this Matker due to the Following reasons:

Mon-zero Matter Balances:
Work in Progress - $42.00

Do wou wank ko write of f the outstanding WIP balance
and complete this Matter?

ues d [ Mo ]

4. Clickon [Yes] toopen the Write Off dialog screen
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Matter

Available
Fees $42.00
Disbursements $0.00
Anticipated $0.00
Sundries $0.00

‘rite OFF as at date

Mote

Date Ref.

¥ Write Off Unbilled Fees, Disbursements and Sundries = @
Entity Lewisham Reid

Ares Military Research Py Ltd
Contract bo produce Assualt Rifles

Wirite OFF

[

Mzzioafzoin ||

Private |Description

Tax Tatal
44,20 446,20

$0.00 0,00
$0.00 0,00
$0.00 0,00

$4.20 $42.00
46,20

Tax Rate Annount Tax

5. Clickon [Post]

The following message will display:

|-

Warning

-,

"j Are vou sure vou wank to complete this Matker?

ues | [

6. Clickon [Yes]

If the matter you are completing has already been archived, the following message

will display:

-

Warning

-,

'T Do you want ko rekain the existing archive number For this Matker?

7. Clickon [Yes] to retain the same archive number
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Note the Date Completed and Archived Number displayed on the screen.

W Matter: Ares Military Research Pty Ltd Contract to produce Assualt Rifles ARES-002 E]@
File Search Help

i M4 » ¥ e g O X 8 %
Matter ARES-002 028346 E125 Partmer RED Richard Desmond Entity Lewisham Reid
Client AMROOL  Ares Milikary Research Pty Lid ContralleraDy  Adrian Veitch Branch Sydney - Lewisham Re

" " Department Administration
Short Description Contrack to produce Assualt Rifles Author AV Adrian Yeitch SeNlra Ny
Type Ay Advice

Long Deschption | contract to produce Assualt Rifles (M14azh) Date Instructed 27/07/2006

Date Completed 22/09/2010
‘Wour Reference Archive 190485

ﬂ Team ms Tasks Q History Investments | & Debt Conkrol Debtors Letters Trusk Letters m Safe Custody % Chegues
Balances m Contacts E Data | &P Eills Receipts @ W OFFs & Tfrs e Graphs @ Diary (ﬂ Precedents Qﬂ Documents

8. Click on 4 to display the matter list again

9. Click on Refresh s

The Matter you have completed will be in a different colour — usually green.
10. Locate your Matter and review the details in the Completed column.

Once a matter has been completed it can be re opened or archived.

11. Close the Matter List and Matter Screen when finished viewing.

Messages that might display when completing matters

The following error message may appear — depending on the settings in System |
Archiving.

If the Matter you are completing has balances, a message similar to the following will
display:

Error

@ You cannot complete this Matter due to the Following reasons:

Mon-zero Matker Balances:
Debtors - $1,733.60
Waork in Progress - $1,440,00
nbilled sundries - $30.00
Unbilled Disbursements - $318.18
Anticipated Disbursements - $5,651.82
Trust Monies - $5,376.75
Cleared Trust Monies - $5,376.75
Investments - $50,000,00

Unpresented chegues:
"GA" 12/06/2008 000369 $318.18
"TA" 3j06/2008 001063 $750.00

MMatter conkains oubstanding chegque requisition(s) to the walue of $5,681.82,
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If the Matter you are completing has zero balances, except for Work in Progress, a
message similar to the following will display:

-~

Error

-y

%)

‘fou cannok complete this Matker due to the Following reasons:

Mon-zera Matter Balances:
Worlk in Progress - $42.00

Do wou wank to write off the outstanding WIP balance
and complete this Matter?

(]

If the Matter you are completing has zero balances but has outstanding undone tasks
a message similar to the following will display:

-

Warning

-,

N

This matter has outstanding task(s) ko be done!

If the Matter you are completing did not have any Fees recorded, a message similar
to the following will display:

=

Warning

=,

'j This matter contains no fees, are you sure you wank to complete it?

If the matter can be closed a message similar to the following will display:

-

Warning

.

N

Are you sure ol wank ko complete this Matter?

o |
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8.15 Re open a Completed Matter

Sometimes it is necessary to re open a matter that has previously been completed.

PROCEDURE

1. Open the client for the matter
2. Select the “Matters” tab
3. Locate the Completed Matter
4. Click on [Edit Matter]
5. Select the “Miscellaneous” tab
6. Untick the Date of Completion field
7. Clickon [OK]
If this matter has a DataForm attached, this will open.

8. For this exercise close the DataForm

Re opening a Previously Archived Matter

If a matter has been completed, archived and then unarchived again, when the matter is
completed for the second time, Lexis Affinity will prompt with the following message:

e Sy

Warning

"j Do o wank to retain the existing archive number For this Matker?

L

This allows you to either keep the original Archive Number or allocate a new one.
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There are two ways to archive matters - archive a single matter or batch archive a number

of closed matters.

A Store number is allocated to archived matters.

8.16.1 Archive a Single Matter

W Hands On

In this exercise you will archive matter 012406.

1. Open Archival

The following screen displays:

W Archive Matter g@
Matter
Archive Options
[keep Form open after archiving
| \/ oK | ’ x Cancel ]

2. Keep form open after archiving

3. Clickon ¢

4, Select Matter 012406

The following screen will display:

(Database | Archive)

Leave unticked for this exercise

¥ Archive Matter g@
Matter 012405 James Printing Pty Ltd
Leaze on premizes 88 The Boulevarde
Archive Options
[JEeep Form open after archiving
| o 0K | ’ x Cancel ]
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5. Click [OK] to archive the selected matter
An Archived Matter Number is allocated when a matter is archived.

A sample of this message is displayed below:

e =

Information

j) Matker archived as 19175

6. Click [OK]
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8.16.2 Unarchive a Single Matter

Sometimes a matter may be archived accidentally, or an archived matter may need to be
re instated.

W Hands On

In this exercise you will unarchive the same matter — 012406.
1. Open Archived matters (Database | Archive)
Lexis Affinity will display all the archived matters.
2. Locate Matter 012406
You can either search through the list
OR
Type the File ID (012406) in the search field at the bottom
OR
Use the filter to locate it quickly.

3. Double click the matter

4. Clickon [UnArchive] = to reopen the file.

The following prompt will display:

e S

Confirm

9 Do you want bo Unarchive Matter 0124067

-

5. Clickon [Yes] to unarchive the matter.
The Edit Matter screen displays.

6. Select the “History” tab
You will see the progress of the Matter

7. Close the Matter screen
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8.16.3 Archive Batch

Some users will find it more convenient to archive matters in a batch — for example at the
end of a month.

W Hands On

In this exercise you will archive all the completed matters

1. Open Archive Batch (Database | Archive)
This starts the Matter Archive Wizard

2. Archival of Completed Matters Select this

You can select to either archive the completed matters or Print Ledgers, Labels and /
or Trust Statements of previously archived matters.

3. Skip Author and Client selection and go straight to finalise  Tick this
If you are archiving all completed matters, you can skip these screens.
4. Click [Next] to proceed.

The final screen of the Wizard will display:

¥ Matter Archive Wizard g@

Finalise the Matter archival process.

Matter Specific:

) Printing Dietails:
| — Do nat print {printing will be deferred)
e Print &rchive Label?
? Print Combo Ledger?
A — y [#]Prink Trust Ledger?

Print Trust Statement?

Trust Statement Settings

5.  Printing Details Tick the “Do not print” option for this exercise

In your office, you would usually select to print all the ledgers etc for archived
matters. However you can leave printing of the labels at this stage.

When all the matters have been archived, you can then open the Archived Matter
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list, use the filter to select the matters archived that day.
Select File | Print | All

Matters labels will then be produced in a batch.

Click on [Finish]

Lexis Affinity displays the matters which have been selected for archiving.
Click on [Archive] to archive the matters

Alternately, you can click on the Wizard button to go back through the selection
screens.

8.16.4 Display Archived Matter

V2

Page 156

Archived matters can be viewed via the Archived Matters icon. Archived Matters for a
particular client can be accessed via the Client Screen.

990104.

Hands On
In this exercise you will list all the Archived Matters and view the details of Matter
Open Archived Matters (Database | Archive)

Locate the Archived Matter (Original Matter Number 990104)
Double Click to open

Lexis Affinity displays many tabs which you can click on to display all the information
about this matter.

You can also select any of the various Ledgers to view the transactions on this
matter.

Select the Archive tab

Lexis Affinity displays the Archive details, including details of Archive Requests and
movement of the file and Box Number details (if allocated).
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8.16.5

Attaching Box Numbers

Hands On

Click on ﬂ to open the list of Archived Matters
Select the “Filter” tab

Empty Box Number  Tick this

Select the “Archives” tab

A list of Matters that have no box number will display.
Select and open the first matter

Select the “Archive” tab

Box No 256

Click on o to save the entry

Note the updated display in Request / Movement as shown below:

rLast Request/Movement
Uzer
Date

Fequest/taovemant

Create Date |D|:uerator|5tatus ITrans. Descr. |«
! 10411/2004 SR Completed Update Archive Box Mo
a 1640672004 TSR Completed Inzert Archive

o of

>

You can click on to move to the next matter listed.

Close the Archived Matter screen
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If you use a Box Management System, you will need to record the Box Number for each
archived matter.

In this exercise you will display a list of archived matters with no box number and then
add the box number to an archived matter.
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8.16.6

8.17

8.17.1

Page 158

Mailouts for Archived Matters
You can use the information stored in Archived Matters to send letters to clients with

archived matters. This may be useful for when you need to advise Clients that their files
are about to be destroyed, or for other general or marketing correspondence.

Archived Matters Menu and Toolbar

Performing different functions in the Archived Matters area can be achieved by either
selecting the icon or by selecting the relevant function from the Menu.

Functions on Archived Matters Menu

There are three options on the Menu Toolbar: - File, Search and Help. (Search and Help
are standard).

File:

Unarchive Restores the selected matter to current matters.

Reopen Lists the last accessed Archived Matters.
Snapshot Places a Snapshot of this Archived matter icon the Snapshots pane.
Delete Delete the Archived Matter entry.

Print — Label Prints a label for this Archived Matter

Print — Details
Prints the registered details of the Archived Matter, the Fees Billed,
Received and Written Off and the Archiving history of the matter.

Ledger — Fees / Sundries / Disbursements / Debtors / Trust / Combo
Prints the selected Ledger for the selected Archived Matter.
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8.17.2 Archived Matters Toolbar

&= Unarchive this File

This will restore the selected matter to current matters.

@ Archive Box Management
This facility allows you to record the physical location of the archived
matter.

h Edit Matter Details
This allows you to edit the matter details without having to re-open the
matter.

M 4 » M First, Previous, Next, Last:
Moves to the First record, Previous record, Next record or Last record
currently included in the PhoneBook list (ie according to the Filter
selections in place).

4 Find
Search for an entry in the PhoneBook. This will show the PhoneBook list
based on the filters used to select this entry.

=] Snapshot
Place a copy of this PhoneBook entry on your desktop for easy access.

& Open Client for this Archived Matter
This will open the Client screen.

& New Archive Requisition
This allows you to register a request to have an archived file removed from
the archive database and re instated. This request can then be printed.

& Print the Archive Matter label
This allows you to print a label for the Archived matter.
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8.17.3 Archived Matter Filter

The Archived Matter Filter can be used to selectively list Archived Matters according
to varying criteria.

W Hands On

1. Clickonthe ﬂ then click on the “Filter” tab

The Filter screen is shown below:

W Archived Matter Selection @
File Help
=
s0ld= ¢
Archives | Filker
Standard | Extra
Select Equal ta Select: Archived
o T where criteria () Conkains (&) Starts with snee [ -
Cartroller [+ GIERL AT Before [ =
S .'v' Description
Trust Bark ™ Your Reference —
1 Conkact 2
Fee Rate Code v Since D
2 1 Bill To L
Entity hd EBefore O
T Bill To Contack
Type v
‘WorkFlow | Refered By Completed
Branch i #Archive Snce @
Dept ™ Status v Before 7]
Fee Tmplt Group [ Location R
Source Counkry M Box No.
Client Master Grp (i) [ Empty Box Mo
Client Group ~
Balances greater than
Select Fees Biled
where iteria () Contains - (3 Starts with @ earal
Matter
Client Code
Alpha ID
12 Archives Mot Filkered

Archive Matter Filter Fields - Standard

Select Equal to — Partner / Controller / Author / Trust Bank / Fee Rate Code /
Entity / Type / Workflow / Branch / Dept / Fee Template Group /
Source Country / Client Master Group / Client Group /
Use this option to locate matters that belong to any of the categories
selected. This is an “and” test —ie all criteria specified must be satisfied.

Select where criteria — Contains / Starts with — Matter / Client Code / Alpha ID
Use this option to locate matters that start with or contain the entered text
for Matter, Client Code or Alpha ID text. To perform a "wild card" search,
enter the percent sign % before the text entered.

Select where criteria — Contains / Starts with
Client Name / Description / Your Reference / Contact / Bill To / Bill
To Contact / Referred By
Use this option to locate matters that start with or contains the entered
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text.
If you select Static Other Parties, you can select the type of Other Party
from the drop down list.
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Archive — Status / Location / Box Number
Use this option to locate matters of a particular Archive Status or Location
or Box Number. This is an “and” test —ie all criteria must be satisfied.

Empty Box No
Tick this to locate all the Archived Files that do not have a Box Number.

This is particularly useful after running Batch Archive to locate those
archived matters that don't yet have a Box number recorded.

Balances greater than — Fees Billed
Use this option to find all matters where Fees Billed is greater than a

specified amount.

Archived Use this option to locate matters that were archived on a certain date or
between two dates.

Opened Use this option to locate matters that were opened on a certain date or
between two dates.

Completed Use this option to locate matters that have been completed on a certain
date or between two dates.
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Archive Matter Filter Fields — Extra

The following additional details are found on the Extra Tab:

@“ LexisNexis

¥ Archived Matter Selection

§E )

File Help
| Archives | Filter

| Standard | Extra

Contacts - Select Containing {Text) Reeview Date
Static Other Parties - Since  [Jroyiy)
Before D 1L

DataForm - Select Containing {Text)

DataForm: Al text and check box fields | v | OFf Site Date

————————— = Since D
DataForm: All kext and check box fie| w | e
- Before ]
DataForm: All bext and check box Fie) s | L
DataFarm: All text and check hox Fie‘s‘v: Destruction Date
DataForm: All kext and check box fie| s | since |0
Before D 1L
DataForm - Balances greater than (Number ) L
DataForm: Al CUrrency, ]n‘teger and nur| v Destroved Date
DataForm: All currency, integer and | w | since 7]
DataForm: All currency, integer and |« | Befare |

DataForm: All currency, integer and | w |

DataForm: All currency, inkeger and | s |
& [IMateh case?

DataForm - Since and Before (Date)
DataFarm: All date Felds

=]

= = = - mm — - - Clear all

DataForm: All date Fields w| since | |
|

EBefore |[]

E

=]

3

3|

|

|ae)

|ae

[Cremove Order By {Speed up)?

12 Archives Mat Filtered

Select Containing - DataForms

Use this option to find all matters where the text / values or dates entered
match those found in DataForm fields attached to matters.

Review Date / Off Site Date / Destruction Date / Destroyed Date

Use this option to locate all matters where the date range entered here is

found in the matters for the selected date criteria.

NOTE: You can also further refine the search by ticking “Match Case” and “Remove

Order By (Speed Up)”.
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Notes
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9.

9.1

Diary

Lexis Affinity provides for the recording of diary entries for PhoneBook records and
matters.

Diary can be found in the Case Management group on the Applications Toolbar.

Use the Diary program to create a diary entry, display and print diary entries for a period,
delete diary entries, create fee entries and record phone messages.

Diary Entries can also appear in your Microsoft Outlook Calendar, if you have activated
Outlook integration.

Diary Events
A Diary Event is a way of categorising a diary appointment. It is a term to describe the

main purpose of the appointment (eg. Conference, Settlement, Mediation). You may find
it useful to have a printed list of Diary Events for reference.

Hands on

In this exercise you will print a list of the Diary Events.

1. Open Diary Events (Case Management | Diary)
2. Clickon [Print]

The list of Diary Events will display on the screen as shown below:

Printed 2000872008 12:51:28 PM LewishamRBeid Page 1
Diary Ewint

Event

Conference

Deht Recoven

Exchange

Heating

Lunch

Mediation

Mesting

Settlerment

Telephone

3. Close the print display.

4. Close Diary Events
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9.2

9.3

Page 166

Diary Jurisdictions

A Diary Jurisdiction allows you to categorise an appointment by jurisdiction (eg. Federal
Court, Family Court, Supreme Court). This will enable you to filter and report by
jurisdiction.

Hands on

In this exercise you will print a list of the Diary Jurisdictions.

1. Open Diary Jurisdictions (Case Management | Diary)

2. Clickon % The list of Diary Jurisdictions will display on the screen as shown below:

Printed 20r082008 12:54:14 PM Lewisham Reid Page 1
Jurisdiction Diary Jurisdictions

County Court
Family Court
High Court
Magistrates Court
Suprerme Court
YCAT

3. Close the print display.

4. Close Diary Jurisdictions

Diary Locations

Diary Locations are pre-defined locations that can be selected when an appointment is
created (eg. Our Office, Bank, Melbourne Office, Settlement Rooms).

Hands on
In this exercise you will print a list of the Diary Locations.

1. Open Diary Locations (Case Management | Diary)

2. Clickon % The list of Diary Locations will display on the screen as shown below:

Printed 207082008 12:45:31 PM Lewisham Reid Page 1
Ciary Location

Location

Agents Rooms

Bank

Brishane Office

Client's office

Coutt

Law Insitute

Melbourne Ofice

Our office

Paramatta Office

Perth Office

Restaurant

Settlerment Rooms

Sydney Office

3. Close the print display.

4. Close Diary Locations.
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9.4

94.1

Diary

Diary gives you access to Daily, Work Week, Weekly and Monthly diaries; and a list of
Diary Events. Diary also handles meeting invitations, telephone messages and tasks.
(Tasks are usually generated as part of the Workflow for a matter.)

Hands on

1.

2.

Open Diary

Select the “Daily” tab

“Daily” tab

A sample Diary screen is shown below:

(Case Management | Diary)

W Diary for Yvette S Rogers (¥SR) for 11/01/2011 JoEd
Fle Edt View Help
B i & £3 & || (Use standard diary Fiter) |
T paly |[B] work week || [ weekty | B tonthly | ] custom | B Time Line | [ List Options
Tuesday, 11 January Al 4 danwary2o1t bl [For [Taken 4t By |Phone Message
gm MW TWTFGss
1z
3456789
g oo 10112 13 14 15 16
1718 1920 21 22 23
24 25 26 27 28 23 T
10> : - ,
Task Today ' TaskReminder
o
11 Date Select: |Dus «= [+ [11/01/2011
12em State ictivity Description Description Due Date Finish Date [~
¥ Decision Has Debt Been Recelved 5j01/2007
1m0 ¥ Dedision Has Dbt Been Received 5j01/2007
¥ Decision Sattlement of debt received by us or client 1/03/2008
¥ Decision Has debt been received 1/09/2008
2% ¥ |Decision Has debt been received 26/05/2008
¥ Decision Settlement of debt recsived by us or client| 1/09/2008
3m v| |*  Document Praduction Send Demand Letter 1 {Inc Fee + Sundry) |12/12/2007
Mesting Irvitations ¥ Document Production Send Demand Letter 1 {Inc Fse + Sundry) | 1/02/2008
- ¥ Document Production Send Demand Letter 1 {Inc Fee + Sundry) | 16/12/2007
For |Start Time Stabus  Description :
¥ Document Production Send Demand Latter 1 {Inc Fes + Sundry) | 16/06/2008
¥ Document Production Send Demand Letter 1 {Inc Fee + Sundry) 1/06/2008
¥ |Document Production Send Demand Letter 2 (In Fee + Sundry) | 3/05/2008
v
< 3 [l >
[ Cpen ] [ Goto Daz] [yf&ttéptl [7( Qechnel Stop Procedure
Ready!

This tab lists all the appointments (Diary Entries) for today as well as any telephone
messages that have been recorded, Meeting Invitations and the Task List.

The appointments and tasks that are displayed are controlled by the Filter selection
(on the “Options” tab). Currently the standard filter is selected so all Diary
appointments and tasks are shown for the logged in user.
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9.4.2

Page 168
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Altering the Display of the Daily Diary

Hands on
In this exercise you will alter various features of the display of the Diary screen.
Daily View Options
This allows you to remove or add back the different sections of the Daily View.
1. View | Daily View Options
2. Select Hide All
Only the Daily Diary section displays
3. View | Daily View Option
4. Select Hide All

All sections will now display.

Daily Diary Intervals

You can change the intervals for which the Daily Diary displays.
1. View | Intervals

2. Select Quarter Hour option

3. View the Daily Diary

4. Repeat this to select your preferred interval

Cell Height

You can change the vertical size of each interval.
1. View | Cell Height

2. Select “Large”

3. View the Daily Diary

4. Repeat this to change it to your preferred size
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Drag and Drop

Drag and Drop allows you to click on a diary entry and drag it to a new time slot. You can
turn this off by unticking this option in View. Leave ticked.

1. View | Dragand Drop
Hide Minutes

1. View | Hide Minutes

If Minutes are hidden — the times If Minutes are NOT hidden — the times
displayed will be in hours displayed will show the increments as set by
(regardless of the setting for Intervals — for example if the Interval is half
Interval) as shown below: hour the display will be similar to the one

shown below:

] Daiy || Pl paity ||
8 ui] l 8 ifn} -
30
9 an 9 ifn}
30
10 aa 10 oo
a0
Hide Off Hours

Daily and Work Week views show times in the layout. You can select to only display time
slots in normal working hours or a full 24 hour day. If a full day is selected, the hours
outside the normal working day are shaded.

1. View | Hide Off Hours

If you have made an appointment in the “Off hours” (ie outside normal working
hours) and Hide Off Hours is selected, it will not display in the Daily or Workweek
views.

Hide Page Tabs
1. View | Hide Page Tabs

This will remove the “Daily”, “Work Week”, “Weekly”, “Monthly”, “List” and
“Options” tabs.

2. View | Hide Page Tabs

This will activate the tabs again.
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Separate “Reminder For” Scheduler

This feature allows you to view more than one Diary at the same time. To include another
Employee’s Diary, you must include them in the filter first.

1.

Select the “Options” tab

Select the “Diary Filter” tab

Highlight JAE in the “Available” column and click on [Add]

View | Separate “Reminder For” Scheduler

A new area for JAE will be displayed.

Highlight a time slot on the Diary for JAE and create a new diary entry

The screen defaults the Reminder For to JAE.

Complete the Diary Entry

The screen will be similar to the one shown below:

[ Daily

go
go
10
11
126m
1
5o
3
4o
50

ﬁ Work Week ﬁ Weekly E Ionkhly @ Cuskom m Time Line | [
JAE - Jacqueline Easton W3R - Yvette 5 Rogers ~
Thursday, 13 January Thursday, 13 January

IQ VSR, Re Barristers advice

WE JAE, Staff Mesting ]

Show Date Range

1.

Click on this to show the date range of the diary period
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9.4.3

Move to another date within the Month

1.

Select another day by clicking on the respective date on the Monthly Calendar.

Move forward a Month

2.

3.

Move to the next month by clicking on the right arrow next to the Month Name

4 September 2008 2

You can then click on the date required

Return to today’s date

4.

View | GoTo | Go To Today

OR Click on ]

Today’s Diary is displayed again.

Select another date

5. View | GoTo | Go To Date

6. Date Enter another date in the format DD/MM/YYYY

7. Showin Select Day Calendar
You can also select Work Week, Week, Month or Custom View
Custom View allows you to specify a period and / or a number of days and will re
draw a Weekly Diary screen based on those dates.

8. Clickon [OK] to display the Diary screen again

Clash Warnings

To ensure that users are warned of clashes in appointments, you must ensure that this
option is ticked.

9.

Select Edit

10. Ensure Warn Clashes is ticked

© 2012 Reed International Books Australia Pty Ltd trading as LexisNexis Page 171



@x LexisNexis’ Essentials Workbook

94.4

Page 172

Create a Diary Entry

Hands on

In this exercise you will create a new Diary Entry for Matter 012352 for sometime today.

1.

Select today’s date from the calendar
Highlight a time approximately 1 hour from now
Click and drag the mouse to a time one hour from the start time

The Diary Event dialog box displays as shown below:

wDiﬂry Entry @

Appointment | Meeting | Resources

Date |10{11/2009 || Tuesday
= =

Start | 12115 PM ¥ End OL:1SPM e

43 Recurrence. .

Matter 012352 nres Military Research Pty Lid
Reminder For | ¥SR dl ‘Ywetke S Rogers

Event Meeting gl
Location Qur office adl
Jurisdiction ™)
with Ares Military Research Pry Lkd

Description To discuss possible outcomes

o [#]Print description on Event report?
L
':@:' Matify 18 Mirutels) + | befare appointment

[ o |

Note that the Start and Finish times have been completed.

If you create a Diary Entry by clicking on Lexis Affinity will default to the current
time.

Matter 012352

or Clickon ﬂ to open the Matter Selection screen and select Matter 012352
The details of the matter will be inserted

Reminder For Accept the prompted user.

Lexis Affinity will default to the logged in User.

Event Select Meeting

Location Select Our Office
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10.

11.

12.
13.
14.
15.
16.
17.

18.

19. Rest the mouse over the Diary entry to display the full details

Jurisdiction Leave blank

With John Steven Smith

Click on the ﬂ to open the PhoneBook list
Description to discuss possible outcomes

Print Description on Event Report? Tick this

@“ LexisNexis

This will include the description of the Diary Entry to be included on a report of your

Diary Entries (the Event Report).

Notify Tick this and accept 15 minutes notice before the appointment

Select Resources Tab

Click on the [Add]

Type Select Meeting Rooms

Select Small Meeting Room

Click on [OK] for Resource Allocation

Click on [OK] to process the Diary Event

If there is a clash with an existing Diary entry, an alert warning will be displayed

Confirm

<P This time slot conflicts with a previoush scheduled appointment.,
-
o

Schedule the appointment anyway?

If the time for the notification before the meeting has passed, a message will be

displayed.

Confirm

9
"'H.‘(/

The appointment notification time has passed, Conkinue?

The Diary entry will now display on the Day section of the “Daily” tab.
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NOTE: Diary entries can be easily converted to Fee entries.
If you are likely to use this feature, you should record your Diary
descriptions with this in mind.

Diary Alerts

When it is time for the alert to show it will display as shown below:

wDiaryr Alert g@

Start Time Description
10/03/2010 3:35:00 PI To discuss possible outcomes

(] (2]

¢ Dismiss All Qpen Entry...” Dismiss l

Click Snooze For Another Alert in: |10 Minutels) v

Dismiss the Diary Alert when it appears.
Diary Alert Options
Dismiss All  This will stop any more alerts.

Open Entry  This will open the Diary Entry for this Alert and allow you to view or alter

the details.
Dismiss This will stop the alerts for this Diary entry appearing.
Snooze This will allow you to be reminded again.

Select the time frame for the next reminder.
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9.5 Converting a Diary Entry to a Fee Entry

Lexis Affinity provides a quick and easy way of converting your Diary entries into Fee

entries. This will save re-keying information such as matter number and some or all of the
description.

W‘ Hands on

In this exercise you will convert the Diary Entry for Matter 012352 (with John Smith) into a
Fee Entry.

1. Highlight the Diary entry for 012352

T}
2. Clickon

The Fee Creation screen displays as shown below:

@ Edit Fee Entry 4 .
Date: 1041172009 | e Tirme Cost
—— Duration: |1:00 Units; |10.00 =
IMatter; 012352 -
Rate: |430.00 m
Ares Miliary Research Pty Ltd
Potential Redundancies Advice Amount: (450,00
Tax Type:| Standard Tax i
Type:  Mormal Fee [
Description: Scale Cost
To discuss possible outcomes Tkem: fv;
Units: |0.00
Rate: |0.00
Mate: Amaynt: |0.00
Tax Tvpe! [
Emnp. Type: |Partner | [drrivate
Department: | Commercial
Branch: | Sydney - Lewisham Reid bl

3. Description Edit the description to read:

Meeting with John Smith to discuss possible outcomes
4. Units Lexis Affinity prompts with the length of time of the Diary Event
5. Clickon [OK]

To view this entry

1. Open Fee Sheet (Fees & Billing | Fees)
2. Locate the converted entry

3. Close the Fee Sheet
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9.6 Meetings

Meetings can be scheduled between Employees. Creating a meeting creates an entry in
the diaries of all staff / Employees invited to the meeting and displays an invitation to the
meeting on the Diary screen. Each user can either accept or decline the invitation to the
meeting. If the meeting is declined the Diary entry is removed from their Diary.

W Hands on

In this exercise you will organise a meeting for all the partners and the Administration
department.

1. Open Diary if not already open (Case Management | Diary)
2. Click on the following Monday in the Monthly Calendar displayed on the “Daily” tab
L | Augusk 2003 4
M TW T F % %
1 2 3
4 5 6 7 &8 910
111213 14 15 16 17
1819 20 21 22 23 24
2526 27 28 29 30 A
3. Click and drag over the period from 8:00am to 9:30am
The Diary Entry screen displays.
4. Reminder for Accept the prompted user
5. Event Select Meeting
6. Location Select Our Office
7. Description Monthly Partners Meeting

8.  Print description on Event report? Tick this

9. Notify Tickthis 15 Minute(s) before appointment

Create a Meeting
10. Select the “Meeting” tab

The following screen displays:
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[& Diary Entry @

hiz appointment occurs in the past.

-I- Inwite. .. | V¢ Remove | E

Organiger: Yvette S FRogers

|Attendee | Type | Statuzs |
O

\/ Ok x Lancel |

11. Clickon [Invite]

The following screen displays:

W Invite Meeting Attendees @
I ] I~ Employee Type (a5 individuals):
ian Weitch A Accountant »

Andrea B Clarke M| Administrator |

Anthony Donnely B | Articled Clerk,

[amien Montague Aszociate

Darren James Armold Corsultant

Dianna Ferer | Director ]

Edwina 5 Martin 5l Ermployed Solicitor e
[~ Team: [~ Department:

Administrative Team Administration -~

5w Conveyancing Team B ankruptcy Tl

Debt Recavery Team Clinical

MEW Wwork Team Commercial

Fartners Conveyancing

Queensland Work Team Criminal ]

Yictoia Work Team Dust Disease [
[~ Branch:

Brishane - Lewisham Feid

Melbourne - Lewisham Feid

Parramatta - Lewisham Feid

Perth - Lewisham Reid

Sydney - Lewisham R eid

o OK X Cancel |

Meeting Attendees

The Invite Meeting Attendees selection screen provides five methods of selecting
employees to be included in a meeting invitation.

If you select either Individuals or Employee Type, each individual will be listed in the Invite
List. This means that each employee can be individually removed from the meeting.

If you select Teams, Departments or Branches, only the name of the Team, Department or
Branch is displayed and it is not possible to ‘un-invite’ or exclude a member of the
selected group from the meeting.
12. Employee Type Select Partner and Senior Partner from the list

Click in the check box beside the two employee types.

13. Department Select Administration

14. Clickon [OK]
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9.6.1

Page 178

15.

16.

17.

18.

The names of the Partners and Senior Partners will display in the “Attendees” list, as
well as the Administration Department.

Click on 3'

The names of the Employees in the Administration Department and the partners
display.

Click on El

The Department name displays.
Click on [Scheduling]

This screen shows times when the invitees are already committed and resources
booked.

If the time range is not suitable, close the schedule screen. Close the Diary Entry
screen and Select View | Meeting Scheduler Options to alter the time range.

Close the Schedule screen after checking for clashes

Booking a Resource

19.

20.

21.

22.

23.

24,

Select the “Resources” tab
Click on [Add]

Type Select Meeting Rooms
Select Board Room

Click on [OK]

Select the “Appointment” tab

Recurring Diary Entries

You may record Diary Entries that are repeated one or many times into the future.

Hands on

In this exercise you will make this diary entry a recurring entry for every 1° Monday
morning of the Month at 8:00am.

1.

Ensure the Diary entry for the Partners Meeting is open

OR
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Locate and open the Diary entry for next Monday for the meeting at 9:00am

2. Clickon [Recurrence]

The following screen displays:

w Recurring Diary Entry
o [Wweekly

v o N r N r r
& Fd omthly

" Day of each motth

(* The |Filst j |M0nda_l,.l j of each motth
o [rearly

Start Date:| 31272007 «| EndDater |30/11/2008

i

3. Select Monthly
4. The First

5. Select Monday

Monday should be showing by default as you selected Monday for the Meeting.

6. Start Date Acceptthe prompted date

7. Finish Date Accept the prompted date

Note that Lexis Affinity prompts with a date 12 months ahead.

8. Clickon [OK]

Note the Diary Entry now displays the recurring details.

w Diary Entry

=%

\ [ ccurs an the first Monday of each month; Effective 34252007 - 3041142008,

Appaintrment l Meeting] Hesaurces]

Date | 3412/2007  =| Mondap

9. Clickon [OK] to update the Diary Entry

The Meeting is now inserted in everyone’s diary.
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To view this meeting for MMC

1.

9.

10.

11.

Select the “Options” tab

Highlight the existing Author on right-hand side

Click on [Delete]

Select MMC on left hand side

Click on [Add]

Select the “Daily” tab

Locate the Meeting invitation on the “Meeting Invitations” list

Select the first Meeting (for 8:00am) and click on [Accept] (Take note of this date)
The time should be marked in the diary.

If not, you may need to:

Move to the first Monday in the month by clicking the date in the calendar and then
move to the time of the meeting

Select the “Options” tab
Repeat the procedure to display the Diary entries for the logged in user

Select the “Daily” tab

Find who has accepted the Meeting Invitation

12.

13.

14.

Double click on the Diary entry
Select Edit this Occurrence only [OK]
Select the “Meeting” tab

A screen similar to the following displays:
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‘!Diary Entry @
ccurz on the second Monday of each month; Effective 12/03/2007 -
29/02/2008.

Appointment ] Resounces ]

+ Irwite... ‘ V& Remove ‘ E [¥2 Scheduling... ‘

Organiser: vwette 5 Rogers

Attendes |T_I,Jpe |Status | ad
| M| Administration Dept
|_|Annie Les Individual Accepted
Anthany Donnelly Inidivvidual Irvited
] Canl Lau Individusl | Inwited
: Damren James Armold Individual Irrvited
|_|Edwina 5 Martin Individual Declined
|_|JehnWoodward Individual Irvited
| |Melizza Ryan Individual Irwvited
tichael Cavanagh Indivvidual Irwvited
: Richard Dezmaond Individual Irrvited

" OK | x Qanc-el ‘

From here you can see who has accepted or declined your meeting invitation.
Attendees with the status “Invited” have neither accepted nor declined their
invitation.

15. Clickon [Cancel]
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9.7 Phone Messages

This section shows Phone Messages. Which messages display is determined by the
settings in the “Options” | “Diary Filter”.

W Hands on

1. Rightclick in the Phone Message area

2. Select New Message

Alternately you can click on & to create a new Phone Message

The New Phone Message dialog box appears as shown below:

¥ New Phone Message @
Message for | - ﬂ

Mezzage

\/ (] x Cancel |

3. Message for Select the logged in user
OR
Click on ﬂ to locate the correct User ID

4. Message Please call Humphrey Charles before 4pm
QuickCodes can be used here.

5. Clickon [OK]
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9.8 Tasks

Tasks are activities that need to be actioned for a matter. Tasks usually have a date
assigned but not a specific time as they are steps in the conduct of a matter such as
production of documents, telephone calls and emails. Some Tasks will have a set time
and duration (eg. an appointment).

—~

/¥ DISCUSSION

1. Open Diary.

The task area is shown below:

Task Today Task Reminder
Date Select: | Due w ||»= |=||8/01/2007
State Activity Description Description Due Date Mater Stat Date  Finish Date |~
9 Decision Has Debt Been Received 18/01/2007 990181
§  Decision Has Debt Been Received 18/01/2007 990080
¢ Document Production Send Demand Letter 1 18/01/2007 | 390181
¥ Documertt Production Send Demand Letter 1 18/01/2007 | 390080
¥ Document Production Survey 25/01/2007 980119
¥ Leoop Ha bill been paid 16/01/2007 010008
9 Phone Telephone call from nominated | 17/01/2007 | 990208
I 9 Phone Telephone call from nominated | 16/01/2007 | 012362
9 Simple Task Meeting to review 3/03/2007 930208
@ Simple Task Meeting to review 3/03/2007 012362
9 Simple Task Cloze File 25/01/2007
9 Simple Task Seftlement of debt less costs &  9/01/2007
@ Simple Task Close file 18/01/2007
bl
< >
| W om] 04| 5| s ]

Task Today Lists tasks for the logged-in user by:

Created date
Due date
Start date
Finish date

Task Reminder
shows all the tasks that have been flagged to have reminders

Tasks are covered in more detail during in the Tasks section of this document and during
Workflow training.
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9.9
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Diary Views
There are several other Diary Views. Choose the view that best suits you.

Work Week

DISCUSSION

1. Select the “Work Week” tab

This view shows all the diary entries for the week, with the options to move back to the
Previous Week or the Start of the Month. There is also an option to go forward to Next

Week or Month End.

The screen is displayed below:

w Dary for selected employees for 4/03/2007 E]@

File Edit VYiew Help
B REX ® | & 2 |[(Use standard diary fiter] BEE=r=1E

B Daily BB work ek 1 ] weekly ] B Morthly 1 2 List ] DOptions ]
ritonth Start 4 Prev. Week

| tonday, February 26 | Tuesday. February 27 ‘Wednesday, February 28 Thursday, March 1 Friday. March 2

10 =™ [ | | 78]SR, Instuctions from rew cl. | |

230 | | % Event: Meeting
11 am | | I Locatian: Our office

230 | E]YSF\ Prafessional lunch

i | 2 Event: Lunch
30 Location: Our office

3 [Ta] 'SR, Aves Military Research ..
130 & For: Yvette 5 Rogers
o | T T [ With: Smith, John Steven

4 B | | A To discuss possible outcomes
:30 Ewent; Meeting

Feeady! Diary, Matter FileID selected: 012352
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9.9.2 Weekly

1. Select the “Weekly” tab

@ LexisNexis

This view shows all the diary entries for the week (including weekends), with the options
to move back to the Previous Week or the Start of the Month. There is also an option to

go forward to Next Week or Month End.

The screen is displayed below:

w Diary for selected employees for 4/03/2007

BE]

File Edit Wew Help
BEAX #0858 |[Ueeddtmics | S &7
oty | Bl | Gl

Hay | B wokweek B Wesky |
MntMEnth Start o Prev. Week

Monday, February 25

Thuisday, March1 | +

(<2 CE]10:00 am - 11.30 am VSR, Instruclions hom new client

[ 51 3.00 pm 500 p Y5, Ares Milary Fresearch Ply L\d, 012352, Poteniial Fedundaneies ..

Tuesday, Februay 27

\Wednesday, Februar 28

Friday, March 2

Saturday, March 3

Z:[[F]12:30 prm - 200 pm Y5 R, Professional lurch

[ 1150 pm - 1155 PG, Aves Milkary Pissearch Pty Ltd, (12352, Prtertial edundaricies

Sunday, March 4

Ready! Diary, Matter FilelD selected; 012352

9.9.3 Monthly

2. Select the “Monthly” tab

This view shows all the Diary Entries for the month. You can click on the left and right

arrows to move backwards and forwards.

The screen is displayed below:

| W Diany tor selected employees for 410372007

[l Edt Yew e
BRT ¥ b | 8 B[ id ey Sl
Mos | B wonwes | ) wesy Bdonry | Eus | T Cosoen
bid Prlidority
“Monday Tuseday Wederds Theasds Frday
Februoy 5 Fl ] Mach 1
[T TE H o TSR, Pr. [l 2] 1000 am VSR, Ine.|
(& mem e 2 |
5 3 3

(] u 1 5
19 20 3
% i ] 2 0

finoa
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Custom View

This view shows Monthly Calendars in the left pane and a daily view with horizontal time
slots in the right pane.

1. SelectView | Custom

O Dy o ot € g (V28] P 141177000 =

The first Monthly Calendar shown will be the current month, followed by consecutive
months. You can use the left and right arrows to move through the months.

You can include multiple days in the right pane by highlighting them in the Monthly
Calendar. You can highlight multiple adjacent days by clicking a date and dragging to the
end date, or by highlighting the first date and holding the SHIFT key while you select the
end date. To select non adjacent dates, hold the CTRL key and click the days in the
Monthly Calendar you want to view.

If a week is selected the display will look similar to the one below:

*Diary for Yvette S Rogers (YSR) for the period 1/07/2007 to 30/06/2008

M=%

File Edit Wiew Help
B fig & 3 & [(Use standard diary fiter) MK
P ety | 1B workweel | [ weeky | B monchly | B Custom [ Time Line | [ List | 1 Options

Monday, 17 January Tuesday, 16 January ‘wWednesday, 19 January Thursday, 20 January Friday, 21 Jaruary

4 January 2011 »
M TWTF S 800
1
34567839 g o

10[i12 13 14 15 16
(1718 192021 22 23
satesee27 8290 || ()00

S
) 2
3
3

o
MmTwTFss | 11%
{ 1234508
178 910111213
pm
disie s | 12
o[21 22 23 24 25 26 27
|28 o
March 2011
MTWTFSssS 2%
# 1z 3456
w78 s10111213 3
14 15 16 17 18 13 20
u|21 22 23 24 25 26 27
|28 23 30 31 40
April 2011
MTWTFSS o

Bl 12 3
w4 56 7 8 810
* 111213 14 15 16 17
7 1G 19 20 21 22 23 24
w 25 26 27 26 29 30
B

Ready!
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9.9.5 Time Line View

This view shows a Monthly Calendar on the left and a daily view with vertical time slots on
the right as shown below:

1. SelectView | Time Line

e, 5k

]

CHE ¥ S5 08 [ smiviounrman Ik ;

I o LT o, L vt | I vt B o IS0 o 2 g ] e
T, 4 Eucsnbar 508 T
T Ty = S ST g P P

The first Monthly Calendar shown will be the current month, followed by consecutive
months. You can use the left and right arrows to move through the months.
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List

This

Essentials Workbook

option allows you to select Diary entries by a date range.

Hands on

1.

Select the “List” tab
Today’s Diary Events are displayed
You can double click on a Diary Event to get more information, or to edit the Event.

The columns included in this list are determined by the setting in Options | Diary
Columns.

W Diary for Yvette S Rogers (YSR) for the period 28/02/2007 to 4/03/2007 M=)
File Edit Wiew Help
ﬁ @ > aﬁ &5 |[Use standard diary filter] ﬂ @ & ®
R Daily ] B wiotk Week l 7 weskly l B Morthly B List l Dptiors ]
Date From | 28/02/2007 Today | Thiswesk | ThisMonth | ‘YearToDate |

Date To 40372007 ‘r'esterday | Last ‘Week | Last Month | Last ‘Year |

Start End Dezcription I atter I atter Diezcription e
» 28/02/2007 12:30 PM 200 PM Professional lunch
1/03/2007 10:00 &M 11:30 &M | Instructions from news client
1/03/2007 3:00 PM 500 PM | To dizcuss possible outcomes | 012352 Potential Fedundancies Advice
30342007 11:50 PM 11:55 PM | To discuss progress of matter | 012352 Potential Redundancies Adwvice
v

Ready!
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9.10 Options

The “Options” tab provides for control of the information displayed, not only by filter but
also the details of entries displayed.

W‘ Hands on

1. Select the “Options” tab. There are six tabs in “Options” — located on the right hand
side of the screen.

9.10.1 “Diary Filter” tab
2. Select the “Diary Filter” tab
There are three tabs within the “Diary Filter” tab
“Standard Filter” tab
3. Select the “Standard Filter” tab

The Standard Filter is displayed below:

W Diary for Yvette S Rogers (YSR) for the period 1/07/2007 to 30/06/2008 =]
Fle Edt Wiew Help
ﬁ Dy ﬁ Work Week, ﬁ Weekly ﬁ Manthly @ custom | BB Time Line | 5 List 2ptions
Standard Filker | Advance Filker | Options 5
Reminder For Diary "5-;
Available: Selected: Event: v T
o d Lacatian: ™| g
ADY Jurisdiction: v A
Dar g_
DEF ith: 5
DaA o Delete E
ESM Description™®: A
Jaa Department; il %
JAE @
1o Matter =
T A
KK Partner: *
kLM =
L Authar: v T
mER Controller: E
= b
MC | Matter: g
g El
Options e 7
[CJinclude WorkflowProcedure generated diary entries? Cleiiete ) bl é?
[include Archive Matters? Client Group hdl %
o . n
Mote: These Fields are not saved on Close., @ Clear 8
Reary!

4. Clickon [Clear All]
5. Reminder For Add YSR to the Selected column
6. Select the “List” tab

Diary Events for YSR will appear.

Notice the Title Bar of the Window displays the details of who the Diary list is for as
well as the date range.
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Standard Diary Filter Fields
The Filter settings apply to the Diary Events that are displayed in the “List” tab.

Reminder For
Lexis Affinity will default to the logged in User.
You may add additional Users as required.
Note: If you include more than one employee in the Selected column,
when you close and reopen Diary, the first screen displayed will be the
“Options | Diary Filter” tab. This notifies the user that the diary filters are
not in "default" mode.

Include Workflow / Procedure generated diary entries
Check this box to include the Diary Entries that are automatically generated
by Workflow Procedures.

Include Archive Matters
Check this box to include Diary Entries for archived matters.

Diary Event You can select a particular type of Diary Event — such as Meeting

Location You can select a particular location.
This will help coordinate staff movements.

Jurisdiction You can select a particular Jurisdiction.

With You can enter a name or use the ﬂ to locate a PhoneBook entry.
Description You can enter text (or part of the text) to search for a Diary entry.
Note that these details will not be saved when Diary is closed.

Department You can select a particular Department.

Matter
Partner You can select a particular Partner.
Author You can select a particular Author.

i
You can enter a Matter Number or click on J to open the Matter
Selection Screen.

Controller  You can select a particular Controller.

Matter You can enter a Matter Number of click on ﬂ to open the Matter
Selection Screen.

. . . dth . .
Client You can enter a Client Name or click on J to open the Client Selection
Screen.
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Client Master Group
You can select a Client Master Group from the drop down list.

Client Group
You can select a Client Group from the drop down list.

“Advance Filter” tab

This will be discussed later in this section.

The “Advance Filter” tab allows you to locate Diary entries by multiple Event, Location or
Jurisdictions in addition to other Diary settings.

The Advance Filter screen is shown below:

W Diary for Yvette S Rogers (YSR) for 9/10/2007 =%
Ele Edit View Help
E Daiy | B wokwesk | B weekly | Bl Moy | B L Options |
Standard Fiter | | Advance Fiter | Options 5
-
Filter: ]!AII diary appointmerts in diary group) ﬂ Save As.. | £ | Dele ‘ 2
Event Diany i
Available Selected ‘with % =
Conference P =
Debt Recovery (= » Desar g’
Exchange =| 2 Dept m 5
Hearing 4 el = Bl
Lunch m o
Mediation > 44 Hiael at -
Include Wworkfow/Procedure o
Location 1 generated diary entries? =
Available Selected 3
Agerts Fooms [~ b e &
Banl SN Fartner - =
Cliert's office a
Court e Author x =
InAnmasize (Wina =
> 44/ il | *| | | Controller - 171
: " i
Jurisdiction Matter ) a
Available Selected Cliznt 4 5
County Court P 5
Family Court = o W Include Archive Matters? 2
g Cout. § Client Master ;
-
Magistrates ?surt vl 4 {g\,
[] 44]i< I | [ Client Group - B
Note: An entry will only
appearin the diary f i fis all
cteria @ Clear
Ready!

Filter You are able to make Filter selections and then save those settings to use
again.

Diary Event / Location / Jurisdiction
Select the items from each section to assist in locating the required Diary
entries.

For example you can select all the Exchanges due to take place in your
office for the coming week.

Use the LI and —1| to select the Events, Locations and Jurisdictions.

NOTE: Entries will only be included if they meet all the criteria specified.
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“Options” tab
Refresh Every

Nominate the number of seconds (up to 1000) between automatic
refreshes.

“Diary Group” tab

This will be discussed later in this section.

“Diary Columns” tab

This option enables the user to determine their particular layout of columns for the “List”
selection.

Hands on

In this exercise you will alter the layout of the “List” tab, so that the columns that will
show are;
Start Event Location Description Client Name Matter Description, Matter and For.

1. Select the “Options” tab

2. Select “Diary Columns” tab — on the right-hand side

Al
3. Click on «

This will remove all but the default columns.
4. Select the “List” tab
The default columns — Start, End & Description will display.
5. Select the “Options” tab
The default columns — Start, End & Description are now in the “Displayed” column.

6. Hold the <CTRL> key and click on each of the nominated items:

Client Name, Location, Event, Matter, Matter Description and For

Dizplay

7. Click on
This will move the items you selected to the “Displayed” Column.

8. Select “End” in the Displayed column

Hid
9. Click on ﬂ
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(W]4] | Dowen | .
You now need to use the and keys to re order the items.

A suggested order is:

Start, Event, Location, Description, Client Name, Matter, Matter Description, For
Most users would not need to include the “For” column if they mainly look at the
Diary for themselves, however if you are checking on other appointments, this may

be useful.

10. Highlight “Event”

U
11. Clickon —l until “Event” appears after “Start”

12. Continue to do this until the “Displayed” list is in the order you prefer.
13. Select “List” tab

The list of Diary events should now include different columns and in the order you
specified.

You can alter the size of the columns by clicking on the heading separator and
dragging the mouse to the right or left.

9.10.4 “Calendar” tab

This tab allows you to select whether the default System Calendar or the individual
Employee calendars (or both) will apply to the Monthly Calendars shown on the various

Diary Views.
W/ Diary for Yvette S Rogers (YSR) for 18/01/2011 [ [f=1 %<
File Edit Yiew Help
T uj & ?
ﬁ Daily m Work Week ﬁ Weekly ﬁ Monthly ﬁ custon | [ Time Line | B List Opkions
Clen

Enable Employee Calender

EJQJI!:I HsE] ), ABpUB|eD ) suwn|od Aeig

Ready!

Enable System Calendar
This is the default setting. The System Calendar is the one stored in System
Settings | Settings | General.
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Enable Employee Calendar
To use this feature, first ensure that a Calendar has been attached to the
Employee record for whom you are displaying the Diary.

Example:

If a PARTTIME Calendar (where Tuesday, Thursday, Saturday and Sunday
are non working days) is attached to YSR and Employee Calendar is
selected, the Monthly Calendar displayed will be as shown below. The
sample shown is the “Daily” view, however the Monthly Calendars shown
on the “Custom” and “Time Line” views are also altered.

W Diary for Yvette S Rogers (YSR) for 18/01/2011 \ =[x
Fle Edt view Help
B R # & 25 & | (Al disry appNptmenis in diary grouv | F
FH Daitv | B wrork wieek | FE] weekly | BF monthly | [ custom Time Line | 3 List COptions
Tussday, 18 January ) January 2011 For  |Taken At By Phone Message
MTWTEFSS
gmw 12
30458783
1011 1213 14 15 16
g oo 17[26]19 20 21 22 23
24 25 26 27 28 29 30
10 o 7 < ¥
Task Today ' Task Reminder
11 oo Date Select: | Dus v |<= v 13/01/2011
v =
— State | Activity Description Desription DueDate |~
e o)litation:) ¥ Decision Has Debt Been Received Sj01/2007
For |Start Time Status |Description ¥ Decsion Has Debt Been Received 5012007 -
¥ | Decsion settlement: of debt received by 1/03/2008
¥ Decision Has debt been received 1j09/2008
¥ Decision Has debt been received 26052005 [+ |
< 3| & 3
[ Opsn ] [ Gata Dax] [(&ccept] [?( gechne] [ =] tew ]
Ready!

NOTE: If both options are ticked, the calendar shown will be a combination
of both Calendars.

9.10.5 “Task Filter” tab
This option allows the user to select which tasks are to be reported on the Task List.

The screen is displayed below:

W/ Diary for Yvette § Rogers (YSR) for the period 1/09/2008 to 8/09/2008 (=]
File Edit Wiew Help
B # &9 [~ ?
E Daily ] E Work Week I @ Wieakly ] E Monthly ] B List Options l
Select Equal To
@ Clear all
Priority: Al -
Matter: M
Advance
Tasks: All Tasks (Default) - E
wil
Procedure Instance: |0 - EQ
2
I Get the last "Procedure Instance"? FR =]
[ show selected day task history? -9‘c'
|2
c
o3
e
&
Ready!
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Task Filter Fields

Priority Select from:

All
Normal
High
Critical

Matter Complete the Matter ID or click on b to display the Matter list
Tasks Select which tasks are to be reported. You can select from:

All tasks

All Custom Tasks
All Procedure Tasks
All Workflow Tasks

Proc Instance You can select a particular instance from the procedures that are attached
to a matter
OR select only the last one

Show selected day task history

Ticked - finished tasks for the selected day will be included in the display.
Unticked - finished tasks will be hidden.

9.10.6 “Task Columns” tab

This option enables the user to determine which columns of information will appear on
the Tasks section of the Diary Day view.

Y PROCEDURE

1. Select the “Options” tab

2. Select the “Task Columns” tab

3. Add Priority to the “Displayed” Column
4. Re order the Columns if required

5. Select the “Daily” tab

The Columns you have selected should be displayed in the Tasks area on the bottom
right hand side of the screen.
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9.11
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“Reports” tab
This option allows you to select a title for an Event report.

You will need to use the “Diary Filter” to determine the contents of the Report.

Hands on

1. Select the “Options” tab

2. Select Diary Filter

3.  Reminder for Select YSR

4. Select the “Reports” tab (located on the right hand side)

5. Title Enter a title that explains the report
for example: “YSR Appointments for <date>

6. Hide Attending Column Leave unticked
7. Page Break on day Leave unticked

8. Select the “List” tab

9. Clickon [This Month]

10. File | Print | Event Report

The Event Report will print to the screen

11. Close the display

Diary Groups and Filters

A Diary Group is a pre-defined group of Employees, used to display that Group’s diary
appointments.

A Diary Filter is a set of criteria used to narrow down the diary entries displayed.
Groups and Filters can be created and saved for future use. Groups and Filters saved as
“Public” are available to all users. “Private” Groups and Filters are only available to the

user who created them.

Diary Groups and Filters can be created by your System Administrator (using the System
program) or by individual users (using the Diary program).
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9.11.1 Diary Groups

% Hands on

In this exercise you will create a Diary Group that includes the office junior, all secretaries,
and Georgina Gray. This group should be called “Non Professional Staff”.

1. Open Diary if not already open
2. Edit | Diary Group Maintenance

The following screen displays:

wDiaryr Group Search g@
D S0 %
Diary Group | Filker
Mo Author  [Label Public | Created
O

If any Diary Groups already exist, they will be listed here.

3. Clickon b to create a new Diary Group

The following screen displays:
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P 4]

Diary Group
Lahel: [ Public?
Available: Selecked:

ABC - Andrea B Clarke ~
AL - Anthony Donnelly |
ADY - Adrian Veitch

DAM - Damien Montague

DEF - Dianna Ferreri

DJA - Darren James Arnold
ESM - Edwina 5 Martin

(a3 - Georging Gray 4 Delete
Jah - James Anderson
1AE - Jacqueling Easton
JO - Jan O'Meil

W - John Woodward

KK - Kevin kKahn

KLM - Katrina McMeil

L] - Lorraine James

MD - Michelle Downs
MER. - Melissa Fvan

MM - Michael Cavanagh
PGL - Penny Leonard

Filter
Department: | (ol |
Type: Al v

| o 0K | ’ x Cancel ]

Filter / Type Select OJ - Office Junior from the drop down list

The names of the Employees attached to the Employee Type are now displayed in
the “Available” column on the left hand side.

Click on

The Employees are now in the “Selected” column on the right hand side.
Filter / Type Select Secretary from the drop down list

The names of the Employees attached to the Employee Type are now displayed in
the “Available” column on the left hand side.

Click on

The additional names are now displayed in the “Available” column.
Filter / Type Select (All) - thisis found at the top of the list.

All the Employees names are now displayed.
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10.

11.

12.

13.

Locate and highlight Georgina Grey

Click on

All the required Employees should now be listed in the “available” column.
Label Non Professional Staff

Public  Tick this

A Public Group can be accessed by all users.

If this is not ticked, this Group is only available to the user who created it.
Click on [OK]

The new Diary Group will now appear as shown below:

wDiary Group Search g@

=" &~ 50 7
Diary Group | Filker
Mo Author  [Label Public  |Created
1 ¥SR Mon Professional Staff 10/03/2010 338
| ok || X Cose |

The Author of the Diary Group is the user who created the Group.
(Groups created via the System option will have the Author of ‘sys’.)

From this screen you can edit or delete an existing Group, copy a group to a new
group with a different name and print either a list of groups or the names of the
Employees in the groups.

W Hands on

Create another public group called “Partners” comprising the Employee Type Partner.

Attempt this on your own, asking your instructor for help if required.
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Diary Group “Filter” tab
The Diary Group “Filter” tab allows you to select Groups created by a particular Employee.
14. Close the Diary Group Search screen

15. Close the Diary Group

@ TIP: If you need to change a Diary Group Filter to
Public or Not Public, Click on [Save As] and tick or
untick Public.

View Diary Entries for a Diary Group

Hands on

In this exercise you will view the Diary entries for the Partners Group which you have just
created.

1. Select the “Options” tab

Select the “Advance Filter” tab

N

3. Select the “Diary Group” tab located on the right hand side
4. Group Select Partners from the drop down list

5. Select the “List” tab

6. Alterthe Date To to the end of the next month

The list will now display the dates and times of the Partners Meeting and the
Invitees.

Print the Dairy entries

7. Click on =]

The Diary listing will display on the screen
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The Diary Filters can be used to locate certain Events, Places or Jurisdictions in
conjunction with other Diary settings such as the “With” details or Matter settings such as

Partner.

Create a Diary Filter

Hands on

In this exercise you will create a Diary Filter to locate Diary Entries for Meetings that are

to be held in “Our Office”.
1. Edit | Diary Filter Maintenance

The following screen displays:

W Diary Filter Search

BEX]

O ¥ &-80 9
Diary Filter l Filter ]
Mo Author | Label Public |Created
[ 3 1 %SR Meetings in our office v 40372007 120

v |LX

If any Diary Filters already exist, they will be listed here.

2. Clickon to create a new Diary Filter

The following screen displays:
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Diary Filter
Lot Pubic?
Ewvent Diary
Avwailable: Selected: ‘wiith &
Conterence P 2 e
Debt Recovery [
Exchange | m et l—_J
Hearing 4 =y i
kd?tﬂci:tion v « By j'
Include York flow/Procedure
Location generated diary entries?
Ayailable: Selected:
Agents Rooms || _?_J I atter
Bark [ » Partner -
Client's office
Caurt vl 4 Avthor -
Indrwmacizn Mifica
| B2 {” £ I | Carnitraller -
Jurisdiction Matter #
Aywailable: Selected: Client Mi
Caunty Court &
Fam\lyyCourl = »w v Include Archive Matters?
High Court ' —--—j .
I agistrates Court | Clignt Master -
S inrame Cou | A "
| = '_) ‘4] < | m By Client Group -

Mate: An entry will only

appear in the diam if it fits all
criteria. @) Cear
X cos

3. Label Meetings in Office
4. Public Tick this

5. Event Select Meeting

6. Click on >

7. Location Select Our Office

8. Click on 4

©

Click on [OK] twice
Diary Filter “Advance Filter” tab

The Diary Filter “Advance Filter” tab allows you to select Diary Filters created by a
particular Employee.

Using Diary Filters
10. Select the “List” tab
11. Change the “Date to” a few months into the future

12. Select “Meetings in our office” as a filter at the top of the screen.
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¥ Diary for Yvette S Rogers (YSR) for the period 9/10/2007 to 9/02/2008 (=[]
File Edit View Help
B B * Bﬁ o |Meetings in our Office j gj’ = 7
@ Daily ] @ ‘wiork Week ] @ wheekly ] E HMonthly 3 List l Dptions
Date From | 910/2007 - Today | This Week | This Maonth | ‘Year To Date |
Date To 9/02/2008 - ‘Yesterday | Last week | Last Maonth | Last ‘Year |
Start End Drescription b atter Matter Description ad
» 91042007 11:08 AM 12:38 PM To dizcuss lease arangements 072434 Sub Lease of 808 George 51
9/10/2007 4:00 P B30 PM To discuss possible outcomes | 012352 Potential Redundancies Ady
151072007 8:00 Ak 9:30 AM | Monthly Partners bMeeting
291042007 8:00 AM 930 AM  Monthly Partners Meeting
121172007 8:00 Ak 9:30 AM | Monthly Partners bMeeting
261172007 8:00 Ak 9:30 AM | Monthly Partners bMeeting
101 2/2007 8:00 Ak 9:30 AM | Monthly Partners bMeeting
241272007 8:00 Ak 9:30 AM | Monthly Partners bMeeting
7A0/2008 8:00 A 330 AM Monthly Partners Meeting
21/01/2008 8:00 Ak 9:30 AM | Monthly Partners bMeeting
4/02/2008 8:00 Ak 330 AM Monthly Partners Meeting
v
Ready!

9.12 Diary Reports

The Diary Reports are selected from the File option on the Toolbar

9.12.1 Combined Diary & Task Report

This report combines both Diary entries and Tasks that are due to be completed.

You can use filters to customise your report.

Hands on

In this exercise you will print a combined Diary & Task report, for yourself.

1. Open Diary

2. Select the “Options” tab

3. Select the “Advance Filter” tab

4. Select the “Diary Group” tab

5. Group Select (Logged in user)

6. Select the “Diary Filter” tab

7. Select “Standard Filter” tab

8. Check that the logged in user is selected
9. Select “List” tab

10. File | Print | Combined Diary and Task
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“Options” tab

11.

12.

13.

14.

Select the “Options” tab
Date Select the date range for the report

The report will include Diary entries and Tasks due from today until the date entered.

Alternately click on [ Today ] [ Yesterday ] | Tomorrow |

to select the required date range.

Report / Page break on employee code Accept this
This only applies if you select more than one Employee on the “Employee” tab.

Ticked - This will print each selected Employee on a separate page.
Unticked — No page break between Employees.

Print filter options? Tick this

Ticked - This will enable you to see the Filter options you selected.
Unticked — Filter options will not be included.

“Sort” tab

The “sort” tab allows you to sort the Diary entries and Tasks to suit your requirements.

15.

Select the “Sort” tab

The following screen displays:

Combined Diary and Task Report
Options |} Sort Employvee | Diary || Task

Diary Sort by (in sequence)

Available: Selected:
CLIENT_MAME ~ -
DESCRIPTION () m
DIARY _WITH

BN b7
EVENT

JURISDICTION o Delete
LOCATION

MATTER _SHORT_DESCRIPTION

MATTFRIT b

Task Sort by (in sequence)

Available: Selected:
ACTIVITY ~ -
CLIEMT _MAME m
CREATED

DESCRIPTION

DUE -

P
MATTER_LOMG_DESCRIPTION

MATTFR SHART NESCRTETTON b

16. Diary Sort by (in sequence) Select EVENT

17. Clickon [Add]
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You can select which columns will be included in the report by selecting a Column
heading from the “Available” column and “adding” it to the “Selected” column. The
Diary entries will be sorted according to the order in the “Available” column. You can
then reorder the columns by selecting a heading and moving it UP or DOWN.

18. Task Sort by (in sequence) Select DUE

19. Clickon [Add]

You can select which columns will be included in the report by selecting a Column
heading from the “Available” column and “adding” it to the Selected column

The Tasks will be sorted according to the order in the “Available” column. You can
then reorder the columns by selecting a heading and moving it UP or DOWN.

“Employee” tab
The “Employee” tab allows you to select which Employees will be included in the report.
20. Select the “Employee” tab
21. Available Select YSR
22. Clickon [Add]
Highlight the Employees are to be included in the report.
OR
Select a Department or Employee Type.
“Diary” tab
23. Select the “Diary” tab
No changes are required here as all Diary Entries are to be included.
“Task” tab
24. Select the “Task” tab
No changes are required here as all Tasks are to be included.
Printing the Report
25. Clickon [Print] to create the print display

This report will show all the Diary and Tasks for the selected user for the date
selected.
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9.12.2 Combined Diary & task (based on current filter settings)

This will print the Diary and task entries that are currently displayed, without the need to
redefine the criteria.

A sample of a Combined Diary & Task Report is shown below:

Printed 40352007 12:45:28 A Combined Diary and Task Page 1

18 January 2007

Thurs day

For: YSR, Yvette S Rogers

Ciary Appcirtmerts
Start Tire: End Time  Deseription Muttiple Atendees Mstter O Bwenit Location durisdiction

1090 A4 1130 M hstructions fromnew cliert o hsting Dur office

I00AM S0P Todiscuss posshlzomcomes o 012382 hsting Dur office

Tasks

Fethiry Deseription et bame himer @ Mester Short Description e Stated  Finish  Friorty
Document Production Send Demand Letter 2 Blackw el Scientific 010006 Recowery from Francis: 10712200 Hormal
Bl Email client adwising letter fonm arded to Archaser Gribble, Mr John ®0237 Sak to Thompson 2407FE00 Hormal

Sdictor enclosing Contract for Sak and Section BB
Cartficate for complation by Furchaser

Sehedule Fisk MEnagement File Review Gribble, kA John |03 Sak to Thompson 2407200 Horrmal
Decision Brohange Oate? Gribbike, Mr John 90232 Sak to Thompson 22O7E00 Horral
Document Froduction Send Demand Letter 1 Blackw ell Scientific 20155 Debt from Hurtter Recrutment 161 2E00 Horrmal
Ereil Metification ofnew file Black Day Publishing 012329 Debt Recovery from Hamis Publizhing 1507200 Critieal
Ereil Metification ofnew file Black Day Publishing 012347 Debt Recovery from The Open Book BI07.2005 Critieal
Ereil Metification ofnew file Black Day Publishing 012326 Debt Recovery from Regents Fark Books 4052005 Critieal
EBil Matification ofnew file Blackw ell Scientific 20155 Debt from Hunter Recrutment SA22006 Criical
Ereil Metification ofnew file Blackw el Scientifc 010008 Recowery from Francis Ti042005 Critieal
EBil Matification ofnew file Department of 0028 Recowery from Fauldings 2310200 Criical
Eeil Netification ofnew file Blackw ell Scientifc 980032 Debt recovery from Peters 2810200 Criieal
EBil Matification ofnew file Gemini Ski Hire 90034 Debt recovery from Faudings 30/10200 Criical
Ereil Metification ofnew file Gemini Sk Hre w0035 Debit recovery form Heat 300200 Critieal
Ereil Metification ofnew file Blackw el Scientifc 20048 Debt from Brow n & Co Pry Limited 2E03E00 Critieal
Simple Task Close fle Gemini Ski Hire 90036 Debt from Brow ne 20/12200 Criical
Eeil Metification ofnew file Gemini $ki Hire w003E Debt from Brow ne 3010200 Criical
Document Producton Send Damand Letter 1 Black Day Publishing 012347 Debt Recovery from The Open Book 1207200 1107200 Horrmal
Document Production Send Demand Letter 2 Black Oay Rublishing 012347 Debt Recovery from The Open Book 1707200 Horral
Decision Has debt been received Black Oay Rublishing 012347 Debt Recovery from The Open Book 1082006 Horral
Document Producton Send Damand Letter 1 Black Day Publishing 012329 Debt Recovery from Hamis Publizhing 1607200 1507200 Horrmal
Document Production Send Demand Letter 2 Black Day Rublishing 0123089 Debt Recovery fom Hamis Rublishing 1007200 Horrmal
Ereil Send email 1o clent advising debr =il not recovered Black Day Publishing 012329 Debt Recovery from Hamis Publizhing TIOB2006 1507200 Horrmal
Document Production Send Fnal Letter of Cermand Black Oay Fublishing 012309 Debt Recovery from Harris Publishing T82006 Horral
g2 1 of 2 Affirity - Combined Diary and Task

9.12.3 List View

The List View selection will print the diary entries for today.

A sample of this report is shown below:

Printed 4/03/2007 12:46:42 AM Diary FPage 1
Diary for Yvette S Rogers (Y SR) for the period 28/02/2007 to 4/03/2007

Author Date Location Jurisdiction Type
Matter Contact Descnption

¥SR1/03/2007 10:00 AM  Our office

Instructions from new client
YSRO1/03/2007 300 PM Curoffice

012352 Potential Redundancies Athice To discuss possihle outcomes
YSR O 3/03/2007 11:50 PM Qur office
012352 Potential Redundancies Athice To discuss progress of matter

9.12.4 Event Report

The Event Report will print the diary entries for today in a slightly different format.

The heading of the report is defined in Options | Reports.

Page 206 © 2012 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis™ Affinity Library @ LexisNexis

A sample of this report is shown below

Court Commitments Privted 4022007 12 56:08 AM
Wednesday, 28 February 2007
“Eriie M sdter Time Reason Aoting With Attending

OUR OFFICE 12:30 LLMCH YER TSR
Alzo Atending: , ABC, AD, DA DA, JO, A, WER, WG, FED, RW/C, THR

Saturday, 3 March 2007
“Eriie M stter Time Reazon Acting With Attending
OLUR OFFICE 012362 Potertial Redundancies Adwice: To discuss progress of mater 2A0 MWEETING WG SR Ares hiany Research Poy TSR

9.13 Diary Toolbar

Go to Today
Will return the user to today’s diary from another day

New Create a new Diary Entry
Open  Open the highlighted diary entry

Delete Delete the highlighted diary entry.

X H

New Task Create a new Workflow task.

[=)

Create a Fee
Open the Fee Creation screen.
If a diary entry is highlighted it will automatically turn the Diary Entry in
to a Fee.

Open Matter
Open the matter for the highlighted diary entry.

& Create Phone Message
Open the New Phone Message screen.

Delete Phone Message
Delete the highlighted Phone Message

Lu!

Refresh Refreshes the Diary and Phone message information.

= Print Prints the selected Diary
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9.14
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Resources
Resources can be allocated to Diary Entries. Examples of Resources are the various types
of equipment that the firm owns.You can view which resources have been booked in

Resource Bookings. You can also book resources within this function by opening a Diary
Entry.

Hands on

In this exercise you will view the Resources Booking form and then reserve a venue for a
seminar that is being held next month.

1. Open Resource Booking (Case Management | Diary)

The following screen displays:

!."Hnwuﬁw&luq = :.E"."'%
B BlE| g e -] §f Thody 10 ey 20 =] |

Doard Room. Meating Room | 1 Hessting Rioom £ 1 Smal Meeting Room [:'
Thay, LIJ01 7007 The, 18812007 1 Thu, 1R02 7007 1 Thaa, 1RO [2000 1
e . - % : 1 - i

2. Click on the drop down arrow or click on H
to move to this time next week.

3. Select Meeting Rooms from the Resource Type list
Columns for each venue will be displayed.
4. Select the column for Meeting Room1
5. Highlight the time approx 1 hour from now to 2 hours
ie Click on 10:00 and drag the mouse to 12:00 in the Meeting Room 1 column
The Diary Entry screen will display.
6. Complete the details for a Meeting in Our Office
Note that the time and resources have already been inserted.
7. Clickon [OK]

8. Close the Resource Booking screen
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10. emPower Precedents

emPower Precedents are libraries of precedents available from LexisNexis for different
areas of law. The precedents available in Lexis Affinity Library will depend on the
emPower libraries purchased by your firm. Because this will vary from firm to firm, the
following section does not include Hands On exercises. Your instructor will lead you
through exercises appropriate to the libraries your firm will use.

10.1 Attaching a Precedent Module to a Matter

To generate precedents against a matter, the precedent module or library must be
attached to the matter. A precedent module can be attached to a matter in one of the
following ways:

1. The module is automatically attached when the matter is created (due to setup of
the Matter Type).

2. Edit the matter and attach the module.

O

Procedure

To attach a precedent module:

2L

1. Open the matter and select the Edit Matter icon.
2. Select the "Miscellaneous" tab.

3. Click on the down arrow beside the "emPower" input box.
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W Matter Edit

‘our Reference

\ Warkflow

N emPower

Client Blackwell Scientific Publications Partier | MMC
Instrucked 12/09/2006 Sl Controller| Jaa
Matter Author | 144
Alpha ID Type P
short Purchase from Francis

Description

Lang Purchase from Edward Francis, 26 Charles Street, Prahran
Description

Z|RIE]E]

1 Michael Cavanagh

| James Anderson

| James Anderson

1 Conveyance - Purchaser

Analysis | Financial | Rates | Contacts | Miscellaneous®yeam | Biling Collection_

v

. A

EC - emPower Start Client

S

MNC - MSW Conveyancing
ME - MNSW Estates

Date of Completion

NS - MSW Supreme Courk
=

Client Role EM - emPower Start Matter
AE - Australian Bankrupkoy
AF - Australian Family Court

& - MSY Personal Injury -
Expected Completion MU - MSW Personal Injury -
Y - MSW Personal Injury -
MT - NSW Personal Injury -
M1 - NSW Persanal Injury -

Camcare

Dust Diseases

Mokor Vehicle Accident
VYickirms Compensation
‘Warkers Compensation

Agency E= —
Speculation El Gratis ||
Ewent | Suppress Detailin Conflict Search [[]

[CPrint label?

4. Select [OK].

5. The matter window will now display an “emPower” tab.

@ TIP: If there is no "emPower" tab present when you
open a matter, it means that a precedent module has
not been attached to this precedent (either manually or
via the matter type).

10.2 Changing the Precedent Module attached to a Matter

You can change the precedent module attached to a matter. Follow these steps:

1. Open the matter and select the “emPower” tab.

2. Select the “Options” tab.

3. Select the module required in the “Module” field.
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W Matter: Blackwell Scientific Publications Purchase from Francis 990224 [._Hglm
Fil= Search Help

OB H-H-

CO@FHRTBR-O(W 4y | Hbas SHE S X ST

Matter 290224 07 3590 9876 Parktner MMC Michael Cavanagh Entity Lewisham Reid
Client BSPOT1 Blackwell Scientific Publications Controller JA8 James Anderson Branch Melbourme - Lewlsham
Department Conveyancing
Short Description  |Purchase from Francis Author IR Jarnes Anderson Source Country
Type CcP Conveyance - Purchas
Long Description  |pyrchase from Edward Francis, 26 Charles Street, Date Instructed 12/09/2005
Frahran
Date Completed

‘four Reference I Archive

ﬂ Diary: | ﬂ] Precedents | iﬂ Documents I ﬂ Team I E‘é Tasks I Q Histary I Investments I &P Debt Control I
| Debtors Letters Trusk Letkers | m Safe Custody @ Unpresented Cheques I ‘ Research

Balances I m Contacks I E Data @ emPower | &P Eils I Receipts | @ WO & TFrs I e Graphs
NSW Conveyancing i Search | @_ Wigw, | a [erge | E Bun emPowerFDrml
ES) Precedentl By Power Packl &Y security Options | Q, Fi\terl

[ Wiew Documents By
& My

mPower Module selection/information
Madule: INC - WSW Conveyancing ;I

" Mame and Mumber

Location: IC:'\emPDwer'l,NConv'(NCG\obVS.pp

User Setup
¥ Onopen, scan direckories For new or deleted files  Refresh I
[~ Show deleted files Set Colourl.

[~ Show deactivated files
[~ Show Filter error:
[~ Guick Search: Enable filker mode
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10.3 Entering Data

The DataForm used to collect matter information for each emPower module will differ, as
each precedent set requires different information.

Procedure

[

Open the matter and select the "emPower" tab.

Select the [Run emPowerForm] button.

The emPower data form will display, with the fields arranged within a series of pages.
Move between the pages by clicking on the page tabs at the bottom of the screen.

Move between each field by pressing the <Tab> key (forwards) and <Shift><Tab>
keys (backwards) on the keyboard. You can also use your mouse to click directly into
the field you require.

["mﬂ—at DataFurm HSW Comveyancing - [Purchaserfs Detaits] ;,E,
Bl [t ook e
2 o, of Purchasers M
(8) Gvenjcoy Namre [ Last Nasre
we [ awne. [ W AN Mo, wd [
(2) GvenyCory Nastes | Last Narte
naer | Al o A, ‘st
Others Full Hosses [ 90N ['8B Mo, |
Ty |
sddesseeLne | | Addresses Lne 2
sakiation [ [ —
Present Address Une | | addressLne 2
b Retefe |
P Addess Line 1 | Addrass Lne 2
sk gatepe | Emal
Phere | Fax
Mot | Ctter Number

Burchases [ ordor | Sobctors | Coenst oy fBvayer | Fym | Property | Frgare | Cortgat | Yo |

o pefrech | ¥ Ragan

Page Tabs

Page 212

e

[vabation s Type: TEXT (Ve i In TEXT)

The fields on the DataForm are shaded in different colours:
White fields are free text fields. Enter text via the keyboard.

Yellow fields are Primary Linked fields: Enter data from linked Affinity tables such as
the PhoneBook or Matter. You cannot enter text directly into these fields if they are
linked to an existing phonebook record.
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Grey fields are Associated Linked fields. These fields are automatically populated
from linked Affinity tables. You cannot enter text directly into these fields if they are
linked to an existing phonebook record.

Pink fields are required fields.

Entering Data into Linked Fields

1.

2.

© 2012 Reed International Books Australia Pty Ltd trading as LexisNexis

Double-click on a yellow field. The "Matter Contact" dialog box will display.

¥ Matter Contact (Matter Party / Other Party) @
Matter: 990224 Blackwell Scientific Publications
Furchase Fram Francis
Type (PhoneBook Group): | j
Role: | j
PhoneBook Search: gty |
Reference: |
@ Clear \/ Add x Cancel

Click on the down arrow beside the “Type” box to select the type of contact you are

looking for (eg. Solicitor).

¥ Matter Contact (Matter Party / Other Party)

=] %]

fMatter: 990224
Purchase from Francis

Blackwel Scientific Publications

Type (PhoneBook Group): |Agent

=

Agent

Rale: Associated Parky
Bartister
PhoneBook Search: M Body Corporate
Building & Construction
Reference: Coundl

Court

Delegate

Doctar

Acting For? Insurance Agency
Matter Client
Matter Contact
Matter Referredy
Martgagee

Cther Party

Qur Skaff

S

hd

@ Clear

x Cancel

This will narrow down your selection criteria based on the PhoneBook groups. For
example, if you nominate Doctor as the Type, you are narrowing down the
PhoneBook search by displaying only those entries flagged as "Doctor" via the

PhoneBook group.

Click on the binoculars to view all records for the selected Type.

When the PhoneBook Selection list is displayed, type in the "Search Starting With"
text box and enter the first few letters of the name of the entry you are looking for.
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% PhoneBook Selection

PhoneBooks | Fiers |

O oo d-8 &

?

Search Key

|Mame

P |Elack_Richardson & Wrench
Fellows_Raine & Horne

First Mational Real Estate
Gray_Ray White Real Estate
Hocking Stuart - Albert Park
Hocking Stuart - Sth Yarra

Lawson Property Managers

Moel Jones - Prahran

PShort_First Mational Real Estate
PSmith_Ray White Real Estate
Prime Property Sales - Mew Farm
Prime Property Sales - Toowong
Professionals Real Estate - Ascat
R.aine & Horne - Crows MNest

Raine & Horne - Gordon

Ray White Real Estate - Double Bay
Ray Wwhite Real Estate - Hornsby
Richardson & Wrench - Parramatta
Smart_Professionals

Spider_Prime Property Sales

Starr Partners - Liverpoal

Richardson & Wrench Real Estate
Raine & Horne Real Estate

First Mational Real Estate

Ray White Real Estate Pty Limited
Hocking Stuart Pry Limited
Hacking Stuart Py Limited
Lawson Property Managers Pty Limited
Moel Jones Real Estate Pty Limited
First Mational Real Estate

Ray White Real Estate Phy Limited
Prime Property Sales Pty Limited
Prime Property Sales Pty Limited
Professionals

Raine & Horne Real Estate

Raine & Horne Real Estate

Ray wWhite Real Estate Pty Ltd
Ray White Real Estate Pty Led
Richardson & Wrench Real Estate
Professionals Real Estate

Prime Property Sales Pty Limited
Starr Partmers Py Limited

Search cUntaW

Title o,
Ms Sandra Black |
Ms Jane Fellows

IMs Helen Gray

Mr Peter Shart:
Mr Peter Smith

I Jim Srnart
IMr James Spider

™|

’ézﬁcords [Filter = Client Groups ﬂAI.I): Agent.

| ).
\/ oK x Cancel ‘

d

TIP: Remember that the search will be based on the

"Search” field data entered at the time the PhoneBook
entry was created. You can also use the "Filter” tab to
further narrow down your search.

5.  When you have found the entry required, double-click on the entry or highlight the

entry and click [OK].

¥ Matter Contact (Matter Part

=X

¥y { Other Party)

Matter: Q90z24

Furchase

Blackwell Scientific Publications
from Francis

Type (PhoneBook Group): |Agent

[~ |

Role: |

|

PhoneBook Search: a4 |Prime Property Sales - Toowang

Reference: ||

Acting Far? |—

@) Clear

W add | XK Cancel |

6. The "Role" field is optional but recommended. This field allows you to nominate the
role this contact has on this particular matter. For example, a particular doctor might
be a witness for defendant 1, or a defendant in a medical negligence suit.
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To assign a role to the selected contact, click on the drop-down arrow and select
from the list of Roles.

7. The "Reference" field is optional but can be used to enter a reference for this
contact. This is a free text field so you may enter whatever is appropriate for this
contact
(eg. reference for correspondence to this contact).

8. After completing this dialog box, select [Add].

The emPower data form will display with the yellow and grey linked fields filled in for
the selected contact.

9. If any of the fields are empty or display incorrect information, re-open the

PhoneBook record and check that the details have been inserted correctly in the
PhoneBook fields.

Amending the PhoneBook Record
If the correct details have not been inserted into the PhoneBook record, these will need
to be amended. Follow the steps below to amend the PhoneBook record while working in

the emPower DataForm. Note that you must have permission to make changes to the
PhoneBook in order to perform this procedure.

Procedure

1. Inthe emPower data form, double-click on the yellow field containing the
PhoneBook entry that requires modification.

2. Click on the PhoneBook binoculars button. The PhoneBook search list will display.

3. Highlight the relevant PhoneBook record then select the Edit button on the toolbar

The full details of the PhoneBook record will display.
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¥ PhoneBook: Prime Property Sales - Toowong g@

File Search Help

BX (4 » N8 e =& & 7

Search Name | Prime Property Sales - Toowong Code I 160 | Mainwork Phone |07 3870 2844
Correspondence Name | Prime Property Sales Pty Ltd AT, Facsimile |07 3870 2855
ABM, Mobile
Haome Phone
Full Trading Mame  Prime Property Sales Py Limited Direct/Other
iscellaneous Bank. Linked Records IDjRea’n #s Safe Custody
. Document Details Data Motes Precedents Documents Diary Relationships Groups Assaciated Staff
Master Address
Lirk... ]
Address Layout || Email toowong@primepropertysales. | [] Email Remittance
StreetPostal/Registered Address D
Street | Postal | Registered DX
Address 55 Sherwood Road Location
State [mail
Suburb TOOWONG
State oL | Postcode |4066
Country AUSTRALLA Mail

4. Edit the record as required.

5. Click on the green tick on the toolbar to save any changes and then close the
PhoneBook entry.

6. Click on the [Update] button to return to the emPower data form. Any changes
made to the PhoneBook entry will now be reflected in the emPower fields.
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@ LexisNexis

1. Open a matter and click on the "emPower" tab.

W Matter: James, Peter M Divorce Proceedings 990180

BE]<]

File Search Help

BEORH-H-8-3F"1H-0© P A dhHe X S 7
Matker 990180 02 9670 8765 Partner MMC Michael Cavanagh Enkity Lewisham Reid
Client DPMODT James, Peter M Controlier I John Yoodward Branch Sydney - Lewisham Re

Depattment Litigation

Source Country
Tvpe FLH Family Law - Husband

Divorce from Mes Helen James Date Instructed 4/04/2005

Short Description  [Divorce Proceedings Author  DAM - Damien Monkague

Long Description

Date Completed

Balances ] m Contacts 1 E Data

“four Reference | Archive
Ee’ Tasks ] Q Histary 1 Investm 1 & Debt Contral I Debtors Letters ] Trust Letters I m Safe Custady 1 @ Unpresented Cheques ] . Research ]
emPower I@ Bills I Receipts 1 @ WIOFFs & Tfrs 1 e Graphs 1 @ Diary I ﬂ Precedantsl @] Dﬂcuments} ﬂ Team]

| @ Search | [& view ‘ & Merge | El Bun emF'qulFDrm|

Eg Pracedent WEE Power Pack] % Secunty} Opt\ons] Q Filter]

Precedent Mame ‘

Precedent Name Last review date Reviewed by |Instructions/Maotes & Key Waords for searching

BME - Application.pp

BMK - Apprehension warrant.pp

BME - Arrest warrant.pp

BMEK - Motice: of appearance.pp

BME - Motice stating grounds of opposition.pp

BME - Motice ko creditors of annulment application.pp
BME - Search warrant.pp

BME - Summans for examination. pp

Bond.pp

Certificate of consent orders.pp

-

Compliance certificate for lawyers.pp

Conciliation conference dacument. pp

Consent (division 124 of ack).pp

Consent Order 4 - (with appearance) with certificate.pp
Consent Order 4a - {with appearance) without certificate.pp
Consent Order 5 - (with appearance) with certificate. pp
Consent Order 5a - {with appearance) without certificate.pp
Consent Order 6 - {no appearance) with certificate. pp
Consent Order fia - fno appearance] without certificate. pp

2. The list of precedents for the precedent module attached will now display. In the
above example, the Australian Family Court module has been attached; the

precedent list shows all precedents within this module.

10.4.1 View a Precedent

10.5

To view a precedent in PDF format, highlight the precedent (you can scroll through the list
or beginning typing the name in the "Precedent Name" box), then click on the [View]
button. Alternatively right-click over the selected precedent and select View....

@ TIP: Do not commence generating documents until you
have ensured that the data required for the document
has been entered into the database. Entering data is
covered in the next section of this reference.

Generating Documents

The emPower Merge function will generate a document for the selected matter, based on

a precedent in the list, and using the data stored in the emPower data form.
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Procedure
1. Open the matter and select the “emPower” tab.
2. Select the precedent required:
- Scroll through the precedent list and click on the document to be merged
OR

- Click into the "Precedent Name" box and begin typing the name of the document.

W Matter: James, Peter b Divorce Proceedings 990180 E]@
File Search Help

BEeWHH-H-H-3H1B- -0 » e H TaHe X | E 7

Matter 930130 02 9670 8765 Partner MMC Michael Cavanagh Entity Lewisham Reid

Client DPMOD1  James, Peter M Cantraller T John Woodward Branch Sydney - Lewisham Re

Departrent Litigation
Source Country

Shart Description  |Divarce Procesdings Author  DAM Damien Montague

Type FLH Family Law - Husband
Divarce from Mes Helen James Date Instructed 4/04/2005

Long Description

Date Completed
Vour Reference | Archive

E& Tasks I Q Histary 1 Investments ] &P Debt Control 1 Debtors Letters ] Trust Letters I m Safe Custody ] ® Unpresented Cheques ] ‘ Research I
Balances 1 ‘D Conkacts I E [rata @ emPaver 1@ Eills ] Receipts I @ W [OFfs & TFrs ] e Graphs ] E Diary] (ﬂ Precedents I ﬂﬂ Documents 1 ﬂ Team I

| @ search | mmew | @Mﬁrge | Eﬂun emF‘nweanrm|
B Precedent |y Fower Pack | (@ securty | B options | G Fiter | A

Precedent Mame |CErtiFicatE

Precedent hName Last review date |Reviewed by | InstructionsfMotes & Key Words For searching [A]
ENE - Application.pp

Eiflk - Apprehension warrant.pp . .

BN - Arrest warrant, pp BEgIn typlng

BNEK - Notice of appearance.pp precedent Click on

BE - Motice stating grounds of opposition.pp -
Eifk: - Motice ko creditors of annulment application. pp JEIS here [Merge] to ’%

BNE - Search warrant.pp

EBME - Summons for examination, pp
Eond.pp

| ertificate of consent orders.pp

commence
processing

=

“ompliance certificate for lawyers.pp

Conciliation conference document.pp

Consent {division 124 of act).pp

Consent Order 4 - (with appearance) with certificate. pp

Consent Order 4a - (with appearance) without certificate. pp

Consent Order 5 - (with appearance) with certificate, pp

Consent Order Sa - (with appearance) without certificate. pp

Consent Order & - (o appearance) with certificate, pp

Consent Crder 6a - {no appearance) without certificate. pp [v]

<] Im [i2]

3. When you have selected the required document, click on the [Merge] button
(or double-click on the precedent name).

4. If there are any questions or prompts for this document, these will now be displayed
on the screen. Answer all questions and prompts.

5. On completion of all questions, the Power Check window will display:
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10.6

Power Check - Merge emPower Documents E]@
990180
Field Description Field Value =
FirmPtnr Direct Fax 02 9255 1030 J

FirmPtnr Direct Email

Husband First Name Peter
Husband Middle Name/s Michael
Hushand Last Mame James
Husband or Father Husband

Husband Full narme on marriage cerificate

Husband Addresses Dr James
Husband Salutation Dr James
Husband Address Line 1 18 Colling Strest

Husband Address Line 2

Hushand Sub State Pc BLAKEHURST Moy 2221

v Bave changes to Client Infarmation File

You can click into the field grid and tab through the fields on the Power Check screen
and insert or change the data if required. Any data that is added or modified will be
written back to the emPower DataForm as long as the checkbox beside "Save
changes to Client Information File" is ticked.

NOTE: Some fields cannot be modified in the Power Check window. Those fields
that display with grey shading are linked fields and can only be modified from within
the emPower data form or via the linked PhoneBook record directly.

Click on the [Merge] button at the bottom of the Power Check window to proceed
with merging the document. On completion, the document will display in your word
processor.

You can now edit / review / print / save this document as required.

Merging a Power Pack

A Power Pack is a sub-set of emPower documents that can be merged as a group with an
individual matter number. Power Packs are useful where certain documents tend to be
required at the same time. Rather than individually selecting these documents, a “pack”
of documents can be created, which speeds up the production process.

Your System Supervisor will oversee the creation of Power Packs on your system.
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To merge documents using a Power Pack:

1. Click on the “Power Pack” tab to view all currently available Power Packs.

W Matter: Blackwell Scientific Publications Purchase from Francis 990224 g@
File Search Help
3 . . =
PORNHE-A-B-38IB-® rHAwH SHe X S T
Matter 990224 07 3530 9876 Partrer MMC  Michael Cavanagh Entity Lewishamn Reid
Client BSPOOT  Blackwell Scientific Publications Controller 4% James Anderson Branch L = U
Department  Conveyancing
short Description  [Purchase: from Francis Author  JAA  James Anderson Seurce Cauntry
Type P Conveyance - Purchas
Long Description oy chase from Edward Francis, 26 Charles Street, Date Instructed 12/09/2005
Prahran
Date Completed
Vour References | Archive

E“ Tasks I Q History ] Investments I &P Debt Control I Debtors Letters I Trust Letters 1 m Safe Custody 1 @ Unpresented Cheques 1 ‘ Research I

Balances | M) contacts | B pata [EE] emPower }@ gills | &) Receipts | R wiorts & Tis | @ Graphs | B2 Diary | @ Precedents | € Documents | #4f Team |
‘ @ Search | [ view | &) Merge | ElRun eminngmm‘
Bl Frecedent JB) Power Pack 1 & security 1 Opt\onsl Q, F\Iter}

Power Pack Name |

Pawer Pack Name Last review date Reviewed by Instructions/kokes & Key words for searching fad}

B |Initial Dacuments
Post Exchange

Pre Settlement

2. Select the Power Pack to be merged.
3. Click the [Merge] button or double-click on the selected precedent.

4. The emPower document selection screen will display, showing the documents within
the pack on the right-hand side of the screen.

Merge Power Pack Documents

File being merged is 330224

Select Forms Below Forms Chosen

Select P03 - Ltr Pur submit contract for sxecution.pp

= P04 - Authority bid auction behalf pur.pp

POE - City &gent instructions exchange contracts. pp
PO8A, - Lir Pur quate [rpa) pp

GOT - Ltr General pp A
GOZ - D ata information file.pp |
GO3 - MSW Stamp Duty Calculations. pp

G04 - Annexsure for LPI forms.pp

GO5 - Personal reference for LFL.pp Femove
PO1 - Autharity and direction exch contracts.pp

P02 - Lt Wen Sol request draft contract.pp

P03 - Lt Pur submit contract for execution. pp

P04 - Autharity bid auction behalf pur pp

POE - City &gent instiuctions exchange conbiacts. pp
P07 - Fee dizclose client service agreement.pp
POBA, - Lir Pur quote [rpa).pp

POBE - Ltr Pur quote [strata) pp

POBLC - Explanatory notes.pp ! Cancel Merge
P03 - Lt Pur encl bulding report.pp hd

terge

LIl

Wiew Documents by

Wiew Precedent (+ Murmber and Name ¢ Mame and Number Wiews Precedent
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10.7

O

You now have the option to add extra documents that may be required (double-click
the document from the “Select Forms Below” list) or remove documents that are not
required (double-click the document from the “Forms Chosen” list).

Once you have finalised your selection, click on the [Merge] button.
The Power Check window will then display. Review and update the data as required.

Click on the [Merge] button to generate the documents.

Merging Several Documents

It is possible to merge a number of different precedents at one time. The precedents
selected will generate separate documents in your word processor, using the data from
the emPower data form for the current matter.

Procedure

Locate the first document to be merged, hold down the [Ctrl] key on your keyboard
and select this document.

Select subsequent documents by continuing to hold down the [Ctrl] key on your
keyboard and, at the same time, selecting each document with a left mouse click.

Click on the [Merge] button.

If there are any questions or prompts for these documents, these will now be
displayed on the screen.

The Power Check window will then display.

You can move through the fields on the Power Check screen and change the data.
This changed information will be written back to Affinity. However, some fields may
display with the text in grey. This indicates that this field cannot be changed prior to
merging. If you need to change/update the information you must return to Affinity
and make the change in the appropriate screen.

Click on the [Merge Continue] button.
Affinity will gather the required data and display the completed documents in Word.

You can now edit / review / print / save these documents as required.
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Multi emPower Documents

There may be times when you wish to merge a single document with multiple matters.

This can be useful in areas such as conveyancing where you may wish to address a letter
to a range of purchasers of a unit block (in this instance the matters are related to each
other). Alternatively, you may wish to address a document to a range of parties who may
not be related, other than by matter type (eg. a letter advising a change to contact to a
range of Family Court matters).

Procedure

This procedure requires you to first select the matters required and then to select the
emPower document to merge with these matter.

1.

Click on the Matters button from the Lexis Affinity Library Toolbar.

When the "Matter Selection" window displays, click on the Filter tab.

Click on the |if i| button on the filter screen.

You may enter any criteria in the "Filter" window, but you must select a module in
the emPower field.

NOTE: You cannot perform an emPower multi-merge across different emPower
modules. All matters selected must have the same emPower module
attached. This is because the data available for merging varies across each
module.

Click on the “Matters” tab to display your selection.

You may now further narrow your selection by highlighting selected matters in the
results list (use <Ctrl>+Click to select multiple matters) OR leave the result list as is.

Select File | emPower | Multi Select Merge.

@g TIP: The "emPower" option will not display on the File
menu if you have not entered an emPower module in the
“Filter" window.

Choose from either “Matters — Selected” OR “Matters — All”.

@ TIP: “"Matters - All" refers to all matters in the
current filter selection. "Matters - Selected” refers
to the matters which are highlighted in the current
filter selection.
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10.9

9.

Select an emPower precedent from the precedent/document list.

10. Click on [OK] to generate the documents.

Merging a Security Document

Some emPower modules contain security documents. If security documents are available
for a particular module, an extra tab will display in the emPower window, called
"Security".

Security documents cannot be amended in Word once they have been generated (as is
generally required by the Authority supplying these documents). For example, a number
of security documents are available in the NSW Conveyancing module, including a
Transfer, Discharge of Mortgage and Caveat, to name a few. If the data inserted in these
documents is incorrect, you must correct the details at their source (ie. the Lexis Affinity
Library PhoneBook or the emPower data form) and then merge the document again.

To produce a security document:

2.

3.

In the emPower window, select the “Security” tab to view the security documents.

¥ Matter: Blackwell Scientific Publications Purchase from Francis 990224 E]@
File Search Help

BeHH-H-BE-0381TB- P M aR SR X (S T

Matter 990224 07 3590 3876 Partner MMC Michael Cavanagh Entity Lewisharn Reid

Client BSPOO Elackwell Scientific Publications Controller 84 James Anderson Branch Melbourne - Lewisham
Department: Conveyancing

Short Description  |Purchase Fram Francis Author  1aA James Anderson

Source Counkry

Type P Conveyance - Purchas
Long Description oy yrchase from Edward Francis, 26 Charles Street, Date Instructed 12/09/2005
Prah
ranran Date Completed

Your Reference |

Eﬁ Tasks ] Q Histary 1 (3 Investments ] &F Debt Contral I Debtors Letters ] Trusk Letters ] w Safe Custody 1 @ Unpresented Cheques ] ‘ Research I
Balances I m Conkacks ] X Data I@I emPower ]@ Bills ] Receipts ] @ WOFFs & Tfrs 1 e Graphs ] ﬁ D\ary] el Precedents I Qﬂ Documents 1 ﬂ Team I

@ search | @. Wiew ‘ @ Merge | E Bun emPowerForm |

Archive

ES Precedent ] By Power Packg Security ] Optinns} Q, Filter]

Precedent Mame |

Precedent Mame Lask review date |Reviewed by | Instructions/fotes & Key Words fo... ~

-

Application for preparation of lapsing notice,pp
Application For replacement certificate of title. pp
(“ancellation of caution.pp

Caveat.pp

“hange of name.pp

Discharge of mortgage.pp

Lease.pp

Mortgage.pp

Motice of death.pp

Request.pp

Sublease . pp

Surrender of lease. pp

Transfer.pp

Transmission application. pp

Watiation of lease.pp

Wariation of mortgage.pp

iiithdrawal of caveat.pp

Double-click on the document to be merged.

If there are any questions or prompts for this document, these will now be displayed.
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4. On completion of all questions and prompts, the Power Check window will display:

You can move through the fields on the Power Check screen and change the data if
required. Any details changed will be written back to the Lexis Affinity Library
database.

@g TIP: Remember that fields displayed in GREY in the
Power Check window cannot be modified here as they
are linked fields. These fields can only be modified at
their source (usually, the PhoneBook).

5. Click on the [Merge] button to continue.
Affinity will gather the required data and display the completed document in Word

6. You may now save and print the document. You may not edit the details in the
merged document.
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10.10 Merge Options

The "Options" tab provides a number of functions to control how the list of precedent
documents displays under the “Precedent” tab. Each user may set their own options.

% Matter: Blackwell Scientific Publications Purchase from Francis 990224 E]@
File Search Help
BEORAN-H-B-FHWIB-0 P Y B H ShF e X S| 7
Matter 990224 07 3590 9876 Partner  MMC Michael Cavanagh Entity Lewisham Reid
Client: BSPO01 Blackwell Scientific Publications Controller JAA James Andersan Branch Melbourne - Lewisham
Department Conyveyancing
Short Description  |Purchase From Francis Author 144 James Anderson Source Country
Type P Conveyance - Purchas
Long Description oy yrchase from Edward Francis, 26 Charles Street, Date Instructed 12/09/2005
Prahran
Date Completed
our Reference | Archive

ﬁ’ Tasks ] Q History ] Investments Debt Control ] Debtors Letters ] Trust Letters 1 w Safe Custody I @ Unpresented Chegues ] . Research I
Balances ] ml Contacts ] E Data @ BINCOWED ]@ Bills ] Receipts ] WDFfs 8 Trs ] e Graphs ] @ D\ary} G] Precedents] ﬁ] Documants] u Teaml

E5)| Precedent] B Power Pack} B security Optians l Q Filter]

EmPowet Module selection/infarmation
Module: |NC - NS Canveyancing j

" MWame and Number Location: |C:\emPowerlNConviNCGlDbVS.DD

User Setup
¥ ©n open, scan directories for new or deleted files  Refresh

[~ Show deleted files Set Colour .

[ show deactivated Files
[~ Show filter error:
[ Quick Search: Enable filker mode

View Documents By

The Precedents list may be listed either with the precedent name first, or with the
precedent number first. Note that when you change this option, it will change the order
in which precedents are displayed in the list, and will affect how you use the filter options
to search for documents.

emPower Module Selection/Information

This option shows the emPower module that is currently attached to the matter, and also
allows users to change the module attached. To change the module:

1. Click on the drop-down arrow beside the module name to display the list of
precedent modules.

2. Select the module required.

3. Select the "Precedent"” tab to display the precedents for the selected module.
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@ TIP: You must have sufficient rights in order to do
this. If you do not have the ability to change emPower
modules as shown above please contact your Affinity
administrator.

User Setup

O

On open scan directories for new or deleted files

Tick this check box to have Lexis Affinity Library update the precedent list every time
emPower is selected.

Show Deleted Files

Tick this check box to display documents that have been deleted in the Precedent
list. You may also set a different colour for deleted files.

Show Deactivated Files

Tick this check box to display precedents that have been "deactivated" by your
precedent administrator. These files have not been deleted but the administrator
has flagged them as not active. This may be because they are not yet ready for use,
or because they are no longer required.

Show Filter Errors
Check this box to display errors when using the filter options.
Quick Search: Enable Filter mode

The precedent list has a "Name" box which can be used to quickly find a precedent.
There are two ways to use the "Name" box:

(i) Begin typing the name of the precedent, and the Lexis Affinity Library will jump
to that precedent in this list. (The "Quick Search" checkbox must be left
unchecked for this mode).

(i)  Check the "Quick Search" box to turn filter mode "on". When you type
characters in the "Name" box, the precedent list will be filtered accordingly.
For example, type *Itr in the "Name" box to display all precedents with those
characters contained in the name.

@ TIP: If you are searching for a string within the
precedent name, it is important to use the *wildcard.
If you omit the wildcard, Affinity will return all files
that begin with the characters entered.
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10.11 Filter

The "Filter" provides more advanced functionality for filtering the precedent list. Each
precedent may be set up with a number of properties entered against it such. For
example, the author, who last reviewed the precedent, the review date, and any
keywords or comments. Some of these properties are displayed in the precedent list,
others not. The "Filter" tab provides a method for filtering precedents based on these
properties.
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11. DataForms

DataForms are an extension to the Lexis Affinity Library database. They are used to
record extra information about clients, matters, PhoneBook records and matter contacts.

Each firm will have different requirements for collecting details about the people with
whom they deal. DataForms allow your firm to capture these extra details in addition to
the common fields provided in Lexis Affinity (such as name, address, phone number, fax
number and so on)

DataForms are used for a variety of purposes: For example:

e  For use with word processing precedents;

e To generate reports;

e  To carry out marketing activities;

e To provide additional search or filtering capabilities.

e  To set up client profiles;

e To perform and record client surveys.

11.1 Matter DataForms

To access matter DataForms:
1. Open a matter.

2. Select the "Data" tab.
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¥ Matter: Black Day Publishing Pty Ltd Debt Recovery from Harris Publishing 012399

M][=1%]

File Search Help

BORR-H- 5 - R-SFFIR-® U )y hod SHEESEX 5 ¢

[Matter 012393
Clignt BOP-001 Black Day Publishing Py Ltd

Short Description | 2ebt Recowery from Harris Publishing

Long Description  pepi Racovery From Harris Publishing

Your Reference

029521 1234 Partner MER Melissa Ryan
Conkraller MER. Melissa Ryan
Author  ¥3R ‘fvette S Rogers
Type CEET Debt Recovery Matter
Date Instructed 15/12/2006
Date Completed
Archive

Entity Lewisham Reid
Eranch Erisbane - Lewisham
Department  Dust Disease

Source Counkry

| ﬁ’ Tasks H Q Histary ” . Investments ” &P Debt Contral ‘ Dehtors Letters || Trust Letters m Safe Custody ” @ Unpresented Cheques |

Bolances | M) cortacts | B Data | & Fils | ) Receipts | ER wicks & Tirs | @ araphs | B2 Diary | € Precedents | € Documents | 4 Team

[ [ Capy ”M DataForm“ Elrun ]

Pl

Debt Recovery

Amount of Debt

Date Debt Incurred

Description of Debt
ecretary's Name

Sechgtary's Direct Telephone

oice: Mumber

+ add Click

Data Entered

Data

icon to display this

$12,000.00
12th February 2003
Publications
Patricia Carew
09675 7112

09&76

[
(e
(]
()6

[-J

on the DataForm

Form or DataForm

Collection

DataForm Collections

6‘ LexisNexis

DataForms can be displayed as single forms or can be grouped with other DataForms to

give you quick access to a group of related information.

If you display a DataForm Collection, the DataForms that make up the Collection are
displayed as tabs across the top of the DataForms window.

The icons for a single DataForm and a DataForm Collection are different:

E Single DataForm

E DataForm Collection

The example shown again below (for matter 012394) shows a DataForm Collection called
“General Matter Details”. It contains four DataForms: General Matter Information; Claim
Details; Barrister Details for Matter; General Appointments.
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W Matter: Desmond, Cynthia A & Raymond P Sale of Family Home 47 Martin Street 0123%4 E]@
File Search Help

BOEHN-H-EB-oFJB"IB-A/N ¢« » BB H THHASGX | SEH |7

b atter 012354 03 9812 6767 Partner  MMC  Michael Cavanagh Entity Lewisham Feid

Client CYMTO001  Desmand, Cynthia & & Raymond P Contraller MMC  Michael Cavanagh  Branch Brishane - Lewisham
Departrnent Conveyrancing

Source Country

Short Description |Sa|e of Farily Home 47 Martin Street Author - MMC Michael Cavanagh

Type (R% Conveyance - Wendar
Date Instructed 340642006

[Drate Completed
“our Reference | Archive

Full Deseription Sale of Family Home 47 Martin Street Cambernwell

(ﬂ Docurments l u Team l % Tasks l Q Histary I Investments l &P Debt Cantral l DehtnrsLetterS l TlustLetters l
Balances 1 w[ﬁunlacls EData l &P Bilz ] Hecaipls ] @WKDHS&TF[S ] eﬁraphs ] ﬁDiar}l 1 ﬁ Frecedents ]

#h DataForm| E Run ‘

DrataForme

B

DataForm
Collection

DataForms

]

E General Matter Infarmation | Claim D etails ] B arister Details for Matter | General &ppointments
Watter 5 shisfaction Date of signed Cost Agreement
Survey Requested Amaount $0.00
Property Details

=
Data Entered Q [ o Save | O Refresh

To move between the DataForms in a Collection, simply click on the tab to display the
DataForm required.

11.2 Entering Details into a DataForm

In this exercise you will enter details into a DataForm on a family law matter.

W Hands On

1. Open matter 990180 (Divorce Proceedings).
2. Select the "Data" tab.
3. Select the "Family Proceedings" DataForm Collection.
There are three pages to this DataForm; the first page will display.
4. Filed in: defaults to “Family Court of Australia”. Leave these details.
5. Press the <TAB> key to move to the next field.

6. File on behalf of: select “Respondent”.

7. Select

@3 TIP: You should save regularly as you are completing
DataForm fields.
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8. Select the “Details of Relationship” tab.

e] Precedents (ﬂ Daocurnents u Team Ee Tasks Q History Investments &P Debt Cortrol
Debtors Letkers Trusk Letters m Safe Cuskody @ Unpresented Cheques
Ealances ‘D Contacks E Data E‘ emPower &P Eills Feeceipts @ W OFfs & Thrs e Graphs ﬂ Diary
w [ @ Copy HM DataForm] [ E Run ]
% Enter details of the relationship 4
E Gerieral Detail | Detals of Relationship | Details of Children
eneral Matter Date of Marriage
Dotails g [¥14r07/1978 w
Flace of Marriage Sydney E]
E Country of Martiage Australia @
Matter SatisFaction
Survey Type of ceremony Civl E]
Date of Separation [#18j09/2003 P
Date of Divarce | w
Date Cohabitation Cormmenced O P
Defacto Couple? [F]
Save 3 Refresh
Data Entered =

9. Date of Marriage: 16 April 1978

10. Place of Marriage: Sydney

11. Country of Marriage: Australia

12. Type of Ceremony: Civil

13. Date of Separation: 14 July 2005

14. Date of Divorce: 28 September 2006

15. Date Cohabitation Commenced: 16 April 1978

16. Defacto Couple?: No (leave the box unticked)

17. Select

Alternative Method

Display the DataForm and then click on the button.

This will display the DataForm in its own window. When you have finished entering data,
click on the [OK] button to return to the main window.

Data Entered

Details that have been entered into a DataForm can be viewed in one of two ways:
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Display the DataForm OR click on Diata Entered

Using the "Data Entered" view shows the details entered in a list format.

W Matter: James, Peter M Divorce Proceedings 990180 E]@
File Search Help
DOMF-F-E-A-@FHITH-O K » ) Aadg SHEHEX & 7
Matter 930150 02 9670 8765 Partner  MMC Michael Cavanagh Entity Lewisham Reid
Clienk DPMO01 Jarnes, Peter M Controller John Woodward Branch S.y.dne.y - Levisham Re
Short Description | Divorce Proceedings Authar  DAM Damien Montague gzﬁjéizr:ntw HHigation
Type FLH Farnily Law - Husband
Long Description | pivorce From Mrs Helen James Date Instructed 4/04/2005
Date Completed
¥our Reference Archive
Qﬂ Precedents {ﬂ Documents ﬂ Team ﬁ’ Tasks Q Histary Investments &) Debt Control
Debtors Letters Trust Letters m Safe Custady @ Unpresented Cheques
Balances m Contacts E Data emPower &P Eils Receipts @ WICFFs & Thrs e iaraphs ﬁ Diary
Data Entered
DataForm Field Name Value ~
E Incoming Morkgagee Mo Morkgagee listed
Incoming Markgagee Salicitar Mo Solicitor lisked
Insurance Agency Mo Insurance Agency listed
Outgaing Mortgagee Mo Maortgagee listed
E CQutgaoing Mortgages Solicitor Mo Solicitar listed
Family Praceedings Purchasing Solicitor Mo Solicitor listed
Requested Amount 500
E Wendor Solicitar Mo Solicitor listed
Waker Authority Mo Water Authority listed
Ge”gi;":tter Details of Relationship (13 Country of Marriage Australia
Details of Relationship (1: )  Date of Marriage 14/07/1978
E Details of Relationship (1: )  Date of Separation 15/09/2003
Details of Relationship (1: )  Defacto Couple? )
Matterssra:s:action Details of Relationship (1: 3 Place of Marriage Sydney
Details of Relationship (1: 3 Type of ceremony Civil
General Detail {1: ) Filed In Family Court of Australia
General Detail {1: ) Filed on behalf of : Respondant —
< >

The list has three columns:

DataForm:

Field Name:

Value:

Hands On

Displays the name of the DataForm that the field belongs to. The
"DataForm" column is blank for some fields as these DataForm Fields
are "shared". For more information on shared fields, see page 238.

The name of the DataForm field.

The details that have been entered into the field.

In this exercise, you will complete the "Barrister Details" DataForm for matter 990180 and

Page 232

then view the data entered in list format.

1. Open matter 990180.

2. Select the "Data" tab.

3. Select the “General Matter Details” DataForm Collection.

4. Select the “Barrister Details for Matter” tab.
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i Matter: James, Peter M Divorce Proceedings 990180

-Elu

File Search Help

BOR H-H-

M-9FIFIH-O W AEaH THECX & 7

Trust Letters H w Safe Custody ||

Matter 990180 02 9670 BFES Pattner MMC Michael Cavanagh Entity Lewisham Reid
Client DPMO0T James, Peter M Controller T John Wondward Branch Sydney - Lewisham Re
. Department Litigakion
Short Description | Divorce Proceedings | Author  DAM Damien Montague A Ry
Type FLH Family Law - Husband
Long Description piyaree from Mrs Helen James Date Instructed 4/04/2005
Date Completed
Your Reference | | Archive
‘ Qﬂ Precedents H ﬂﬂ Documents H ﬂ Team H ﬁ Tasks H Q Histary H Investments || &F Debt Control |
‘ Debtors Letters

@ Unpresented Cheques

A
EBalances B cantacts Bl pats | &) emPamer |

&l |

Receipts || @WIOFFS&THS H eGraphs || @Diary |

/

[ @Cupy ”“ DataFUrm” ERUH ]

Please enter Barrister details

V\

| General Matter Information | Claim Details | Barrister Details For Matter |Genera\ Appointments

Batristet's Details

o Barrister listed

Date Barister Briefed
Date Opinion Received

Date of Heating

Data Entered

Select the barrister being briefed for this matter by clicking on _ The

Contacts List dialog box will display listing all the Barristers currently attached to the

matter (this list should be empty).

i DataForm Matter Contact (Matter Party 7 Other Party) Editor

Matter 990180
Category Barrister
Role

Em Conkacts List

James, Peter M
Divorce Proceedings

ﬂl:lm

‘Type Title

Role Name Fhone

£3

LIk I
S Print...

© Ed.. © Delete

m Relate...

6.

Select
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10.

11.

12.

13.

14.

15.

16.

17.

18.

¥ Matter Contact (Matter Party / Other Party) @
Matker: 990130 James, Peter M
Divorce Proceedings
Role: v

PhoneBook Search:

Reference:

Acting For?
Eatch Mode?

og

The PhoneBook Group of "Barrister" has already been entered and cannot be
changed.

Role: leave blank.

Click on the binoculars button and select "J C Sparrow QC" from the list of barristers.

Select
Select to return to the DataForm.

The words "1 Barrister Listed" will display on the DataForm.
Date Barrister Briefed: 14 July 2006
Date Opinion Received: 18 October 2006

Date of Hearing: 23 May 2007

Select

Use the | Dafaknt=ed | hutton to display all the details entered so far for this matter.

Select the “Barrister Details for Matter” icon to display only the barrister details in list
format.

Close the matter window.

11.3 Multi-Instance DataForms

Some DataForms are multi-instance, meaning they can be used multiple times on a
particular matter or client.

If a DataForm is multi-instance, you will see a numbered tab displayed at the bottom of
the DataForm (see below).
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W Hands On
1. Open matter 990180.
2. Select the “Data” tab.
3. Select the “Family Proceedings” collection.

Select the “Details of Children” tab.

This is a multi-instance DataForm, as indicated by the numbered tab at the bottom.

W Matter: James, Peter M Divorce Proceedings 990180

o

Elle Search Help

EOHH-HA- F-R-9FHTE-O K4 »r Y af STHFACXK & T

Matter 990180 02 9670 8765 Partner  MMC Michael Cavanagh
Client DPMO0L James, Peter M Conkroller T/ John Woodward
shott Description Divorce Proceedings Author - DAM  Damien Mantague:
Type FLH Farmily Law - Husband
Long Description — piyarce from Mrs Helen James Date Instructed 4/04/2005
Date Completed
¥our Reference Archive
ﬂ Precedents ﬂ Documents u Team ﬁ Tasks Q History
Debtors Letters Trust Letters w Safe Custody
Balances W) contacts =S &P empawer &P Eils Receipts

WOffs  Thrs

Entity Lewisham Reid
Branch Sydney - Lewisham Rie
Department Litigation

Source Country

Investments &P Debt Control
@ Unpresented Cheques

e Graphs m Diaty

DataForms

[ il Copy HM DataForm][ Elrun ]

Enter the details of all children

B
a2

General Matter

General Detail | Detalls of Relationship | Details of Children

Surname
Details
Given Names
E Date of Birth O v
Matter Satisfaction
Survey Contact Ho.
Address
Gender Unknown

Country of Birth

\ 1: Chid

Child's Solicitar ﬁ Edit Mo Salicitar isted

Data Entered

Pl

O BE BE

5. Complete the details for the first child as follows.
6. Surname: James

7. Given names: Daniel Peter
8. Date of Birth: 1 July 1989
9. Contact No: 029804 1234
10. Address: 1 Collins Street, Blakehurst NSW 2221
11. Gender: Male

12. Country of Birth: Australia
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13.

14.

Child’s Solicitor: select Zipkis & Solari

Select

Add a New DataForm Instance

Hands On

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

Click on the button to add a new instance.

A dialog box will display to allow you to add a label to this instance:

Create a new instance: Details of Children

Description: |Ehi|c|

o 0K | x Cancel ‘

Enter “Child 2” as the description for the instance then select [OK].

A blank DataForm will display, and the tab at the bottom of the window will show the
description entered.

Complete the details for the first child as follows.
Surname: James

Given names: Harrison Michael

Date of Birth: 14 September 1998

Contact No: 02 9805 6634

Address: 13 Fawkner Street, Carlton NSW 2218
Gender: Male

Country of Birth: Australia

Child’s Solicitor: leave blank

Select

@g TIP: You may enter as many instances of a DataForm
as you need.

Enter details for a third child, as follows:
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29. Surname: James

30. Given names: Amanda Rose

31. Date of Birth: 8 January 2001

32. Contact No: 02 9805 6634

33. Address: 13 Fawkner Street, Carlton NSW 2218
34. Gender: Female

35. Country of Birth: Australia

36. Child’s Solicitor: leave blank

37. Select

Modifying the Instance Description

You may change the description of an instance to make it more meaningful.

\“% Hands On

In this exercise, you will modify the instance descriptions to the children’s first names.
1. Right-click on the first instance tab.

2. Select Edit. The "Description" dialog box will display:

Mew Instance: Details of Children

Description: ||:hild

o O | x Cancel ‘

3. Enter “Daniel Peter” as the description and then select [OK].

4. Modify the description for the second and third instances to the children’s given
names (remember to select the instance first ie. display the instance before right-
clicking the instance tab).

NOTE: Multi-instance DataForms may already have default descriptions for each

instance. These default descriptions may be modified but check with your
System Administrator first to check you are following office procedure.
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11.3.1 Remove a DataForm Instance

V2

Page 238

Hands On

In this exercise, you will delete a DataForm instance.

1. Select the instance tab for “Amanda Rose” to display this instance (it is important to
display the instance before trying to remove it).

2. Select the button at the bottom of the window. The following message
will display:

Confirm

P Are you sure vou wank ko delete this DataForm Instance?

3. Select [Yes].

4. Select

5. Select| DPasEnteed 44 view the details entered for this matter in a list format.

6. Close the matter.

DISCUSSION

Shared Fields

DataForm fields may be shared or unique. When a DataForm field is shared the
information contained in that field follows the field wherever it appears. This means that
if the same field is contained in multiple DataForms, the information is shared across
those DataForms. Similarly, if the field is contained within a multi-instance DataForm
then the information in that field is carried across to the new instances of the DataForm.
If you change the value of the field in one DataForm, the value is also changed in the
others.

When a DataForm field is unique (ie. not shared) then the same field could contain
different information on each DataForm. For example, a Family Law DataForm contains a
field used to capture the date of birth of a child. This field would not be shared because
each new instance of the DataForm will relate to a different child which, in most cases,
require a different date of birth to be entered.
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Additional Information

Field Types

There are a number of different types of fields that can be found on a DataForm. The type
of field controls how it looks on the screen, and what data you will be allowed to enter
into it.

Text: Allows any alphanumeric characters to be entered.

Integer: Allows any whole number to be entered.

Number: Allows any number to be entered.

Date: Allows a date to be entered via a date selection box.

Currency: Allows numbers to be entered which will be formatted as currency.

Check Box: Displays a checkbox.

Matter Party: Displays a button which enables selection of a matter party from the
PhoneBook. This will populate the "Contacts" area.

Script: Displays a button which runs a custom script

Rules and Formatting
In addition to type, fields may also have rules and formatting applied to them.
For example:

A currency field may have a format applied which controls the number of decimal places
to display.

A date field may have a format applied which controls how the date will display
(eg. 19/10/2006 or 19 October 2006).

A text field can have a maximum number of characters that may be entered into it. The
maximum number of characters for each field is determined by your firm’s DataForm
developer.

Lookups

Fields can also be set as Lookup fields. This means that a drop-down list of items will
display for you to select from.

Some lookup fields are restricted so that only an item in the list may be used to populate
the field. Other lookup fields will allow you to enter your own alternative data. This
alternative data may be added to the list so it can be used again.
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12.

Lexis Affinity Precedents

Word processing precedents may be generated from inside Lexis Affinity Library from the
PhoneBook, Client, Matter and Matter Contacts windows. Precedents can also be
generated via a Workflow Task.

When precedents are created on your system, your precedents administrator will decide
where each precedent should be available (matter, matter party, client, PhoneBook). A

precedent will only display in the PhoneBook window, for example, if it has been flagged
as a PhoneBook precedent.

12.1

Hands On

Displaying Precedents on a Matter

1. Open matter 012399.
2. Select the "Precedents" tab.
W Matter: Black Day Publishing Pty Ltd Debt Recavery from Harris Publishing 012399 =1
File Search Help
BEEeHIN-R- E-RA-SIHIB-0 W4 »r ) hadh SHEAEX & 7
MMatter 012399 029521 1234 Partner MER Melissa Ryan Entity Lesisharn Reid
client BDF-001  Black Day Publishing Pty Ltd CortrallerMER  Melissa Ryan Branch Brisbans - Lewisham
Department Dust Disease
Shart Description | Dbt Recavery From Harris Publishing Adthor Y3R Yvette 5 Rogers Saues Gy
Type DEET Debt Recovery Matter
Long Description | pebt Recovery from Harris Publishing Date Instructed 15/12/2006
Date Completed
‘Your Reference Archive
@f’ Tasks Q History Investments | &% Debt Control Debtors Letters Trust Letters ]ﬂ Safe Cugfody @ Unpresented Cheques
Balances m Contacts E Data | &P Eils Receipts @ WIOFFs & TFrs e Graphs ﬁ Diary G] Precedsnts {ﬂ Documents u Tean
I <Al Categaries>
B Debt Recavery
B Gereral Precedents |Fiter | Columns
DX 80
Categories Icon |Description Code Precedent Category Comments -~
Q:l Client: Commplaint Record 131 General
Q:l Cost Agreement: Letter to Client.dot 117 General
@ Demandl.dot 136 Debt Recover
@ Demandz.dot 137 Debt Recover Precedent List
@ Demands.dot 133 Debt Recover
@ Fax 164 General
Qﬂ File: Mate 165 General
@ First Latter to Clisnt 55 General
w
A 3
Description: Filename:
[ (:l Merge... ] [D MEW+Data]
The precedents available for this matter will be listed. The Categories pane on the
left-hand side of the window shows all precedent categories available for this matter.
This is based on Matter Type.
3. Click on Debt Recovery in the Categories pane.

Now the precedent list shows only Debt Recovery precedents.
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4. Click on All Categories in the Categories pane.
The precedent list will show all precedents available for this matter.

5. Close the matter window.

@ TIP: Click on the button to display a list

of all precedent categories. By default this will display
only the categories made available to the selected

matter type. Click on the © button to clear the
filter allowing you access to all categories. Select the
required category then click [OK].

12.2 Generating a Document for a Matter

W Hands On

In this exercise you will send a letter to your client regarding their family law matter.
1. Open matter 990180 (Peter M James, Divorce Proceedings).

2. Select the "Precedents" tab.

3. Select the General category.

4. Double-click on Cost Agreement Letter to client.

5. A DataForm will display, requiring entry of additional details to be inserted in the
letter. Enter the following:

Date of Signed Cost Agreement: Select today’s date
Requested Amount: $600
6. Select [OK]

7. Asign-off prompt will display:
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Matter: 990224 Purchase From Francis

Please select an appropriate sign off:

" 1 Yours Faithfully
2 Yours sincerely
" 3 ours truly

" 4 Regards

" 5 Author + Partner

" & Partner ko sign

o OK

8. Select "Yours sincerely" and click [OK].

9. When the merge is complete, the document will display in your word processor. You
can now save the document against the matter in Lexis Affinity Library. (Your
instructor will advise of the method to use for saving documents.)

Generating a Document for a Client or PhoneBook Record

Documents can also be generated from the Client and PhoneBook windows.

Open the Client or PhoneBook window and then select the "Precedents" tab.

Remember that only those precedents that have been flagged as PhoneBook/Client
precedents will be available in these areas of Lexis Affinity Library.

@ TIP: Generally, when you send a document to your
client in relation to a matter, you will do this from the
matter window. You would go the Client or PhoneBook
window to generate documents that are more general in

nature, and not related particularly to a matter.

Generating Documents for Multiple Records

Documents can be generated for a group of PhoneBook records, clients, matters or

matter contacts.

Performing a mail merge for multiple clients, matters or PhoneBook records must begin
with selecting the records required (usually with the help of filters).

PhoneBook Mail Merge

Hands On

1. Click on the PhoneBook button on the main toolbar.

@
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7.

Clear the current filter settings

Select the "Filters" tab.

W PhoneBook Selection

N S v B 2

PhoneBooks | Filters

Select
where criteria

() Contains () Skarts with
Search Key

Full Name:

Contact

Address

SuburbjLocality

State

Country

D Location

Nate

address Type to display

@ Street O Postal ORegistered OMaiing DX

Relationship
v

Select Equal To

Code Type v

State Postcode

Call. Plan v

Include

Active PhonsBook

Active of Permanant Clisnt
Wor-ctive Clisnt (no maktars)
hon-Permanent Cliznt

[ 1tnactive PhoneBook,

@ Clear all

Incude Groups | Exclude Groups | Associated With
Select entries which appear in
@ &l Categaries () Any Category

Accountant Tax Seminar
Agent: Valuer
Associated Party ‘ater Authority
Association Member
Auctioresr
| Bank
Barrister
Body Corporate
Building & Construction
Chiistmas Card
Clier:
Counci
Court
Creditor
Delegate
Da Hat Mail
Daoctor
Financs Comparny
Government Departmenit
Insurance Agency
International
Inwestigator
Medis
Mortgagee
Hational
Hewsletter
Cther Party
Our Staff
Partner acting
Pharmaceutical
| Seminar
Smal Business
Solickor
solicior Firm
solicikar acting
Suppliers

5 Refresh List

248 Records Fiter = Act Pbks. Act&Permadnactélon-Perm Clts, Displaying Strest Address.

Include Groups: select Finance Company

Select the “PhoneBooks” tab to display the results.

Click on the arrow beside the v toolbar button and select "Precedent Merge" from

the drop-down menu.

W PhoneBook Selection

EX

oM e e-88 7

PhoneBooks ] Fiters|  Create a Merge il
. Precedent Merge...

Search Key [

Suburb “work Phone

|State |Postcode |Title5f\_,

|»

CB4 - Geaorge Strest
Henderson & Associates

: Streetwide Finance Pty Ltd

Fam

Commonwealth Bank of Australia Lim SYDNEY
Henderson & Associates

NAB Mational Australia Bank Lirnited
Strestwide Finance Pty Ltd

Search starting with

BRISEAME
MELBOURNE

028317 6211 NSW 2000 hdr \f |
MORTH PARRAMAT 02 96631234 WSW 2151 Mr.J|

07 36701234 QLD 4000
0396881234 WIC 3000

|32l

2

The Precedents Explorer window will open, displaying PhoneBook precedents
(grouped either by Workflow Area, Precedent Category or DataForm).
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8. Display the precedents by Category (if not already selected).
9. Display the Marketing precedents by clicking on the [+] symbol beside the name.
10. Select Letter Invitation to End of Year Party.

The following dialog box will display:

¥ PhoneBook Precedent g@
Precedent | Document Record
Precedent: |Letter Invitation ko End of Year Party
File Path: %PRECEDEMT%:\MarketinghLetter Invitation to End of Year Party.dot
DataFormm:
Execute Script
Prink i
Close O
Callate

’ ¢ oK ] | x Cancel |

11. Select the “Document Record” tab.

¥ PhoneBook Precedent g@

Precedent Document Becord l

Iv Update these entries with a document reference for this merge
Document Update Details

Save File Path; | ' Update |
Description: |Letter Irvitation to End of Year Party
Created: |19/07/2007 |
Authar: |Yvette S Rogers ﬂ
Operatar: |Y\tette S Rogers ﬂ I~ Show on CliNet
| Jl
Category: |Marketing j
Department: |Dust Dizeasze ﬂ
Branch: |S_l,ldne_l,l - Lewizham Reid ﬂ
Type(z]: Agreement Debt Collection Financial Afcs
Artwuork Email Forms
Brochure Facsimile Invoice
j{ 1l )j
W 0K | X Cancel |

12. Update these entries with a document reference for this merge: Check this box
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13. Save File Path: Click on the binoculars button and browse to a folder where the
merge results will be saved. After browsing to the save folder, you must enter a file

name.

Save merge file as...

ol 5 s 5

=
My Recenk
Documents

Deskkap
FT .
| Oal
i)
My Documents

My Compuker

My Mebwark,
Places

] Marketing Merge Results

H

:l File name:  |Invite ko EOY Parky Mdoc
-

j 1Wnrd Documents (*j

Save |

Cancel |

14. File Name: enter “Invite to EQOY Party 2007”.

15. Select

16. Type(s): select Letter and then select & Update

This will write the document record to each PhoneBook entry. The following prompt

will display:

-

Information

-

j) Document update complete!

17. Select [OK] to close this dialog box.

@ TIP: If you forget to select the _« Urdst= | button to
create document records for this merge, you will be
prompted to do this when you perform this merge.

18. Click on the [OK] button at the bottom of the window to commence the merge.

19. View the merge results in your word processor. Note that the document has been
automatically saved using the path and file name entered in the document record.

20. Close the document and return to Lexis Affinity Library.

21. Open one of PhoneBook records in the list.
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22. Select the "Documents" tab. You should see an entry for the End-of-Year Party

invitation.
NOTE: This procedure can also be performed from the Client and Matter windows.
Merge Options
Precedent Displays the name of the precedent document about to be merged.
File Path Displays the full precedent name with the full path.
DataForm The "DataForm" field shows the DataForm, if any, that is attached to this

Save File Path

precedent. If you wish to run a different DataForm, click on the binoculars
button and select the DataForm.

You may also click on the kS button to remove the attached DataForm.

The "Save File Path" field allows you to enter a path and file name to save
the merge results to. This is useful if you are performing a mail merge to
multiple contacts.

Execute Script

Print

Close

Collate

Some precedents have scripts attached to them. Normally, you would
leave this box checked to that any scripts will run. You may uncheck this
option if you do not want precedent scripts to run.

The "Print" field allows you to print the merge results immediately.

The "Close" field will close the document after merging. This is not
recommended unless you have chosen to save and/or print the merge
results first.

Where multiple records are selected, this option determines how the
merge results will be generated. If this option is checked, the merge results
will display in one document, by default separated by next page section
breaks (this can be overridden by your precedent administrator). If this
option is left unchecked, the document for each record will be merged into
its own Word document.
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Softdocs Precedents

Softdocs precedents can be integrated with Lexis Affinity Library. This means:

1. You will generate your documents (based on a Softdocs precedent) from the matter
window in Lexis Affinity.

2. Some data that you enter in Lexis Affinity will be passed across to the HotDocs

answer file.

3. Contact details used by Softdocs will be stored in the Affinity PhoneBook.

4. Data entered into the HotDocs answer file can be stored in the Affinity database and
is available for searching and conflict checking.

Softdocs libraries are shipped with Affinity dataforms and scripts.

Matter Creation and Data Entry

When a matter is created (where the matter type has Softdocs precedents attached), you
will be presented with a dataform to capture the matter contacts used by the Softdocs

precedents.

The following example is based on a NSW property sale.

Hands on

1. Open the client Mr John Gribble.

2. Create a new matter for this client using the following details:

Author

Partner
Controller
Matter Type
Short Description
Long Description
Your Reference
Branch

Department

YSR

YSR

MER

CV (Conveyancing Sale)

Sale of your property to R & J Greenwell
Sale of your property to R & J Greenwell
JG1002

Sydney — Lewisham Reid

Conveyancing

3. Click [OK] to create the matter.
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4. The matter number will display. Click [OK] to continue.

5. The following dataform will display:

W DataForm: Solicitor , Agent, Mortgagee, Other

9(=1%]
File Tools Help

*
: Solicitor, Agent, Morkgagee, Other

Matter: 012431 Gribble, Mr Jakn

Sale of wour property to R 1 Greenwell

Additional Clients

ﬁ Edit... Mo Matter Client listed
Other Party Solicitor ﬁ Edit... Mo Solicitor listed
Other Party Conveyancer ﬁ Edit... Mo Conveyancer listed
Estate Agent ﬁ Edit... Mo Agent listed
Mortgagee ﬁ Edit... Mo Bank listed
Solicitar for the Mortgagee ﬁ Edit... Mo Solicitor listed
Any other contacks ﬁ Edit... Mo Other Softdocs Contact listed

I /QK H xgancell

You will now enter the contacts for this matter using the buttons on the dataform.

Click on the | { Edi...
box will open:

| button beside Additional Clients. The following dialog

-
¥ DataForm Matter Contact (Matter Party / Other Party) Editor

Matter  [MATTER] Gribble, Mr John

Matter Client Sale of vour property to R and J Greenway
Role

£ contacts List

Type Role Name Phone Title

=]

[m Add from the Matker Contact List...

5 Refresh

[ Data Grid

7. Clickon _
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10.

11.

12.

13.

14.
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W Matter Contact (Matter Party / Other Party) @

IMatter: [MATTER] Gribble, Mr John
Sale of your property ko R and J Greenway

Role: -

PhoneBook Search:

Reference:

Batch Made? [F

Click on the arrow beside the Role field and select Vendor from the drop-down list.

Click on the button.

Select John M Peters from the PhoneBook list and then click [OK]. The Matter
Contact dialog box will now show this selection:

W Matter Contact (Matter Party / Other Party) @

IMatter: [MATTER] Gribble, Mr John
Sale of wour property to R and 1 Greenway

Role: Yendor v

PhoneBook Search: Peters, John M

Reference:

Batch Mode? [F
o add X Cancel

Click on .
Click on . You will be returned to the DataForm.

Now add the following contacts using the [ W Edi.. ] buttons on the
DataForm:

Other Party Solicitor James James & Smythe

Estate Agent Richardson & Wrench - Parramatta

On completion, click [OK] to close and save the dataform.
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13.2

15. At the following prompt, select [No].

Confirm

3/ Do ywou want ko prink the Instructing Letker 7
-]

16. Matter creation is complete. You can now open the matter and continue work.

Generating Documents from Softdocs Precedents

The list of Softdocs precedents available for this matter is shown under the "Precedents"”

tab in the matter window.

W Matter: Gribble, Mr John Sale of your property to B Hill 012437

B=%]

File Search Help

Matter 012437
Client GRIE Gribble, Mr John

Short Description  Sale of your property ko R and 1 Greerway
Long Deseriphion  saje of your property to R, and J Gresnway

Date Completed
“four Reference Archive

Q History. Investments & Debt Contral Debtors Letters

B <Al Categories:>
= Bk Conweyancing - Yendor (MSW)

03 9608 7654 Partner MER IMelissa Reyan
Controller MER. Melissa Ryan

Author  MER IMelissa Reyan

Type (o) Conveyance - Yendor
Date Instrucked 30&/2010

Balances m Contacts E Data & Eills Receipts @ \WYOFFs & TFrs

ESRH-W- G- RA-SFHTE-® W Y sdasdh SHEAEX SEEF 7

Entity Lewisham Reid
Branch Sydney - Lewisham Re
Department Conveyancing

Source Country

m Safe Custody Cheques (& Esprean

e Graphs @ Diary

@ Research

@ Frecedents & pocuments | P Team HF Tasks

ﬁ ;;iM Precedents | Filker | Columns
B LPIFORMS DExX 8@
k LTR Icon |Description Filenarne Precedent Categary Rad
I OTHER Sf CO1L1L - Lkr to Client L1.RTF iZonweyancing - Yendor (N3W)

O (C 01 L2 - Lkr bo Other Party L2 rtf iZonweyancing - Yendor (N3W)

@ (CO01L3-Lir General L3.rtf Carweyancing - Yendor (MSW)

@ (CO01L3-Lir General L3.rtf Carweyancing - Purchaser (NSW)

@ C01L4 - Lkr to Agent L. rtf Carweyancing - Yendor (MSW)

& C01L5S - Lkr to Mortgagee Solicitor LS. rtf Carweyancing - Yendor (MSW)

& C01LE - Lkr to Mortgagee L6, rtf Carweyancing - Yendor (MSW)

@ C02F1-Fax to Client F1.rtf Carweyancing - Yendor (MSW)

&) |02 F2 - Fax to Other Party F2z.rtf Carweyancing - Yendor (MSW)

@02 F3 - Fax General F3.rtf Carweyancing - Yendor (MSW)

@f) |C 02 F4 - Fax to Agent Fa.rtf Conveyancing - Yendor (NSW)

@f €02 FS - Fax to Mortgagee Solicitor F5.rtf Conveyancing - Yendor (NSW)

@f €02 F& - Fax to Mortgages F&.rtf Conveyancing - Yendor (NSW)

@€ 03 INFO - Matter Information Sheet TMFO.rtF Conveyancing - Yendor (NSW)

w
< *
Description: Filename:

Precedents are divided into sub-categories (eg. Fax, Ltr, Form).

Click on a sub-category to show only the precedents in that category.

Click in the Description box at the bottom of the window and start typing the

descriptive name of the precedent, to jump to that precedent.

name of the precedent, to jump to that precedent.
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° When the precedent is selected, click on the button to launch the
HotDocs interview. You can also simply double-click on the precedent.

W Hands on

In this exercise you will merge a Softdocs precedent.

1. Using the matter created in the previous exercise, select the "Precedents" tab.
2. Select the LTR precedent category.

3. Double-click on"C01 L1 - Ltr to Client".

The HotDocs interview will launch for this precedent.

%511 - Client Letter - HotDacs 2008 Professional Edition @&
File Edit view Mavigate Tools Help
G | 012437.anx vaEH®a A8 valE Rk 2 *
Interview Dacurment Preview GQuestion Surmmary Answer Summary Variable Sheet
=] Client Details Client Details
1 Re Details
=] Enclosure Details - -
=] End of Interview (O} ) i
(0) 2 - John Matthew Peters
() Other
Client's Reference (if requirad) Our Reference

MER:YSR:012457

CURREMT NAME AND CORRESPONDEMCE ADDRESS:
Mr John Gribble

33 Riverview Drive

ABBOTSFORD WIC 3067

SELECT DETAILS TO LISE:
() Correspondence Details as above

() Street Address Details as above
() Alternate Addressee Details

Cantact Mame (if required)

[Jinclude above Contact Mame in addressee details

Next B W Last M | Finish JE]

UM

For Help, press F1

Note that the client details for the two client attached to the matter in Lexis Affinity
have been transferred across to the answer file.

4. Select John Gribble as the addressee.

5. Work through the interview in the usual way, and then click the Fnish =l pytton.
The document will then display in Microsoft Word.

6. On completion, save your document in the usual way.
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Users of Lexis Affinity Document Management or Lexis Information Manager will use

the 23¥2As  pbutton on the Lexis Document Toolbar.

Adding Matter Contacts

If you need to add more matter contacts to your matter, this should always be done via

the dataform. This will ensure the correct type and role are assigned.

W Hands on

In this exercise, you will add the mortgagee and the solicitor for the mortgagee as

contacts.

1. Using your new matter, select the "Data" tab.

2. Select the dataform labelled "Solicitor, Agent, Mortgagee, Other”.

Salicitor, Agent, Martgagee, Other

Any other contacks ﬁ Edit... Mo Other Softdocs Contact listed

Additional Clients ﬁ Edit... Mo Matter Client listed
Other Party Salicitor ﬁ Edit... Mo Salicitor listed
Other Party Convevancer ﬁ Edit... Mo Convevancer listed
Estate Agent ﬁ Edit... Mo Agent listed
Maortgagee ﬁ Edit... Mo Bank listed
Solicitor For the Mortgagee ﬁ Edit... Mo Salicitor lisked

3. Using the [ \ Edit... ] buttons, add the following contacts:

Mortgagee CBA — George Street

Solicitor for the Mortgagee Salenger Hearne & Biddulph

4. Click the button to save your changes.

© 2012 Reed International Books Australia Pty Ltd trading as LexisNexis

Page 253



@“ LexisNexis

Page 254

Essentials Workbook

Viewing a List of Contacts

To view a list of matter contacts, select the "Contacts" tab on the matter.

W Matter: Gribble, Mr John Sale of your property to B Hill 012437 =)<
Ele Seatch Help
CEIA-T-A-R-9FHIH- O W4 » Y Hadh SHREHASX SEW 7
Matter 012437 03 9608 7E54 Partner MER Melissa Ryan Entity Lewisham Reid
Client GRIE Gribhle, Mr John Controller MER Melissa Ryan Branch Sydney - Lewisham Re
Department Conveyancing
Shork Description  |Sale of your property to R and J Greenuway Author  MER Melissa Ryan e
Type (') Zonveyance - Yendor
Long Description | 54e of your property to R and 1 Greenway Date Instructed 3/06/2010
Date Completed
¥our Reference Archive
Q History Investments &P Debt Control Debtors Letters Trust Letters Im Safe Custody % Cheques &_ Espreon @ rescarch
Balances | M) Contacts El pata | & mils | & Receipts WioHs & Thrs | @@ Graphs | [ Diary | @ precedents | 90 pocuments | @8 Team | B Tasks
E:m Contacts List m Selected Contact PhoneBook Selected Contact DataForm
Type Seq (Role Mame Phaone: Title: Reference ~
Agent 1 Richardson & Wrench - Parramatta |02 9635 4755 P32Z3
Matter EillTo 1 Gribble, Mr John 03 9608 7654
Matter BillTo Contact 1 Gribble, Mr John 03 9608 7654
Matter Client 1 Wendor Gribble, Mr John 03 9605 7654
Matter Client 2 Wendor Peters, John M 03 9867 9858
Solicitar 1 Other Party Solicitor Jlames_James James & Smythe 02 9970 9898 Mr Julian James 33456
b
< *
[ il Mew,.,. l [ i" Edit. .. l ‘ ﬁ Delete | [ éprint..‘ l ﬂjil Ralate.‘.l [ womm.. l [Pracedsnt..‘ l [ﬂfl Data Gridl

Use the
contact.

button to view and edit the PhoneBook record for the selected
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Completing the Master Information File

Once a matter has been opened in Lexis Affinity and you have added all matter contacts
required, you can begin generating any Softdocs precedents. However, you may find it

useful to begin with the Master Information File, so that as much detail as possible about
the matter can be completed.

Hands on

1. Using your new matter, select the "Precedents" tab.

2. Select OTHER from the list of Precedent Categories.

W Matter: Gribble, Mr John Sale of your property to B Hill 012437

[M][=1/%]

Fle Search Help

Matker
Client GRIE

012437

Shart Descriptian

Long Descripkion

Your Reference

Gribble, Mr John

Sale of your property to R and J Greenway

sale of your property to R and J Greenway

03 9603 7654 Partner MER.
Controller MER.
Author  MER
Type [w)

Date Complated

Archive

IMelissa Ryan
IMelissa Ryan
Melissa Ryan

Conveyance - Vendor

Date Instructed 3(06/2010

BEHNA-TA-E8-R-83HITB- D K4 hadh CodexX SHEHE ?

Entity Lewisham Reid
Branch Sydney - Lewisham Re
Department Conveyancing

Source Counkry

/

h3 i

Descripkion:

Filename:

Q History Inwvestments & Debt Cortrol Debtors Letters Trust Letters m Safe Custody % Cheques &_ Espreon ‘ Research
Balances w Contacts E Data | &P Eills Receipts W Offs & Tfrs e Graphs @ Diary @9 Precedents Qﬂ Documents ﬂ Team ﬁ' Tasks
B <Al Categories> Cateqory: OTHER #h Categary
= Bk Conveyancing - Vendar (NS¥)
B FAx Precedents | Fiter | Columns
B FORM
M \PIFORMS DX 8@
ﬁ gTT—(ER Icon |Description Filenamz Precedent Category ~
&) |03 INFO - Matter Information Shest TNFC Conveyancing - Yendar (NS4
|03 MASTER - Master File MASTER. +tF

Conveyancing - Vendar (MNSW)

3. Select "C 03 MASTER — Master File" from the precedent list.

4. Click on the button.

Assembly of the master file will open in HotDocs.

5. On the Matter Details dialog, complete the address fields:

Street No:
Street Name:

Suburb:

15

Wilson Street

Parramatta
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“Z1MASTER - Master File - HotDocs 2009 Player Edition

M=%

file Edit View Navigste Tools Help

=] Property Details

1 Agent Detals

] Mortgagee Details

=] First Martgages Detais

] First Mortgagee Solicitor Details
=] mformation sheet

=] End of Interview

Vvette 5 Ragers

RE: FOR CLIENT LETTER[FAX
Sale ta R & 3 Greenwel

Line 2 {F req'd)

G| p12430.anx vMaEHE B A A8V & Fkeg|a| » o DB L3
Interview Document Preview Question Summay Answer Summary
=] Matter Details Matter Details
=] dlient Details LR REFERENCE DATE OPEMED MATTER NUMEER.
(=] Conveyance Details e =
=] vendor Details YSRIYSRI012430 3130 2011 s | 012430
=] Purchaser Details
] Purchaser Represenitative Detals PERSON RESPONSIBLE EMAIL ADDRESS

yrogers@lewishamreid,com.au

RE: FOR OTHER PARTY LETTERJFAX

Line 2 (f req'd)

RE: FOR GENERAL LETTER/FiX

Line 2 ([ req'd)

PROPERTY DETAILS:
- Street Mo - Street Name - Suburb
15 wilsan Street Parramatta

Nezt bW Last M | Finish b=)

6. Clickthe Mt P putton to move through the interview.

You will see that the matter contacts that have been entered in Lexis Affinity have
been pushed across to the interview / answer file.

NOTE: |If thereis an errorin the details entered for a contact, this must be
corrected via the Lexis Affinity PhoneBook. This will then update the

answer file the next time a document is generated.

If a particular matter contact has not been entered in Lexis Affinity, the
HotDocs interview dialog will display blank fields, like this:
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[73MASTER - haster File - Hotbacs 2008 Professional Edition o)
|| Fle Cdt view Mavigate Tock Help |

G || o1zez8.a0x vag W dBE a8 7ewEIR 1
Irdmrvieres Docunint Pravies Queston Sumaty Anawer Summary Vanable Shest
0 Marter Dtk Purchaser Representative Detalls
=] Chent Dotads FIRMPERSON NAME for documentsFaces CORRESPONDENCE NAME AND ADDRESS
I Converance Detsls =
1 vender Detals
= Purcharser Detads
=2 Dt
T Progerty Detade
) ngerk Datalks
5] Information Shest Hreet Address for documents L Address for doouments (f apokosbie)
] 15 Lawwdocs being used?
O Endof Inkerview Contact Name (F required) Cmal Address
S by Fax Numdwr
Ther Referance (F requred) Telphone Number
PURCHASER REPRESENTED: BY:
& Fem O SoF
() Sole Prackiiones ) Licensed Cofmveyaier
M Fest o A Peeous Het b B Lot Ml Fsh ]

(|

While you can enter the details here, this is not recommended as they will not be
written back to Lexis Affinity. You should return to the Affinity matter, display the

dataform and enter and/or select the matter contact.

Display the Conveyance Details dialog. Enter the following details:

Property Price:
Deposit Paid:
Date Exchanged::
Data Settled:

Is there an Agent?

Is there a Mortgagee?

Is the Vendor the Reg'd Proprietor?

Is the property in a new subdivision?
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629,000
62,900

17 May 2010
29 June 2010

Yes (This is answered for you because
there is an agent on the matter in
Lexis Affinity.)

Yes (This is answered for you because
there is a mortgagee on the matter in
Lexis Affinity.)

Select Yes

Select No
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|73 MASTER - Master Fila - HotDocs 2009 Player Cdition e
Fie G ¥ew Navgde Lok Helw |
o [orzem.an viagE #0400 YaER & n o4 o’ ) |
ke Document Preview Ouettion Summary Arwes Summary
=1 Matter Detads Conveyance Datalls
) Sterk Cotads COMVEVANCE TYPE:
= Virabir Dt (i gae ) Burcharss
I Purchaser Detals
=] Purchaser Represertative Detads FROPERTY PRICE DATE EXCHANGED
T Froperty Detads + |&2%,000.00 17 by 20000 i
=] isgenk kak DEROSLT PAID DATE SETILED.
= Merlgagee Detads e ;
=1 Frst Morgagee Dutals ¥ 62,900.00 #9 Jun 2010 =
= First Mortigages Solickor Detak
B informabion Sheet 15 THERE AN AGENT 7 15 THERE 4 MORTGAGEE +
= Erat ol Trberviews =) Y5 & Yo
(a1 o] ]
15 THE VENDOR, THE REGD: PROPRIETOR 7 15 THE PROPERTY [N A NEW SUBDIVISICH
@) Yes Ie)
Om o
H gt M A prevee mat b W Last W Fingh be]

o

8. Click Mext b o display the Vendor Details dialog.

Enter the vendor details as follows.

How many vendors? 2

Tenancy Details Tenants in Common equal
VENDOR 1 - Name John Michael Gribble

Vendor 1 — Address 33 Riverview Drive, Abbotsford
VENDOR 2 — Name John Matthew Peters

Vendor 2 - Address 140 Albert Road, East Melbourne

9. Click Mext B o display the Purchaser Details dialog and enter the details as

follows:
How many purchasers? 2
Tenancy Details Joint Tenants
PURCHASER 1 - Name Mr Robert Greenway
Purchaser 1 — Address 151 Hawkes Street, Parramatta
PURCHASER 2 — Name Mrs Jane Greenway
Purchaser 2 - Address Leave blank
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10.

11.

12.

13.

14.

15.

16.

17.

Click Mext p _ The purchaser representative details will display. Note that the other
party solicitor selected in Lexis Affinity will display here.

Click Hext b _ The property details will not be entered at this stage.

Click Mext p _ The details of the agent selected in Lexis Affinity will display.

NOTE: If you have not entered an agent in Lexis Affinity, the question "Is there an
Agent?" will be set to "No" in the HotDocs interview and you will not see an
Agent Details dialog.

Click Mext P _ Leave the default answers as they are on the Mortgagee Details

dialog.

Click Mext B o display First Mortgagee Details. The bank selected in Lexis Affinity
will display.

Click Mext P _ to display the First Mortgagee Solicitor details. The solicitor details

have been passed from Lexis Affinity.

Click Hext _ Answer Yes to print an Information Sheet.

Click the FrishiEl button to send the document to Microsoft Word.

13.3 Including HotDocs Data in Conflict Checking

Data keyed into a HotDocs answer file can be included in the Conflict Checker report only
if the data has been written back to the Lexis Affinity database.

@ IMPORTANT

The Lexis Affinity Conflict Checker does not check the HotDocs answer files. It will only
search the Lexis Affinity database.

If you are not sure what data is being written back to Lexis Affinity, please speak with your
Lexis Affinity Consultant or your Softdocs Consultant, or telephone the Helpline.

To include HotDocs data in the Conflict Checker report, you must tick the HotDocs
checkbox in the Conflict Checker dialog box:
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—
W Conflict of Interest Checker - New E]@
File Help
Canflict Checker
Template MONE Mo template assigned
Description
Enitity LR, - Lewisham Reid

Branch

Include in Search:

PhoneBook records Mo of Months Audit Trail Reporting ] [V]
Clignk records Context of Search
Matter records Owertide Matker Team Security
DakaFarms Do Case Sensitive Search O
archive records
Audit Trai |
< HotDocs
Search Criteria:
Search Words | Phrase [Jwhole word?
®and Cor [ whole word?
®and Oor [witole word?
Keep Open? I o OF l ’ X cCancel ]
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W Hands on

In this exercise, you will use the Conflict Checker to find matters containing the name
"Greenway".

1. In Lexis Affinity, select Database | Conflict of Interest Checker.
2. Entity: select Lewisham Reid.

3. Branch: leave blank

4. Make sure the HotDocs checkbox is ticked.

5. Search Words / Phrase: enter "greenway" (not in quotes).

% Conflict of Interest Checker - New E]@
Filz Help
Conflict Checker
Template MOME Mo template assigned
Description
Entity LR - Lewisham Reid w]
Branch v
Include in Search:
PhoneBook records Mo of Months Audit Trail Reparting O v
Client recards Context of Search
Matter recards COverride Matter Team Security
DataForms Do Case Sensitive Search ]
Archive records
Audit Trail ]
HotDocs
Search Criteria:
Search Words | Phrase | greenwell [(Jwhole ward?

@and Oor [whole waord?

®and Oor [whole waord?
Keep Open? [ \/ Ok l [ x Cancel ]

6. Clickon to process the report.

The report will display on screen, showing the search string in bold (see example on
next page). You will see that this string has been located in the HotDocs data for
your matter.
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Conflict Checker
Entity: LR Lewisham Reid
Branch: 5YD Sydney - Lawisham Reid
Search Word / Phrase: greenway
Search Selection Criteriar Archive, Client, Matter, PhoneBook, Include DataForm,

Client (0 client found)
Client Mote {0 client note found)

Matter {1 matter found)

GRIE MER Gribble, Mr John
Gribble, Mr John
012420 YSRIMER {YSR/ 3WJANITT/ Sale to R & J Greenway /[ CV

Saleto R & J Greenway

Total of 1 matter

Matter Contact {0 matter contact found)

Matter DataForm (0 matter dataform found)

Matter Debtor (0 matter de¥ SR/ MER / Y SR / 31JANM1 / Sale to R & J Greenway / CY

Matter HotDocs (1 matter HotDocs field found)

012430
Saleto R & J Greenway
F24 Ir Robert Greenway
F26 Mrs Jane Greenway
Watter Parties Mr Robert Greenway [Furchaser 1]

Mrs Jane Greenway [Furchaser 2]
John Matthew Peters [Wendor 2
15 Wilson Street, Parramatta [Property Address]

The above report shows that the string “greenway” has been found in the matter
description for matter 012430 and also in fields F24, F26 and Matter Parties in the
HotDocs data for matter 012430.
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Document Management

The Document Management functions of Lexis Affinity Library include custom toolbars
which are loaded into Microsoft Word and Microsoft Outlook. When Word documents
and Outlook emails are saved, the details are recorded in the Lexis Affinity database.
Document details can be displayed in the PhoneBook, Client and Matter windows.

Lexis Document Toolbar in Word

The Lexis Document Toolbar will display in Word as shown below:

Word 2003 or earlier

ﬂ | Save | Save fs | Save fs PDF | Open | Close | Search | Print | Lkilities « -]

Word 2007 or greater (found in the LexisNexis ribbon)

ﬂ =] ! Ly T Y -"5 S od
L | eIt

H Eﬂi = w ¢ B3 L

Save Save Save Open Close  Search Print Utilities

As As PDF
Lexis Document Toalbar

Lexis Document Toolbar Functions in Word

SAVE Save the current document. If the document has not yet been
saved, this works the same as the "Save As" button. If specified,
this process will also place a footer on the document (showing
the file name).

SAVE AS Save the current document with a new file name (eg. create a
copy) or to a different matter.

SAVE AS PDF Save the current document as a PDF file (note: this will also save
the current Word document to Affinity if it has not been saved)

OPEN Open (or switch to) Lexis Affinity Library.

CLOSE Close the active document.

SEARCH Search for stop codes in your documents.

PRINT Send documents to print based on user selections.

UTILITIES Drop down a menu of emPower and other document utilities.
NOTE: The toolbar is customised at the time of installation to suit your firm’s

requirements. Some of the buttons described above may not be present on
your toolbar.
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14.2 Saving Documents

Click | save | or [ 3ave 4s | to save the document to Lexis Affinity.

The following steps are performed:

=

Assign a file name to the document;
2. Save the document to a pre-defined folder location on your network;

3. Place the file name (and path if required) into the footer of the document (this
feature may be disabled if not required);

4. Write information about the document and its location into the Lexis Affinity Library
database.

IO

PROCEDURE

To save a Word document and record the details in Lexis Affinity Library:

1. Click on the | 3ave | button on the Lexis Document Toolbar. The “Save Document”
dialog box will display:

1 Save Document
I atter: | 4 & 0K
Phonebook:
| ﬂ X Cancel
D escription;
Treated: [I¥) 1/03/2008 = |  Mailed: [ |
Author: hd
Operator: |¥vette 5 Rogers - [~ Show on CliMet
From/Sender: |
Precedent: | ]
Category: | j
Department; | j
Branch: | ﬂ
Typels) Agreemant Debt Collection Farrg
Atk Ernail Ihwoice
Brochure Faczimile Letter
Conflict Check. Financial &/cs Medical Reports
<] 2]
Starage Type for Document
" Temporary {+ Permanent i Archive
v Insert Footer
IV Inzert Footer First Page if Different First Page Footer

2. Type the matter number / file ID into the Matter No box. If the document is not
matter-related, you can leave the matter number blank if you wish only to record the
document against a PhoneBook/Client.
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Page 266

If you do not know the matter number, click on the binoculars button. The Matter
Selection window will open. This window allows you to search for a matter by first
searching for the client name, and then selecting the correct matter.

#h Matter Selection E]@
oo
Dizplay Grid | Filter ]
Client |Descripti0n File |Partner|Author] Type ]A-.A
L Antwell Building Company  Antwell -~ General Insurance Company 2402 MER MER LITIG
__Antwell Building Compary f 2424 MER |MER |DEET F
|| Antwell Building Company | new matter 012425 MER |MER DEBT =
o Ares Military Research Pty Lt Ares v TRC 2030434 MEFR MMC  CORBM
| Ares Military Research Pty Lig Patential Redundancies Advice 012352 MMC  (DJAa EMP
|| Black D ay Publizhing Pty Ltd: Contract of Employment - Marketing Mnagr 012311 MER |DJ&  ADM
o Black Day Publizhing Pty Ltd Debt Recovery from Harris Publishing 2399 MER |vSR |DEET
o Black Day Publizhing Pty Ltd Debt Recovery from Regents Park Books 012326 MER |vSR DEBT
n Black Day Publizhing Pty Ltd Debt Recovery from The Open Book 012347 MER |vSR DEBT
Black Day Publizhing Pty Ltd| Debt from Gemini Ski Hire 990105 MMC  [vSR |DEBT
|| Black D ay Publizhing Pty Ltd General advice annual retainer 040705 RED  WSR ADY
| Black Day Publizhing Pty Ltd Lease of premises to Blackwell mz2339 MER D&M OV
|| Blackwel Scientific Publicatic Advice 930044 MER |YSR |ADY
N Blackwell S cientific Fublicatic Debt Recovery from ‘Wilzon 012418 MMC  [MMC |DEBT P
£ fiu =
Search for Client: J ok, | x Cancel |

In the Search for Client box, begin typing the client name until the required client is
shown in the window.

Double-click on the matter number required.

The "Save Document" dialog box will re-display with the matter number inserted.
Other fields associated with the selected matter will be completed automatically
(eg. PhoneBook; author; department and branch). The operator and date are
automatically inserted.

NOTE: If the document has been generated from Lexis Affinity Library, the
matter number will be inserted automatically.

Click into the Description box and type in a meaningful description for the document
(eg. Letter to client enclosing Costs Agreement). You may find this field has been
automatically populated — this is controlled by your system administrator.

@ TIP: The details entered into the Description box can
be used to search for a document in Affinity. Itis
important to be consistent across the firm (eg. always
use say, "Letter” rather than variations such as “"Ltr").

Complete any other details required such as Category and Type(s).

Click [OK].

NOTE: Some fields in the "Save Document" dialog box may be compulsory. That is,

you must complete these fields in order to save the document. Your System
Administrator will determine which fields are compulsory.
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Document Footer

The file name will print in the footer, unless you choose to omit the footer.

@ TIP: Try to remember to save the document before
printing, otherwise the file name footer will not display
on the hard copy.

Save As vs Save
When modifying an existing document, you can either save the changes "over" the
previous document, or you can save a different version of the document under a different

file name.

e  Tosave "over" the previous document, simply press the [Save] button after making
the edits.

e  To save another version of a document under a different file name, use the [Save As]

button. This will assign a new file name to the document and you will be able to
enter a new description.

Versions
You may also use the Versions feature available in Microsoft Word (version 2003 and

earlier). To use this, ask your System Administrator to enable the “Versions” feature in
the Document Management setup.

W Hands on

1. Create a new document in Microsoft Word.

2. Type your firm name and address into the document.

3. Click on the | 3a¥e8s | button on the Lexis Document Toolbar.

4. You do not know the matter number so click on the binoculars beside the matter
box.

5. Select a matter to save the document against.

6. Click into the Description box and type the following text as the description:
Firm Name and Address

7. Click [OK].

8. Select Word'’s Print Preview function to view the document footer.
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9. Close the Preview screen.

10. Move the cursor to the end of the document and add the firm’s phone number.

11. Click on the |3a¥e | button on the Lexis Document Toolbar.

12. Edit the document and change the firm name to firm’s service company name.

13. Click on the | 338 #5 | button on the Lexis Document Toolbar.

14. Enter the Description as: Service Company Details

15. Click [OK].

16. Preview the document and note the new footer details.

17. Close the document.

d

TIP: If you have versioning enable and you want to
save the document without creating a new version
simply press the native Word Save button or press
CTRL-S. Note that the document must have been saved
in Affinity initially.

Save As PDF

The | 5ave AsFOF | button is used to save the current document in PDF format. The
document must be saved as a Word document first. If you have not saved the document,
this will be done automatically before the PDF file is created.

Display / Open Documents

Once a document has been saved it will be listed in various windows within Lexis Affinity
Library. Documents and other types of files may be opened directly from these windows.

d

TIP: When using Lexis Affinity Library Document
Management, you will search for documents and open
documents from inside Lexis Affinity Library. It is
recommended that you do not try to find and open files

using Word's "Open” function, or Windows Explorer, as
this will take much longer.

Documents are displayed and opened from the "Documents" tab in the following

windows:
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1. Matter window.

2. Client window.

3. PhoneBook window.

4. Document Management window (in the Case Management group).

Example: Matter Window

W Matter: Browne, John & Sandra Sale of 23 Hillside 012424 M=%
File Search Help

BOMB-H-G-A-9FHITB-O K4 »r)y Aod SaEHEX S ?

Matter 012424 07 32731234 Partner MER Melissa Ryan Entity Lewisham Reid
Clienik JOHNODOL  Browne, Jofn & Sandra Controller MER.  Mellssa Ryan Branch Sz > (D
Short Description | Sale of 23 Hilside Author MER Melissa Ryan gszitnézttnw R
Type ¥ Conweyance - Wendor
Long Description gl of 23 Hillside Date Instructed 9{10/2009
Date Completed
Vour Reference Archive

P Tasks L} History Investments | &€ Debt Control Debtars Letters Trust Letters | [e] safe custody | @) Unpresented Cheques €_ Espreon
[ Balances | M) contacts | [ pata | [P] emPower | & Bils | 7 Receipts | EM wioHsaTrrs | @@ Graphs | B Diary | €0 precedents | O Documents | £ Team
ke <Al Categaries>

Categor
I e

& B Comveyancing - Verdot [ ociments |Firer | Columns

s Fi -
B FORM + /N & S| vane N
k t';‘RFORME Tcon Hame Created Description Author Operator Pref
B orreR [#1] PICHNDOD!_012424_004.doc 8/12/20092:11:19PM  JOHNOOOI for matter 012424: Fax Helissa Ryan Vvelte SRogers  Fan
<L PICHNODD!_012424_003.pdf | 16/11/2003 3:08:56 AN |L4 - Letter to Agent JOHNOOO1 for matter 012424; Melisss Ryan Vvelte SRogers L4,
@] PICHNODD!_012424_003.dc 16/11/2009 3:08:52 AM |L4 - Letter ko Agent JOHNOOO1 for matter 012424: Melissa Ryan Vvette SRogers L4
5] PIOHNDOOL 012424 _002.doc 18/11/2009 5:08:33 AM test Melissa Ryan Vvelte SRogers L4,
@] PIOHNDOD!_012424_001.doc 18/11/2009 8:50:38 AM test bil Helissa Ryan Vvette SRogers  Bx
~
< >
< »

The document table has a number of columns. Not all columns are visible at one time.
Use the vertical and horizontal scroll bars to view additional columns and entries further
down in the list

Open Document
If you know the name of the document you are looking for, you can jump to it quickly by
typing the first part of the name in the "Name" box at the top of the list. Otherwise, scroll

through the list to locate the document, or use the "Filter" window to narrow down the
list of documents displayed. See page 283 for more information on how to use filters.

To open a document from the list:

% Double-click on the document entry OR

El. Highlight the document entry and click on the “Open” icon on the toolbar OR

% Right-click on the document entry and select "Open Document" from the drop-
down menu.
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14.5 The Document Management Window

Open the Document Management window to all list a/l documents / files that have been
generated and saved, across the firm.

¥ Document Management E]@
Documents lFiIter | Columns |
+ % w2 fj O Mame:
Icon | Path Author |Created Matter Department |
_) ﬂ_] ciiworkliCyi JaA990224 kest mai line 2.doc James Anderson 291082005 11:03:25 AM 90224 Conveyancing [
@j Cihwork\DOADIAN01 231 14001, D0OC Darren James Arnol 25/08/2008 11:48:07 AM 012311 Dust Disease
ﬂ-‘_] cihwork BAN|¥SRY0407054001 . DOC ‘vette 5 Rogers 12{08/2008 1:34:57 PM 040705 Bankruptcy
M_] cihwork\DDYYSRA01 23994001, D0OC ‘fvette 5 Rogers 12/06/2008 1:31:23 PM 012329 Dust Disease
ﬂ-‘_] ciworkl #D#\PELY0407054001  DOC Penny Leonard 12§08/2008 1:20:10 PM 040705 Commercial
ﬂ_] cihworkl ADMPGLYD40705, 005, DOC Penny Leonard 12/08/2008 1:18:03 PM 040705 Administration
M_] chworky COMPGELY0407054001 . DOC Penny Leonard 12{08/2008 1:16:20 PM 040705 Commercial
@_] c:hwarkl COMYYSRI 040705004 DOC ‘Ywette 5 Rogers 12/08/2008 1:15:50 PM 040705 Commerrial
ﬂ_] chwork\ COMIPGELY040705) Test Instances, doc Penny Leonard 1200812008 1:07:41 PM 040705 Commercial
ﬁl] Ci\AFFinity! Test PrecedentsiMatker Partner Name. doc Penny Leonard 12/08/2005 1:07: 10 PM 040705 Commercial
E‘_] Ciwork ADMPGL0407051,003.D0C Penny Leonard 12/08/2008 1:06:37 PM 040705 Administration
MJ i iworkl ADMPGLYD40705, 002, DOC Penny Leonard 12082008 1:06:04 PM 040705 Administration
ﬂ-ﬂ c:hworkl ADMPGLYD407054001 . DOC Penny Leonard 12{08/2008 1:04:57 PM 040705 Administration
ﬂ_] cworkiBSPO0LYIA0224\PANTW L _012402_023,D0C James Anderson 8/06/2008 1:53:06 PM 990224 Conveyancing
W] CAWORKIANTWI0124021PANTWL_012402_024.00C  James Anderson | 6{08/2008 1:52:05 PM 290224 Conveyancing
M_] CHWORKIANTW10124024026,00C James Anderson §/08/2008 1:49:47 PM 990224 Conveyancing i
(Rl
£ »

1. Click on the Clear All button. |@|
It is very important to click on the Clear All button when using the Document

Management window if you wish to see all files. This window has a pre-defined
filter, showing only the files created by you during the last month.

\‘\% Hands on

1. In Lexis Affinity Library, open the matter you saved your documents against.
2. Click on the "Documents" tab.

3. Open the file containing the service company details.

4. Close the file.

5. Open the PhoneBook entry belonging to the matter.

6. Locate and open the document containing the firm details.

7. Close the document.

8. Open the Document Management window in Lexis Affinity Library.

9. Scroll through the Documents list.

10. Click on the [Clear All] button. |QI

11. Scroll through the Documents list again. You should notice more files.
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14.6 Tabs and Toolbar

Dacuments lFiIter ] Columns]

=+ % ¥ = g @& | | vame: | [ Exclude Matter Documents
Tabs
Documents Displays the document list
Filters Filters the document list by certain criteria
Columns Customises the column layout
Toolbar

Add single or multiple file entries to the database

Edit the details of the selected document entry

Delete one or more file entries from the database

Open the selected document / file

Refresh the document list

Clear the current filter and refresh the document list

IEhkEEEE

In the "Name" box, starting typing the name of the file to jump to the first file
in the list beginning with that string of characters.

Exclude Matter Documents:
If you are viewing documents in the Client or PhoneBook windows, you can
tick this box to exclude matter-related documents from the list.

Refresh the Document List

EIYOU may need to click on the Refresh button on the toolbar from time to time to
refresh the list. For example, if a document has been saved against a matter while the
document list for that matter was open in Affinity, the list may need to be refreshed
before the document will display.
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Clearing the Filter

Afilter is used in Lexis Affinity Library to narrow down the selection or results that are
displayed. Filters are used to narrow down document lists to assist in the fast retrieval of
the document required.

|@lYou may need to click on the Clear All button on the toolbar from time to time, to
clear the current filter and refresh the list. If a filter has been applied to the document
list, but you now wish to view all files in the list, click on the Clear All button. This clears
the filter selections and refreshes the list.

@ TIP: If you cannot find a document in the list, it isa
good idea to click on the Cancel All button and then
check again. Remember that the Refresh button does
not clear the filter.

14.7 Column Layout

Column layout may be customised including selection of columns to display, the size of
the columns, and the order of the columns. You may also sort the entries by clicking on
the column headings.

14.7.1 Column Headings

Icon The icon associated with the type of file
Path Full path and file name

Name File name only

Created Date the file was created

Mailed Date the document was mailed

Matter The matter number

Description Document description (as entered by the user)
Author The author assigned to the matter in Affinity
Operator The Affinity operator who created the document (as per Affinity login).

PhoneBook The PhoneBook entry (and therefore the client) associated with this matter.
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From/Sender*®
Sender of correspondence (used where incoming files such as emails are
attached to a matter)

Precedent  Name of the Affinity precedent (if any) used to generate this document

Category®  Category or area of practice that this file belongs to (eg. Debt Recovery,
Conveyancing Purchaser, Litigation)

Show on CliNet*
Nominate whether this document is to be available on CliNet

Department Department assigned on the matter
Branch Branch assigned on the matter

Deleted By* Name of person who deleted the entry

Deleted Date™
Date entry was deleted

Contents of columns marked with an asterisk are blank unless a user edits

* the entry and completes these details or, in the case of the "Deleted By" and
"Deleted Date" fields, unless a user deletes the entry.

14.7.2 Modifying the Column Layout
Column layout is modified by:
. Using the mouse to drag and drop columns and

° Using the Columns tab

Using the Mouse
Use the mouse to adjust the column layout in the following ways:
. Grab the edge of the column heading and drag to the left or right to resize a column

. Point to a column heading and hold down the left mouse button. Drag the entire
column to the left or right to reposition the column.

Using the “Columns” Tab

The Columns tab can be used to select the columns to be displayed; to re-order the
columns; and to change to a multi-line display mode.
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1. Click on the Columns tab to display the Columns window.

f Ny
¥ Document Management E]@
Documents | Fiter  Columns
Hidden Displayed
Deleted By Icon -
Deleted Date Path M

Author
Add > Created
[Matker
peegl) & Departrent
arne

Cperakar
Phonebook,

< Remove From)Sender
Description
< Remove 8l | |precedent
Cateqory
Show on Clitlet |
Eranch Il

| Multiple Bands

2. The column headings shown in the “Hidden” box do not display at all in the
Documents table.

3. The column headings shown in the “Displayed” box will display in the Documents
table, in the order they appear in the list.

4. Add more columns to the display by clicking on the column name in the “Hidden” box
and then clicking on the Add > button. The column name will appear at the bottom
of the “Displayed” box but can be repositioned by dragging and dropping the column
name higher up in the list.

5. Remove columns from the display by clicking on the column name in the “Displayed”
box and then clicking on the < Remove button.

6. Reposition the columns by dragging and dropping the column names up or down in
the “Displayed” list.

7. Click on the Documents tab to view the changed layout.
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Multiple Bands

E

Brcoomooom eoooomntooomoom i

Click on the “Multiple Bands” check box for a multi-line display of document entries as

shown below.

¥ Document Management E]@
Documents IFiIter | calumns |
+%7‘<_ = 33@ Name:
ILcon _Path Author Created Matter |Department Mame Ll
Description Tl
5 \ﬂJ cyworkiCv 1881990224 kest mail line 2.doc James Andersan 29J08/2008 11:03:25 AM 990224 Conveyancing test mail li
test
lﬂ_] ciworki DDA DIAYD123114001.D0OC Darren James Arnole 25/08/2008 11:45:07 AM 012311 Dust Disease 001.00C
test
xﬂj ciyworkiBANYSRI0407053001, DOC ‘vette 5 Rogers 12/08(2008 1:34:57 PM 040705 Bankruptcy 001.00C | =
test
lﬂB c:workiDDYYSRY0123990001 . DOC ‘tvette 5 Rogers 12/06{2008 1:31:23 PM 012399 Dust Disease 001.00C
test dd
nﬂj ciworki# D \PEL 0407051001, DOC Penny Leonard 12/08]2008 1:20:10 PM 040705 Commercial 001,00C
test
lﬂ_] c:hworkl ADMYPGL 040705005, DOC Penny Leonard 12082008 1:18:03 PM 040705 Administration 005,00C
trbrtrt
\ﬂJ c\workl COMPSELY 0407054001 . DOC Penny Leanard 12[08(20085 1:16:20 PM 040705 Commercial 001.00C
tests
\ﬂ_] cyworklCOMYYSRY 0407054004 . DOC ‘fwette 5 Rogers 12/08{2008 1:15:50 PM 040705 Commercial 004.000C
test 5
xﬂj cywork COMPSLYD40705) Test Instances. doc Penny Leanard 12/08(2008 1:07:41 PM 040705 Commercial Test Instz
test
@B CAAfFinityl Test PrecedentsiMatter Partner Mame. doc Penny Leonard 12/05{2008 1:07:10 PM 040705 Commercial Matter Pa
test
nﬂj cyworkl ADMPGLY 0407051003, DOC Penny Leonard 12/08]2008 1:06:37 PM 040705 Administration 003,000C
changed to Commercial
lﬂ_] c:hworkl ADMYPGLY040705,002, DOC Penny Leonard 12082008 1:06:04 PM 040705 Administration 00z.00C
testz
@ﬂ c:hworkl ADMPGL 040705001 . DOC Penny Leonard 12(08/2008 1:04:57 PM 040705 Administration 001.00OC
letter ta client enclosing costs agreement
\ﬂ_] cywork\BSPO014990224\PANTW T _012402_023.00C James Andersan 50812008 1:53:06 PM 990224 Conveyancing PARNTW_
test o=
£ >

The Multiple Bands display shows the description on the second line for each entry.
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Hands on

The aim of this exercise is for you to become familiar with using the Column Layout in the
Documents list.

10.

11.

12.

13.

14.

Open your matter and display the generated documents.
Click on the "Columns" tab.
Remove the following columns from the display list:

Path

CliNet
Category
Department
Operator

Place Operator back on the display list.
Order the columns to be displayed as follows:

Icon

Name
Description
Operator
Author

(order the remaining columns as you wish)

Click on the "Documents" tab to review the results.

Resize the Description column to make it smaller.

Reverse the order of Operator and Author (use the drag and drop method).
Close the matter window.

Open your PhoneBook entry and click on the “Documents” tab to view the document
list.

Open the Document Management window and view the document list.
Sort the list by date in ascending order.
Sort the list by matter number.

Sort the list by author.
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14.8 Add, Modify and Delete Entries

Add Entries

il. Use the [Add a Document] button to add a reference or link to documents or
other file types that are related to a matter or PhoneBook entry (client).

Files you may wish to add include:

e A Word document that was not saved using Document Management
e Adocument generated by another word processor (eg. WordPerfect)
e Ascanned image that has been saved onto your system

e Aspreadsheet that has been saved onto your system

Add a Single Document Entry

To add a single document:

1. Open the Documents windows (from either the Matter, PhoneBook or DM windows)

2. Click on the +| button. The following dialog box will display:

-
¥ Document
Path | W oF
Matter (012424 _
Phonebook |Browne, John & Sandra
Description
Created |[Fl1z/01/2010 vl maied |
Adthar | Melissa Ryan ¥| ... ToFolder Structure
Operator |yyette S Rogers | w| @ Move O Copy O Neither
Show on Clivet [
From{Sender
Precedent
Category |» |
Department | Conveyancing ||
Branch |Sydney - Lewisham Reid ||
Typeis) ._ Agreement Email LS4 Statement
[ Artwark Facsimnile Letter
Brochure Financial Afcs [ | Medical Reports
[] Conflict Check. Farms Online Search
[] Debt Collection Invvoice FDF
£ I el

3. Path: click on the binoculars button to browse to the file.
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10.

11.

12.

13.

14.

15.

When you have located the file, double-click on the file name.

Matter: insert the matter number (may be left blank if the file is not associated with
any particular matter).

@g TIP: If youenter the Matter No first, the Author,
PhoneBook, Branch and Department fields will be
automatically completed for you.
Description: enter a meaningful description for the file.
Date: defaults to today but can be altered.
Mailed: tick this box to record the date the document was mailed (if required).
To Folder Structure: select to move or copy the file to the Document Management

folder structure used in Word or leave it where it is. (This feature is only available is
activated by your System Administrator.)

@ TIP: If you select the "Neither" option then the
document will be indexed within Affinity in its current
location. This option is not recommended, especially if
the document resides in a local drive or user's home
directory. In this scenario only the user who registers
the document within Affinity will be able to open the
document.
CliNet: select if you have CliNet and would like this file to be available to CliNet.
Operator: defaults to the user logged into Lexis Affinity Library.
Sender: used to enter the name of the sender of an incoming document or email.

Precedent: insert the name of the precedent document used to generate this file.

Category: nominate a document category or practice area (eg. Litigation) for this
file.

Department: defaults to the matter department. This can be modified.

Branch: defaults to the matter branch. This can be modified.
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16. Type(s): allows you to flag this file as a particular type (eg. letter, spreadsheet,
image). You may select more then one type.

@ TIP: Document Types are set up in another area of
Lexis Affinity Library. Please see your System
Administrator if you need to add more types.

17. Once all required fields are completed, click on the [OK] button to add the file to the
list.

Add Multiple Entries

The procedure for adding multiple entries is the same as that for adding single entries.
Note that when adding multiple entries, the files must be assigned to same PhoneBook
entry and/or matter number. Likewise, all files selected will be assigned against the same
author, operator, category, department etc. It is possible to modify an entry to say,
change the author, after the files have been added to the list.

NOTE: When adding multiple files, the files must all reside in the same folder.

1. Click on the il_ button.

2.  Path: click on the binoculars button to browse to the files.

3. Single-click to select the first file to be added. To select further files, hold down the
<Ctrl> key on the keyboard while selecting each entry with the mouse.

@ TIP: To select an entire folder of files, press
<Ctrl> A on the keyboard.

4. Complete the other field details as required.
NOTE: The Description field will show as [<File Name>] when multiple entries are
added. This means the name of the file will be inserted as the description.
This can be changed but whatever you change it to will be inserted for all
files you are adding in this procedure.

5. Click on the [OK] button.

6. You will see that each file has been added as an entry in the list.
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Modify Entries

Once a file entry has been added to the list, the details of the entry may be modified.
There are two methods:

1. Use the Edit function to open a dialog box that allows editing of the documents
details.

2.  Unlock the display grid to allow direct editing within each column.
Edit Via Dialog Box
1. Locate and select the document entry to be edited

2. Click on the il button OR right-click on the entry and select "Edit" from the
drop-down menu. The following dialog box will display:

¥ Document

Path |Ciiwark\BSPO011990168\PESPONL_990165_007. pdf

2

File Name PESPO01_990168 007.pdf X cancel
Matter 930163 =
Phonebook | Blackwell Scientific Publications
Description | Letker to client enclasing costs agreerment
Created |[#]25/01/2011 w|  maied [ ~|
Author | 1an O'eil v +v. Ta Folder Structure
Operator |yyette 5 Rogers ™ O Move O Copy & Neither
Show on et [
From/Sender
Precedent
Categary ||
Department | Dust Disease ||
Branch | Melbourne - Lewishar Reid | %
Typels) ._ Agreement Email LSA Statement
] Artwork, Facsimile Letter
Brochure Financial ajcs [ | Medical Repotts
L1 Conflict Check Forms Online Search
[] Debt Collection Invoice POF
£ | | ¥ |

3. Modify the details as required. Note that the path and file name cannot be changed.

4. Click on the [OK] button.

Page 280 © 2012 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis™ Affinity Library @ LexisNexis

Direct Editing from the Documents Grid

File entries may be modified directly from the Documents grid. The grid is locked by
default to avoid accidental changes. To unlock the grid for editing:

1.

Right-click anywhere on the Documents list (grid). You will see that the Lock Grid
item is ticked on by default.

Select the Lock Grid item to de-select it.

The document entries may now be edited by tabbing to the row and column required
and making the changes.

For example:

>

To change the Description:

Click on the description for a file to position the cursor inside the description
box. You may then type in a new description, or modify an existing
description.

To change the Author:

Click on the author name on a file. A drop-down arrow will display. j
Click on the arrow and select a different author from the list.

To change the Matter:
Click on the Matter field. A graphic will display at the end of the field. —||
This graphic indicates that, if selected, a window will open. Click on the

graphic to open the Matter window. Select the matter required. You may also
type the matter number directly into the Matter field.

When editing is complete the grid should be locked again. Follow steps 1 and 2
above to re-lock the grid.

Delete Entries

[

NOTE:

1.

2.

Entries may be deleted from the database if they have been incorrectly added.

This option should be used with caution!!

In the Documents list, highlight the entry to be deleted.

Click on the Ll button on the toolbar. The following message will display:
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P =

Confirm

:\?{) Delete the 2 selected entries?
-

3. Click onthe button to confirm the deletion.

NOTE: This action does not delete the actual file from your system; it only hides
the reference to the file in the Affinity database. Your System
Administrator will confirm the deletion before the entry is finally removed,
and may also delete the actual file where necessary. Your System
Administrator may also restore the document if you accidentally deleted
the file from within Affinity.

\‘\% Hands on

1. Open Excel and begin a new worksheet.

2. Type “15,000” into one of the cells and then save the spreadsheet to the desktop.
Name the file DM Figures.

3. Close Excel.
4. Open matter 012352.

5. Click on the "Documents" tab.

6. Click on the il_ button.

7. Path: browse to your spreadsheet file.

8. Description: Proposed Figures for Submission to Client

9. File Type: spreadsheet.

10. Click on [OK].

11. Locate the new document entry for this spreadsheet in the "Documents" list.

12. Change the matter to 990168.

13. Refresh the list. You should see that the file is removed from the current matter.
14. Open matter 990168 and select the "Documents" tab.

An entry for the spreadsheet file will display in this list.
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14.9 Filters

The Filters window is used to narrow down the selection of documents displayed. For
example, after viewing the complete list of documents for a PhoneBook entry, you may
wish to narrow down the list by date range, by matter number or by file type. These are
just a few of the criteria available for filtering a list.

To filter a document list:
1. Display the document list (in the Matter, Client, PhoneBook or DM window);
2. Click on the "Filter" tab.

Documents | Filker | Colurnns

Created
Matter: simce: (]
PhoneBook: Before: |1
Client Code:
Path: Author: hd
File Mame: Ext. hd Operatar:
Category: w | Prec'dnt: Sender:
Descripkion:
Branch:
Type: @ any Cal Diept:
[ClExchude selections Mailed
Agreement Ernail LS4 Statement Research since: |[] w
Arbwork Facsimile Letter Spreadshest
Brachure Financial &jcs Medical Reports Skatement Befare: |[]
Conflick Check Forms Online Search Survey
Debt Collection Invoice FDF Termplate
< >
[E]show on Clinet [ Active Matter O Clear all

3. Click on the |@| button to clear the previous selections.
4. Enter the filter criteria required (see below for examples).

5. Click on the "Documents" tab to display the results.
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Filter Examples

Example 1: List all documents created since 1/05/2010 where John Woodward is the
author.

Dacuments | Fiker | Columns

Created
Makter: Qe 10542010 v
PhoneBook: Before: |[] bt
Client Code:
Path: Swihor: | John Woodward
File Mame: Ext. b Operator: hdl
Category: | Prec'dnt: Sender:
Descripkion:
Branch: w
Type: @ any O Al B hd
[CExcude selections Mailed
Agreement Ernail L34 Statement Research since: (] w
Artwork Facsimile Letter Spreadshest
Brachure Financial &jcs Medical Reports Skatement Before: |[] w
Conflick Check. Forms Online Search Survey
Debt Collection Invoice FDF Template
< >

[E] shaw on Clivet 5] Active Matker 7) Clear Al

Example 2: List all spreadsheets created by author Yvette Rogers.

Documents | Fiter | Colurnns

Created
Matter: Since: |[L]
PhoneBaok: Before: (]
Client Code:
Path: NLLor: | vette S Rogers b
File Marne: Ezt. Al Operator: »
Category! + | Prec'dnt: Sender:
Description:
Branch: v
Type: @ anmy O Al Dept: bt
[(JExclude selections Mailed
Agreement Email LS4 Stateme Research sincer ]
Artwork Facsimile Letter | Spreadsheet
Brochure Financial Afcs Medical Reports S Before: |[]
Canflict Check Forms Online Search Survey
Debt Collection Invoice FDF Template
< b3

[E] show on Clivet  [E] Active Matter lear All

NOTE: Spreadsheets will be recognised only if they have been flagged as this “type” of
document when they have been added to the document list.
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Example 3: List all documents created by the Conveyancing Department where the
description contains the word “contract”.

Documents | Fiter | Columns

Created

Matter: since: [0
FhoneBook: Before: ([
Client Code:
Path; Authar:
File: Mame: Ext. v Operator:
Skaae ~ | Prec'dnt: Sender:
Description: | *conkrack®
Branch: v
Type: (& any (O al Depk: | Conveyancing v
[JExclude selections Maied
Agreement Email LS4 Statement Research Since: | -
Artwork Facsimile Letter Spreadsheet
Brachure Financial Afcs Medical Reports Skatement Before: |[] d
Conflict Chedk Farms Online Search Survey
Debt Collection Invaice PDF Template
4 b
[E]show on Cliet  [5] Active Matter 7} Clear all

W Hands on

1. Open the Document Management window.

2. Clickon |§| to clear the filter settings.

3. Use the filter to display all documents where Yvette Rogers is the author.
4. View all documents created today.

5. View all Excel spreadsheet files.

6. View all documents where the description contains the word “Letter”.

7. View all documents created last year where the description contains the word
“Letter”.
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Full Text Searching

Lexis Affinity allows for full text searching of documents, i.e. searching for text within the
documents themselves as opposed to simply the metadata which was entered at the time
of saving the document. Full text searching is achieved via the "Search Text" field on the
document filter screen.

NOTE: Lexis Affinity's full text searching functionality needs to be enabled and
requires Oracle 11g. Speak to your systems administrator if this option is

not available.

Currently, Lexis Affinity full text searching only performs literal text searches; it does not
support "Google-style" searching. Therefore searching for "contract for sale" would only
return documents containing the exact phrase "contract for sale". Keyword searches using
"and", "or" etc are not currently supported. When used, these keywords are treated as
part of the search criteria (i.e. searching for "contract and sale" will search for documents
containing the phrase "contract and sale")

d

TIP: Searching is not case sensitive, therefore
searching for "CONTRACT FOR SALE" would return
documents containing "CONTRACT FOR SALE",
"Contract for Sale" and "contract for sale".

Full text searching within Lexis Affinity works across most types of documents including
Word documents, emails, spreadsheets and searchable PDF files.

Example 4: List all documents created in the last month containing the phrase "contract
for sale".

Documents | Fiter | Calumns

Created

Matter: (390063 [¥]31f12j2010 (kg

[#]31j01/z011 B

Since:

PhaneBook: Before:

Client Code: |

Path: Authar:

[
Operator: Iz‘
Sender:
[
[=]

File: Marne! Ext.
Categary:

lz‘ Prec'dnt: |
!

Description.
Search text: |contract Far sale
Type: @ Any A

[T Exdude selections

Branch:
Dept:

Mailed

|7 Agreement Brochure Debt Collection 1 Facsi e

i Artwork Conflict Check. Email since: [ 3jo1/z011 B~

| Before:  []31/01/2011 B~
M) shows on kst [B Active Matter | A LB i |

@ TIP: Unlike the "Description" field you do not need to
use wildcards when searching (i.e. *).
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@“ LexisNexis

While it is possible to continue using the printing features of Microsoft Word, it is strongly
recommended that the DM Print function is used for all print jobs sent from Word
(regardless of whether the document has been created using DM). This is because
selection of the correct stationery from the correct bin is much simpler. If using DM Print,

you will not usually need to set a paper source under Word's Page Setup menu.

Print Styles

A "Print Style" is a print job configuration which sets the printer and the bin for each page

of a print job. Examples of Print Styles are:
1. HP Laserlet Level 1 - Letters

2. HP Laserlet Level 1 — White A4

3. Canon Laser 3" Floor — Letters

4. Canon Laser 3" Floor — File Copy

Printing a Document

To send a print job:

1. Click on the [Print] button on the Lexis Document Toolbar.

@ TIP: The file to be printed must be open in the active
window. If you have a number of documents open in

Word, only the file in the active window will be printed.

The following dialog box will display:

Print Active Document

Print Document Stvles

Main | Prinker 5 - White A4 x| Gonies |1
Copy L | Prinker 5 - Letters j Copies |D
Copy 2 | Prinker & - Mailing Label j Copies |D

Page Options
(e Al

" Current Page i

(" Pages: |

e' LexisNexis' Set As Defaulk

Settings ‘ Prink

e [4l» [4lp

[ Use Background Prinking

Cancel
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Three Print Styles will be listed by default (these defaults can be changed).

2. Beside the style required, enter the number of copies required (usually 1). Itis
possible to send multiple copies against all three print styles at once.

3. Make other selections such as the pages to be printed (the dialog box defaults to
IIAIIII).

4. Click on the [Print] button to send the job to the selected printer/s.

Selecting a Print Style not Shown

To select a Print Style other than one of the three default Print Styles, click on the down
arrow beside one of the Print Style boxes. A list of all available Print Styles will drop
down. Select the required style then proceed as described above.

Changing the Default Print Style Selection

To change the printing defaults you get each time you click on the DM [Print] button:

1. Select the required Print Style in the three style boxes by clicking on the down arrow
beside the style name and selecting a style from the drop-down list.

2. Click on the default number of copies required for each style.

3. Click on the [Set As Default] button to set these selections as your default option.

Background Printing
Click on the box beside “Use Background Printing” to select background printing.
It is necessary to select this option if the document contains borders, otherwise the lines

will not print. To save this setting for future print jobs, click on [Set as Default] before
printing the document.
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14.12 Saving Emails from Outlook

The Lexis Email Toolbar saves email messages and their attachments, and records the
entries in the Lexis Affinity database.

Pre-Requisites

e  This utility works with Microsoft Outlook 2003 and above. Outlook Express is not
supported.

e  Microsoft Word must not be used as the email editor in Outlook 2003.

e  Outlook must be connected to a Microsoft Exchange Server.

Lexis Email Toolbar

When installed, the Lexis Email Toolbar will display inside Microsoft Outlook.

r = .
@l
i Fle Edt ‘Wiew Go Tools Actions Help  Adobe PDF T & flieetion For help .
/ SiNew - | 3 X | \aReply (~dReply to Al 124 Forward | _;jSend,l’Regeive | ‘f,)Fi_nd [ | B Typeacontacktofind 2 | (@) @ ﬁ
a | save as | attachment Options - -]

The | Save4s | button is visible in the following Outlook windows:

° Inbox
° Outbox
° Drafts

° Sent Items
) Deleted Items

. Message window (when the message is open) except the new message window and
open messages in the Drafts and Outbox folders.
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14.13 Saving Emails and Attachments
Emails Sent from the New Message Window

The | 3av2 &5 [ button does not display in the new message window. When an email is sent,
you will be prompted to save the email into the Lexis Affinity Library database.

A T AR

File Edit Wew Insert Format Tools Actions Help

=zend | [E s B0 BEe !t 3| Y| oo, ¥ - = =

To.. ||BPA
.. ||

Subject: |C0ntract Documents

Dear Jonathon

['will be meeting with my client on Thursday to progress matters. Could you please forward the contract
documents to me at your earliest corvenience.

Regards

Jennifer Smith Lexis Affinity Email Toolbar ol
LEIGHTON COSTELLO
Solicitors

:\.’) A message has just been sent. Would wou like to save this message to the database?

NOTE: The above prompt will display only if it has been turned on. You may turn it
on or off at any time. In Outlook, click on Tools, Options, DMEmail and
check the box beside “Remind to save message when it is sent”.

If you do not have this feature turned on, sent emails can be selecting the

email in the Sent Items folder, then clicking on | Zave ds |

PROCEDURE

1. Create a new email message and then select [Send]. The following message will
display:
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Lexis Affinity Email Toolbar 27

\:{) A message has just been sent, Would ywou like to save this message ko the database?

2. Select [Yes] to save the message to the database. The "Save Email" dialog box will
display:

@ Save email

Meszage

Fieminder: Settlement of your property

attachments : LCloze

v| Letter to Purchaser. dot

Select None

i

[ Save email meszage only
Save attachments with the email mezsage
[ Save email & attachments separately in native format

[ Save attachments with the email message SAND separately [in native format)

NOTE: The message being saved has no attachments.

3. Select [OK]. The following dialog box will display:
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X

__I'Save Email

Matker: ﬂ -m
Phonebook: ﬂ X Cancel

Description: | Reminder: Settlerent of your property
(Includes attachments)

Created: |[v]zzf03/z012 | Maied: [ ]
Author: |Wette 5 Rogers j
Operatar: |Wette 5 Rogers ﬂ |:| Show on Cliket

FromjSender: | ysr@lewreid, com, au

Precedent: ]

Category: | j
Department: |Dust Disease j
Branch: |Sydney - Lewisham R.eid j
Typels): Agreement Debt Collection Forms
Arkwork, | Ernail Invoice
Brochure Facsimile LS4 Statement
Conflict Check Financial Acs Letter
< >

4. Complete the details in the dialog box. The following fields will be auto-populated

with data:

Created: Defaults to today's date.

Operator: Defaults to the user currently logged into Lexis Affinity Library.
Sender: Defaults to the contents of the "From:" field in Outlook. The sender's

full email address is inserted or, where the email address cannot be
identified, the name of the sender is inserted.

Description:  Defaults to the contents of the "Subject:" field in Outlook. If the
message has attachments, the Description field will also show
"[Includes Attachments]".

NOTE: The contents of these fields may be modified before saving.

5. After completing the required details, click on the [OK] button. The message will be
saved to disk, and an entry will be created in the Lexis Affinity Library database.

Saving an Email Message with Attachments

PROCEDURE

1. Create a new email and select the [Send] function.

2.  When the following message box displays, select [Yes].
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Lexis Affinity Email Toolbar

9

”“"J‘/ A message has just been sent, Waould wou like to save this message ta the database?

3. The "Save Email" dialog box will then display, listing the message and all the
attachments.

@ Save email

Meszage :

Reminder: Settlement of your property

Attachments : LCloze

| Letter to Purchaser. dot

i

Select None

[ Save email message only
Save attachments with the email message
[ Save email & attachments separately in native format

[ Save attachments with the email message SAND separately [in native format)

Save Options
Save email message only

Saves the email message without attachments as an msg file (i.e. native Outlook format).
One entry will be added to the documents tab within Lexis Affinity.

Save atachments with the email message

Saves the email and attachments as a single msg file (i.e. the email will be saved in its
original format with the attachments). One entry will be added to the documents tab
within Lexis Affinity. If you unselect the Email item, each attachment will be saved
individually in their native format (as per the following option).

Save email & attachments separately in native format
Saves the email and selected attachments as separate documents in their original format.

A separate Save dialog will be displayed for each email/attachment and multiple entries
will be added to the Documents tab within Affinity.
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Save attachments with the email message AND separately (in native format)

Saves the email and attachments as a single msg file (i.e. the email will be saved in its
original format with the attachments) AND also saves the attachments as separate
documents in their original format. A separate Save dialog will be displayed for each
email/attachment and multiple entries will be added to the Documents tab within
Affinity.

@ TIP: When installed the default option is "Save
attachments with the email message". You can change
the default by clicking the "Attachment Options"
button on the Lexis Email Toolbar and choosing the
required save option.

4. Select the items to be included and then select [OK].

Each item, including the email itself has a tick box next to it. You can choose to select
which items you wish to save by ticking the relevant item. If you are only interested
in the attachment(s) you can unselect the tick box next to the email subject. This will
save each attachment as an individual file.

—ISave Email
»
Phonebook:
ﬂ XK cancel
Description: | Reminder: Settlerent of your property
(Includes attachments)
Created: |[v]zzf03/z012 | Mailed: |[] ¥
Author: |Wette 5 Rogers ﬂ
Operator: |Wette 5 Rogers ﬂ [Ishow on Clitet
FromjSender: | ysr@lewreid, com, au
Precedent: e ]
Category: | j
Departrnent: |Dust Disease j
Branch: |Sydney - Lewisham Reid j
Typels): Agreement Debt Collection Forms
Arkwork, | Ernail Irwoice
Brochure Facsimile LS4 Statenment
Conflict Check Financial Acs Letter

5. Complete the details and then select [OK].

Note that the "Description" field will indicate whether attachments are included. The
"Email" document type is selected automatically.
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Saving from the Sent Items Folder

You may also save an email you have sent from the Sent Items folder. The | Zave s | button
will display in the both the main window, and the open message window. The procedure
for saving the email is the same from both windows.

PROCEDURE

IO

1. Open the Sent Items folder.

2. Either open the email to be saved or simply highlight (select) the email in the list of
sent emails.

3. Click on thel 3av& &5 | toolbar button.

@ Save email

Meszage :

Reminder: Settlement of your property

Attachments : LCloze

| Letter to Purchaser. dot

Select None

[ Save email message only
[5] Save attachments with the emal message
[ Save email & attachments separately in native format

[ Save attachments with the email message SAND separately [in native format)

4. Select the items to be saved.

5. Click on [OK]. The "Save Email" dialog box will display:
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X

I Save Email

Matker: ﬂ -m
Phonebook: ﬂ X Cancel

Description: | Reminder: Settlerent of your property
(Includes attachments)

Created: |[#]zzf03/2012 vl Mailed: [ ]
Author: |Wette 5 Rogers j
Operatar: |Wette 5 Rogers ﬂ |:| Show on Cliket

FromjSender: | ysr@lewreid, com, au

Precedent: ﬂ
Category: | j

Department: |Dust Disease j
Branch: |Sydney - Lewisham R.eid j
Typels): Agreement Debt Collection Forms
Arkwork, | Ernail Invoice
Brochure Facsimile LS4 Statement
Conflict Check Financial Acs Letter
<] 2]

6. Enter the details and select [OK].

14.14 Saving Emails Received

Received email messages and their attachments may be saved directly from the message
window or from the Inbox.

PROCEDURE

1. From either the open message window or the Inbox window, select the | Save As
button on the toolbar. The following dialog box will display:

@ Save email

Meszage :

Reminder: Settlement of your property

Attachments ; Cloze

[

' Letter to Purchaser.dot

Select Mane

[ Save email message anly
Sawve attachments with the email message
[ Save email & attachments separately in native format

[J Save attachments with the email message AMD separately [in native famat)
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2. Select the items to be included

3. Select the relevant save option and then select [OK].

—ISave Email
Matter: |n12402 \f’ oK
Phonsbaok: | antwel Building Company ] x cancel

Description: | Py Reminder: Settlement of your property
(Includes attachments)

Created: |[#]zz/03/2012 | Mailed: [ M
Authar: |Melissa Ryan j
Operator: |Wette 5 Rogers ﬂ [l showe on Clinet

FromfSender: | Jacqui, White@LexisMexis, com,au

Precedent: ]

Caktegory: | j

Department: |Litigatiu:un j
Branch: |Me|bu:uurne - Lewisham Reid ﬂ
Typeisi: Agreement Debt Collection Faorms
Artwark | Ernail Irwvoice
Brochure Facsimile L34 Skatement
Conflict Check Financial &/cs Letter
3 >

4. Complete the details and then select [OK].

14.14.1 Saving Multiple Messages

You may select a number of email messages from the Inbox, Sent Items or Deleted Items
windows. Use <Ctrl> + left mouse click to select multiple messages.

Each message will be saved individually and you need to complete the "Save Email" dialog
boxes for each message selected.

14.14.2 Working Offline in Outlook

If you use Outlook in Offline mode, you will not be able to save messages to the Lexis

Affinity Library database. The | Zave 4 | button will continue to be visible but if you activate
it, the following message will display:
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Locus Affinity DM email x|

Zannot save to the database as wou are currently affline.,
Please try again later when connected to the netwaork,

When you reconnect your computer to the network and Outlook is online, the messages
can then be saved to the Lexis Affinity Library database.

@ TIP: If Outlook is configured to automatically send
messages from the Outbox when the workstation is
back online, you will need to go to Sent Items to find
any messages that need to be saved to the Lexis
Affinity Library database. When working offline, you
may prefer to save new messages to a separate folder
in Outlook so that you can easily identify them when
you are back online.

14.14.3 Saved Email Files

14.14.4

Page 298

When an email and/or its attachments are saved using Document Management, the email
message and the attachments are saved onto disk. The files are saved into the standard
folder structure set up for Document Management in Microsoft Word.
e Anemail message will be named using the following pattern:

Subject + Underscore + Date & Time Sent/Rec'd +.msg

For example:

Fire Drill Notification 20060107121430.msg

The above message had a subject line of "Fire Drill Notification" and was sent or
received on 1/7/2006 at 12:14am.

e Note that the "Created" column in the database will show the date the email was
saved to the database, not the date the email was sent or received.

Deleting Emails in Outlook

It is not necessary to keep an email in Outlook once it has been saved into the Lexis
Affinity Library database. You may continue to delete emails as usual, once they have
been saved in the database.
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14.14.5 Duplicate Emails

There may be instances where users save an email message and/or its attachments when
it has been saved previously. If this occurs, the following prompt will display:

=~

Lexis Affinity 4

The file already exists, Shall I save it as (1JRE DM Checklist_20110127145505, msq 7

e Select [Yes] to save the email again with a (1) prefix in the file name. If the file is
saved again, a (2) prefix will be added to the file name and so on.

e Selecting [No] will not save the file at all.

e The above rules also apply for attachments, where they have been saved separately.

14.15 Displaying the "Saved" Column in Outlook

To indicate which email messages have been saved into Lexis Affinity Library, a column
entitled "Saved" may be added to the various folders in Outlook (eg. Inbox, Sent ltems).
This is a user option rather than a global option, so each user must customise the column
layout to see the "Saved" column.

Sentftems

B ¢ [ @ 5aved | Subject Sert
(=1 Mo RE: Corp details Fri 28/01/2011 11:17 AM
=]  Yes Corp details Fri Z8/01/2011 10:52 AM
(=1 Yes RE: Exchange Inkegration Fri 28/01/2011 10:15 AM
=1 Mo RE: DM Checklist Fri 28/01/2011 9:47 4M
=4 W Yes RE: DM Checklist Thu 27/01/2011 2:57 PM
._;;, es RE: Indictment Lisk Thu 20/01)2011 9:55 AM

A Yes in the "Saved" column indicates the message has been successfully saved to the
database.

A No in the "Saved" column indicates the email was not successfully saved to the
database. This could be due to the user closing or cancelling the “Save As” dialog boxes,
or there has been a failure in connecting to the database during the save process.

Emails sent and received prior to implementation of this feature will show a blank in the
"Saved" column. A blank value will also display against any emails that have not had a
“Save As” procedure actioned on them.
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To add the "Saved" Column

4.

Display the Inbox (or other Outlook folder).

Right-click on any of the column headings in the current view and then select
Field Chooser.

[ =2

Arrange By
Sort Ascending

Sort Descending

Group By This Field

Group By Box

Remowe This Column

K

]

Field Chonser

Alignment

Best Fit

Format Columns. .,

Cuskomize Current View. ..

Click on the drop-down arrow at the top of the dialog box and select
"User-defined fields in folder"

Field Chooser

Al Document Fields

&l Post Figlds

&l Task figlds
&l Journal Figlds
Al Mioke Figlds

All Contact fields
&l Appointrment figlds

IIser-defined fields in folder

Farms...

Check In Time

Carment

Corments

Campary

Content Tyvpe

Creation Time

Mewy, .,

Cocumnent Posted

A dialog box similar to the following will display:
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Field Chooser [

User-defined fields in Folder [v]

button.

Saved < | The “Saved” item will only appear in this
dialog box if you have previously saved an
email from this folder using the “SAVE AS”

é‘ LexisNexis

If it does not display, return to the folder and
save an item to the database. Then return to
this dialog box and continue.

5. Click-and-drag the "Saved" item onto your column headings in the position you
would like it to display. You can reposition the column later if required.

6. Close the "Field Chooser" dialog box.

NOTE: The above procedure must be repeated for all Outlook folders in which the

“Saved” column is required.

14.16 Displaying Emails in Lexis Affinity Library

Depending on the method used for saving an email and its attachments (if any), one or

more entries will be written to the Lexis Affinity Library database.

B Ap envelope icon in "Path" field indicates the entry is an email.

A small block symbol followed by the words "[Includes Attachments]" indicates that

the message has attachments within it. When you open the messages, you will also

see the attachments.

NOTE: An attachment saved separately (without the message) will always be shown as
a separate database entry. The icon shown in the "Path" field will match the file
type. For example, an attachment that is a Word document will display with the

standard Microsoft Word icon.

Documents ] Filker ] Culumnsl

+%7< E 5@ Name:

‘Icnn Path Mame Created Description Avthar Operator fad
T [|% |B4 W:\BDP-OO1YRE Precedents AE Precedents for Affiniy 233 5/01/2007 8:03:47 Al RE: Harriz Publishingll (Includes attachments) ‘tvette S Fogers ‘Yvette S Fag
@ WABDP-0MYP_YSR_016.00 P_YSR_ME.DOC B/01/2007 8:01:37 &k Letter to debt collection agency “vette S Hogers Ywette S Hoo
@ WABDP-00TYP_YSR_M5.00 P_vSR_015.00C 4/01/2007 5:01:53 Phe Letter enclosing Cost Agresment Tvette § Rogers ‘ryette § Fog
@ WABDP-001YP_YSR_014.00 P_vSR_014.D0C 4/01/2007 5:01:23 Plv| Professional Letter BDP-001 for matter 012335 Der “r'vette 5 Rogers ‘rvette 5 Rog
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14.17 Displaying Messages using Filters

You can use the Filter window to narrow down the selection of files, and display email
messages only.

You can either:

o Tick the "Email" box in the Type field. This relies on users consistently marking saved
emails as this type.

OR
e  Enter *.msg in the "Path" field to display only email messages. This is more reliable

as it will pick up any file with a .msg extension.

Documents | Filker | Calurns

Created

Matter: sSince: |[]
PhoneBook: Befare: |1
Clignt Code:
—»  Path: *msg Author:
File Marme: Ext. | | Operatar: d
Category: + | Prec'dnt: Sender:
Descripkion:
Branch: A
Type: @ any O al Dept: “
[JExclude selections Mailed
Agreement Debt Collection Forms Medical Reports since: | "
e Artwork | Emnail Invoice Online Search
Brochure Facsirile L34 Statement FDF EBefare: |[]
Conflick Check Financial Ajcs Letter Research
< >

[E]shaow an Clivet  [5] active Matter ) Clear al

@ TIP: Remember that if attachments have been saved
separately, and not as part of the message, they will
have an extension corresponding to their file type
(eg. Word documents have a .doc extension)
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14.18 Auto-Profiling of Emails

Lexis Affinity has the ability to automatically save emails sent and/or received into the
Lexis Affinity database. This is done by Lexis Affinity searching for specific metadata
entered into the subject of the email.

When creating a new message, click on the Select Matter or Select Phonebook button on
the Outlook toolbar to insert this metadata.

14.18.1 The Lexis Email Toolbar — New Messages

The Lexis Email toolbar for new messages will be displayed when creating a new email or
forwarding an existing email.

: @) | select Documents | Select Matter | Select PhoneBook 5

Select Documents: Allows you to attach documents saved using Lexis Affinity Library.

Select Matter: Inserts a matter number in a pre-defined format into the subject
line of the email.

Select PhoneBook: Inserts the unique ID of a phonebook record in a pre-defined
format into the subject line of the email.

14.18.2 Associating a New Email Message with a Matter

Complete the following steps to associate a new email message with a Lexis Affinity
matter number.

PROCEDURE

1. Create a new email within Outlook. Enter a recipient email address (any) and subject.

2. Click the [Select Matter] button. The following dialog will be displayed:
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#h Matter Selection g@
k=gl
Display Grid ]Filter ]
Client lDescription File |Partner |Auth0r]Type el
M| antwell Building Company  Antwell -v- General Insurance Company 012402 MER.  MER LITIG |
Ares Miitary Research Phy LE Ares v TRC 2030434 MER. MM COMI‘E |
Ares Miitary Research Phy Lt Contract to produce Assualt Rifles ARES-00Z2 RED aDY ADY ||
Ares Miitary Research Phy LE Potential Redundancies Advice 012352 MMCZ  DJA EMP
Black Day Publishing Pty Ltd | Contract of Employment - Marketing Manager 012311 MER  DJA  |ADM
Black Day Publishing Pty Ltd | Debt Recovery From Harris Publishing 012399 MER.  ¥SR  |DEET
Black Day Publishing Pty Ltd | Debt Recovery from Regents Park Books 012326 MER.  ¥SR  |DEET
Black Day Publishing Pty Lkd | Debt Recovery from The Open Book, 012347 MER.  ¥SR  |DEET
Black Day Publishing Py Ltd |Debt from Germini Ski Hire 990105 MMC  |¥YSR |DEBT
Black Day Publishing Pty Ltd | General advice annual retainer 040705 RED PGl ADY
ol
73| E9
Search for Client: | o oK | X Cancel ‘

3. Select matter 012399 from the matter list or click the Filter tab and enter the search
criteria.

4. Click the [OK] to insert the matter number in the message.

1 Your contract of sale (Ref: 012399) - Message (HTML) (=[]
i File Edit ‘Yiew Insert Format  Tools  Actions  Help
i idsend | [ S | 4 [ | % (] T Attach as Adabe POF | & a i arial - a

: @ | select Documents | Select Matter | Select PhaneBaok.

smithe@somewhere, com, au

Subject: ‘four contrack of sale (Ref: 012399)

@ TIP: The metadata that is used to identify matters /
phonebook records is customisable by your system
administrator. In the above example (Ref: 012399) was
inserted. Outlook will look for (Ref: xxx) to identify
matter information (where xxx is any valid matter
number).

5. Finish preparing the message then click Send. If you have the option turned on to
automatically profile sent messages, the email will automatically be saved to Lexis
Affinity. Open the Sent Items folder in Outlook. The Saved column for the sent email
should read "Yes".
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14.18.3 Associating a New Message with a Phonebook Record

@“ LexisNexis

Complete the following steps to associate a new or forwarded message with an existing

phonebook record. Do this when the message is not related to any matter.

PROCEDURE

1. Create a new email within Outlook. Enter a recipient email address and subject.

2. Click the [Select PhoneBook] button. The following dialog will be displayed:

I PhoneBook Selection

EX

ge

Selection 1F||ta[s }

Allen_Farmers & General

L

Anderson, James 5
Anderson, Jason A

Antwel Building Campany
Antwel_Antwell Building

Ares Military Research Pry Lid
L] Australia Past - Sydney
|_|Asia Insurance: Ltd

I

<

Search containing |

Search Key Mame Title (k]
#| 24 Hour Dertal Emergency 24 Hour Dental Emergency
|_|aec Andiea B Clatke
I ABC Computers ABC Computers Pty Lid
L] AD Anthony Donnelly
1] ADF Lawers ADF Lawyers
|_|AD Adrian Vietch
| AMZ Investments - George Strest ANZ Banking Group Limited
Accounts_Officevworks - Sydney Officeworks r John Clarke
Accounts_Pennant Hills Commurity Pennant Hill Community Club Mrs Susan Bradman
: Adams_Blackwell Scientific Blackwell Scientific Publications Mr John Adams
|_|Aitken, John M John Michael Aitken John b Aitken
|_|Alexander & Associates Alexander & Associates
|| Alexander_Alexander & Associates Alerander & Associates Ms Joanne Alexander

Farmers & General Insurance (dustralia) Py Ltd Mz J Allen
James Samual Anderson

Jason Abbington Anderson

Antwell Building Campany

Antwell Building Company Mr Brian antwell
Ares Military Research Pry Lid

Australia Post

Axia Insurance Limiked ~

>

X Cancel

3. Select "Antwell Building Company" from the PhoneBook list or click the Filter tab and
enter the search criteria.

1 Meeting followup [Ref: 169] - Message (HTML) o

ficdgend | o | 3] 20

I File Edit Yiew Insert Format  Tools  Actions  Help

T Attach as Adobe POF | & ﬁ i Arial -

i @ | select Documents | Select Matter | Sel

ect PhoneBook |2
y -]

jimsmith@brownes,com, au

Subiject: Meeting followup [Ref: 169]

4. Finish preparing the message then click Send. If you have the option turned on to
automatically profile sent messages, the email will automatically be saved within
Affinity. Open the Sent Items folder in Outlook. The Saved column for the sent email

should read "Yes".
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14.18.4 Automatically Saving Received Emails

Page 306

Lexis Affinity Library can also automatically save received emails as they arrive if you have
the appropriate settings turned on.

If an email is received whilst Outlook is running, Affinity will attempt to automatically save
the new email immediately. The email will be successfully saved if a valid matter number
or phonebook identifier is found in the correct format within the subject line of the email.

If an email is received whilst Outlook is not running, Affinity will attempt to automatically
save the new email(s) once Outlook is opened. Depending on your system settings this
may happen immediately or after at least 10 minutes.

Messages which you send offline (using a PDA device or Outlook web client) may not
always get profiled automatically. In this case select the message you wish to save and

click the | 3ave 85 | hutton on the Lexis Email Toolbar.

@ TIP: The default attachment option is used when
emails are automatically profiled. To change the
default attachment option click the Attachment
Options drop down list on the Lexis Email Toolbar and
select the appropriate saving method. The default
setting is "Save attachments with the email message".

IMPORTANT

To ensure emails are saved successfully it is important to ensure that Lexis Affinity is
running before starting Outlook. If Outlook attempts to automatically save an email
whilst Lexis Affinity is closed you may get a message similar to below:

P

Lexis Affinity Email Toolbar

] "_n. Lexis AFfinity Libraty is not running! Please log back into Affinity and try again.
L]

To ensure subsequent emails are automatically saved successfully, close Outlook. With
Outlook closed launch Lexis Affinity, then restart Outlook.

NOTE: Lexis Affinity will only attempt to automatically profile messages which
have a blank value in the "Saved" column. If a message has "No" in the
Saved column, it will not be automatically profiled. If this case you will

need to manually save the message by clicking on the | Save 45 | putton.
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14.19 Attaching Documents to Emails

You can attach documents which have been saved in Affinity directly from within Outlook
by clicking the [Select Documents] button.

PROCEDURE

1. Create a new email within Outlook.

2. Click the [Select Documents] button. The following dialog will be displayed:

#% Document Selection E]@
]Path IName ]Created Iatter Description g
P C:workiBSPO01Y990045\PESPIPESPO0L_990045_001.doc 28/01/2011 3:03:51 Pr 990045 Letter to dient re contract |
: C:iworkiBSP001Y990168\PESPIFBSFO01 _990165_001.doc 26/01/2011 2:57:30 PN 990165 Contrack for sale
__C:IWDrk\,KESSUDD11,0124231,PK[ PKESS0001_012423_001.doc  28/01/2011 2:57:50 PR 012423 Letter to okher side re settlement =
|| CiiworkiPENNDO01101 23451Ca Corp details_20110128104851 28/01/2011 2:07:21 PRO12345 Carp details |
CiworkiPENMO0011012345\RERE DM Checklist_20110127145 28/01/2011 2:05:20 PM 012345 RE: DM Checkist OO {Includes al
: Criwork\PEMNMOD01Y012345\RERE Exchange Integration_201 28/01/2011 2:07:08 PR012345 RE: Exchange Inkegration OO {Ir
1] C:hworkiPENMDO0014012345RERE Indickment List_20110120028/01/2011 2:07:47 PR 012345 RE: Indictment List OO {Include:
=
£ *|

x Cancel

3. Select the required document(s) to attach. To select multiple documents hold down
the CTRL key whilst selected the relevant documents.

4. The document list is filtered to show only documents for the last month. To find the
required document, you may need to select the Filters tab and enter different search
criteria.

5. Click [OK] to insert the selected document(s).

14.20 Scanning your Inbox

When autoprofiling is activated on your workstation, Lexis Affinity interrogates each email
as it arrives in your Inbox to determine whether or not to save it. However, some emails
will arrive in your Inbox while you have Outlook close (eg. overnight). So that no emails
are missed, whenever you open Outlook, Lexis Affinity will perform a scan to find emails
that have yet been checked. There is a delay of at least one minute before the scan
commences. When the scan starts you will see the following dialog box:
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B Lexis Affinity Email Scan

Lexiz Affinity iz about to commence scanning your Inbox [bems
for email ko auto-profile.

Flease open Lexiz Affinity now if it iz not already open or click the
[Later] buttan below to delay the scan until you next open Dutlook.

Later

Select Start Scan Now to commence the scan. You will see a progress dialog as the scan
processes. On completion, the progress dialog will disappear.

Select Later if you do not want to perform the scan now. You will have another
opportunity to next time your open Outlook.
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15.

Page 310

Tasks

Tasks are the activities that need to be actioned for a matter. They include but are not
limited to court appearances, meetings, producing documents, telephone calls and
emails. Tasks typically have a date assigned to them but do not have a specific time
associated with them (unless the task is a diary appointment).

The Task List

Tasks are displayed in the Task List. There are three areas where the Task List can be
viewed:

1. Inthe Diary by displaying the "Daily" view.

2. Inthe matter window by displaying the "Tasks" tab. This will show the tasks for this
matter only. This task list can also be filtered.

3. Inthe Task List program.

How are Tasks Created for a Matter?
Tasks are created for a matter in one of two ways:
e  Auser creates an ad-hoc task (also known as a Custom Task)

e A Workflow is attached to the matter which assigns the tasks for that matter, and
automatically inserts new tasks as earlier tasks are completed. This is known as a
Workflow Task.

More About Workflow Tasks

Workflow tasks display on the matter as a result of a workflow being attached to that
matter. A Workflow is a set of pre-defined steps for a matter according to the matter
type. For example, where the firm acts for the purchaser in a conveyancing matter, there
are a number of tasks that are generally always performed for that type of matter (eg.
exchange of contracts, title searches, building inspections, settlement and so on).
Furthermore, these tasks tend to be performed in a specific order and are dependent on
each other, in that some tasks cannot be scheduled until another task is complete. A well-
designed workflow will set out all the tasks to be performed, including how the date for
the task should be determined and any other contingencies that may affect when or how
the task is performed.

Workflow tasks populate the matter Task List dynamically, as earlier tasks are performed
and as decisions are made (via Decision Point tasks). At the commencement of a matter
there may only be two or three tasks on the matter, but as these tasks are completed,
new tasks display on the matter.
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15.1 Task List in the Matter Window

Tasks can be viewed from the "Tasks" tab in the matter window.

W/ Matter: Blackwell Scientific Publications Recovery Debl from Kelly 010002 (=)<
File Zearch Help
y - = .
EeBA-A-H-B-03BIH-O© Mg SoaHexX 5 7
IMatter 010002 07 35909876 Parkner MMC Michael Cavanagh Entiky Lewisham Reid
Client BSPOD1 Blackwell Scientific Publications ControllerMMC  Michael Cavanagh Branch Melbourne - Lewisham
Department Dust Disease
short Description | Recovery Debt from Kelly Author 2 John Woodward v G
Type DEBT Debt Recovery Matter
Long Description | pecavery Debt from Kely Date Instructed 4/01/2005
Date Completed
Your Reference Archive
Q Histary Investments &P Debt Contral Dehtors Letters Trust Letters m Safe Custody ® Unpresented Cheques B
EBalances m Conkacts E Data &P Eills Receipts @ WOFFs & TFrs e Graphs @ Diaty @ Precedents ﬂ Documents ﬂ Tkam ﬁ’ Tasks
Tasks: | all Tasks e [ B add l [X Remave l [ S Print ]
Tasks | Filters | Options | Column | Sort
State |Icon |Proc, Inskance... W, Order For Activity Due Date Start Date Finish/Skip Date |Description Priority |
vd =1 (1 Debt Collectior 1 John Woodward Email 4{01/2005 12f01f2010 12/01/2010 Motification of new file Critical
< [ 1:Debt Collectior 2 Gecretary Docurnent Production 13j01/2010 | 12§01(2010 12f01fz010 Send Demand Letter 1 {Inc Fee + Sundry) High
¥ o 1: Debt Collectior 3 John Woodward Deecision 1240142010 Has Debt Been Received Mormal
v
< 2]

The tasks have different colours applied, indicating the priority for that task (normal, high,
critical). For example, critical tasks may display in red. Your system administrator is
responsible for defining the colours used to indicate task priority.

Note that not all the tasks generated by a workflow will display on the matter at one time.
Many tasks will be dependent on completion of earlier tasks and the due date cannot be
determined until an earlier task has been completed, or a decision point task has been
actioned. As tasks are "finished", new tasks for the matter will display in the list.

The details about each task can be viewed by opening the task or by viewing the details in
column layout. You may customise the column layout to suit your requirements.

The column layout will show information such as:

State Indicates the status of the task.
¥ Started Task has been started
¥ Finished Task has been completed
¥ Not started Action needs to be taken
™ Skipped Task has been skipped
¥ Past Due Task is past its due date
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15.1.1

Page 312

Icon This column displays icons indicating the type of activity to be
performed. Some examples are:

B Document Production

= Email

Telephone Call

9 Decision Point
For Identifies the person (or role) allocated to perform the task.
Activity Identifies the type of task (eg. email, document, decision point).
Due The date the task is due.
Started The date the task was started.

Finished/Skip The date the task was either finished or skipped.
Description Details of the task to be carried out.
Priority Indicates the importance of the task (normal, high or critical).

For a complete description of all the details available in the task columns, please refer to
section “15.3 Customising Column Display”.
Task Actions

When you have tasks allocated to you, you need to action these tasks. The buttons at the
bottom of the “Tasks” window are used to action tasks and to create new tasks.

[ =] new H i open ][ ‘X_gelete] [ " Start H o Skip ” r—

New Select this button to create a new ad-hoc task. For further details on
creating ad-hoc tasks, refer to section “15.7 Custom Tasks”.

Open Select this button to open the "Task (Actual)" window for the task you
currently have selected. This will enable you to see the details pertaining to
this task, including what actions will be performed automatically.

Delete Select this button to remove an ad-hoc task from the list. You cannot
remove workflow or procedure tasks. If a workflow or procedure task does
not need to be performed for this matter, use the [Skip] button.

Start Select this button to start the task. This will change the status of the task
to “Started” with the current system date. Tasks that have been started,

but not yet finished display a red tick ¥ in the status column.
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Skip Select this button to skip a task (only where you do not need to perform the
task for this matter.) This updates the status of the task to show “Started”
and “Finished” with the current system date. No further reminders will be
given.

This option is intended for those tasks that will never be actioned or that
users have the authority to ignore. Lexis Affinity Library forces you to skip
these tasks (rather than allowing them to be deleted) so that there is a
record of what action was taken on a task.

" |
Tasks that have been flagged as Skipped display a in the status

column.

Finish This button flags the task as “Finished” with the current system date. Tasks
that have been flagged as finished display a green tick ¥ in the status
column.

Stop Procedure
This button ends a workflow procedure. This means no further tasks will be
added to the matter from that workflow procedure. Not all users will have
access to this functionality.

What Happens When a Task is Started?

Some tasks contain only a description of an action to performed (eg. phone client). When
you select [Start] to begin this simple task, there will be no action performed on the
system except to flag the task as "started". (It is appropriate to simply select the
[Finished] button for these tasks once the activity has been performed.)

However, many tasks will include automated functions such as generation of a document
or email, creation of a cheque request, creation of a diary appointment and so on. When
you select [Start] on these tasks, you will see various windows opening and actions being
performed. You may need to enter further details (eg. into dialog boxes) for some of
these automated actions.

You should select the [Finished] button only when all of these automated functions have
run and been completed.

% Hands on

In this series of exercises you will register a new debt recovery matter and process the
debt recovery workflow.

1. Open the client Consolidated Supplies Pty Limited.

2. Clickon & to create a new matter.

3. Enter the details as follows:
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Partner
Controller
Author
Type

Description

Leave as MMC

Select AD from the drop down list
Select your own logged-in user
Select DEBT from the drop down list

Debt Recovery from L A Peterson & Sons <TAB>

Select the “Analysis” tab:

Branch

Department

Sydney

Commercial

Select the “Miscellaneous” tab.

Note that the Workflow DEBT - Debt Recovery has been automatically inserted.

W Matter Creation

Q:'f‘

Your Reference

Client Role

Expected Completion |[]

Agency
Speculation

Event

ooag

Clignt Consalidated Supplies' Pty Ltd | i

: PI.J s v Partner | MMC \v | Michael Cavanagh
Inskructed 13f01/2010 [a ]l Controller| A0 | Anthony Donnelly
Matter [AUTOMATIC] Author  [vsR .\_v ‘wette 5 Rogers
Alpha ID Type :DEBT W Debt Recovery Matter
Shart Debk Recovery from L A Peterson & Sons
Description
Long Debk Recovery from L A Peterson & Sons
Description

analysis | Financial | Rates | Contacts | Miscellaneous | Team | Biling | Collection

Workflow DEET - Debt Recavery \ |2l
emPower v |

v [#4)
Final BilliHold Processing
() Normal Processing
() Final Eill W arning
() Hold Mew Time/Disbursements
o | () Reqistration Hold

Litigation O
Gratis F [Cerint label?
Suppress Detail in Conflict Search [] oK

Select the “Team” tab

Load From:

Select “NSW Work Team”

The members of the team will display.

© 2012 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis™ Affinity Library @ LexisNexis

10.

11.

12.

Select the “Billing” tab.
Billing Template: Select “Detailed Bill Template”

Tax Status for New Bills Select “Taxable Bill”

Click [OK] to create the new matter. If you are prompted to print the instructing
letter, answer No.

The matter has been successfully created and the matter number is allocated and
displayed on the screen.

Make a note of the matter number allocated as you will be using this matter in later
exercises.

Close the client window.

Open the matter you just created.

@ TIP: You can click on the down arrow beside the
Matters toolbar button to display the recently used
records.

Select the “Contacts” tab to add the other party to the matter.

) contacts List \!] Selected Contact PhoneBook | 5] Selected Contact DataForm |

Type Seq |Role Name Phone Title Reference -
B |Matter BilTo 1 Consolidsted Supplies' Pty Ltd 02 8589 7654

Matter BillTo Contact 1 Consolidated Supplies' Pty Ltd 02 9539 7554

Matter Client 1 Consolidated Supplies' Pty Ltd 02 9589 7654
< m 3

i new... | { Edi.. | & Print... ‘ Relate... ‘ ) open... ‘ Precedent...

Click M to add a new contact.
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W Matter Contact (Matter Party / Other Party) [ = [[E]==

Matter: 012427 Conzolidated Supplies' Pty Ltd
[rebt Recovery from LA Peterson & Song

Type (PhoneBook Group): | ﬂ

Role: | j
PhoneBook Search: ﬂ |

Reference: |

Batch Mode? r

O Clear J Add | x Cancel |

13. Enter the details in this dialog box as follows:
Type Select “Other Party”.

Role Select “Debtor”

14. Click on ﬂ to open the Phonebook and select L A Peterson & Sons

15. Click to update the matter.

16. The “Contacts” tab should now show the Debtor’s name.

) contacts List | M) sciected Contact PhoncBook | EE] Selected Contact DataForm |

Type Seq |Role Mame Phone Title Reference -
| Matter BilTo 1 Consolidated Supplies' Pty Ltd 02 9589 7654
Matter BillTo Contact 1 Consalidated Supplies’ Pty Ltd 02 9589 7654 =
Matter Client 1 Consolidated Supplies' Pty Ltd 02 9589 7654
Other Party 1 |Debtor L A Peterson & Sans 02 9245 6899
« . r
Cfnew. | Edi. ‘ ‘ & print... ‘ ] Relate. . ‘ i open... ‘ Precedent... ‘

The matter is now set up and you are ready to process tasks.

W Hands on

1. Open your matter and select the “Tasks” tab.

The following tasks will display:

| X Remove | Sprint

Tasks: [all Tasks

Tasks | Fitters | Options | Column | Sort |

State|Icon |Proc. Instance ID|W. Order | For Activity Due Date Start Date Finish/Skip Date | Description Priority
P9 = |1 DebtCollecton 1 |Michelle Downs Email 22/02/2008 Matification of new file Critical
¢ () | 1: Debt Collectior 2 Secretary Document Production | 28/02/2008 Send Demand Letter 1 (Inc Fee + Sundry) High
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Select the first task and click the M button.

The Task dialog box will display

i‘ Task (Actual)

For: Yyette 5 Rogers (Matter Autl’ird}-

Drescripkion:
Key: —

Motification of new- Filé

Matter: |012452 i

Due: | 18/01j2011 |
Activiky:
Priority:

[ Ireminder

Before Due Date Categary: 110

Every s b e Started:
Finished:

AdHocProcedure | AssignedTo | DataFormFieldlink | Mtes

Task | Matter | ForRoles | Preconditions | Dependencies |  Automated

Task: Motification of new file
Date Instructed based date

Milestone: i

[CIPracedure stop

Source Procedure:  Debt Collection [/ Letter of Demand

@ TIP: You can double-click on a task to open the task's
dialog box.

Click on _ s | and the following email will be produced.

311012427 Consolidated Supplies' Pty Ltd Debt Recovery from LA Peterson 8 Sons - Message (Plain Text) [F=nECR(E<=)|
File Edit View Inset Format Tools Actions Help

isend WG| 6 B -1 |
This message has not been sent.
melbourne @ewishamreid. com.au; md @lewishamreid.com. au; swalters@ewishamreid.com.au

Subject: 012427 Consolidated Supplies' Pty Ltd Debt Recovery from LA Peterson & Sons

The above file has been opened and you are one of the team members assigned this file, -
please review the details that impact on your work and confirm they have been correctly
recorded.

This client currently has 12 matters and has been a client with us since 4/01/2004
10:37:44 RM.

(close this window without sending)
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4. Clickon m . The second task will automatically open. Click on the
“Precedent” tab and you will see this that task has a precedent attached to it.

W Task {Actual)
For: {Secretary) v
Description:
key:
Send Demand Letter 1 {Inc Fee + Sundry)
Matter:
Due: \[#]19f01j2011 |
E— Ackiviby:
[CIremindesr IR Z.H'Eh (2]
fal BeforeDue Date | Cotegory: |NOT_SELECTED v
Starked: 18/01)2011 ¥SR.
Finished: 18/01/2011 Y¥SR.
Precedent ad Hoc Frocedure Assigned To DataForm Field Link. hokes

Task | Matter | ForRoles | Precondtions | Dependencies | Automated

Source Procedure:  Debt Collection | Letter of Demand Open,.,

Task: Demand Letter 1 (Inc Fee + Sundry)
Task Creation based date + 1 daw
Milestone: N

[Irracedure stop

5. Click ﬂ to start this task

As this precedent has a DataForm associated with it, the DataForm will be displayed.

W DataForm: Debt Recovery EI@

File Tools Help

Matter: 012427 Consolidated Supplies’ Pty Ltd
Debt Recovery from LA Peterson Sons

Amount of Debt $0.00

Date Debt Incurred

|
Description of Debt |
|

Client's Invoice Number

o

o 0K X cancel

Complete the details as follows:

Amount of Debt 16500
Date Debt Incurred June 2009
Description of Debt building materials and supplies

Client's Invoice Number H1234

6. Click [OK] to produce the first Letter of Demand.
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Word will now be launched and the first Letter of Demand produced by merging the
information entered on the DataForm and details of the matter registration.

The Task also has ancillary functions attached, which include recording a Postage
charge and a Fee Entry.

Branch: =Y DMEY
Qur Ref. 012425, 04

9 Mowember, 2009 Lewisham Reid
Fax.O232r0 011
Fhonm. 02 39270 A533%
Lavml 3
L & Peterson & Sons e
G PO Box 34533FF
GPO Box 6547 FEME N,
SYOMEY NS 2001 DR AR T A

Dear StMadam

RE: Debt Owing to Consolidated Supplies' Pty Limited
Inwoice Humber H1234

Wie act on behalf of the shove ramed. We are instructed that vou are indebted to owr client inoan
amount of $16 500,00 for building materiak and supplies durng une 2002, Despite previous
requests wou hawe failed and neglected to settle the outstanding accourt.

Wie are instructed by our client to issue leqal proceedings against youto collect this debt unkess
payment nfull iz made or a repayment agreement & reached within zeven dayvs.

Pleazetelephone ow office at vour earliest corvenience to avoid legal action.

Yours fathfuly
Lewashamn Reid

Ywette = Rogers

7. If Document Management is installed, save the document using the Lexis Affinity
Save function.
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Document? - Microsoft Word uw

! File Edit Wiew Insert Formab  Tools Table Window Help  Adobe PDF  Acrobak Comments

g o @ F| 8-

i A4 Mormal + Left, » frial -0 - B I U=
[

—
= i—
| Qea!e - | Save | §§te &s | Save As POF | Open | Clase | Search | Print | Launch = | Utilities -

[] ---?2-----35‘----g----es-w--72‘---409---144-‘-qso‘--219---252--‘zss---az‘t---

Branch SDMEY
Cur Ref: 012425, )0 | | | [

9 Movernber, 2009 Lewisham Reid

Fan.Ozuzromin
Fhona, 02 3210 Bsas

L & Peterson & Sons S aNe b e, 2o)
GPO Box 6247 AN M
SYDNEY NS 2001 R AL S A

Dear SriMadam

RE: Debt Owing to Consolidated Supples' Pty Limited
Invoice Humber H1234

«O»K

111§ ]m
ioaws b Jaucshapess N N IO A B Al M-d-A-S=2 4 i!

Note that many details have already been populated by Lexis Affinity. You can edit

these details as required.

_1 Save Document m—

Matter:|g12425 ﬁl | o Ok I
Fhanebaak: IEonsolidated Supplies’ Pty Lid ﬁl x Cancel |

Description: | Professional Letter CSPOO1 for matter 012426 Demand!. dat

Created: [{#} 2/09/2008  =| Maied I} 200200 v

Authoar: IYvette S Rogers VI
Operatar: IYvette 5 Rogers Yl |~ Show on CliNet

From/Sender: I

Precedent: IDemand‘I .dot

Category: IDebt Fecovery

Department; IDust Dizeaze

AR

Branch: ISydney - Lewizham Reid

Tupe(s]: || Agreement [ Debt Callection [ Forms
[] Atwark ] Email [ Invaice
[] Brachure [] Facsimile [ Letter
[7] Conflict Check [ Financial A/cs [ Medical Reports
£ 11l ] [l]

Storage Type for Document
’7(‘ Temporary * Pemanent = Archive

v Insert Foater
¥ Insert Footer First Page if Different First Page Footer

Close the document.
Click to flag the task as finished. Close the task.
Click the “Data” tab and select the Debt Recovery DataForm.

The following screen displays:
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QHistnry I Investments I &P Debt Control | DehtnrsLettErs | TrustLetters | mﬁafeCustndy | @ Unpresented Cheques | .Research

Balances | m Contacts E Data I@ Bills I Receipts I WIOFFs B Thrs | e Graphs I m Diary | G] Precedents I ﬁ] Documents I ﬂ Team I B& Tasks
@ Copy | @ DataFDrml E Run |

v

Amount of Debt I $18,500,00

Date Debt Incurred IJune 2002 J
Description of Debt |bui|ding materials and supplies j_l
Secratary's Name I j_l
Secretary's Direct Telephone I j_l
Client's Invoice Mumber |H1234| J

| DaaErtesd | 5 add | - E'”‘“"El | =y | liext | o Save | = Refresh

These details were entered via the DataForm at the time of document production.
11. Click the “Balances” tab

The segment of the “Balances” information is shown below:

Work in Progress $100.00
- Scale Cost S WP
IInbilled Disburzernents & Disburze
Anticipated Disbz - Unbilled g
- Dehtors &5 AntDish
Sundriez $4.09 % Sundry

Amounts are now showing against Work in Progress and Sundries.
Lexis Affinity has entered these amounts automatically. You can view the WIP and
Sundry Ledger if required.

12. Select the “Documents” tab to view the documents generated.

Documents ]Filter ] Columns]

+%:‘< = 4‘:'.@ Marne:

Created

Description

13. Click the “Tasks” Tab.

Tasks: |4l Tasks - Ead | ¥ Remove | & print |
Tasks | Fiters | Options | Column | Sort |
State Iron |Proc. Instance ID|W. Order | For | Activity |Due Date |StartDate |Finish/Skip Date | Desription |Priority
B 1 Debt Colection 1 Michelle Downs Simple Task 22/02/2008 | 27/02/2008  27/02/2008 Notification of new file Critical
M ) 1 Debt Colectior 2 Secretary Document Production | 28/02/2008 | 27/02/2008 27/02/2008 Send Demand Letter 1 (Inc Fee +Sundry) High
¢ @ 1 Debt colectior 3 Michelle Downs Dedision 27/02/2008 Has Debt Been Received Mormal

Note the ¥ against the first two tasks, indicating that the tasks have been
completed. You will also see that a third task now displays in the list.

14. Open the third task. This is a “Decision” Task.
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¥ Decision (Actual) E]@

Has Debt Been Received
x Cancel
Selected Option: jNot Decided et L]

Matter: 012426 - Debt Recovery from L A Peterson Co

For: {\r’vatte S Riogers (Matter AuthoLJ % i | R

Priarity: Marrnal = = - | Before Due Date
Decided i C Every . ] il Dane
Categary: [woT_sELecTED =

Workflow ]Task ] Matter ] For Roles ] Preconditions ] Dependencies l Assigned To ] DataForm Field LinK]

Source Procedure:  Debt Collection | Letter of Demand Open...

Task: Has Debt Been Received
Another kask: Demand Letter 1 {Inc Fee + Sundry), due date

I¥ Link to &nother Task's Due Date

15. A decision task requires you to select an option from the drop-down list. Select No.
16. Click [OK]. If the dialog for the next task opens, close it.

The list of tasks is updated and another 2 tasks have been added as shown below:

Tasks |F\\ters | options | column | sart |
State Icon |Proc. Instance ID|W. Order  |For Activity Due Date Start Date Finish/Skip Date | Description Priority
/" B |1:Debt Collectior 1 Michelle Downs Simple Task 22/02/2008  |27/02/2008 | 27/02/2008 Motification of new file Critical
4/ [ |1:DebtCollectior 2 |Secretary Document Production  |28/02/2008 | 27/02/2008 27/02/2008 Send Demand Letter 1 (Inc Fee + Sundry) High
p+ @ 1:Debt Collectior 3 Michelle Downs Decision 27/02/2008 | 27/02/2008  |27/02{2008 Has Debt Been Received Mormal
§ = |1 DebtCollectior 4 Michelle Downs Email 27/02/2008 Advise dient debt not received High
? o 1: Debt Collectior: 5 Michelle Downs Dedision 12{03/2008 Has debt been received Normal

W Hands on

In this exercise you will skip the next task for this matter and then produce the second
letter of demand. This task has two automated actions linked to it that allow the user to
enter the value of postage and the number of units for a Fee entry.

1. Select the task “Advise client debt not received” and then click on the
button.

2. Open the task “Send Demand Letter 2” (this task appeared in the list after you
skipped the previous task).

3. Click on the button.

The second letter of demand will be produced. (Note that it has drawn the
secretary’s details from the Matter Team.)

4. Asthe task has a sundry associated with it, the Sundry Creation dialog box will
display.
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wSUHdry Creation

BE X

-

Matter 012425

Caonsalidated Supplies' Pty Lkd

Debt Recovery From L & Peterson & Sons

$0.45

Date 8i11jz009 |

Type POST v Postage

Description | Paostage For second letter of dermand
Tax Rate ThxIN v Tax included in price
Iniits 1.00| Rate $0.50|  Amount
Tax $0.05

Private? F]

I /QK H xgancel]

Click to post the Sundry item. The Fee Creation dialog box will display.

¥ Fee Creation

M=

Date | 9/11j2003 v Time Cost
Matter 012425 Units 1.00 | Minutes E
Cansolidated Supplies' Pey Lkd Rate $500.00
Debt Recovery from L A& Peterson & Sons TR :T.D.X v_' Standard Tax
Aukhor ;XXX v[ Yfwette 5 Rogers (AL $50.00 liss $5.00
Fee Type N v[ Mormal Fee —
Template
Descripkion
Preparation and despatch of 2nd letter of demand Scale Cost
Units 1]
Rate 0
Tax Rate :TP.X ,v Standard Tax
Amount $0.00 Tax $0.00

File Maoke

@

Department :.DD

Branch | SYD

Emploves Type | PAR

Private |:|
[

Print

—
| Dust Disease
vt Sydney - Lewisham Reid

Tacl
| Parkner

/o [ X concel|

Enter “2” in the Units field and click .
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7.

10.

11.

12.

13.

14.

Click and then . The “Task” tab now looks similar to below:

|=;| Balances m Contacts E Data & bils Receipts @ WIOFFs & Tfrs e Graphs % Diary ﬂ] Precedents e] Dacuments u Team
Bs Tasks Q Histary Investments &P Debt Control Debtors Letters Trust Letters m Safe Custody @ Unpresented Cheques

Tasks: | All Tasks ~ [ B aad ] [ ¥ Remave ] [ & Print I
Tasks | Filkers | Options | Column | Sort
State | Icon |Proc. Instance... W, Order  [For Activity Due Date Start Date FinishfSkip Date | Description ~
f ——3 11 Debt Collzckior 1 [¥wette 5 Rogers Email af11jz009 9ii1fzo09 af11jz009 Matification of new file
+ [ 1:Debt Collectior 2 Secretary Document Production 10/11§2009  9{11/2009 9/11j2009 Send Demand Letter 1 {Inc Fee + St
o 0 1: Debt Collectior 3 'fvette S Rogers Decision 9/11/2009 9j11/2009 9/11/2009 Has Debt Been Received
cd =] 1i:Debt Collectior 4 ¥wette 5 Rogers Email 9/11j2003 aii1fz009 9/11j2003 Advise client debk nok received
+ [ 1:Debt Collsctior S Secretary Document Production 12/11J2009  9/11f2009 af11j2009 Send Demand Letter 2 (Inc Fee + 51
? o 1: Debt Collectior & ‘Yvette S Rogers Decision 23i11j2009 Has debt been received

Select “Yes” at the next decision point. This is confirming that the other party has
now paid the debt, following the second letter of demand.

Another decision point will then display. Select “Client” from the drop-down list,
indicating that the debt was settled directly with the client.

At this point the Billing sub-procedure will commence. We will stop the procedure at
this point.

Close the Task that is currently open ("Request Bill to Client from Accounts").
Position the cursor on the final task in the list.

Click on the button. The following dialog box will display:

Workflow Management System

The workFlow will now terminate, Select an action:

() Skip existing Tasks after this point
() 5kip all existing Tasks
(%) Stop the creation of Tasks after this point

Select "Skip all existing Tasks" and click on the button.
Note that the final task will be flagged as skipped.

Open the final task and note the message in the bottom left corner of the window,
indicating that the procedure has been stopped, including date and employee initials.
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W' Task (Actual)
For: ¥vette 5 Rogers (Matter Autl—fvf L Pt «f Start
Description:

Key: o

= Create a draft bill,
Makter: : k
Due: |:| I [l

e — Activity:
[v]Reminder IR f..”':'_r.r.'.-'fal. i

® A ;-Days j v-* Eefore Due Date Category: |

OEvery |Day [+ unti Dare Started;

— Finished:

Automated | Ad Hoc Procedure Assigned Ta | DataFarm Fisld Link
worlflow | Task | Mstter | ForRoles |  Precondiions |  Dependencies
Source Procedure:  Bill Client
Task: Create draft bil
More

Milestone: M

[¥]Procedure stopped by ¥ on 91112009 3:22:32 PM

15. Close this task and close the matter.

@_}5 TIP: You will only see the button if you

have been given "permission" to use this feature in
Lexis Affinity Library.
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Attaching a Workflow or Procedure

Where workflows have been created for specific matter types, it is usual for these
workflows to be attached automatically to the matter at the time the matter is created.

However, you may also attach a workflow or a procedure to a matter at any stage while
you are working on the matter. For example, a set of tasks for debt recovery may be
required for a particular matter. If your firm has a standard debt recovery workflow, this
can be attached to a matter as and when required.

Workflow vs Procedure

A workflow and a procedure are both a set of pre-defined tasks. A workflow is actually
made up of one or more procedures. Sometimes a set of tasks will be contained only
within a specific workflow, and sometimes that set of tasks will have been created as a
procedure and then attached to the workflow. This gives more flexibility since a saved
procedure can be included in a number of different workflows.

To attach a workflow or a procedure to a matter:
1. Open the matter and select the "Tasks" tab.

2. Select the [Add] button.

W Matter: Consolidated Supplies’ Pty Ltd Debt Recovery from L A Peterson & Co 012426 Q@
Ele Search Help

EOMA-H-B-o30TR-B hos SaHe X 87

Matter 012426 029589 7654 Partner MMC Michael Cavanagh Entity Lewisham Reid

Client CSPO01 Consolidated Supplies' Pty Lkd ControlleraD Anthony Donnelly Branch Sydney - Lewisham Re

Department Dusk Disease
shaort Description  |Debt Recovery From L A Peterson & Co Authar SR ‘wette 5 Rogers O
Type DEET Debt Recavery Mather
Long Description  [neb Recovery From L A Peterson & Co Date Instructed 2/09/2008

Date Compleked
Your Reference ‘ Archive

QH\smry ] Investments 1 &P Deht Contral ] DehtnrsL ers 1 TrustLetters 1 msaFeCustndy 1 @Unpresentedcheques ] ORasearch 1

Balances 1 m Contacts I E Data I & tils I Receipts 1 WIOFFs & Tfrs I e Graphs ] ﬂ Diary I e] Precedents I Qﬂ Dacuments 1 ﬂ Tearm E’ Tasks

Tasks: |all Tasks ~  Elaw ‘ ¥ Remove | & Print |
Tasks lFl\ters ] Opt\ons] Co\umn] Sort I
State|Icon |Proc, Instance 1D W, Order  |For Activity Due Dake Start Date Finish/Skip Cate  |Description -
§ = 1 DebtCollectior 1 |Yvette 5 Rogers Email Z/09) 2008 Motification of new file
F O 1:Debt Collectior 2 Ywette S Rogers Document Production | 3/09)2008 2/09/2008 2{09/2008 Send Demand Letter 1 {Inc Fe
ol o 1! Debt Collectior 3 Yvethe 5 Rogers Diecision Zf0912008 2{09/2008 2f09f2005 Has Debt Been Received
o = 1 Debt Collectior 4 ‘Yvette 5 Rogers Email 21092005 2/08/2008 2092005 Advise client debt nok receive
P O 1: Debt Collectior 5 Ywette S Rogers Document Production | 5/09)2008 2/09/2008 Send Demand Letter 2 {Inc Fy
@ o 1: Debt Collectior & ‘vette S Rogers Decision 160902005 Has debt been received
v
£ bd
=l ew ‘ Ee’ Open | 0 Skip =" Finish Stop Procedure

3. Alist of all available workflows (first tab) and procedures (second tab) will display:
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¥ Workflow and Procedure Selection

=%

Procedures 1

Watkflow Code ‘warkflow Mame Procedure Mo |Procedure Label kad
| COMMERCIAL Commercial 59 Commercial

CONVEY _VEMDOR Conveyancing Yendor 1 | Conveyancing Wendor

CRIME_PROCEEDIMG Criminal Proceeding in County Caurt 15 Criminal Praceeding in Ce

DEET Debt Recovery 2 |Debt Caollection | Letter ¢

DUST_DISEASES Dusk Diseases 32 Dust Diseases

GEMN_CLIEMT _COMPLAINT Client Complaint 34 Client Complaink

LANDOFFICE Land Office 21 Land Office

MET_CLUE_LUMCH Team Club Lunch 6 Team Club Lunch

MET_COCKTAIL_PARTY Cockkail Party 7 Cocktail Parky

MET_SEMINAR Marketing Seminar 39 Marketing Seminar

TEST test 65 kest

Stark From: R >

4. Select the procedure or workflow required and then click on [OK].

The first group of tasks for the selected procedure or workflow will now display in the

Task List on the matter, ready for actioning.

W Hands on

1. Attach the "Review with Client" procedure (no. 23) to your debt recovery matter.

2. Attach the “Client Complaint” workflow to your debt recovery matter.
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\ Your Reference |

& Histary | Investments | & Debt Control | () DebtorsLetters | (B Trust Letters | o] Safe Custody | () Unpresented Cheques | @ Research |

El\ﬁa\ances | B contacts | ] pata | & sils | (5 Receipts | B wijoffs & Tirs | @ Graphs | B2 Diery | 0 Precedents | €9 Documents | #4f Team  F Tasks
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Displaying Tasks by Workflow Group

When you have more than one workflow or procedure attached to a matter, you may find
it helpful to display only some of the tasks at any one time, or to display only the tasks
belonging to a particular workflow or procedure. Use the "Tasks" drop-down list to
display tasks according to the workflow or procedure to which they belong. This defaults
to "All Tasks" but can be changed at any time.

W Matter: Consolidated Supplies’ Pty Ltd Debt Recovery from L A Peterson & Co 012426 E]@

Ele Search Help

DOMH-H-8-0FBTB-0

Client CSP001  Consolidated Supplies' Pty Ltd

Matter 012426 02 9553 7654 Partrer MMC  Michael Cavanagh Entity Lewisham Reid

Shork Description  |Debt Recovery from L A Peterson & Co

Long Description  [bebt Recovery from L & Peterson & Co

HoaR SrHeX &P

Contraller AD Anthony Donnelly  Branch Sydney - Lewisham Re
D {3 it Dusk Di

Author  YSR Yvette S Rogers <RI st Dissase
Source Country

Type  DEBT  DebtRecovery Matter

Date Instructed 2/03/2008

Date Completed

Archive

Tasks: [al Tasks | Eadd ‘ ¥ Remove ‘ S print ‘
[l Tasks
Tesks Al Custom Tasks
all Procedurs Tasks " -
~
S | s st rorkfioms Tasks Activity DusDate  |StartDate  Finish/SkipDate  Description |
B[ |1 Debt Collection ] Letter of Demand ers Ernail 2]09/2008 Hotification of rew File
4 }1 Ef\"i“éw'th‘ C“Et"t lers Document Production  |3/09/2008 | 2/09/2008 2/09jz008 Send Demand Letter 1 {Inc Fe
: Client, Complaini
£ g TR Ve TROgers Decision 2092008 |2/092008  2/05j2008 Has Debt Been Recelved
4 =3 1: Debt Collectior 4 rvetts 5 Rogers Email 209)2008  |2f09)2008  2j03j2008 Advise clent debt not recive
) 1: Debt Collectior 5 | ¥vette 5 Rogers Document Production | S/09/2008 | 2/09/2008 send Demand Letter 2 (Inc Fe
¢ @  1:Debt Collectior & tvetts 5 Rogers Dacision 16/09j2008 Has debt bsen recsived
¢ @ 1 Reviewwithci 1 Yvette S Rogers Decision 3/09/2008 Proceed or nat
¢ DO |1: Clienk Complair 1 ['vetts 5 Rogers Document Production | 2/09/2008 Complairk recelved - all detail
v
< )
Elniew ‘ 5 open ‘  Start  Skip " Einish Stop Procedure

Hands on

1. Open your debt recovery matter and display the Tasks.

2. Display only the tasks belonging to the procedure "Review with Client".

3. Display only the tasks that belong to the “Client Complaint” workflow.

4. Display only the tasks that belong to the “Debt Recovery” (DEBT) workflow.

5. Display all tasks.
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15.3 Customising Column Display

The "Column" tab in the task window enables you to determine which columns of
information you want to see when displaying a list of tasks. The procedure for

customising the column display is the same whether you are customising columns in the
matter window, the Task List program, or the Diary.

You may have different column layouts in each area of Lexis Affinity Library. This will
allow you to select the column layout that is most suitable for the area you are working in.

For example, you will probably want to display the matter number in the Diary window,
but this would not be necessary in the matter window.

O

Procedure

1. Inthe "Tasks" window on the matter, select the "Column" tab. The following window
will display:

| = | | |

Tasks] Filters ] Options  Eolumn lSort ]

Columnz to display [in sequence)
i

Dizplayed

J

r Displa
Matter Description HD

glient Hame Al
escription

Due Date

Finish#Skip By 4 Hide
Finish/Skip D ate

For 44 &l
lcon

Matter Description

Matter File 1D

Mileztane

Pricrity

Proc. [D

Prac. Instance D

Proc. [tem 1D

Reminder [ ate

Skip

Start D ate

Started By

State

Task Mo

. Order

4 p | ¥ Down |

1. From the column headings listed in the "Hidden" column, select the columns to be
displayed by selecting the column name and then clicking on the [Display] button.
This will move the column name from "Hidden" into "Displayed".

To select all columns, simply select the [All] button.

2.  Remove columns by selecting the column name in the ‘Displayed’ column and then
click on the [Hide] button.

3. Change the order of displayed columns by selecting the column name and then

clicking on the [Up] or [Down] buttons to position the columns in your preferred
order.

NOTE: You can select several columns names at a time using <Ctrl> + left mouse
click or <Shift> + left mouse click to select a group of column names.
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Column Headings

Activity

Category Code

Category Description

Client Matter
Description

Client Name
Description
DISABLESKIP

Due Date
Finished/Skip By
Finished/Skip Date
For

Icon

Matter Description
Matter File Id

Milestone

Priority

ProcID

Proc. Instance ID
Proc Item ID
Reminder Date

Skip

Identifies the type of task (eg. email, document, decision point).
ID or code applied to the task category (if a category has been
assigned).

Description of the task category (if a category has been assigned).

A combined field of client name and matter description

This is the Name field from the Client record.

Details of the task to be carried out.

Indicates whether this task has the "Disable Skip" flag applied.
The date when the task is due.

The initials of the person who skipped the task.

The date the task was either finished or skipped.

Identifies the person (or role) allocated to perform the task.

Icons indicate the type of activity to be performed. For example:

b Document Production
= Email

Telephone Call

0 Decision Point

Description entered at matter opening
Matter number

Use this field to flag a task as a milestone. This field may be used to
filter tasks (ie. show all tasks that are milestones).

Indicates the importance of the task.

The procedure ID which is a number allocated to procedure.
Refers to the name of the workflow.

Number allocated to task.

Date of reminder

Y/N Indicates whether a task has been skipped or not.
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Source Procedure Code
The ID or code assigned to the source procedure.

Source Procedure Label
Description of the source procedure.

Start Date The date the task commenced.
Started By Person or role who started task
State Indicates the status of the task.
v Started Task has been started
v Finished Task has been completed
¥ Not started Action needs to be taken
“" SkippedTask has been skipped
¥ PastDue Task is past its due date
Task No This is unique identifier and is used to determine the sequence in

which tasks were added to a matter. This should not be confused
with the order of processing tasks.

W. Order The number in this column relates to the order of the task in the
workflow it belongs to. As a matter may have multiple workflows
attached, each workflow has its own numbering sequence. If the
task is not a workflow task, this column will be blank.

15.3.2 Sorting Columns

You can alter the order of the columns using the “Sort” tab.

Procedure
1. Display the Tasks window on a matter and select the "Sort” tab.

2. Inthe “Available” column, select the columns that you want to be used when sorting
entries.

3. Click on [Add] to move the column to the “Selected” column.

If a Column is already included, you can use [Up] and [Down] to rearrange the sort
order. If more than one column is selected, the primary sort is by the first columns,
the secondary sort is by the second column etc.

You can check the “Descending” check box to display the tasks in descending order.
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Hands on

1. Open your debt recovery matter and display the task list.

2. Customise the column layout of tasks, displaying only the following columns in the

order shown:

State

Icon

For
Activity
Description
Due Date
Priority

Proc Instance ID

3. Re-set the column display to the default layout

@ TIP: Use the [ <« All] button to remove all column

headings from the display list.

Filter

As in other areas of Lexis Affinity Library, a filter may be applied to the Task List to

selectively display tasks.

In the Tasks window on the matter, select the "Filter" tab. The following screen will

display.

W Matter: Consolidated Supplies' Pty Ltd Debt Recovery from L 4 Peterson & Sons 012431

B=%]

Fle search Hep
BORA-®-8-8-030tTR-®

Matter 012431

P Awd SHhHAeX & 7

029369 7654 Partner  MMC Michael Cavanagh Entity Lewisham Reid

Clienk CSPODL Conselidated Supplies' Pty Lid ContrellerAD  Anthony Donnelly  Branch e
Author VSR Wvette S Rogers BTt @]

Short Description | Debt Recowery Fram L & Peberson & Sons a0 @My
Type  DEBT  DebtRecovery Matter

Long Deseription | pieht pecowery From L & Petersan & Sans| Date Instructed 13/01/2010

Date Completed
Your Reference Archive
S History Investmerts | &P Debt Contral Deblors Letters Trust Letters | [ Safe Custody | (B Unpresented Cheques

Balances | M) contacts | BB Data | & mils | &7 Receipts WOFFs & Thrs | d@ Graphs || 2 Diary | @ Precedents

Ttluns Column | Sort

Load From v [ Save As ] [ Save ] [ Delete ] [ @) Clear ]
[privater []5ave settings on dloss?

Select Equal to Reminder Date Finish Date
Emplayes v From Date |[] v|E | Fompate [0 v
Workflow Supervisor v Tabate | v] Tabate | v
Priority al = [Celank Reminder Date [lank Finish Date
Raole v
workflow L Due Date: Start Date
Category v From Date [ v From Date | v
Tasks Al Tasks v Tabate | v] Tabate | v

[ Milestane Qnly [Blank Due Date [JBtank Start Date
Client Master v

Clent Group v

Default

& ocuments | P Team | 0 Tasks

@ Reszarch
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15.4.1 Filter Equal To

Select Equal to - Employee
Select an employee from the drop-down list to display tasks for that
employee only.

Select Equal to — Workflow Supervisor
Select an employee from the drop-down list to display tasks where that
employee has been nominated as the Workflow Supervisor (note that a
Workflow Supervisor is assigned to an entire workflow area, not to
individual tasks within that workflow).

Select Equal to - Priority
Select a Priority from the drop-down list to select tasks for a particular
Priority rating.

Select Equal to - Role
Select a Role from the drop-down list to select tasks for a particular Role.

Select Equal to - Workflow
Select a workflow from the drop-down list to select tasks belonging to a
particular workflow.

Select Equal to - Category
Select a Category from the drop-down list to select tasks for a particular
Category.

Select Equal to Tasks
Select the type of Task from the drop-down list to select tasks of a
particular type

Milestone Only
Tick this to list only Tasks that are Milestones.

15.4.2 Filter by Date

A number of date options are available on the filter screen that enable tasks to be filtered
by the reminder date, due date, finish date and start date.

From and To Dates:

To filter by a date range, check the boxes beside "From" and "To" and then select the
dates required. These may be entered via the keyboard, or by using the pull-down
calendar.

Set Date Button:
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I The "Set Date" button is used to quickly populate the "From" and "To" boxes with a
specific time period. For example, you may set the dates to display a date range for this
week, last week, this month and so on.

When you click on the "Set Date" button, a drop-down menu with two items will display:

Set Date to 4

Always Set Dakte ko #

Set Date to: Setting the date using this option sets the date using the criteria selected for
this report only.

Always Set Date to: Setting the date using this option sets the date to the period selected
and the date range is updated each time the report is generated. If this option is selected,
it will be indicated on the Filter screen with the words “Always set to <period> date
period”.

For example if you want to produce a Task List of matters that were due for action in the
last 7 day period, use the criteria "Always set date to — Last week".

Blank Date:
Check the blank date check box (eg. "Blank Start Date") to display only those Tasks where

the date is blank. For example, checking "Blank Start Date" will return all Tasks that have
not yet been started.

Clearing and Restoring the Filter Settings

Detaul
$| Click on this button to restore the Filter defaults (all tasks due today but not

finished for the current user).

ﬁl Click on this button to clear all the Filter settings.

Saved Filter Settings

Commonly-used filter settings can be saved for re-use.

PROCEDURE

1. Inthe Tasks Filter, set the filter option as required.

2. Click on the [Save As] button at the top of the Filter window.
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W Matter: Consolidated Supplies” Pty Ltd Debt Recovery from L A Peterson & Sons 012431 E]@
Eile Search Help
BOHNR- V- - R-9FHA"TE-©® r S SHHEeX & 7
Mather 012431 02 9583 7E54 Partner  MMC Michael Cavanagh Entity Lewisham Reid
Client CSPOOL Consolidated Supplies' Pty Ltd Controller A0 Anthony Donnelly Branch Sydney - Lewisham Re:
Department Commercial
Short Description | Deht Recovery fram L & Peterson & Sans Authar  ¥3R Wvette 5 Rogers

Source Country
Type DEBT Debt Recavery Matter

Long Description  pept Recavery From L & Petersan & Sons| Date Instructed 13/01/2010

Date Completed
four Reference

Q Histary Investmer
Eialances m Contacts

Archive

&P Debt Control Debtors Letters Trust Letters ]ﬂ Safe Custody @ Unpresented Chegues . Research
ta | &P Eils Receipts @ WOfs & Tfrs e Graphs m Diary 0 Frecedents ﬂ Documents H Team E Tasks

Tasks | Filkers | Options | Column | Sart

Load From | [ Save As ] [ Save I [ Delete ] [ 7} Clear ]
D Private? |:| Sawe settings on close?
Select Equal to Reminder Date Finish Date
Emplayee w Fram Date |[] v Fram Date |[] v:
‘WorkFlow Supervisor v ToDate [ [~ ToDate ] v/
Pricrity Al = [C]Blank Reminder Date [[] Blank Finish Date
Role v
workflow ¥| | rDueDate Start Date
Category v: From Date |[] v Fram Date |[] v:
Tasks #ll Tasks v | Topete O v Tabate [ v
[Imilestone oy [JElank Due Date [ Elank Start Date
Client Master |
Client Graup v:

3. The following dialog box will display:

Input Form

Task List Filter save name:

I~ Private?

o 0K X cancel |

4. Enter a meaningful name for the filter (eg. Unfinished for this Week).

5. Tick the "Private" box. Private filters will only display for the person who creates
them.

6. Select [OK]. This will save the filter and you will see the filter name in the
"Load From" box.
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Tasks Filters ]Dptlons] Column | Sott |
Load Frax |L|nfinished far thiz week.

Select Equal to

[v Private? [ Save seltings on cloze?

Fieminder Date

j ‘ Save A | Save | Delete |

@ Llear ‘

Finizh D ate

Emplopes ’—L| From Date [ From Date ’m

‘wéorkflow Supervisor ’—L| ToDate i - ToDate ’W‘

Priarity |A\| ﬂ [ Blank Reminder D ate ¥ Blank Finish Date

Role | j

Wworkfiow | j Due Date Start Date

Categary | j Fram Date [ = Fram Date [

Tasks |A\I Tasks j ToDate o~ = ToDate [:

[ Milestone Only [~ Blank Due Date [ Blank Start Date

Changing a Saved Filter

If you need to modify a saved filter:

1. Display the filter by selecting the filter name from the drop-list in the "Load From"

box.

2. Change the filter settings as required.

3. Clickon

the [Save] button.

This will re-save the filter with the new settings.

Deleting a Saved Filter

To delete a saved filter:

1. Display the filter by selecting the filter name from the drop-list in the "Load From"

box.

2. Click on the [Delete] button.

The selected filter will be deleted from the list.
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15.4.7 “Options” Tab

The “Options” tab in the matter task window provides additional options for determining
which tasks to display in the task list.

| =l
Tasks] Fiters ~ Ophans l D:ulumn] Sort l
Hide dependant tazks? B
Hide finished tasks? I
Hide sub procedure tazks? v
Hide skipped tazks? B

The options are:
e  Enforce private flag?

If this option is checked, the task list will not display any tasks that other users have
flagged as “Private”.

e Hide dependent tasks?

This is legacy option, relevant only for firms using earlier versions of Lexis Affinity
Library.

) Hide finished tasks?

If this option is checked, the task list will not display any tasks that have been
finished.

e Hide sub-procedure tasks?
If this option is checked, that task list will not display any sub-procedure tasks. The
tasks that form part of the sub-procedure will continue to display, but the task that
calls the sub-procedure (which does not require any action by the user) will be
hidden.

e Hide skipped tasks?
If this option is checked, the task list will not display any tasks that have been

skipped. This is useful where many tasks have been skipped, and you only wish to
see those tasks that have been or will be performed.
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In the exercise you will create and save two filter settings:

4.

5.

Open your debt recovery matter and display the “Tasks” tab.
Select “Filters”.

The first filter will be for unfinished tasks on this matter that are due to be done this
week. In the “Due Date” area, click on the “Set Date” box and choose “This Week”.

Tasks | Filters | Options | Column | Sart
Load Fram > [ Save fs ] [ Save ] [ Delete ] [ &) Clear ]
[Jrrivater  []5ave ssttings on close?
Select Equal ta Reminder Date Finish Date
Employes [ From Date |[] v: Fram Date |[] :v
‘arkflow Supervisor ™ ToDate |[] v: ToDate |[] :v
Pricrity al " [l Blank Remindsr Date Blank Finish Date
Role ad Set Date Button
WorkFlow v DU Date
Category v From Dats | [F]31/01(2011 [+] N O Lol
= Set Date to » Today
Tasks all Tasks A To Date 6i0Z{2011 | % Yesterday
Always Set Date ko » -
[Itilestone Onily [JBlark Due Date ey Last Week
. This Week
Client Master w This Marth
Client Group v| Last Month
. ‘ear To Date

Check the “Blank Finish Date” button.

Click on the button. The following dialog will display:

Input Form

Task List Filker save nare:
[

[ Private?

o Ok | X cancel ‘

Insert the name “Unfinished Tasks this Week”.

Check the box beside “Private?”. This will save the filter for the current user only.
Leaving this box unchecked will make this filter available to all users.

Click on [OK]. The filter is now saved and you will be able to select it in the
“Load From” drop-down list.

Create and save a filter to display all tasks due but not finished this month for the

current user. (You should consider whether this should be a private filter and save
the filter accordingly.)

© 2012 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis™ Affinity Library @ LexisNexis

15.5 Viewing Tasks from Diary

Tasks may be viewed and actioned from the Daily view in Diary. Before applying any
filters, the tasks displayed will be for the current user only and will show tasks across all
matters for the current date. This is a useful way to see what tasks you have to perform
across all matters for today.

Procedure

IO

1. Open Diary.

2. Select the "Daily" tab to display the daily diary view.

W Diary for Yvette § Rogers (YSR) for 31/01/2011 =%
Ele Edt View Help
B # & & & |(Use standard diary filker) | 7
[l Daity | 8] work week | [ weekty | BR Monthly | B Custor | [ Time Line | I List COptions
Monday, 31 January IR January 2011 b || |For  [Taken AL By Phone Message
go M TWTFSS
12
34656783
900 10 11 12 15 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
10m™ < td
11 Task Today  Task Reminder
Date Select: | Created (Defaul) |+ ||| &7 » ||31/01/2011
12 pm State | Activity Description Description Due Date [~
q Document Production Send Demand Letter 1 (Inc Fee 1/02/2011
10 ¥ Emai otification of new file 7109/2006
§  Simple Task Critical a1/01j2011
2 G simple Task High a1/01j2011
30
4m
5 oo
Mesting Invitations
For  Start Time Status Description
v
3 2] (%] 2]
[ Open ] [ Go ko Day ] I(gccept] [)(_ Qeclinel [  Start ] [ o Skip ] [ o Finish ] Stop Pro
Ready!

3. By default, the Diary opens on today’s date. The Daily view displays tasks,
appointments, telephone messages and meeting invitations.

Task Today and Task Reminder

Tasks can be displayed in either the “Task Today” list or the “Task Reminder” list. The
“Task Today” list is displayed by default.

“Task Today” displays all tasks that match the quick filter criteria (see screen layout
above). In the example above, the quick filter is set to show tasks where the finish date is
greater than or equal to 31/07/2006. Users can change this quick filter to show due,
started, finished and created dates, and can also change the date and date comparison
operator. See below under 15.5.2 Filtering Tasks in the Daily View for further details.
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“Task Reminder” does not use the quick filter. It simply displays all tasks for the selected
employee(s). (This is generally the user currently logged into Lexis Affinity Library but is
determined by the employees selected in the Diary Filter.)

Column Layout

The column layout can be modified in the Diary window in the same way as it is modified
in the matter window. You will see that some additional columns are available in the
Diary view such as matter title, matter short description and matter long description.
(These columns are not available in the matter window). You will probably want to
include the matter number and/or client name in the column layout as the task list shows
tasks due across all matters and you need to be able to quickly identify the matter a task
belongs to.

To modify the column layout of the task list in Diary:
1. From the “Daily” view, select the “Options” tab.

2. Select the “Task Columns” tab (found on the tabs listed down the right-hand side of
the window).

% Diary for Yvette S Rogers (YSR) for 31/01/2011 =JoJEd
File Edit Yiew Help
A & & ?

[ paily | [B work week | FZ3 weekly | B monthly | BB custom | B Time Line | B List Options

Columns ta display (in sequence)
Hidden Displayed
Category Code Display Ackivity Description
Zakegory Description Descripkion
Matter Long Description Due Date
Matter Title Finish Date

Priority Skip

Proc. Instance Start Date

Procedure 1D Matker

Source Procedure Code Created

Source Procedure Label Far

Task Mo Matker Short Descriptior

Activity Code
o Hide | | Client Name

/

syindary), SUWN|0D Yse L | Jay|id ¥se L), Jepus (B0, sUWnD ARl Jag)id ARl

Ready!

3. Select the columns required, and click on the button to place them in the
“Displayed” column.
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@ TIP: You can use <Ctrl>+ left mouse click to select
multiple columns at a time.

4. Usethe [ 4 up ] and ["" DDW"'] buttons to order the columns as required.

5. Click on the “Daily” tab to view the results.

15.5.2 Filtering Tasks in the Daily View
There are two ways to filter tasks in Diary.
e  Using the “Date Select” quick filter.
e  Using the “Task Filter” tab under “Options”.
Date Select Quick Filter

This option enables the user to filter tasks based on a the created date, due date, started
date or finished date.

Task Today Task Reminder

Dale Select [Due ~|[>= ~|[e7s06s2008
Created [Default]

State | Due Ci= Aictivity .| Matter Short Description I atter Far Start Date F
Created Date the task was created or entered into the Task list
Due Date the task is actually due on
Started Date the task was started (Task may or may not yet be completed)
Finish Date the task was finished (ie completed)

Task Filter Comparisons

Use a comparison operator to set the date range to display:

Task Today Task Reminder
Date Select |Due |- x||z7/06sz008
= |

State | Due Date Diezcription

Activity .| Matter Shart Dezcription I atter For Start Date 7]

<
<
=
>

= Equal to the date displayed

< Less than the date displayed
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<= Less than or equal to the date displayed
> Greater than the displayed date
>= Greater than or equal to the displayed date

Task Filter

This option allows the user to select which tasks are to be reported on the Task area of
the Daily Diary. The filter screen is displayed below:

W Diary for Yvette S Rogers (YSR) for 31/01/2011 (==
File Edit Wiew Help
G # & ?
E Diaily @ ‘Work \Week m Weekly E [Monthly E Custom | B Time Line | B List Cptions
Select Equal To
Priority: All Kd
Matter:
Advance
Tasks: &l Tasks (Default) ”
Procedure Instance: |0 '[a

[C]Get: the last "Procedure Instance"?

[[] show selected day task history? \

s3I0day), SULINED A5E L), J83|1d HSe L | JBpUS(ED), SUWn|aD AR} 4eq)d Aleig

Ready!

Priority The priority set on the task. Select from:

All
Normal
High
Critical

dh

Matter Enter the matter number or click on
selection window.

to display the matter

Tasks Select the type of task to display: Select from:

All tasks

All Custom Tasks
All Procedure Tasks
All Workflow Tasks
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15.6

O

Proc Instance You can select a particular instance from the procedures that are
attached to a matter

Get the Last "Procedure Instance"?
Check this box to show only the last instance of a procedure. (Thisis
useful where a procedure has been added to a matter multiple times
but you only want to see the most recent instance.)

Show selected day task history

Check this box to include finished tasks for the selected day. If the
box is unchecked, finished tasks will be hidden.

Task List

The Task List program (found under the Case Management group) displays all tasks for all
users across all matters. Filters can be applied to this list to enable firm-wide reporting of
various types of activities (eg. settlements, court appearances, seminars). The task list can
also be printed from this program.

Procedure

1. To view tasks, select Case Management | Workflow & Tasks | Task List.

W Task List =Jo/ed
File Tools Help
Bfe vousr SO & 9
Tasks | Filkers | Optians | Column | Sort |

State Due Dake Icon |Description Client Marne Matter Description Pricrity EA;
'P' [ sendletter {or Fax) to agent ¢ Gribble, Mr John Sale o Thompson Mormal |
¥ Phone client and agent ta conf Consolidated Supplies Pey Lkd | Sale to Birrell Matrial
¥ z5f09fzo0s Attend Seminar Lewisham Reid - Melbourne  Grassroots Campaign 2007 Mormal
_"f. &/06/2008 Follows up on client complaint  Fauldings Pty Ltd Dust Disease - James Hardie -+ Critical
o &/06/2008 Follovs up on client complaint  Fauldings Pty Ltd Dust Disease - James Hardie -/ Critical
.--.f' 14/06/2005 Letter of Demand Department of Consurmer AFFai Debt from M Smith Marrnal
v 14062005 Debt Unrecovered Depattrient of Consumer AfFai Debt Fram M Smith Tatrial
."f 14/06/2005 2nd Letter of Demand Department of Consurner AFFai Debt From M Smith Mormal
:"f 14/06/2005 Debt Recovered Department of Consumer AfFai Debt from M Smith Tormal
il 14/06/2005 Has debt been recovered Department of Consumer AfFai Debt From M Smith Tormal
< 14/06{z005 2nd Letter of Dermand Depattrient of Consumer AfFai Debt Fram M Smith Tatrial
."f' 2zf12/2006 £ Send email to dient advising de Black Day Publishing Pty Lked  Debt Recovery from Regents F Mormal
:“f 2411212006 [ Send Final Letter of Demand {1 Black Day Publishing Pty Lked  Debt Recovery from Regents F MNormal
vl 10012007 0 Has debt been recovered Black Dav Publishing Pty Lkd  Debt Recovery from Regents F ormal
¥ 5122008 £ Advise client debt nok receivec Black Day Publishing Pty Lkd  Debt Recovery From Regents F High

¥ 29f1zf2008 =1 Advise client debt nok receiver Consalidated Supplies Py Led  Recovery Fram Kelly High

:Y 1/09/2008 £1  Advise client debt nok receiver Consaolidated Supplies Py Lbd  Dust Dissase - James Hardie-v High

¥ 1zf1zfz006 =1 Advise client debt not receivec Department of Consumer Affai Recovery Fram Fauldings High

vl 3072005 Letter of Demand Black Day Publishing Pty Lkd  Debt from Gemini Ski Hire Tormal

i€ >

2. As this Task List shows all tasks for the firm, you will need to use a filter to display a
more useable list of tasks.
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15.6.1 Filter on Task List

The filter window in the Task List program is very similar to the filter found in the matter
window. There is one additional field for filtering, which is the “Matter File ID” field. This
allows you to filter the task list by matter.

B Task List g@

File Tools Help

Tasks “Filkers ]Options ] Column ] Sort ]

Load From I Save ‘ Delete ‘ @ Clear |
[~ Private? [ Sawe settings on close?
Select Equal to 1 Reminder Date Finish Date
Employves i From Date (1 2/00 From Date I
workflow Supervisor v Tolate | ToDate |d ¢
Priarity ]AII LJ [ Elank Reminder Date [ Elark Finish Date
Rale ] LJ
SWarkflow ] LJ Due Date Skart Date-
Category ] LJ =
Tasks |l Tasks - TaDate |I ! ToDate |{7
[ Milestona Crly [ BlankDus Date [~ Blank Start Date
Client Master ] LJ
Client Group -
I _J Default
[~ Select Like

Matter File 10 |

W Hands on

In this exercise you will display a task list for outstanding tasks that were due this month
and have no Start or Finish date recorded.

1. Inthe “Due Date” area, select the “Set Date” button and then select “This Month”
from the drop-down menu.

The dates will be completed automatically.
2. Check the box beside “Blank Finish Date”.
3. Check the box beside “Blank Start Date”.
4. Click on the “Tasks” tab and view the list of tasks generated.

5. Return to the filter window and save the current filter as “Uncompleted Tasks for
current month”.
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15.7 Custom Tasks

Sometimes you will need to be record a single task that needs to be performed which is
not standard to a matter and therefore not included in a workflow. These ad-hoc tasks
are referred to as Custom Tasks. Custom Tasks may be created from the matter window,
the Diary, or the Task List window.

15.7.1 From Diary

Procedure
1. Open Diary and ensure the Daily view is displayed.

2. Clickon the button (in the Task pane) to create a new task. This will open
the "Task (Actual)" dialog box.

¥ Task (Actual)

Far: ¥yette S Rogers B {33 Public (i Private o Start
. Description:
Matter:
| &
owe: | | ; =
o Activity: | Simple Task |
Reminder Priority: | Marmal |
(O E Days || Before Due Date Categary: | b
Ofvery |Day [+ Untlpore |~ Started:
- - Finished:

| Matter | &d Hoc Procedurs | Assigned To | Motes |

Show on CliNet? Fi

Expected Duration {mins); |0

Create Fee Sheek Entry. ..

3. Inthe "For" box, select the person or role for whom the task is being created. This
will default to the current user.

4. Enter the matter number that this task relates to (if applicable).
5. Select the due date for the task (if applicable). The default is today.

6. If you would like a pop-up reminder for this task, ensure the reminder box is checked.
You may then choose to be reminded a specified number of days prior to the due
date of the task, or to be reminded every day until this task is done.
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10.

11.

12.

13.

Select either "Public" or "Private". If the task is to be viewed by all users select
Public.
If the Task is not to be viewed by all users or is a personal entry select Private.

In the "Description" box, enter an explanation of what the task is and what actions
need to be taken.

Select the type of activity this task relates to (eg. email, telephone call).
Select a priority for the task — Normal, High or Critical.

Optionally, you may select a Category for this task. Task categories are usually
created by your system administrator and are used for reporting purposes.

For example, your firm may have a task category for "Settlement Date" to enable a
task filter to be applied showing all settlements that are scheduled to take place in a
given period.

In the "Task" tab in the lower part of the window, enter an expected duration for this
task, in minutes. This is optional but is useful to show other staff members how busy
you are with tasks when they attempt to schedule you into meetings.

You may also create a fee sheet entry for this task by clicking on the

[ Create Fee Shest Entry. . | button. This will open a "Fee Sheet Entry" dialog box.

Once all the above details have been entered, selected and then

. This task will now display in the Task Reminder list for the person it was

created for and is ready to be actioned.

15.8 Task Reminders

Task Reminders are used to remind or alert the employee(s) who is/are to perform the
task that there is a task to be performed.

Task Reminders will automatically appear on the Affinity Desktop or can be invoked
manually at any time.

When a Task Reminder is displayed (either automatically or manually) the relevant matter
number, activity, description, due date and priority status will display. The priority is also
shown by a coloured band at the bottom of the task reminder.

Reminders will continue to display until a Task has been flagged as “Finished” or as
“Don’t Remind Me Again”.
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Task Reminder Dialog Box

& Task Reminder - Matter: 012426 (=)
Client: Consolidated Supplies Py Led o oK
IMatter: 012426, Debt Recovery from L & Peterson Co
Send Demand Letter Z (Inc Fee + Sundry)

Dus:  5/09/2008
Priarity: High Task
i Open

" Don't Remind Me Again

e

ﬂ |Day5 ﬂ " Finish

Priority

Colour Band

@“ LexisNexis

If you select “Don’t Remind Me Again” the dialog box will change to allow you to either

open, start or finish the task.

If “Open” is checked the task screen will open, allowing you to start, finish or skip the task.

Checking for Task Reminders Manually

To check your task reminders:

Procedure

1. From the Lexis Affinity Library menu bar, select File | Check for Task Reminders.

Your reminders will display. The number of reminders that will display at one time
depends on what options you have selected (see below).

You may action the task via the reminder dialog or simply close the reminder dialog.

2. Close the reminder dialogs by clicking on E

3. Repeat the above steps to view additional task reminders.

Options for Task Reminders

The Options window contains settings for the behaviour of task reminders.

To open the Options window, select Utilities | User Options.

/
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Options

IMatter Labels] [Matter Display] Diary ] Precedents Spel Checking] Other } Research ]

Reminders

¥ Disable Task Reminders Default
Reminder Every 1 Houris)

Maximurn Reminders |3 Farmis)

AF [4p

x Cancel

These options allow you to set the time interval for task reminders and control the

number of reminders that will pop up at one time. You may also disable pop-up task
reminders.

NOTE: Your system administrator can also set task options at a system level which may

or may not override the options you set yourself. Please refer to your system
administrator for further information on how your system has been set up.
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16.

16.1

LexisNexis Research Services

@ LexisNexis

If you subscribe to LexisNexis AU or LexisNexis NZ, you can access online research from

within Lexis Affinity Library.

This chapter describes how to access online research from inside Lexis Affinity, save
research links back to matters and record time spent doing research. Itis not intended to
provide information on the functionality of LexisNexis AU or LexisNexis NZ.

Launch Research from Matters

Hands On

1. Open matter 990224.

2. Select the “Research” tab.

EDiary I @ Precedents ] f] Documents 1 uTeam I ﬁTasks 1 QHiStDFY ] (%) Investments 1 &P Debt Contral I

Debtors Letters 1 Trust Letkers I Im Safe Custody I @ Unpresented Chegues 0 Research
Fiesearch Start Matter Type: Conveyance - Purchaser
T Category: Practice Library: Titles OFfice QLD
@ Legal Taxonomy: Property
e Documents lFi\ter | colurans |
- gj @ Mame:
@ | |Icnn Path Marne: Created Description
By Matter Type » |W
<

W Matter: Blackwell Scientific Publications Purchase from Francis 990224 Q@
File Search Help
EEMA-H-8-9FH°IB-0 (W « » ) gy SHEASX | ST
[Matter Qa0224 07 3530 39876 Partner MMC Michael Cavanagh Entity Lewisham Reid
Client BSPOI Blackeell Scientific Publications Controller JAA James Anderson Branch el - L
Departrent Zonveyancing
Short Description  [Purchass from Francis Author  JAA James Anderson Surias G
Type P Conveyance - Purchas
Long Description  |pyychase from Edward Francis, 26 Charles Strest, Date Instructed 12{09/2005
Prahran
Date Completed
Your Reference | Archive
Ealances I w Contacks ] Bl s ] IEI emPower I & Eils 1 Receipts ] @ Wl [Offs & TFrs ] @ Graphs I

3. There are two research icons listed in the left side panel.

General: launches the LexisNexis research web site for a search across all subscribed

sources. Your default home page will display.

By Matter Type: launches the LexisNexis research web site with only selected
sources loaded. You will be prompted to enter your search terms before the web

page is launched. You will be taken straight to a results list.
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General Research

4. Select “General”. You will be prompted to sign in to LexisNexis Research Services.

W Research - @
S @ 2 & 2 O
Hame Back ard  Save Refresh  Stop §
S
@ LexisNexis

Thank you for using the LexisNexis® research services.
You have just ended your research session.
If you wish to sign back in, please enter your ID and password below.
Sign In to the LexisNexis® Research Services
D
Password m

Sign-In Tips | Fergot Your Password? | System Requirements
™ Remember My Sign-In Information
[~ Use 3 Secure Connection (S5SL) for Entire Session

Use of this service is subject to Terms & Conditions. Flease review them.

Note: Personal data with respect to individual users of the LexisNexis® services will be
exported to the United States for purposes of providing access to, use of, and support
for the services.

5. Enter you user name and password and then click Sign Tn |}

@ TIP: If you tick "Remember My Sign-In Information”,
this window will not display again.

Your default page will display.

Note that this page is part of a special Lexis Affinity Library window which has its own
toolbar. You will also see that the matter number is displayed in the title bar.

W Resean(h-/h'l.atter [990224] _
® @ H— @ O
Home Back Save Refresh  Stop
@ LexisNexis Start Page

210l Practice Areas  Source Directory | Research Manager
Home ([feFF=5S )| Cases Legislation | Commentary  Forms Journals | Dictionaries | News and Companies

General Search

6. Enter your search criteria as usual and display the results.

7. Close the research window to return to the matter window.
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By Matter Type

Matter Types can be customised by applying selected research sources. For example,
Intellectual Property matters can be setup to select only Intellectual Property sources on
LexisNexis AU or LexisNexis NZ.

Matter Types are customised by your System Administrator to suit your firm's
requirements. If a particular Matter Type has not been customised for research, you will

only see the “General” icon under the Research tab. Where a research customisation has
been applied, a “By Matter Type” icon will also display.

W Hands On
1. Open matter 990224.
2. Select the “Research” tab.
3. Click on the “By Matter Type” button in the left side panel.

The following dialog box will display:

Research

Search Terms:

Enter phrase, eq duty of care, or use connectors ko show relationship of
terms. Eq surveyor and negligent, contract or agree! {truncated search),
internet wip copyright {within paragraph)

o 0K | x Cancel |

4. Enter your search terms and then click [OK].
For example, enter “notice to complete”.

The Sign In dialog will display.

W Research = @
% Q0 9 | & @
Home  Back ! Sawe Refresh  Stop
g ——————
@ LexisNexis

Thank you for using the LexisNexis® research services.
You have just ended your research session.
If you wish to sign back in, please enter your ID and password below.

Sign In to the LexisNexis® Research Services
™
P — 1 |

Sign-In Tips | Forgot Your Pass

word? | System Requirements
™ Remember My Sign-In Information

[T Use a Secure Connection (5 for Entire Session

Use of this service is subject to Terms & Conditions. Please review them.

Nete: Personal data with respect to individual users of the LexisNexis® services will be
exported to the United States for purposes of providing access to, use of, and suppert
for the services

© 2012 Reed International Books Australia Pty Ltd trading as LexisNexis Page 351



@ LexisNexis

Essentials Workbook

@ TIP: If you tick "Remember My Sign-In Information”,
this window will not display again.

5. The next screen to display will be the results list. For example:

W Research - Matter [990224] =%
S @ 2 4 @
Home  Back Fooward  Save  Refresh  Stop
0 LeXiSNeXiS Start Page | View & (0) | Preferences | Sign Out | Contact Us | Help
Helpline: 1800 959 306
©® General Search - Queensland Land ... > (notice to complete) (110)
Search Practice Areas Source Directory Research Manager Help m
Hide  view [Expanded List ~ Narrow search E
Result Croups Sort [Source Order = B 1-25 of 110 H Next Steps [Edit Search | [
H Add to = create Alert [0 | &2 (= 5]
All Results (110) r Title Source =)
T
+ Source [T 1. Escape by accident:When can an Australian Property Law Journal 15|
= Source Type accident enable a purchaser not to
# Cases (76) comply with an essential time clause
# Commentary (30) in a contract for sale of property?
+ Forms & Precedents (30 : :
- Is (4) ( ... the time of default and failure to comply with a notice to complete, the
rnals (4 :
alrngle (4] purchaser had built a house on the land and ...
+ Legislation (24)
+ Services (24) [~ 2. Requisitions and Objections on Title:  australian Property Law Journal
+ Table of Contents The time for delivery; the vendor's
obligation to answer properly made
Help requisitions; the purchaser's remedy
for inadequate or erroneous answers
Y
1
.. notice to perform the outstanding obligation48 or perhaps a notice to
complete.49 Such 3 statement needs to be carefully qualified in ...
... this type of requisition will justify the service of a notice to complete the
contract and not merely a notice to answer the ...
. the obligation to answer requisitions or, in some circumstances, a notice to
complete the contract as a whole.56 A requisition on title ...
... ground either a notice to perform the obligation or a notice to complete the
contract since the vendor's default and failure to remedy ...
... generally the case that a vendor could not issue a notice to complete without
fulfilling the obligations of a properly made requisition. Neeta ( ...
.. any kind of requisition will preclude the issue of a notice to complete. 50
e Williams, Vendor and Purchaser, 3rd ed, 1922, vol 1, ... —
<] il |l T e e P R n o ]

6. Browse your results, and then select Sign Out. You will be returned to the matter
window in Lexis Affinity Library.

16.2 Fee Sheet Entries

You can automatically record Fee Sheet entries in Lexis Affinity Library for time spent
doing research. When you enable automatic time recording in Lexis Affinity Library the
Fee Sheet timer starts as soon as research is launched. The timer stops as soon as the
research window is closed.

16.2.1 Setting up Options for Fee Sheet

You can set default options for creation of Fee Sheet entries when performing online

research.

Page 352
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Procedure
To apply research settings at the user level:

1. From the menu, select Utilities | User Options.

W Lexis Affinity Library

File | Utilities | Help

|"C.'"' LIser Options 4 | - . ¢ — -
- . 8.2 . ®. @

5 Password Change

[l #° Postcodes Search Clients Matters Safe Cuskody Research
p o Cuickoodes = s B [ |
: — 5 = @ B
Transackions Zase Fees & Financial Dakabase System
Management Eiling  Maintenance Settings

2. Select the “Research” tab.

Options

Other "

Esprean | Email | Exchange Server | Precedents | Tasks | Spell Checkin

[ automatically Start Timer for General Research Default

Default Matker (]
Fee Type v
Description

[ automatically Start Timer For Matter Research
Default Matter v
[

Fee Type

Description

|:| Suppress web browser script error messages

[ o 0K H xgancell

3. You can activate the timer for general research and/or matter research.

You can then enter a default matter number, default fee type and default description
for the Fee Sheet entry.

General

This refers to research launched from the Global Navigation Toolbar (ie. not from a matter

window).

Under Default Matter, select from the following:
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[USE SEARCH] to display the Matter Search window and allow the user to select any
matter before the Research window opens.

[NO DEFAULT] to not default the Fee Sheet entry to any matter number. In this case,
the user will need to enter a matter number into the Fee Sheet on completion of the
research.

ﬂ to select a particular matter against which all general research will be
recorded (eg. your personal administration matter number).

Matter Research

[MATTER] to always use the current matter (ie. matter on which research was
launched).

ﬂ to select a particular matter against which all matter research will be
recorded.

Note that the matter and fee type selected may cause a chargeable fee sheet entry
to be created for a matter, and this will become a Fee on the matter when
submitted. Choose matter numbers and fee types carefully if you do not wish fees
for research to be created on clients’ invoices.

IMPORTANT

Research launched from a workflow task can be set up to launch using your default
browser rather than the Affinity browser. If you are automatically recording time while
performing research, note that the Fee Sheet timer will not stop when you close an
external browser window. You must stop the timer manually after closing your browser
window. If using the Affinity browser, the Fee Sheet timer will stop if you answer Yes to
the following prompt:

-

Confirm

-,

P Do wou wank bo stop the Fee Sheet timer?

-

ues |[ Mo ][ Cancel

If you answer No to this prompt, the timer will continue and you will need to go to the
Fee Sheet and stop it manually.
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W Hands On

In this exercise you will set up Fee Sheet defaults for research.

1.

10.

11.

From the menu, select Utilities | User Options.
Select the “Research” tab.
Automatically Start Timer for General Research: tick this box.

Default Matter: select the administration matter for the user you are logged in
under.

Fee Type: Non Chargeable
Description: General Research
Automatically Start Timer for Matter Research: tick this box.

Default Matter: [MATTER]

@ TIP: This selects the matter number from which you
launched research.

Fee Type: Research
Description: Conduct Research

Select [OK].

16.3 Save Research Links

Links to individual documents found on LexisNexis AU or LexisNexis NZ can be saved into
Lexis Affinity Library. These saved links are stored in the Document Management system,
however note that you are not saving the actual document onto your file system. You are
saving a link to the document on the research web site.

If you discontinue your subscription for research services, you will not be able to activate
these links.

W Hands On

1.

2.

Open matter 990224 and select the “Research” tab.

Select By Matter Type.
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3. Search Terms: drainage easement
4. Display the first document in the results list.

5. Select the save button from the top toolbar.

9 Research - Matter [396234] =]
% 0 B\ @
Home: Back Save efresh  Stop
L : » Start Page | View &5 (0) | Preferences | Sign Out | Contact Us | Help
exisNexis
Helpline: 180
@ General Search - Queensland Land ... > (drainage easement) (48) = Document (1/45)
Search | Practice Areas Source Directory Research Manager Help @

6. The following dialog box will display:

W Save Research Link

File Mame
Matter 990224/
Phonebook | Elackwell Scientific Publications
Description | WORIMI LOCAL ABORIGINAL LAMD COUNCIL v MINISTER
FOR LAMNDS FOR MEW SOUTH WALES (Mo 2) -
Created |[#]12/01/2010 (v maled O v]
Authar | James Anderson v
Operatar | yyette 5 Rogers V
show on Cliet [
FromjSender
Precedant
Cateqory v
Depattment | Conveyancing v
Branch |Melbourne - Lewisham Reid v
Type(s) Agreement Ernail L34 Statement
Arbwiork Facsimile Letter
Brochure Financial Afcs Medical Reports
Conflict Check Farrms Online Search
Dbt Collection Invaoice FDF
¢ (2]

7. Select [OK].
8. Close the Research window.
The Fee Sheet will display in Lexis Affinity Library.
9. Submit the current entry and close the Fee Sheet.
10. You should now see a saved research link in the matter window.
11. Double-click on the link to re-display the document, then close the document.

12. Select the “Balances” tab and display WIP. You should see an entry for the research
you conducted. This is because a chargeable matter and fee type were entered in
your research defaults.
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16.4

16.5

Launching Research from a Workflow Task

If you use workflows, tasks may be set up to trigger the launch of LexisNexis AU or
another URL. Where another URL/web page is launched, the Save function will save a link
to that URL.

Note that a LexisNexis Practice Guidance page cannot be saved using the Affinity browser

Save button. When Practical Guidance is launched in the Affinity browser you will not see
a Save button on the toolbar.

Display all Research Links

A list of all saved links to documents on LexisNexis AU or LexisNexis NZ can be viewed in
the Document Management program.

Hands On
1. Open Document Management (in the Case Management group).
2. Clear the filter and then select the “Filter” tab.

3. Tick Research under Types.

e

Display the results. All saved research links will display.

@ TIP: Remember fo insert accurate descriptions when
saving research links, as these can be used fo further
filter results.
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17. On-line Searches via Espreon

On-line searches such as title searches, property enquiries and company searches can be
performed from the matter window in Lexis Affinity Library. The service provider is
Espreon (SAl Global). To use this feature, your firm must be licensed for the Espreon
Integration module, and you must have an account with Espreon. You will continue to be
billed by Espreon in the usual way.

There are two methods for performing searches:

1. Using the Espreon B2B Gateway. This allows you to perform the most common types
of searches (eg. title search, owner search) and have the search results and charges
captured back to the Affinity matter (immediately in many instances).

2. Using the Espreon Web Site. This allows you to launch the Espreon web site from
inside Lexis Affinity. This gives you access to all the searches available from Espreon.
You can save the results and the costs back to the matter. Costs are returned as part
of an overnight process.

NOTE: If using the Espreon web site, it must be launched from inside Lexis Affinity. If you
launch Espreon from the desktop, it will not be integrated with Lexis Affinity.

17.1 Searches via the B2B Gateway

The B2B Gateway method provides a quick data entry point from inside Lexis Affinity and
in many instances, allows costs to be captured on the matter immediately.

The searches available using this method are:

ASIC

- Company Search
- Company Extract

- Address Search

- Owner Search

- Title Search

- Image Status Search

- Image Order (eg. plan, dealing, deed, primary application, SCIGS)

QLD

- Address Search

- Owner Search

- Lot Plan Search

- Title Search

- Image Search (eg. plan, title, dealing, pre-ATS dealing)
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Address Search
Owner Browse
Owner Search
Lot Plan Search
Title Search

Image Search (eg. plan, instrument, survey report, title diagram)

X“% Hands On

1.

In Lexis Affinity, open a conveyancing matter (CV or CP matter type).

It is important to select the correct matter, as charges will automatically write to the
matter ledger.

d

2.

TIP: On your system, you may find that only some
types of matters have access to Espreon. This is
determined by your System Administrator. The most
common matter types for use with Espreon are
Conveyancing matters.

Select the Espreon tab.

W Matter: Axia Insurance Ltd Sale 10 Wilson LSA\004

Mf=1% |

File Search

Matter

Balances

rch Qrders
@
teated

EeHR-HW-E-A-9FHIBE-© 4 » W e SHEHe X S ?

Client AXIADOD1

Shart Description

Long Description

Your Reference

@6 Tasks Q Hiskory

Matter Fil: ID |Reference | Initials

Help

LSAlo04 02 9451 1900 Partner  MMC Michael Cavanagh Entity Lewisham Reid

HAxxia Insurance Ltd ControllerMMC  Michael Cavanagh Branch Brisbane: - Lewisham
D tment [ i

Sale to Wilson Author  MMC Michael Cavanagh partmen M EEICLE]

Source Country
Type Conweyance - Purchas

Date Instrucked 20012 (2010

Las)

Sale ta Wilson

11 Undine Strest, Marrickville
! Date Completed

Archive

w Contacts E Data IEI emPower | &P Eills

Receipts @ WIS & Thrs
Investments | €3 Debt Control

Debtors Letters

e Graphs

Trust Letters

ﬂ Diary

w Safie Custody

Qﬂ Precedep & Documsgts ﬂ Tear
% Chequd & Espreon Reseatch

Disb. Error

Filter

89 BH

Skatus Description Disb, Status

Sync ]

I Web Site... ] [ Get Web Site Searches
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3. To perform a new search, click on the New Search Order icon [ . The following
dialog will display:

%_Search Order: NONE g@

An asterisk (*) indicates that the field is mandatory.

NONE 1 /Request | Information -
1= Corporate and Business Orders
ASIC Compary Search Order Matter IMWESPOL Status DRAFT
ASIC Compary Extract Order .
&-Land Orders Contact Inikials™ | ¥5R. Submit Search Order?
=R Reference® JMWESPOL Use existing Search Order?
MSW Address Search
Description™ RONE
NS Owner Search &
MSW Title Search Search Order Action
NoWinage Starlis Sealcli Flease select an action on the left
M5 Image Order
= QLD

QLD Address Search
QLD Owiner Search
QLD Lot Plan Search
QLD Title Search
QLD Image Search
= WIC
YIC Address Search
VIC Owner Browse
YIC Owner Search
WIC LOT Flan Search
WIC Title Search
WIC Image Search

4. Select a search to perform by clicking on the name of the search from the list on the
left. This will display the required fields for completion:

Example: NSW Address Search

€_Search Order: MSW Address Search E]@

An asterisk (*) indicates that the field is mandatory, Enter street names only {do not include Road, Street, Awvenue etc), Use numeric charackers anly
Far the street number (85, not S54),

MNOMNE Request | Information "
=) Carporate and Business Orders
ASIC Compary Search Order Matter JMWESPOL Status DRAFT
= Lan:grccl;:mpany Extrant Orer Contact Initials* | YR, Submit Search Order?
=Ry Reference® JMWESPOL Use existing Search Order?
:gx gﬂ’::sses‘:i:h Description™ N3W Address Search
MSW Title Search
MSW Image Status Search Street Mumber 50
NS Image Order
= GLD Street Mame® Camphell

QLD Address Search Suburb* Bondi

QLD Owner Search
QLD Lot Plan Search
QLD Title Search
QLD Image Search
=1 WIC
WIC Address Search
VIC Owner Browse
WIC Owner Search
WIC LOT Flan Search
WIC Title Search
WIC Image Search
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Note that you cannot enter unit numbers in the Street Number field for a NSW
address search. Do not enter "Road", "Street" etc beside the Street Name.

@g TIP: The yellow box at the top of the window contains
help text to assist you to complete the required details
correctly. For example, fields marked with an asterisk
* are compulsory.

5. Enter the details and select [OK] to submit the search order.

A list of properties matching the details entered will be returned.

& Search Order: MSW Address Search E]@

An asterisk (*) indicates that the field is mandatory. Enter street names only (do not include Road, Street, Avenue etc). Use numeric characters only
for the street number (55, not 85A),

Request | Infarmation -

Matter JMWESPO1 Status |COMPLETE
Contact Initials*  ¥5R
Reference™® JMWESPO1

Descriptian® MW Address Search

Street Mumber 50

Street Name* Carnpbell

Suburb® Bondi

Title: Address Street Address Title Reference -~
S0-54 CAMPEELL PARADE, BOMDI BEACH 1j3P13453
S0-54 CAMPEELL PARADE, BONDI BEACH 21513459
S0-54 CAMPEELL PARADE, BONDI BEACH 3/5P13459
S0-54 CAMPEELL PARADE, BONDI BEACH 4513459
S0-54 CAMPEELL PARADE, BONDI BEACH 5/5P13459
50-54 CAMPBELL PARADE, BONDI BEACH 6/5P13459
S0-54 CAMPBELL PARADE, BONDI BEACH 7I5P13459
S0-54 CAMPBELL PARADE, BOMDI BEACH 8i5P13453
S0-54 CAMPBELL PARADE, BOMDI BEACH 9jSP13453
S0-54 CAMPEELL PARADE, BOMDI BEACH 10/5P13459

g

Create Titls Search...
L

6. If you are ready to perform the title search, select the property required, and then

click on [ Create Title Search... l This will auto-populate the NSW Title Search order
form.
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€_Search Order: NSW Title Search E]@

An asterisk (*) indicates that the field is mandatory.

NOME Request | Information -
= Corporate and Business Orders
ASIC Company Search Order Matter IMWESPOL Status |DRAFT
ASIC Company Extract Order .
=} Land Orders Conkact Initials™ —|'Y3R. Submit Search Order?
= NSW Reference® JIMWESPOL Use existing Search Order?

NZW Address Search
NSWY Ownet Search
N=W Title Search
WS Image Status Search Tite Type* Current bitle v:
MW Image Order
= QLD
QLD Address Search
QLD Owner Search
QLD Lot Plan Search
QLD Title Search
LD Image Search
=1 ¥IC
YIC Address Search
YIC Cwwner Browvess
YIC Owner Search
WIC LOT Plan Search
YIC Title Search
¥1C Image Search

Description™ M5 Title Search

Title Reference®  2/SP13459

7. Click [OK] to perform the title search.

The following message will display:

Confirm
<2
'Y

Show downloaded resulk file?

If you select [Yes] the document will open in your PDF Reader. If you select [No] you
will be returned to the order dialog box for this search.

You can click either [OK] or [Cancel] to close the order windows.

The Espreon tab will then show a list of orders submitted for this matter.
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W Matter: Axia Insurance Ltd Sale to Wilson LSAV04 E]@
Eile Search Help
o % =

SEH-A- R-SIHITB- B Ny o SHEAEX S 7
Matter LsAi004 02 3451 1900 Partner  MMC Michael Cavanagh Entity Lewisham Reid
Clignt AXTADNN]  Axia Insurance Lkd ControllerMMC  Michael Cavanagh Branch Brisbane - Lewisham

. Department: Conveyancing
Shart Description | Sale to Wilson Ay FTE RS oo i
Type cP Conweyance - Purchas

Long Deseription s le b wilson Date Instructed 20/12/2010

11 Undine Street, Marrickvile
! Date Completed

Your Refersnce || archive

Balances m Conkacts E Data E‘ emPower | &P Eills Receipts @ W OFFs & TFrs e iaraphs @ Diary ﬂ] Precedents ej Documents “ Team
ﬁ Tasks Q Histary Inwestments | &P Debt Control Debtors Letters Trust Letters m Safe Custady % Cheques & Espreon @ Research
Search Orders | Filker

¥ S0 -

Created  [Matter File 1D |Reference  |Initials Status Description Disb. Status Disb. Error |
2f05/2011 [ LSA004 LSA4004 W3R COMPLETE MSW Address Search COMPLETE
Zf05/2011 [ LSA004 LSA1004 V3R COMPLETE MSW Title Search COMPLETE
[v]
1% E3

Sync ] [ ‘Web Site... ] [ Get Web Site Searches

Based on the actions described above, this window will show 2 orders: a NSW
Address Search order and a NSW Title Search order.

To view the details of these orders, select the order and click on the Iiﬁ' button, or
simply double-click on the order.

Double-click on the NSW Address Search Order. Click on the "Information" tab:

€_'Search Order: NSW Address Search E]@

An askerisk (*) indicates that the field is mandatory, Enter street names only {do not include Road, Street, Avenue etc), Use numeric characters
only For the street number (85, not G5A).

Request | Information -
Crder ID 1CBOF7?F0-55E0-4EBE-2160-204 1DDE21403

Ackion MNSW_ADDRESS _SEARCH

Author VSR

Created 16/12/2009 2:54:05 PM

Dishursement COMPLETE

Recovery Status
Espreon Order ID | 101810
Espreon Ref 645325
Order Status COMPLETE
Order Created

Crder Completed

Service Fee 365
Service Fee GST 0.37
Frovider Fee ]
Provider Fee GST ]

Past Disbursement. .. Test Login
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The "Information" tab show details for this order.

Order ID: A unique ID assigned by Lexis Affinity to each order.

Action: The name of the search.
Author: Initials of the employee who ordered the search.
Created: Date the search order was created in Lexis Affinity.

Disbursement Recovery Status:
Indicates if a disbursement has been captured against the matter for this
order. This will show as complete or in progress.

Espreon Order ID:
A unique ID assigned to the order by Espreon.

Espreon Ref:
A unique reference number assigned to the order by Espreon. This is used
as the reference number for the bill by Lexis Affinity.

Order Status:
Indicates whether the order is complete, in progress or has failed.

Order Created:
Date order created at Espreon.

Order Completed:
Date order completed at Espreon.

Service Fee: The fee charged by Espreon for performing this search.

Service Fee GST:
The GST applied to the service fee.

Provider Fee:
The fee charged by the provider for performing this search.

Provider Fee GST:
The GST applied to the provider fee.
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17.2 Search Order Toolbar

Search Crders | Filcer
- - —
— X | 22 =
Created Matter File I |Reference  |Initials Status Descri ipkion Dish. Status Dish. Error

1/02/2010 : IMW1010 IMWL010 xRN COMPLETE MW Address Search COMPLETE
f1/02/2010 2 Mw1010 IMWL010 3R COMPLETE NS Title Search COMPLETE

Submit a new search order. The search order window will open.

.

= Open a search order currently in the list. Select the order first.
4 Delete a search order in the list. Select the order first.

=t ;

i Refresh the display.

Clear the filter.

Q

Open the PDF document for the search. Note that not all searches
return a PDF document. If there is no PDF result, this button will be
inactive.

=T Post Disbursement. Processes disbursements that are set to "auto"

and not yet complete.
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17.3 Search Status

When a search is submitted it is placed in a queue. Sometimes the results will be
returned quickly; other times there may be a delay.

The Status field is important as it shows what is happening with a particular order.

Search Orders | Fiter |

DX 20 P

Crested  [Matter Fée 1D |Reference |inkials < Status ™ [Description Disb, Status Disb, Ervor -~
b [1071072008 012421 012431 COMPLETE W Address Seasch COMPLETE

107 102005 012431 012431 N FROGRESS W Tithe Search AUTO

10/10M2005 012431 012431 3R COMPLETE [ deddrees Search COMPLETE

1001002003 0L2431 012431 3R DRAFT NS Address Seanch ALITC

w

< >

Complete: The search order is complete and results are available.
In Progress: The search order is in the queue but results are not yet available.
Draft: The search order has been saved but not yet submitted.

Failed: The search order cannot be completed. This may be because invalid data
has been entered or because the service is not currently available. Note
that if a search has failed, you will need to attempt to submit it again later.
Once a search has failed, Affinity will not attempt to re-submit it.
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17.4 Disbursement Recovery Status

The Disbursement Status field indicates whether a disbursement has been captured
against the matter for this search.

mmomm|m|
ODEX S0 =%

i 2

Created  |Matter Fio 1D |Reference |Indisls | Status Desaription /" Dist. Status ™, |Disb, Eror -
1o 012431 OL2431  ¥SR COMPLETE H5W Address Search COMPLETE

107 102008 012431 012431 Yo IN PROGRESS S Thhe Seanch AT

107102005 012431 012431 YR COMPLETE LD Addrmss Search COMPLETE

107102003 Ol 2431 012431 YR DRAFT MW Addrezs Search AT

W

€| >

Complete: The disbursement has been captured and can be viewed by displaying the

ledger.
Auto: A disbursement will be captured automatically but it is still in progress.
Hold: Disbursement recovery is on hold for this search. You need to post it

manually by clicking on the Post Disbursement % button.

None: No disbursement recovery is set up for this search type. You may still post

the disbursement manually by clicking on the Post Disbursement %
button.
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17.5 Other Functions

Various other functions are available in the Search Order window, however their
availability depends upon the type of search being performed. Open the order and select
the "Information" tab to access these functions.

€_Search Ordas NSW Title Search =Jo&d

Requgst | Information =

Lexis AfFinity

Order ID 10DCC8E4-1873-47F0-A804-04 536356 L 0ED
Action MSwW_TITLE_SEARCH

Authar SR

Created 2/05/2011 1:46:50 PM

Disbursement COMPLETE

Recovery Status
Espreon

Espreon Order ID | 136640

Espreon Ref 697210

Order Status COMPLETE

Order Created

Order Completed

Service Fee 5.9
Service Fee GST 0.59
Provider Fee 6.7
Provider Fee GST 0.67
Post Dishursement.; ] ’ Add Files to Docian... ] [ Test Login.. .

Additional

Functions

[ Save l [ Mew ] [ Yigw Document ” Expott Files l | o K | [ X cancel ]

Save: Save search details without submitting the search order. This will create an
order but the status will show as DRAFT. You can open the search later and
click [OK] to submit the search.

New: Create a new search order.
Back: Go back to the previous screen (only available on some search screens).

View Document:
View the document returned with the search. This can also be done from
the "Documents" tab on the matter if you are using Document
Management.

Export Files:
Exports (copies) the files associated with the search. This is usually a single
PDF document. Browse to the folder where the file is to be copied to.
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17.6

Page 370

k

Post Disbursement:

Click this button to post the disbursement if it has not been posted
automatically.

Add Files to Docman:

This button is used only where files have been downloaded to Espreon but
the import to Document Management has failed. Clicking this button will

import the files so that they are available on the "Documents" tab on the
matter.

Test Login:  Click this button to test your connection to the Espreon web site is valid and

functioning correctly.

Espreon Web Site

The button is available from the "Espreon" tab in the matter window.

W matter: Axia Insurance Ltd Sale to Wilson LSAYWO04

M=% ]

File Search Help
= : ; = = >
O A-H-E-R-SFHMTHB- B had SHEEOX S 7
IMatter L5A4004 023451 1900 Partner  MMC Michael Cavanagh Entity Lewisham Reid
Client AXIA0001  Axia Insurance Lkd Contraller MMC Michael Cavanagh Branch Brishane - Lewisham

" Deparkment Conveyancing
Short Description | Sale to Wilson Author  MMC Michael Cavanagh Sl Gty

Type P Conveyance - Purchas

Long Description Sale ko Wilson

Date Instrucked 2001272010
11 Undine Street, Marrickyille

Dake Completed

Your Reference Archive

Balances w Cantacts E Data @ emPower | &P Eills Receipts @ \WOFFs & TFrs e Graphs @ Diary
aﬁ Tasks Q Histary Irwvestments | €9 Debt Conkrol Debtars Letters Trust Letkers m Safe Custody % Cheques & Espreon

Qﬂ Precedents Qﬂ Docurnents ﬂ Tearn

o~
[ Sync q[ ‘Weh Site, . D Get Web Site Searches ]
N————

@ research

Search Orders | Filker
DX S0 B3]

Created  (Matter File ID |Reference | Initials Skatus Description Disb, Status Disb, Error -~

2{05/2011 ; LSAY004 L5A4004 3R COMPLETE MW Address Search COMPLETE

2{05/2011 ; LSAY004 L5A4004 3R COMPLETE MW Title Search COMPLETE

v

£ >

Click on this button to login to the Espreon web site. This will allow you to perform any
search provided by Espreon.

Lexis Affinity Toolbar

When you login to the Espreon web site via Lexis Affinity, the page opens inside a Lexis
Affinity window. This window has buttons to allow you to perform certain functions such
as saving your results back to the Lexis Affinity matter.
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The buttons available on this toolbar are controlled by your System Administrator. You
may not see all the buttons described below.

., & d B @
Home Print Save  Refresh Stop
— T il
espreon .| * =
tomorrow, today ¢ | Land and Property @ @ @ espreon
| Management Authority
" CORPORATE & BUSINESS
= ITSA BANKRUPTCY NSW TiTLES
= WSW LAND )
Title by title reference/plan reference (eg 37/241544, 5013-104 etc)
= NSW Property Enquiries
. " | J ] I
= 5ub Folio Inguiry | I ‘ ] ]
= Plans, Dealings & Images ™ Order Copy of Cancelled Title
® Lots in Plan NB. Enter Vol Fol titles in 'Vol-Fol' format eg. 9013-104. Enter Water Access Licence titles as 'WAL'
" CAC Inquiry followed by the licence number e.g. WAL1234
® Lease Folic Data/Lease Premi Or
i L Title by owner name
= Deed Index Search
. wi Eashai oS Use "' & wildcard eg. JOHNS*ON, NAT* MUTUAL.
Lznd Valus Search eme For company names, do not enter PTY Limited. See
" OSR Online Stamping First name ] help for more tips.
= Manual Searches B Serv Current Owner i Unchecking will also search previous properties,
= VIC LAND ONLY i . -
- Uncheck to search first names in any order (e.g.
" QLD LAND Search first names : ; = Yo e,
ke o i Afan rlarlne ‘CCmaU :,r, if using ...:.sthr Company
= WA LAND name only, search names in any order.
= OTHER STATE LAND Order Purpose V1
HREES Other Purpose ]
® SETTLEMENTS
® COURT LISTS I~ I have authority to undertake this search and will respect an individual’s right to
= QUICKSEARCH Declaration privacy in accorda_nce with tl'!e principles underpinning the NSW Privacy and
3 Personal Information Protection Act, 1998 and the Commonwealth Privacy Act,
® FIRST TITLE'S SAFE SEARCH 1593,
| LPI NSW advise that this informsation ic provided as 5 searching aid only. strar General doss
not guarantee that the information provided discloses det i d/{premises owned/leased by the
party searched against. The information returned relates to owners/
except in relstion to current lease, where information which is returned from 1998 onwards, Manual
indexes are available for records registered prior to 1971, Note: * indicates Lessee name.
unt: lexistest ar
Lexis Nexis Test Title by street address - Enter street name and suburb in part or full. Do NCT use wildcards
Street number Only enter the numeric street number (eg. for 854,
Client Ref LSAS00 enter 85). Common property titles shall be
for YSR . returned for addresses under strata plans.
Enter sireet name ONLY eg. GEORGE,
Street name SRy il "
Current client 20.00 J PARRAMATTA, PACIFIC, THE BOULEVARD stc,
Current session $0.00 ESTIMATE Street type - Select street type where spplicable.
Fees include GST where applicable Suburb I il

Home: Go back to the home page.

Print: Print the current search page. This will show a print preview first, then
send the page to the printer if required.

Save: Save the search results and download files and disbursement information.
Refresh: Refresh the current window.
Stop :  Stops the current search.
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17.6.1 Saving Search Results from the Espreon Web Site

Page 372

H
The swe onthe web site toolbar performs the following functions:
1. Saves a PDF document back to Lexis Affinity, if available.
2. Saves the disbursement details back to Lexis Affinity.

Both these functions are not necessarily immediate and in all cases, the disbursement
details will not be posted to the matter ledger until the following day. This is because
these details are put together by Espreon as an overnight process. When you open Lexis
Affinity on the following day, a synchronisation process will be performed to retrieve the
disbursement details that have not yet been returned. Often, the PDF documents will be
returned on the same day.

Click on the button in the matter window (Espreon tab) to perform a manual
synchronisation for all matters,.

Click on the [ Get Web Site Searches ] button in the matter window (Espreon tab) to perform a
manual synchronisation for the current matter and current user only.
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