DataForms and Precedents

DataForms & Precedents

@ LexisNexis

@ LexisNexis: Outline

w DataForms

Accessing DataForms

Creating DataForms and DataForm Fields
Creating DataForm collections

DataForm Options

w Precedents

Using Precedents

Registering Precedents in Affinity

Creating Precedents using the WordLink Field Builder
Other Precedent Techniques

Precedent Categories

Running Precedents for a Group

System Settings for Precedents
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DataForms and Precedents

@ LexisNexis: Outcomes (1)

w DataForms
- Locate and use DataForms
- Create new DataForms
- Create new DataForm fields
- Understand the importance of Contact Entry DataForms
- Create a DataForm collection

- Control which DataForms & DataForm collections appear for each matter type
and client type

LexisNexis Pacific | Switch to Affinity 3
@ LexisNexis: Outcomes (2)
w Precedents

- Merge Precedents for either a single entity or for multiple entities (contacts,
clients or matters)

- CreatePrecedents
' Insert fields using th&VordLink Field Builder

- Insert Matter Party table fields using Type & Role filt€smmand
Options suctas ?,COUNTBUILDSTR, FIRST; and S&emtp 1D

- Retrieve information stored in DataForms
' Insert a StartHer&ookmark
- Registemprecedents in Affinity
- Choose which Precedent Categories appear for each Matter Type
Know where to go to change precedent system settings

LexisNexis Pacific | Switchto Affinity 4



DataForms and Precedents

@ LexisNexis: About the Mini Quizzes

w Periodically, you will be asked questions about content covered
- Aids retention
- Help identify gaps in knowledge

w These will be done individually

LexisNexis Pacific

@ LexisNexis: About the Activities

w There will be activities throughout this course
- An opportunity for application and reinforcement

w These may be done in groups (ma3 RBer group) if desired

LexisNexis Pacific | Switchto Affinity 6



DataForms and Precedents

@ LexisNexis:

DataForms
LexisNexis Pacific W to A v 7
@ LexisNexis' What is a DataForm?

Standard Affinity Forms DataForms

A Matter description A Injury Type
A Client name A Date Debt Incurred

A Client add A Loan Amount
eeddes A Preferred Sports Team

LexisNexis Pacific w o Affinity g



DataForms and Precedents

@ LexisNexis: Why DataForms? (1)

w In groups, list the sorts of information you need to store against a matter
or client

w Now put a star next to those pieces of information that you think all law
firms would need to store

w We use DataForms to store everything else

LexisNexis Pacific

@ LexisNexis: Why DataForms? (2)

Standard Affinity
Information Word

~ Document
[ DataForm Information W

W /

Filledout
Precedent

I

LexisNexis Pacific | Switchto Affinity 10



DataForms and Precedents

@ LexisNexis' DataForms: Road Map (1)

w Accessing DataForms—

w Creating DataForms
- Creating DataForms: Basic Options
- Creating & adding new DataForm fields
- Adding existing DataForm fields
- Creating DataForms: Advanced Options

w Creating DataForm collections
w Controlling where DataForms are made available

LexisNexis Pacific W 11
@ LexisNexis: Two different DataForm locations
DataForm Location How to access Example

When viewing a mattepn

the Data tab Loandetails

Matter DataForm €|

When viewing a contact, on  Satisfaction Survey

PhoneboolDataForm the Data tab results

LexisNexis Pacific | Switchto Affinity 12



DataForms and Precedents

@ LexisNexis: Accessing DataForms
i BE] — SE]
0;i-.-h-ﬂ?'il-mn{inl.dﬂ\ﬂékl' 2% w4 Duﬂl.. CIET RN 3

s
B LB B e 0 oo | s | S i 4l s | Bt @ s |

P g s g

R NS ST L= R —
rmaes | ooty | Gy | et | anes | Assaas

-
am—

e [CEE=DIN o]
— (ot Rsares] (B ) .
e Bver ot e - Shy | Gl vy - Commrcatas | .
oo [ T—r P = =
e s e e =] e B-
p—— = o o]
I — 20 et o]
P — =] et bt o} 1
o i 55} fl——" = s
P e 5] =m0 [ | (S
— (o | [Srim) I
(PhoneBoobataForm)
(Matter DataForm)
[SGQa GF1S + 221 Fd K2g ¢S Oy
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@ LexisNexis:

DataForms: Road Map (2)

w Accessing DataForms

w Creating DataForms
- Creating DataForms: Basic OptionS ey
- Creating & adding new DataForm field
- Adding existing DataForm fields
- Creating DataForms: Advanced Options

w Creating DataForm collections

w Controlling where DataForms are made available

LexisNexis Pacific



DataForms and Precedents

@ LexisNexis' Creating DataForms: Basic Options
Use the same name conventions,
1. Database > DataForm e.g.: FAMILY_CHILDREN
2. New (O )
3. Choose DataForm options \/ﬁ
No spaces
4. Name
5. Caption & DeSCl'iption Starts with category abbreviation
6. Help Text
7. Form scope (Matter etc.)
- hyté Wal GGidSND 51 GFC2Nya gAtt | LILISKH |
- hyté WitK2yS06221Q 5F4FC2Nya gAatt | LI
LexisNexis Pacific M 15
@ LexisNexis: DataForms: Road Map (3)

w Accessing DataForms

w Creating DataForms

Creating DataForms: Basic Options

Creating & adding new DataForm fields=
Adding existing DataForm fields
Creating DataForms: Advanced Options

w Creating DataForm collections

w Controlling where DataForms are made available

LexisNexis Pacific



DataForms and Precedents

@ LexisNexis: What are DataForm Fields?

ataForm: Del

covery

Fils Tooks Help

| Debt Recovery

Matter:

Debtor

Dake Debt Incurred
Amount of Debt
Description of Debt

Secretary's Name

Secretary's Direct Telephone

Clint's Irvoice Mumber

990181 Fauldings Pty Ltd
Debt From Sith

Mo Other Party listed e
\ e

DataForm

DataForm Fields

LexisNexis Pacific w 17
@ LexisNexis: Creating DataForm Fields: Basic Option:

1. DataForm fields tab
2. New (D] )

3. Choose options

-0 a0 o

Name conventions exist, e.g.:
) CON_STREET_ADDRESS
Field Type

Name (\J A\_AL/’—'\

Caption & Description No spaces
Help Text

Field scope (Matter etc.)

Save (« )

Starts with category abbreviation

LexisNexis Pacific w 18



DataForms and Precedents

@ LexisNexis: DataForm Field Types

ataForm: Sample to show field types

| — Takes any input
File Tools Help
v

sample ko show field types = Yes or No
Matter: 012377 Gemini Ski Hire

Agreement Displ "

isplays an amoun
| — play

This is a text field

\ » 7
This is & checkbox field ] “_/:/ Brings up a calendar for
This s a currency field I easy selection
This Is & date field D14i12/2010
This is & number field -

Accepts any number
This is a integer field

This is & matter parky field o Matter Client listed

[~ Accepts whole number
This is & script field only (i.e. no decimal
points)

Lets you add a matter party

+ Add = Remove Lets you add a button that
runs a script

LexisNexis Pacific

@ LexisNexis: Text DataForm Fields: Advanced Options

ataForm Field Rules and Lookup

mammertyoogts [ |

ForceUpper Casei []
Enable Lookp:
Default Text:
p
Add Ttem: |[Caaa ]
Ttems: House
Unic
Text Vot Land
Field
options
&
Allow entries other than From loakup list
Automatically add new entries to lockup st [
Sort Alphabetically

LexisNexis Pacific




DataForms and Precedents

@ LexisNexis: Matter Party fields

Matter Parties= Contactsadded to a matter

LexisNexis Pacific

@ LexisNexis: Matter Party DataForm Fields: Advanced Option:

Tools  Help
YX |4 ¥ ETR
Mater —
Party
options
Matter:
Matter Party | Contact;
PhoneBook:
Shared: O
Matter Party Type:
Matter Party Role; [CRequired Lok
[ pply change to existing data?

LexisNexis Pacific | Switchto Affinity 2
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DataForms and Precedents

@ LexisNexis:

Contact Entry DataForms

Woaetom o=
Fle Tools Help
.
Solidkor, Doctor, Insurer, Barrister, Other |
Matter: 990211 Fauldings Pty Ltd
Persanal Injury Claim
additional Clents Hio Matter Client listed
Other Party Solictor Hio Solctor listed
Dctor Ho Diactor lsted
Insurer Mo Tnsurance Agency lited
Barrister o Barrister lisced
LexisNexis Pacific w 23
@ LexisNexis Contact Entry DataForms
o
<

Contact Entry
DataForm

A Helps end user
know what Matter
Parties they should
be adding

AeckSe Rz2yQli KI
choose type and
role

A Type and role will
be consistent

Matter
@S Cgngacts
B contacts List

LexisNexis Pacific

Manual entry of
matter parties

A Matter Parties
might not get
added

A Type and role
might not be
selected, or the
wrong type and
role chosen

12



DataForms and Precedents

@ LexisNexis: Multiple Contacts

w[ SiQa alreée L ¢yGtgSR G2 0SS FotS (2
w How many matter party buttons would | require to store them?

LexisNexis Pacific

@ LexisNexis: Editing DataForm Field Names

Tools Help

DX 4»HE®

Field Mame: o Ok
Trpe: X Concel
Caption:

Description: |Quantum Amount

Help Text:

Once a field has been created, you can only change the Field Name frggﬁjmm

Fields

Lis|gz

LexisNexis Pacific
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DataForms and Precedents

@ LexisNexis: Mini Quiz 1

w To be provided as course progresses

LexisNexis Pacific | Switch to Affinity 27

@ LexisNexis: Activity (D1)

w To be provided as course progresses

LexisNexis Pacific | Switchto Affinity 28
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DataForms and Precedents

@ LexisNexis: DataForms: Road Map (4)

w Accessing DataForms

w Creating DataForms
- Creating DataForms: Basic Options
- Creating & adding new DataForm fields
- Adding existing DataForm fields —
- Creating DataForms: Advanced Option

w Creating DataForm collections
w Controlling where DataForms are made available

LexisNexis Pacific | Switch to Affinity 20

@ LexisNexis: Creating DataForms: Adding Existing Field

DataForm Fields tab DiakaForm Options | DakaForm Fields | view Table Options
Add button

(Filter) [ Felds [iter |

Search or Click to Select, Click OK

A

LexisNexis Pacific
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DataForms and Precedents

@ LexisNexis' DataForms: Road Map (5)

w Accessing DataForms

w Creating DataForms
- Creating DataForms: Basic Options
- Creating & adding new DataForm fields
- Adding existing DataForm fields
- Creating DataForms: Advanced Optio

w Creating DataForm collections
w Controlling where DataForms are made available

LexisNexis Pacific e 31
@ LexisNexis: A Question
(Same DataForm field)

—/  —

- O

—/ O

—

FINANCE_DETAILS DataForm PROPERTY_DETAlatGForm

Matter 12345

LexisNexis Pacific | Switchto Affinity 22
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DataForms and Precedents

@ LexisNexis: DataForm Field Sharing
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LexisNexis Pacific

@ LexisNexis: Why make a field shared?

w Field content will always be the same for a given matter or contact

WhiKSNJ LI NIIa 2F ! FFAyAdGe OFyQd OO
- E.g. Workflow procedures
- E.g. Scripting functioapGetDataFormFie{y

Sharing isiormally good

LexisNexis Pacific



DataForms and Precedents

@ LexisNexis:

Creating DataForms: Single vs. Muitance

Single Instance One copy of a DataForm

allowed

Fin Took Hely

Gengral Detsl
Matter:

Fled In

Fied on behalf of:

LexisNexis Pacific

Multi-Instance= Can hold multiple copies of

a DataForm
m et
Detads of Cribdren
- e
550130 James, Peter M. pveree
Dovice o8 Proceedngs
-
= o | = :
cant o] oate it D v
- o
e =
= = ch
i =
v [ -
\1:Chid 1 2: Chid 2\ 3= Child 3
e [E=E=

@ LexisNexis:

Single vs. Multinstance & Sharing Fields

LexisNexis Pacific

When creating DataForm fields:

Single Instance
DataForm

Multi-Instance
DataForm

—

—

—
Shared
Make fieldShared
............. L
Shared O |
Make fieldUnshared

18



DataForms and Precedents

@ LexisNexis: A word of warning

Once a DataForm field contains
information, its sharing state
cannot be changed.

LexisNexis Pacific w 37

@ LexisNexis: Using Tabs

.

Tabs help organise large
DataForms

LexisNexis Pacific w 38
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DataForms and Precedents

@ LexisNexis: Adding Tabs to DataForms

l Field I
l Field I
| Fied |

Page Breal

| |
| |

Page Break \

| |
l Field I

Tab 1

Tab 3

LexisNexis Pacific

@ LexisNexis: Tab Styles

| Strata or Community Title Records || Mortgage Details || Form{Other Details || IMatter Parties (1) || IMatter Parties (2} |
[ Property Details | Yolurme/Folia Details || FlanTitle Details || Contract Details || Finance Details || Starp DutyRate Details |

Tabs

Froperty Details | YolumeFolio Details | Plan|Title Details | Conkract Details | Finance Details | Stamp DukyRate Details
Strata ar Community Title Records | Mortgage Details | Form/Other Details | Matter Parties (1) ‘ Matter Parties (2)

Flat Buttons

Property Details Yolume/Falio Details | Plan|Title Details | Conkract Details | Finance Details | Stamp Duty Rate Detals |
Strata or Community Title Recards | Martgage Details | Form/Other Details | Matter Parties (1) | IMatter Parties (2) |

Buttons

LexisNexis Pacific Switch to Affinity




DataForms and Precedents

@ LexisNexis: Mini Quiz 2

w To be provided as course progresses

LexisNexis Pacific | Switch to Affinity "

@ LexisNexis: Activity (D2)

w To be provided as course progresses

LexisNexis Pacific | Switchto Affinity 22
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DataForms and Precedents

@ LexisNexis' DataForms: Road Map (6)

w Accessing DataForms

w Creating DataForms
- Creating DataForms: Basic Options
- Creating & adding new DataForm fields
- Adding existing DataForm fields
- Creating DataForms: Advanced Options

w Creating DataForm collections

w Controlling where DataForms are made available

LexisNexis Pacific | Switch to Affinity 43

@ LexisNexis: DataForm Collections

ﬁﬁ.

DataForm

== eime
ﬁﬁ.

DataForm

==  eime
ﬁﬁ.

DataForm

LexisNexis Pacific | Switchto Affinity m
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DataForms and Precedents

@ LexisNexis: DataForm Collections

4 N
[nsarce 1] (‘e [ msaces] | | 101 [ 102 | o]

DataForm B DataForm A

k DataForm Collection /

LexisNexis Pacific | Switch to Affinity 45

@ LexisNexis: Creating DataForm Collections

=
Database > DataForm Collections =_-

1.
DataForm
2. New ( | ) Collections
3. Choose DataForm Options
4. Add DataForm Pages
5. Save v )
LexisNexis Pacific W 6

23



DataForms and Precedents

@ LexisNexis' DataForms: Road Map (7)

w Accessing DataForms

w Creating DataForms
- Creating DataForms: Basic Options
- Creating & adding new DataForm fields
- Adding existing DataForm fields
- Creating DataForms: Advanced Options

w Creating DataForm collections
w Controlling where DataForms are made available

LexisNexis Pacific W e

@ LexisNexis' Controlling which DataForms appear (1)

‘ It is important to make only relevant DataForms appear for each matter d(pe

089510 B475 Partner  MMC Michasl Cavanagh E
Controller 3w/ John Woodmard q
Author W/ John Woodward

Type  FLW  Family Law - Wife

Date Instructed 18/07/2006

Date Completed

Mather
Client MWS00.

Smith, wwendy Sarah

Divorce Procesdings

Short Descripti

Long Descripti Divorce proceedings fromyHusband

Vour Referencs | | archive

‘  Tasks || 5 History || (F) Investments ” &P Debt Control || Debtors Letters Trust Letkers
Balances | M) contacts B ot Bills Receipts | wicfs e Tfrs | @ Graphs | B D

DataForms

Deft Recovery

bar i Edit,.. Mo Other Party listed

Date Debt Incurred ‘

Amount of Debt $0.00

Description of Debt ‘

LexisNexis Pacific w 48
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DataForms and Precedents

@ LexisNexis' Controlling which DataForms appear (2)

2 KAOK 5F0GFrC2NyYa | La O2yFTAIdzZNBR dzyF

XF2NI b Im@@y (eSS 5HGloras b m
al GGSNI ¢eLI3d

(Matter DataForm) DataForm Group I\;itptee;
XF2N) I Ix@dd8y GelL)s{eaiasSy L
NameLabeldb Q
(Phonebook DataForm) DataForm Group  pame Labeis
LexisNexis Pacific w 49
@ LexisNexis: Making DataForms appear under the Data tak

m

File Search Tools Help

DX Hd» M E TS

Description ‘Conveyanca - Purchaser

Group OTHER Cther Matter Types

| Matter Party {Role | Other Party Captions | Precedent Category Group | Rates | Research |
General | DataFormGroup | cmPower | Espreon | Fees+Bils | Lexis Settlement Adjuster |

Conveyancing Details
General Matter Details

A Onlythese DataForms will

appear for this matter type

[+ add ][ = renove | [ @ clar |

(If you leave this page blankll DataForms will be shown for this type of matter

LexisNexis Pacific w £
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DataForms and Precedents

@ LexisNexis: Matter Global

DataForm Options | DatsForm Fields | Wiew Table Options |

Help Text: " 4 4 A "

aalud SN Dt 20|
- appear for all matter types
Mext DataForm:

=

Multiple Instance:
Litiple Instancs Options

Default Inskance Descripkion:

Descanding Tah Styls: L]

Matter:

o=

Matter Party / Contact:
r R e o

Matter Glabal:

O
Tnitial Page Caption: ‘
LexisNexis Pacific w 51
@ LexisNexis: DataForms Types
Matter Type specific Global
DataForm Types (onlydisplayed for certain (always displayedor all
matter types) matters)

Singlelnstance

Multi-Instance or
DataForm Collection

LexisNexis Pacific w 52



DataForms and Precedents

@ LexisNexis: Making DataForms appear on matter creation

File Search Tools Help

DX W rH&E 28

Code:

Description ‘Conveyanca - Purchaser

Group OTHER Cther Matter Types

| Matter Party {Role | Other Party Captions | Precedent Category Group | Rates | Research |
Gerneral | patoForm Group | emPower | Espreon | Fees+Bils | Lexis Settlement Adjuster |
DataForm |ConvEY_DETALL

warkFlow Area ‘Cnnveyancmg Vendar (COMYEY_YENDOR) ‘

Base Folder ‘%PRECEDENT"fo\Cunvayancing PurchaseriPara ‘

ell «
] |

Script:

LexisNexis Pacific

@ LexisNexis: 2 KFGQa GKS

Determine what DataForms
appear under the data tab

(|eft hand Slde ’m‘

Fle Search Tooks Help
DX H4» & TE

|Conveyance - Purchaser |
OTHER Other Matter Types

[ atter party /g || Other Party Captions_|_Precedsn Category Group_|_Rates_||_Research |
General | DateFom Group | empowsr_| Espreon | Fess +Blls_||_Lexis Settement adyster_|

Will make a DataForm | Outoromy

appear automatically WhEeR—" | meesiser  srwomms -sried o]
anew matteris created Workfiow Area | Conveyancing Vendor (COMVEY_VENDOR) ]|
BaseFolder | %PRECEDENT%)Conveyancing Purchaser|Fara |

e L @@

LexisNexis Pacific




DataForms and Precedents

@ LexisNexis: Mini Quiz 3

w To be provided as course progresses

LexisNexis Pacific | Switch to Affinity 55

@ LexisNexis: Activity (D3)

w To be provided as course progresses

LexisNexis Pacific | Switchto Affinity 56
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DataForms and Precedents

@ LexisNexis:

Precedents

LexisNexis Pacific

DataForms and Precedents Overview

@ LexisNexis:
Standard Affinity
Information Word
{ ] Document
DataForm Information
5
Filledout
Precedent
| SWICTIoATINY Ry

LexisNexis Pacific
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DataForms and Precedents

@ LexisNexis:

Precedents: Road Map (1)

waSNBAY3A o6dadaAAYyIén |

w Registering precedents in Affinity

w Creating precedents: Basic options
- Using the WordLink Field Builder
- Creating Address blocks
- Inserting Date fields

w Creating precedents: Additional options
- StartHere bookmarks
- Inserting matter contact information
- Inserting information from DataForms

w Merging a precedent for multiple matters or parties
w Precedent categories

w System settings for precedents

LexisNexis Pacific W 59
@ LexisNexis: Precedent Types
Precedent Type Example Where available

Matter precedent

Phonebook precedent

LexisNexis Pacific

Yt NBOSRSYyuaQ

Application for divorce matter

Cocktail party invitation phonebook entry or client

30



DataForms and Precedents

@ LexisNexis' Precedents: Road Map (2)

waSNBAY3 oadz@AyIéo LINBOSRSya

w Registering precedents in Affinity Y
N

N
1

w Creating precedents: Basic options
- Using the WordLink Field Builder
- Creating Address blocks
- Inserting Date fields
w Creating precedents: Additional options
- StartHere bookmarks
- Inserting matter contact information
- Inserting information from DataForms

w Merging a precedent for multiple matters or parties
w Precedent categories

w System settings for precedents

LexisNexis Pacific

@ LexisNexis: Registering precedents in Affinity

Save the precedent in the appropriate folder on the network

Case Management > Precedents ;Eé

wAIKGEG Oft A0l 2y | OF 1S32 Nékeens 3 St SO
Use the[®] icon to locate the precedent

Tidy up the precedent description (remove the .doc extension)

Check the precedent type (i.e. matter, phonebook etc.)

Select appropriate WordLink / Mail Optimisation Options

Click [_v ¢ ]

© N o gk~ w Db

LexisNexis Pacific | Switchto Affinity 62



DataForms and Precedents

@ LexisNexis:

Optimisation Options

w There are multiple steps involved

Step 1
\

\

J

)|

Step3 X Disable
J

) | /"
Step4 X Disable
)y 7

——

Finished precedent

LexisNexis Pacific

when you run a precedent

) w Each step takes time

w Your precedents will be faster if
you skip unnecessary steps

Step2 X Disable w Not all precedents require all steps

@ LexisNexis:

Precedents: Road Map (3)

waSNHAY3 o6adzaAyIén LINBOSRSyia

w Registering precedents in Affinity

w Creating precedents: Basic options
- Using the WordLink Field Builder
- Creating Address blocks
- Inserting Date fields

w Creating precedents: Additional options
- StartHere bookmarks
- Inserting matter contact information
- Inserting information from DataForms

w Merging a precedent for multiple matters or parties
w Precedent categories
w System settings for precedents

LexisNexis Pacific
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DataForms and Precedents

@ LexisNexis: Fields in Word

T| | aaBbcent | AaBbcene | AaBbCi B
TNommal |10 Spaci. Heacing1 =]

LexisNexis Pacific w 65

@ LexisNexis: How do we insert fields?

WardLink.
Field Builder

U

«MA_MP(TYPBoctor,CME?,ID=D1,FIELD=4<!@ZINGNAME% 86ADDRESE>)»

LexisNexis Pacific w 66
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DataForms and Precedents

@ LexisNexis: Tables in Affinity

Matter Information

Matter Author Information]

Client Informatiol

Signed in User Informatioh

Matter Party Informationl

LexisNexis Pacific w 67

@ LexisNexis: WordLink Field Builder: Selecting a Table

P .

Table Name Abbreviation Example Fields

Firm FIRM_ COMPANY

Matter MA_ FILEID, AUTHORARTNER, LONGDESCR, SHORTDESCI
Phonebook PB_ Names and address (e/JAILADDRESS, MAILSSP2)
Matter Client MA_CLIENT_ Names and address

Matter Party MA_MP() Agent NameBillToContact Address

Matter DataForm MA_DF() (DataFormdependent)

Phonebook DataForm PB_DF() (DataFormdependent)

User ID USERID_ NAME, SEARCH

RN

LexisNexis Pacific w 68



DataForms and Precedents

@ LexisNexis: Creating precedents: WordLink Field Builder

a4

Word where
you want the

.\\
Place cursor in
field

=)

“wordLink
Field Builder

—

Choose atable
LOGFASER———u |
O2ftft SOUAZ2YEDL

/

Table: [Mati=r =
[Imaster diacter
Pkt ]
ﬁ Cam A -
okt Cod: i) 4. i

\

|»-a—«||m-mncmw|@/amm v

Choose a field

LexisNexis Pacific

@ LexisNexis:

Testing it out

(User ID Table) (Search Field)

~_ / w Recreate the precedent file on the

left
Our Ref: «USERID_SEARCH»:«MA FILEID»

wUse

Dear «MA_CLIENT_SALUTATION»,

the WordLink Field Builder

7 AN
(Matter Client Table) (Salutation Field) Remember: TABLE_FIELDNAME

Yours sincerely,

(Ignore the date for the moment)

LexisNexis Pacific
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DataForms and Precedents

@ LexisNexis: Fields to Avoid

NNAME' NAME

LexisNexis Pacific | Switch to Affinity 7

@ LexisNexis: Precedents: Road Map (4)

waSNHAY3 o6adzaAyIén LINBOSRSyia
w Registering precedents in Affinity
w Creating precedents: Basic options

- Using the WordLink Field Builder

- Creating Address blocks
- Inserting Date fields

w Creating precedents: Additional options
- StartHere bookmarks
- Inserting matter contact information
- Inserting information from DataForms

w Merging a precedent for multiple matters or parties
w Precedent categories
w System settings for precedents

LexisNexis Pacific | Switchto Affinity 7



DataForms and Precedents

@ LexisNexis:

Creating an Address Block

Tower 2, 475495 Victoria Ave /

Chatswood NSW 2067
Address Block

LexisNexis Pacific

Tower 2, 475495 Victoria Ave
MAILADDRESS

e

Chatswood NSW 2067
MAILSSP2

(Suburb, State, Postcoe@ Spaces)

ELLIE -

@ LexisNexis: Address Fields
Field Refers to
MAILADDRESS WhiclcS GSNJ 2F GKS o0St2¢6 KIL&a o068
ADDRESS Street Address
POSTALADDRESS Postal Address

REGISTEREDADDRES Registered Address

DX

DX

LexisNexis Pacific

i,
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@ LexisNexis: Address Fields
Field Refers to Exarrjple ' Ey e
ADDRESS All of the Address d b SY 2 OA £ {  adess Nemavle”
Box 42 Wallaby Way ey
SUBURB  Suburb SYDNEY . =i
State = | Postcode (2000 |
STATE State NSwW Country e
POSTCOD Postcode 2000
SSP Suburb State PC SYDNEY NSW 2000
(1 space)
SSP2 Suburb State PC SYDNEY NSW 2000
(2 spaces)
LexisNexis Pacific 75
@ LexisNexis: Address Fields
Street Field Postal Field Registeredrield Mail Field

ADDRESS POSTALADDRESS REGISTEREDADDRESS MAILADDRESS
SUBURB POSTALSUBURB REGISTEREDBURB MAILSUBURB

STATE POSTALSTATE REGISTER&EDATE MAILSTATE
POSTCODE POSTALPOSTCODEREGISTEREOSTCODE MAILPOSTCODE
sSSP POSTALSSP REGISTERESP MAILSSP
SSP2 POSTALSSP2 REGISTERESP2 MAILSSP2
Recommended
LexisNexis Pacific 76
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@ LexisNexis:

Precedents: Road Map (5)

waSNHAY 3 o6dadzAAYyIED

w Registering precedents in Affinity

w Creating precedents: Basic

options

- Using the WordLink Field Builder

- Creating Address blocks
- Inserting Date fields

w Creating precedents: Additional options

- StartHere bookmarks

- Inserting matter contact information
- Inserting information from DataForms

LINBEOSRSYUa

w Merging a precedent for multiple matters or parties

w Precedent categories

w System settings for precedents

LexisNexis Pacific

7

@ LexisNexis:

Inserting the Date (1)

Field

—Catecoes:

Please choose a field Field properties.
Date formats:

Date and Time : J

16 2011
\Wednesday, 16 March 2011
16 March 2011
16/03/11

2011-03-16

15-Mar-11

16.03.2011

16 Mar. 11

16 March 2011

March 11

Mar-11

16/03/2011 3:00 PM
16/03/2011 3:00: 13PM
3:00 PM

3:00:13PM

Description:

2] & |

Field options
Use the Hijri/Lunar calendar

Use the Saka Era calendar

Use the Um-al-Qura calendar

Preserve formatting during updates

The date the document was created
(s coses | Lo I conm |
§
LexisNexis Pacific w
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@ LexisNexis: Inserting the Date (2)

Our Ref: KUSERID_SEARCH: kA FILEID} w Edit the previous precedent to
E] include the date

Dear <MA_CLIENT_SALUTATIONS,

Yours sincerely,

LexisNexis Pacific

@ LexisNexis: Mini Quiz 4

w To be provided as course progresses

LexisNexis Pacific
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DataForms and Precedents

@ LexisNexis' Precedents: Road Map (6)

waSNHAY3I o6ddzaAy3Iéo LINBOSRSyila
w Registering precedents in Affinity

w Creating precedents: Basic options
- Using the WordLink Field Builder
- Creating Address blocks
- Inserting Date fields

w Creating precedents: Additional options
- StartHere bookmarks -
- Inserting matter contact information
- Inserting information from DataForms

w Merging a precedent for multiple matters or parties
w Precedent categories

w System settings for precedents

LexisNexis Pacific 81
@ LexisNexis StartHere Bookmarks

w By default, the cursor will be
placed at the start of the
document

w StartHere bookmarks let you

customise where the cursor lands, \
saving time for the end user. "
o

a{GFNII SNBé¢ Aa 2yS g2NR

LexisNexis Pacific 82
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@ LexisNexis: Precedents: Road Map (7)

waSNHAY3I o6ddzaAy3Iéo LINBOSRSyila
w Registering precedents in Affinity

w Creating precedents: Basic options
- Using the WordLink Field Builder
- Creating Address blocks
- Inserting Date fields

w Creating precedents: Additional option%
- StartHere bookmarks e
- Inserting matter contact information
- Insertinginformation from DataForms

w Merging a precedent for multiple matters or parties

w Precedent categories

w System settings for precedents

LexisNexis Pacific witch to Affinity 83
([ Babences | M comtacs | Eloats | empower | &P Bls | (] Receits | ER w0
(50 Contacts List
Type Seq Role Name Phene
 Agent 1 Hocking Stuart - Sth Yarra 03 9804 7854
Matter BilTo 1 A ! Pry Ltd 02 9589 7654
Matter BilTo Contact 1 A S Pty Ltd 02 9589 7654
Matter Client 1 Consolidated Supplies’ Pty Ltd 02 9589 7654
Matter ReferredBy 1 ) e s
L

Solicitor Firm l;vES & Smrythe 02 9970 957
Matter Party table

LexisNexis Pacific
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@ LexisNexis' What is different about the Matter Party table?

. Client name,

«MA_CLIENT_NAME>»

Brittney Smith Matter
880135

( number, )
. please?
John Smith
Sue Peterson «MA_FILEID»

Buyer name,

'\ please?
? o

«MA_MP(ROLE=BUYER, FIELD=NAME)»
| |

LexisNexis Pacific

@ LexisNexis: WordLink Field Builder: Matter Party Table

What can we do when there are multiple parties?

1 2 3
\/Filterin the list of \‘/ A \‘/

Rememberin

o(TYPE / ROLE)

wCommand
(?, BUILDSTR, COUNT, FIRST,
etc.)

wSelect Group ID

LexisNexis Pacific
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@ LexisNexis: 2 2NR[ Ayl CAStR .dzAf RS?!

(Filtering the list of matter parties by type amile)

b
All matter parties Start with all parties
@ Filter by type
Filter by role /-C-Q
John Smith End up with only
Betty May parties matching
Sue Peterson both criteria
LexisNexis Pacific W 87
@ LexisNexis: 22NR[AY]l] CAStR .dzAftt
2 (Processing multiple partigs
=/
John Smith
Betty May

Sue Peterson

John Smith, Betty 3
May and Sue
Peterson

The number of
The end user is prompted to All parties included relevant parties is
select a party as a list included

LexisNexis Pacific | Switchto Affinity 88
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@ LexisNexis: Activity (P1)
w To be provided as course progresses
LexisNexis Pacific 89

@ LexisNexis: 2 2 NR|

Ayl CASEtR . dzi-

John Smith

Mandy Wong

Ww{St SOl DNRdzZLJ L5Q lif2pa

allocate the selected Matter Party

to a temporary name, so that you

R2y Qi KIF @S (2 LINEYLI
for it again

LexisNexis Pacific

(Remembering theichoicg

8

Sue Butler

GKS SyR dza SNJ

Switch to Affinity

90
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DataForms and Precedents

@ LexisNexis:

WordLink Field Builder: Select Group IC

3

&/

| The end user gets prompted to select a matter party.
CKA& LI NIe& Aa ad2NBR | a

«MA_MP(CMD=?,ID=PartyflELD=NAME»
«MA_MP(CMD=?,ID=ParyAIELD=MAILADDRESS»! f f f | §SNJ FASt R4 Ay J:
«MA_MP(CMD=?,ID=Party@IELD=MAILSSP2» automatically reuse the stored choice

X
X
X
X

Gt - NIénwé A& F ySg L5Z &z
G2 &aStSOG F YFAGSNI LI NI & o

Z
™

u» T

«MA_MP(CMD=?,ID=Party2 ELD=NAME»
«MA_MP(CMD=?,ID:Part)EIELDzMAILADDREiE»! ft f1FGSN) FASERA Ay D

«MA_MP(CMD=?,ID=Party2lELD=MAILSSP2>»

LexisNexis Pacific

automatically reuse this stored choice

@ LexisNexis:

Mini Quiz 5

w To be provided as course progresses

LexisNexis Pacific

el 2

46



DataForms and Precedents

@ LexisNexis: Activity (P2)

w To be provided as course progresses

LexisNexis Pacific 93
@ LexisNexis: Further options for listing parties
Command Usage ExampleOutput

W/ 2 YYsey F MA MP(ROLE=PURCHAS John Smith, Betty May and Sue
i2 W. ! L[ BUILDSTR=NAME) Peterson

W. dzA f RX CMA_MP(ROLE=PURCHAS John Smith of 12 Pine St, Betty Ma
YSEG (2 BUILDSTR=<I%NAMEY% o of 2A RaceviewRd and Sue Peterso
%MAILADDRESS%!>) of 354 Pacific Highway
. dzA f R

PREPARETABLE Placed as sow beneath Name: John Smith
command the row to replicate Address: 12 Pine St
Signature:

Crroeva
<Replicated for each party>

LexisNexis Pacific Switch to Affinity 94
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@ LexisNexis' Precedents: Road Map (8)

waSNHAY3I o6ddzaAy3Iéo LINBOSRSyila
w Registering precedents in Affinity

w Creating precedents: Basic options
- Using the WordLink Field Builder
- Creating Address blocks
- Inserting Date fields
w Creating precedents: Additional options
- StartHere bookmarks
- Inserting matter contact information

- Inserting information from DataForms S ‘\
w Merging a precedent for multiple matters or partlem
w Precedent categories

w System settings for precedents

LexisNexis Pacific W 95
@ LexisNexis: Inserting DataForm field information
{StS0G GKS aal GGSNI 5FGFC2NYE
2N at K2ySo6221 5FdFC2NYé
table \_) 3 Wor Lok Fiotd Buitder &
Tatie: Hattes Datofarm ¥l
— Comacr ttr
N b tane: ComvEr_DETAL ¥
Command: ~|
/ ) —
Select the relevant DataForm foma: [ren___ ] ][ [+
Pk Code: [Refresn) MA_DF(DAT /pETAT)
/ Elreowmion o ]
h oo | [(Teeu Toxe | [cobhmcponn | (] [Micomames [ 2
Choose a field
"
A
/| £t A01 WLYa&S
LexisNexis Pacific W 9
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DataForms and Precedents

@ LexisNexis: What about Matter Party DataForm fields?

How would | extract the address of the
selected barrister in a precedent?

o 5

= 5hbQe | ¢l 9
Worctink Matter DataForm table
Field Builder
' o USE TH
= Matter Party table

LexisNexis Pacific

@ LexisNexis: Activity (P3)

w To be provided as course progresses

LexisNexis Pacific
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DataForms and Precedents

@ LexisNexis' Precedents: Road Map (9)

waSNHAY3I o6ddzaAy3Iéo LINBOSRSyila
w Registering precedents in Affinity

w Creating precedents: Basic options
- Using the WordLink Field Builder
- Creating Address blocks
- Inserting Date fields

w Creating precedents: Additional options
- StartHere bookmarks
- Inserting matter contact information
- Inserting information from DataForms

w Merging a precedent for multiple matters or parties T
w Precedent categories :)‘\w
w System settings for precedents
LexisNexis Pacific | Switchto Affinity 99

@ LexisNexiss  Merging precedents for multiple matters or contacts

1. Open up the PhonebodBelection, . ﬁ T A
ClientSelection, or Matter Selection  phanesook Clients Matters
screen

2. Filter the list W ClentSelection

3./ tA0] 2y (kS (B2 ¢-@ 9

N o __ I clients Create a Merge file. ..
4, { St SO0 Wt NEOSH e
5_ Se|ect a Precedent ’7ANTW1 Antwell Building Company
- L v b AI\jRDDI qusQﬂilitaryRese'archPtthd’
6. | LIRIUS W520dzySyu wSO2NRQ Ul o
7. Click OK

LexisNexis Pacific | Switchto Affinity 100
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@ LexisNexis: Activity (P4)

w To be provided as course progresses

LexisNexis Pacific | Switch to Affinity 101

@ LexisNexis: Precedents: Road Map (10)

waSNHAY3 o6adzaAyIén LINBOSRSyia
w Registering precedents in Affinity
w Creating precedents: Basic options

- Using the WordLink Field Builder

- Creating Address blocks
- Inserting Date fields

w Creating precedents: Additional options
- StartHere bookmarks
- Inserting matter contact information
- Inserting information from DataForms

w Merging a precedent for multiple matters or parties
w Precedent categories -

w System settings for precedents

LexisNexis Pacific | Switchto Affinity 102
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DataForms and Precedents

@ LexisNexis: Precedent Categories

Precedent categories
make it easier to find the
right precedent

LexisNexis Pacific Switch to Affinity 103

@ LexisNexis: Precedent Categories

"W Precedents Explorer

Fle Actions View Tools Help

O - # | v Toobar I ?

v Status ber | — Ik ar Them From the left panel
P

v Precedent Categary

DataFarm
workflow

Bk Conveyancing - vendor (N
Bk Conveyancing - endor &
Bk Conveyancing (V) Shaw Unused SoftDocs Category

B Debt Recovery
B Dust Diseases
B Family Law - Husband
By Gereral
By Gereral
- B, General (Nsw)
- Bl Marksting
- B, PhoneBook
- B, wills

-k Worker's Compensation

LexisNexis Pacific Switch to Affinity 104
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@ LexisNexis:

Precedent Categories and Matter Types

Matter
Cliert GRIE

990232
Gribble, Hr John

03 9603 7654 Partner MER
CantrollerMMC

Short Description  Sale ta Thompson Authar Y

Leng Description | 5ale ko Marianne & Peter Thompsan

132 Pittwater Road Manly Pate Completed

aur Reference

| Shstoy |
—

Ik =4l Categories>
Bk Corveyancing - Vendor
My General

Archive

Investments | &P Debt Control |,
- pats | [ emponer | P mis |

recedents |Fiter | Columns|
DEx S0
Icon [Description

» |G |BLANK - Blank Shell Document
o client Complaint Record

Melissa Ryan Entity Lewis
Michael Cavanagh  Branch Sydney
o Department Convey

& Country

19045

You can control which
precedent categories
appear for a given matter

type

4 Conweyandng Letter to Client Y03.dot

€1 Cost Aoresment Letter ba Client dot

123

17

Conveyancing - Vendor
General

Databasd hMatter Typed hPrecedent Category Group

LexisNexis Pacific

@ LexisNexis:

Global Precedents

M

General | Categories | Summary | Statistics | wordlink { Mail Merge | DataForm Fields | workflow Links |

Code E3)

wiord Processor: | SYSTEM

Direct merge by WordLink | Mal Merge

[Juse System Path

Description: [

File Path:

|C:\Du[umenls and REA-E7

Parent Category: |

DataForm:
[ Deltater Procedent Global Precedents will display for all
- [ élobal . matters
[[]PhoneBook | Client Precedent
Script Mame: |

[C]External Seript
[[]Use Precedent Category Script

Parameters:

LexisNexis Pacific
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@ LexisNexis' Precedents: Road Map (11)

waSNHAY3 o6dadzaAyIén LINBOSRSyia
w Registering precedents in Affinity
w Creating precedents: Basic options

- Using the WordLink Field Builder

- Creating Address blocks
- Inserting Date fields

w Creating precedents: Additional options
- StartHere bookmarks
- Inserting matter contact information
- Inserting information from DataForms

w Merging a precedent for multiple matters or parties
w Precedent categories

w System settings for precedents

LexisNexis Pacific

@ LexisNexis: Precedent System Settings

Glalalalalal

o i
B |
[Eotuat margn by Wik | Md M-
[Em—
O

Eile Path:

LexisNexis Pacific
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@ LexisNexis: Base Folders

G{ K2NIiOdzi k t2AyGSNI G2 TFAt

XA Affinity PrecedentdnsolvencyWinding Up.doc

LexisNexis Pacific | Switch to Affinity 109

@ LexisNexis: Mini Quiz 6

w To be provided as course progresses

LexisNexis Pacific | Switchto Affinity 110
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@ LexisNexis:

Advanced Topics

6 dzii G

Advanced Field Matter Party INSERTDOC WodzA TR X O
- ’ DataForms and WordLink Field
Functionality command )
Precedents Builder
J J
Formatting PREPARETABLE DataForms and
directives command Scripting
v, v, v,

LexisNexis Pacific

Next

@ LexisNexis:

Making Fields Always Shaded

General
Display
Praofing
Save

Language

Advanced

P—

Disgard editing data
Do ot compress images in fi

et getsut target outgutto: 220 pp v

Show document content

Show background colors and images in Print Layout view

Customize Ribban
Quick Access Taolbar
Add-Ins

Trust Center

wrapped within

Show picture placeholders ()

ow drowings and text boxes on screen
ow test apimation

ow bookmarks

ow test boundaries
owr cgop marks
Show field codes instead of their values

Use draft font in Draft and Outline views

none; [Caunerew 7]
se [0 [

Display

Show this number of Recent Dacuments: £

Show measurements nunis o:

St rga pane widh i Dt and Outine s
T —

el indows inthe Taskoar

Show sherteut keys in SereenTips

You can make fields highly visible

turning Field Shading always on

[7] show herizontal seroll bar

oK Gancel 1|

LexisNexis Pacific
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@ LexisNexis: Advancedield manipulation

Manually insertindields Manually editing fields Reveal field codes

RightOf A O1 X 9RAG CAStRX

Alt +°
Alt + F9
(useful for identifying
hiddenfields)
LexisNexis Pacific 113
@ LexisNexis: Matter Party DataForms

w TheseDataForms appear when a Matter Partys@ectedon the Contacts
tab of a matter

w/ 'y 68 dzASR F2NJ SEIYLX S (2 aiz2NB

LexisNexis Pacific 114
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