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DataForms & Precedents 

  

LexisNexis Pacific 2 Switch to Affinity LexisNexis Pacific 2 Switch to Affinity 

ωDataForms 

- Accessing DataForms 

- Creating DataForms and DataForm Fields 

- Creating DataForm collections 

- DataForm Options 

ωPrecedents 

- 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 

Outline 
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LexisNexis Pacific 3 Switch to Affinity LexisNexis Pacific 3 Switch to Affinity 

ωDataForms 

- 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 

Outcomes (1) 

LexisNexis Pacific 4 Switch to Affinity LexisNexis Pacific 4 Switch to Affinity 

ωPrecedents 

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

- Create Precedents 

'Insert fields using the WordLink Field Builder  

- Insert Matter Party table fields using Type & Role filters; Command 
Options such as ?, COUNT, BUILDSTR, FIRST; and Select Group ID  

- Retrieve information stored in DataForms 

'Insert a StartHere bookmark 

- Register precedents in Affinity 

- Choose which Precedent Categories appear for each Matter Type 

- Know where to go to change precedent system settings 

 

Outcomes (2) 
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LexisNexis Pacific 5 Switch to Affinity LexisNexis Pacific 5 Switch to Affinity 

ωPeriodically, you will be asked questions about content covered 

- Aids retention 

- Help identify gaps in knowledge 

ωThese will be done individually 

About the Mini Quizzes 

LexisNexis Pacific 6 Switch to Affinity LexisNexis Pacific 6 Switch to Affinity 

ωThere will be activities throughout this course 

- An opportunity for application and reinforcement 

ωThese may be done in groups (max. 2-3 per group) if desired 

About the Activities 
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LexisNexis Pacific 7 LexisNexis Pacific 7 Switch to Affinity 

DataForms 

LexisNexis Pacific 8 Switch to Affinity LexisNexis Pacific 8 Switch to Affinity 

What is a DataForm? 

DataForms Standard Affinity Forms 

ÅMatter description 
ÅClient name 
ÅClient address 

Å Injury Type 
ÅDate Debt Incurred 
ÅLoan Amount 

ÅPreferred  Sports Team 
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LexisNexis Pacific 9 Switch to Affinity LexisNexis Pacific 9 Switch to Affinity 

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

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

ωWe use DataForms to store everything else 

Why DataForms? (1) 

OR ? IS IT 

LexisNexis Pacific 10 Switch to Affinity LexisNexis Pacific 10 Switch to Affinity 

Why DataForms? (2) 

Standard Affinity 
Information 

DataForm Information 

Word 
Document 

Filled-out 
Precedent 
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LexisNexis Pacific 11 Switch to Affinity LexisNexis Pacific 11 Switch to Affinity 

ωAccessing DataForms 

ωCreating DataForms 

- Creating DataForms: Basic Options 

- Creating & adding new DataForm fields 

- Adding existing DataForm fields 

- Creating DataForms: Advanced Options 

ωCreating DataForm collections 

ωControlling where DataForms are made available 

DataForms: Road Map (1) 

LexisNexis Pacific 12 Switch to Affinity LexisNexis Pacific 12 Switch to Affinity 

DataForm Location How to access Example 

Matter DataForm 
When viewing a matter, on 
the Data tab 

Loan details 

Phonebook DataForm 
When viewing a contact, on 
the Data tab 

Satisfaction Survey 
results 

Two different DataForm locations 
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LexisNexis Pacific 13 Switch to Affinity LexisNexis Pacific 13 Switch to Affinity 

Accessing DataForms 

(Matter DataForm) 
(PhoneBook DataForm) 

[ŜǘΩǎ ǘŀƪŜ ŀ ƭƻƻƪ ŀǘ Ƙƻǿ ǿŜ Ŏŀƴ ƭƻŎŀǘŜ ǘƘŜƳ 

LexisNexis Pacific 14 Switch to Affinity LexisNexis Pacific 14 Switch to Affinity 

ωAccessing DataForms 

ωCreating DataForms 

- Creating DataForms: Basic Options 

- Creating & adding new DataForm fields 

- Adding existing DataForm fields 

- Creating DataForms: Advanced Options 

ωCreating DataForm collections 

ωControlling where DataForms are made available 

 

DataForms: Road Map (2) 
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LexisNexis Pacific 15 Switch to Affinity LexisNexis Pacific 15 Switch to Affinity 

 

1. Database > DataForm 

2. New (      ) 

3. Choose DataForm options 

4. Name 

5. Caption & Description 

6. Help Text 

7. Form scope (Matter etc.) 

- hƴƭȅ ΨaŀǘǘŜǊΩ 5ŀǘŀCƻǊƳǎ ǿƛƭƭ ŀǇǇŜŀǊ ǳƴŘŜǊ ƳŀǘǘŜǊǎ 

- hƴƭȅ ΨtƘƻƴŜōƻƻƪΩ 5ŀǘŀCƻǊƳǎ ǿƛƭƭ ŀǇǇŜŀǊ ǳƴŘŜǊ ǇƘƻƴŜōƻƻƪ ŜƴǘǊƛŜǎ 

Creating DataForms: Basic Options 

Use the same name conventions,  
e.g.: FAMILY_CHILDREN 

Starts with category abbreviation 

No spaces 

PROCESS 

LexisNexis Pacific 16 Switch to Affinity LexisNexis Pacific 16 Switch to Affinity 

ωAccessing DataForms 

ωCreating DataForms 

- Creating DataForms: Basic Options 

- Creating & adding new DataForm fields 

- Adding existing DataForm fields 

- Creating DataForms: Advanced Options 

ωCreating DataForm collections 

ωControlling where DataForms are made available 

 

DataForms: Road Map (3) 
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LexisNexis Pacific 17 Switch to Affinity LexisNexis Pacific 17 Switch to Affinity 

What are DataForm Fields? 

DataForm 

DataForm Fields 

LexisNexis Pacific 18 Switch to Affinity LexisNexis Pacific 18 Switch to Affinity 

 

 

1. DataForm fields tab 

2. New (           ) 

3. Choose options 

a. Field Type 

b. Name 

c. Caption & Description 

d. Help Text 

e. Field scope (Matter etc.) 

f. Save (       ) 

Creating DataForm Fields: Basic Options 

Name conventions exist, e.g.:  
CON_STREET_ADDRESS  

Starts with category abbreviation 
No spaces 

PROCESS 
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LexisNexis Pacific 19 Switch to Affinity LexisNexis Pacific 19 Switch to Affinity 

DataForm Field Types 

Takes any input 

Yes or No 

Brings up a calendar for 
easy selection 

Accepts any number 

Accepts whole number 
only (i.e. no decimal 
points) 

Lets you add a matter party 

Lets you add a button that 
runs a script 

Displays an amount 

LexisNexis Pacific 20 Switch to Affinity LexisNexis Pacific 20 Switch to Affinity 

Text DataForm Fields: Advanced Options 

Text 
Field 

options 

Lookup 

Rules 

Lines 
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LexisNexis Pacific 21 Switch to Affinity LexisNexis Pacific 21 Switch to Affinity 

Matter Party fields 

Matter Parties = Contacts added to a matter 

LexisNexis Pacific 22 Switch to Affinity LexisNexis Pacific 22 Switch to Affinity 

Matter Party DataForm Fields: Advanced Options 

Matter 
Party 

options 

Role 

Required 

Lock 

Type 
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LexisNexis Pacific 23 Switch to Affinity LexisNexis Pacific 23 Switch to Affinity 

Contact Entry DataForms 

LexisNexis Pacific 24 Switch to Affinity LexisNexis Pacific 24 Switch to Affinity 

Contact Entry DataForms 

Matter 
Contacts 

Manual entry of 
matter parties 

Contact Entry 
DataForm 

1 2 

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

Å ¢ƘŜȅ ŘƻƴΩǘ ƘŀǾŜ ǘƻ 
choose type and 
role 

Å Type and role will 
be consistent 

Å Matter Parties 
might not get 
added 

Å Type and role 
might not be 
selected, or the 
wrong type and 
role chosen 
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LexisNexis Pacific 25 Switch to Affinity LexisNexis Pacific 25 Switch to Affinity 

ω[ŜǘΩǎ ǎŀȅ L ǿŀƴǘŜŘ ǘƻ ōŜ ŀōƭŜ ǘƻ ǎǘƻǊŜ ǳǇ ǘƻ ǘƘǊŜŜ ōǳȅŜǊǎ ŀƎŀƛƴǎǘ ŀ ƳŀǘǘŜǊΦ  

ωHow many matter party buttons would I require to store them? 

Multiple Contacts  

LexisNexis Pacific 26 Switch to Affinity LexisNexis Pacific 26 Switch to Affinity 

Editing DataForm Field Names 

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



DataForms and Precedents 

14 

LexisNexis Pacific 27 Switch to Affinity LexisNexis Pacific 27 Switch to Affinity 

ω To be provided as course progresses 

Mini Quiz 1 

LexisNexis Pacific 28 Switch to Affinity LexisNexis Pacific 28 Switch to Affinity 

ωTo be provided as course progresses 

Activity (D1) 
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LexisNexis Pacific 29 Switch to Affinity LexisNexis Pacific 29 Switch to Affinity 

ωAccessing DataForms 

ωCreating DataForms 

- Creating DataForms: Basic Options 

- Creating & adding new DataForm fields 

- Adding existing DataForm fields 

- Creating DataForms: Advanced Options 

ωCreating DataForm collections 

ωControlling where DataForms are made available 

DataForms: Road Map (4) 

LexisNexis Pacific 30 Switch to Affinity LexisNexis Pacific 30 Switch to Affinity 

 

1. DataForm Fields tab 

2. Add button  

3. (Filter) 

4. Search or Click to Select, Click OK 

Creating DataForms: Adding Existing Fields 

PROCESS 
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LexisNexis Pacific 31 Switch to Affinity LexisNexis Pacific 31 Switch to Affinity 

ωAccessing DataForms 

ωCreating DataForms 

- Creating DataForms: Basic Options 

- Creating & adding new DataForm fields 

- Adding existing DataForm fields 

- Creating DataForms: Advanced Options 

ωCreating DataForm collections 

ωControlling where DataForms are made available 

 

DataForms: Road Map (5) 

LexisNexis Pacific 32 Switch to Affinity LexisNexis Pacific 32 Switch to Affinity 

Matter 12345 

A Question 

PROPERTY_DETAILS DataForm FINANCE_DETAILS DataForm  

23 Wallaby Rd 

??????????? 

(Same DataForm field) 
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LexisNexis Pacific 33 Switch to Affinity LexisNexis Pacific 33 Switch to Affinity 

DataForm Field Sharing 

LexisNexis Pacific 34 Switch to Affinity LexisNexis Pacific 34 Switch to Affinity 

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

ωhǘƘŜǊ ǇŀǊǘǎ ƻŦ !ŦŦƛƴƛǘȅ ŎŀƴΩǘ ŀŎŎŜǎǎ ǳƴǎƘŀǊŜŘ ŦƛŜƭŘǎ 

- E.g. Workflow procedures 

- E.g. Scripting function apGetDataFormField() 

 

Why make a field shared? 

Sharing is normally good 
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LexisNexis Pacific 35 Switch to Affinity LexisNexis Pacific 35 Switch to Affinity 

Creating DataForms: Single vs. Multi-Instance 

Single Instance = One copy of a DataForm 
allowed 

Multi -Instance = Can hold multiple copies of 
a DataForm 

LexisNexis Pacific 36 Switch to Affinity LexisNexis Pacific 36 Switch to Affinity 

Single vs. Multi-Instance & Sharing Fields 

Single Instance 
DataForm 

Multi-Instance 
DataForm 

Make field Shared 

Make field Unshared 

When creating DataForm fields: 
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LexisNexis Pacific 37 Switch to Affinity LexisNexis Pacific 37 Switch to Affinity 

A word of warning 

Once a DataForm field contains 
information, its sharing state 

cannot be changed. 

LexisNexis Pacific 38 Switch to Affinity LexisNexis Pacific 38 Switch to Affinity 

Tabs help organise large 
DataForms 

Using Tabs 
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LexisNexis Pacific 39 Switch to Affinity LexisNexis Pacific 39 Switch to Affinity 

Adding Tabs to DataForms 

Field 

Field 

Field 

Field 

Field 

Field 

Field 

Page Break 

Page Break 

Tab 1 

Tab 3 

Tab 2 

LexisNexis Pacific 40 Switch to Affinity LexisNexis Pacific 40 Switch to Affinity 

Tab Styles 

Tabs 

Buttons 

Flat Buttons 
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LexisNexis Pacific 41 Switch to Affinity LexisNexis Pacific 41 Switch to Affinity 

ω To be provided as course progresses 

Mini Quiz 2 

LexisNexis Pacific 42 Switch to Affinity LexisNexis Pacific 42 Switch to Affinity 

ωTo be provided as course progresses 

Activity (D2) 
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LexisNexis Pacific 43 Switch to Affinity LexisNexis Pacific 43 Switch to Affinity 

ωAccessing DataForms 

ωCreating DataForms 

- Creating DataForms: Basic Options 

- Creating & adding new DataForm fields 

- Adding existing DataForm fields 

- Creating DataForms: Advanced Options 

ωCreating DataForm collections 

ωControlling where DataForms are made available 

 

DataForms: Road Map (6) 

LexisNexis Pacific 44 Switch to Affinity LexisNexis Pacific 44 Switch to Affinity 

DataForm Collections 

DataForm 

DataForm 

DataForm 
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LexisNexis Pacific 45 Switch to Affinity LexisNexis Pacific 45 Switch to Affinity 

DataForm Collections 

DataForm Collection 

Tab 1 Tab 2 Tab 3 

DataForm A 

Instance 1 Instance 2 Instance 3 

DataForm B 

LexisNexis Pacific 46 Switch to Affinity LexisNexis Pacific 46 Switch to Affinity 

 

 

 

1. Database > DataForm Collections 

2. New (       ) 

3. Choose DataForm Options 

4. Add DataForm Pages 

5. Save (       ) 

Creating DataForm Collections 

PROCESS 



DataForms and Precedents 

24 

LexisNexis Pacific 47 Switch to Affinity LexisNexis Pacific 47 Switch to Affinity 

ωAccessing DataForms 

ωCreating DataForms 

- Creating DataForms: Basic Options 

- Creating & adding new DataForm fields 

- Adding existing DataForm fields 

- Creating DataForms: Advanced Options 

ωCreating DataForm collections 

ωControlling where DataForms are made available 

DataForms: Road Map (7) 

LexisNexis Pacific 48 Switch to Affinity LexisNexis Pacific 48 Switch to Affinity 

Controlling which DataForms appear (1) 

It is important to make only relevant DataForms appear for each matter type 
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LexisNexis Pacific 49 Switch to Affinity LexisNexis Pacific 49 Switch to Affinity 

Controlling which DataForms appear (2) 

²ƘƛŎƘ 5ŀǘŀCƻǊƳǎ ŀǇǇŜŀǊΧ Lǎ ŎƻƴŦƛƎǳǊŜŘ ǳƴŘŜǊΧ 

ΧŦƻǊ ŀ ƎƛǾŜƴ ǘȅǇŜ ƻŦ matter 
 
(Matter DataForm) 

5ŀǘŀōŀǎŜ Ҧ 
   aŀǘǘŜǊ ¢ȅǇŜǎ Ҧ 
      DataForm Group  

ΧŦƻǊ ŀ ƎƛǾŜƴ ǘȅǇŜ ƻŦ client 
 
(Phonebook DataForm) 

{ȅǎǘŜƳ Ҧ 
   Name Labels Ҧ 
      DataForm Group 

LexisNexis Pacific 50 Switch to Affinity LexisNexis Pacific 50 Switch to Affinity 

Making DataForms appear under the Data tab 

Only these DataForms will 
appear for this matter type 

(If you leave this page blank, all DataForms will be shown for this type of matter 
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LexisNexis Pacific 51 Switch to Affinity LexisNexis Pacific 51 Switch to Affinity 

Matter Global 

άaŀǘǘŜǊ Dƭƻōŀƭέ ƳŀƪŜǎ ŀ 5ŀǘŀCƻǊƳ 
appear for all matter types 

LexisNexis Pacific 52 Switch to Affinity LexisNexis Pacific 52 Switch to Affinity 

DataForm Types 
Matter Type specific 

(only displayed for certain 
matter types) 

Global 
(always displayed, for all 

matters) 

Single Instance  

Multi-Instance or 
DataForm Collection 

DataForms Types 
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LexisNexis Pacific 53 Switch to Affinity LexisNexis Pacific 53 Switch to Affinity 

Making DataForms appear on matter creation 

LexisNexis Pacific 54 Switch to Affinity LexisNexis Pacific 54 Switch to Affinity 

²ƘŀǘΩǎ ǘƘŜ ŘƛŦŦŜǊŜƴŎŜΚ 

Will make a DataForm 
appear automatically when 

a new matter is created. 

Determine what DataForms 
appear under the data tab 

(left hand side) 
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LexisNexis Pacific 55 Switch to Affinity LexisNexis Pacific 55 Switch to Affinity 

ω To be provided as course progresses 

Mini Quiz 3 

LexisNexis Pacific 56 Switch to Affinity LexisNexis Pacific 56 Switch to Affinity 

ωTo be provided as course progresses 

Activity (D3) 
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LexisNexis Pacific 57 LexisNexis Pacific 57 Switch to Affinity 

Precedents 

LexisNexis Pacific 58 Switch to Affinity LexisNexis Pacific 58 Switch to Affinity 

DataForms and Precedents Overview 

Standard Affinity 
Information 

DataForm Information 

Word 
Document 

Filled-out 
Precedent 
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LexisNexis Pacific 59 Switch to Affinity LexisNexis Pacific 59 Switch to Affinity 

ωaŜǊƎƛƴƎ όάǳǎƛƴƎέύ ǇǊŜŎŜŘŜƴǘǎ 

ωRegistering precedents in Affinity 

ωCreating precedents: Basic options 

- Using the WordLink Field Builder 

- Creating Address blocks 

- Inserting Date fields 

ωCreating precedents: Additional options 

- StartHere bookmarks 

- Inserting matter contact information 

- Inserting information from DataForms 

ωMerging a precedent for multiple matters or parties 

ωPrecedent categories 

ωSystem settings for precedents 

Precedents: Road Map (1) 

LexisNexis Pacific 60 Switch to Affinity LexisNexis Pacific 60 Switch to Affinity 

Precedent Type Example Where available 

Matter precedent Application for divorce 
ΨtǊŜŎŜŘŜƴǘǎΩ ǘŀō ƻŦ ŀƴȅ 

matter 

Phonebook precedent Cocktail party invitation 
ΨtǊŜŎŜŘŜƴǘǎΩ ǘŀō ƻŦ ŀƴȅ 

phonebook entry or client 

Precedent Types 
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LexisNexis Pacific 61 Switch to Affinity LexisNexis Pacific 61 Switch to Affinity 

ωaŜǊƎƛƴƎ όάǳǎƛƴƎέύ ǇǊŜŎŜŘŜƴǘǎ 

ωRegistering precedents in Affinity 

ωCreating precedents: Basic options 

- Using the WordLink Field Builder 

- Creating Address blocks 

- Inserting Date fields 

ωCreating precedents: Additional options 

- StartHere bookmarks 

- Inserting matter contact information 

- Inserting information from DataForms 

ωMerging a precedent for multiple matters or parties 

ωPrecedent categories 

ωSystem settings for precedents 

Precedents: Road Map (2) 

LexisNexis Pacific 62 Switch to Affinity LexisNexis Pacific 62 Switch to Affinity 

 

1. Save the precedent in the appropriate folder on the network 

2. Case Management > Precedents 

3. wƛƎƘǘ ŎƭƛŎƪ ƻƴ ŀ ŎŀǘŜƎƻǊȅΣ ǎŜƭŜŎǘ ΨbŜǿ tǊŜŎŜŘŜƴǘΧΩ 

4. Use the         icon to locate the precedent 

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

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

7. Select appropriate WordLink / Mail Optimisation Options 

8. Click  

Registering precedents in Affinity 

PROCESS 
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LexisNexis Pacific 63 Switch to Affinity LexisNexis Pacific 63 Switch to Affinity 

Step 1 

Step 2 

Step 3 

Step 4 

Finished precedent 

ωThere are multiple steps involved 
when you run a precedent 

ωEach step takes time 

ωNot all precedents require all steps 

ωYour precedents will be faster if 
you skip unnecessary steps 

Optimisation Options 

X Disable 

X Disable 

X Disable 

LexisNexis Pacific 64 Switch to Affinity LexisNexis Pacific 64 Switch to Affinity 

ωaŜǊƎƛƴƎ όάǳǎƛƴƎέύ ǇǊŜŎŜŘŜƴǘǎ 

ωRegistering precedents in Affinity 

ωCreating precedents: Basic options 

- Using the WordLink Field Builder 

- Creating Address blocks 

- Inserting Date fields 

ωCreating precedents: Additional options 

- StartHere bookmarks 

- Inserting matter contact information 

- Inserting information from DataForms 

ωMerging a precedent for multiple matters or parties 

ωPrecedent categories 

ωSystem settings for precedents 

Precedents: Road Map (3) 
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LexisNexis Pacific 65 Switch to Affinity LexisNexis Pacific 65 Switch to Affinity 

Fields in Word 

LexisNexis Pacific 66 Switch to Affinity LexisNexis Pacific 66 Switch to Affinity 

How do we insert fields? 

«MA_MP(TYPE=Doctor,CMD=?,ID=D1,FIELD=<!%LONGNAME% of %ADDRESS%!>)» 
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LexisNexis Pacific 67 Switch to Affinity LexisNexis Pacific 67 Switch to Affinity 

Tables in Affinity 

Matter Information 

Matter Author Information 

Client Information 

Signed in User Information 

Matter Party Information 

LexisNexis Pacific 68 Switch to Affinity LexisNexis Pacific 68 Switch to Affinity 

Table Name Abbreviation Example Fields 

Firm FIRM_ COMPANY 

Matter MA_ FILEID, AUTHOR, PARTNER, LONGDESCR, SHORTDESCR 

Phonebook PB_ Names and address (e.g. MAILADDRESS, MAILSSP2) 

Matter Client MA_CLIENT_ Names and address 

Matter Party MA_MP() Agent Name, BillTo Contact Address 

Matter DataForm MA_DF() (DataForm dependent) 

Phonebook DataForm PB_DF() (DataForm dependent) 

User ID USERID_ NAME, SEARCH 

WordLink Field Builder: Selecting a Table 
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LexisNexis Pacific 69 Switch to Affinity LexisNexis Pacific 69 Switch to Affinity 

Place cursor in 
Word where 
you want the 

field 

Choose a table 
όάŦƛŜƭŘ 

ŎƻƭƭŜŎǘƛƻƴέύ 

Choose a field 

/ƭƛŎƪ ΨLƴǎŜǊǘ 
CƛŜƭŘΩ 

Creating precedents: WordLink Field Builder 

LexisNexis Pacific 70 Switch to Affinity LexisNexis Pacific 70 Switch to Affinity 

ωRecreate the precedent file on the 
left 

ωUse the WordLink Field Builder 

Testing it out 

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

(User ID Table) (Search Field) 

(Ignore the date for the moment) 
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LexisNexis Pacific 71 Switch to Affinity LexisNexis Pacific 71 Switch to Affinity 

Fields to Avoid 

NNAME ґ NAME 

LexisNexis Pacific 72 Switch to Affinity LexisNexis Pacific 72 Switch to Affinity 

ωaŜǊƎƛƴƎ όάǳǎƛƴƎέύ ǇǊŜŎŜŘŜƴǘǎ 

ωRegistering precedents in Affinity 

ωCreating precedents: Basic options 

- Using the WordLink Field Builder 

- Creating Address blocks 

- Inserting Date fields 

ωCreating precedents: Additional options 

- StartHere bookmarks 

- Inserting matter contact information 

- Inserting information from DataForms 

ωMerging a precedent for multiple matters or parties 

ωPrecedent categories 

ωSystem settings for precedents 

Precedents: Road Map (4) 
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LexisNexis Pacific 73 Switch to Affinity LexisNexis Pacific 73 Switch to Affinity 

Creating an Address Block 

Tower 2, 475-495 Victoria Ave 
Chatswood  NSW  2067 

Address Block 

Tower 2, 475-495 Victoria Ave 

MAILADDRESS 

Chatswood  NSW  2067 

MAILSSP2 
(Suburb, State, Postcode - 2 Spaces) 

LexisNexis Pacific 74 Switch to Affinity LexisNexis Pacific 74 Switch to Affinity 

Field Refers to 

MAILADDRESS WhichŜǾŜǊ ƻŦ ǘƘŜ ōŜƭƻǿ Ƙŀǎ ōŜŜƴ ǘƛŎƪŜŘ ŀǎ άaŀƛƭέ ŀŘŘǊŜǎǎ 

ADDRESS Street Address 

POSTALADDRESS Postal Address 

REGISTEREDADDRESS Registered Address 

DX DX 

Address Fields 
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LexisNexis Pacific 75 Switch to Affinity LexisNexis Pacific 75 Switch to Affinity 

Field Refers to Example 

ADDRESS All of the Address 
Box 

άbŜƳƻǾƛƭƭŜέ 
42 Wallaby Way 

SUBURB Suburb SYDNEY  

STATE State NSW  

POSTCODE Postcode 2000 

SSP Suburb State PC 
(1 space) 

SYDNEY NSW 2000 

SSP2 Suburb State PC 
(2 spaces) 

SYDNEY  NSW  2000 

Address Fields 

LexisNexis Pacific 76 Switch to Affinity LexisNexis Pacific 76 Switch to Affinity 

Street Field Postal Field Registered Field Mail Field 

ADDRESS POSTALADDRESS REGISTEREDADDRESS MAILADDRESS 

SUBURB POSTALSUBURB REGISTEREDSUBURB MAILSUBURB 

STATE POSTALSTATE REGISTEREDSTATE MAILSTATE 

POSTCODE POSTALPOSTCODE REGISTEREDPOSTCODE MAILPOSTCODE 

SSP POSTALSSP REGISTEREDSSP MAILSSP 

SSP2 POSTALSSP2 REGISTEREDSSP2 MAILSSP2 

Address Fields 

Recommended 
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LexisNexis Pacific 77 Switch to Affinity LexisNexis Pacific 77 Switch to Affinity 

ωaŜǊƎƛƴƎ όάǳǎƛƴƎέύ ǇǊŜŎŜŘŜƴǘǎ 

ωRegistering precedents in Affinity 

ωCreating precedents: Basic options 

- Using the WordLink Field Builder 

- Creating Address blocks 

- Inserting Date fields 

ωCreating precedents: Additional options 

- StartHere bookmarks 

- Inserting matter contact information 

- Inserting information from DataForms 

ωMerging a precedent for multiple matters or parties 

ωPrecedent categories 

ωSystem settings for precedents 

Precedents: Road Map (5) 

LexisNexis Pacific 78 Switch to Affinity LexisNexis Pacific 78 Switch to Affinity 

Inserting the Date (1) 

Alt + I, F 
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LexisNexis Pacific 79 Switch to Affinity LexisNexis Pacific 79 Switch to Affinity 

ωEdit the previous precedent to 
include the date 

Inserting the Date (2) 

LexisNexis Pacific 80 Switch to Affinity LexisNexis Pacific 80 Switch to Affinity 

ω To be provided as course progresses 

Mini Quiz 4 
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LexisNexis Pacific 81 Switch to Affinity LexisNexis Pacific 81 Switch to Affinity 

ωaŜǊƎƛƴƎ όάǳǎƛƴƎέύ ǇǊŜŎŜŘŜƴǘǎ 

ωRegistering precedents in Affinity 

ωCreating precedents: Basic options 

- Using the WordLink Field Builder 

- Creating Address blocks 

- Inserting Date fields 

ωCreating precedents: Additional options 

- StartHere bookmarks 

- Inserting matter contact information 

- Inserting information from DataForms 

ωMerging a precedent for multiple matters or parties 

ωPrecedent categories 

ωSystem settings for precedents 

Precedents: Road Map (6) 

LexisNexis Pacific 82 Switch to Affinity LexisNexis Pacific 82 Switch to Affinity 

ωBy default, the cursor will be 
placed at the start of the 
document 

ωStartHere bookmarks let you 
customise where the cursor lands, 
saving time for the end user. 

StartHere Bookmarks 

ά{ǘŀǊǘIŜǊŜέ ƛǎ ƻƴŜ ǿƻǊŘ 
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LexisNexis Pacific 83 Switch to Affinity LexisNexis Pacific 83 Switch to Affinity 

ωaŜǊƎƛƴƎ όάǳǎƛƴƎέύ ǇǊŜŎŜŘŜƴǘǎ 

ωRegistering precedents in Affinity 

ωCreating precedents: Basic options 

- Using the WordLink Field Builder 

- Creating Address blocks 

- Inserting Date fields 

ωCreating precedents: Additional options 

- StartHere bookmarks 

- Inserting matter contact information 

- Inserting information from DataForms 

ωMerging a precedent for multiple matters or parties 

ωPrecedent categories 

ωSystem settings for precedents 

Precedents: Road Map (7) 

LexisNexis Pacific 84 Switch to Affinity LexisNexis Pacific 84 Switch to Affinity 

Inserting Matter Contact Information 

Matter Party table 
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LexisNexis Pacific 85 Switch to Affinity LexisNexis Pacific 85 Switch to Affinity 

What is different about the Matter Party table? 

«MA_CLIENT_NAME» 

«MA_MP(ROLE=BUYER, FIELD=NAME)» 

«MA_FILEID» 

Client name, 
please? 

Matter 
number, 
please? 

Buyer name, 
please? 

Brittney Smith  

880135  

John Smith  

Sue Peterson  

? 

LexisNexis Pacific 86 Switch to Affinity LexisNexis Pacific 86 Switch to Affinity 

WordLink Field Builder: Matter Party Table 

What can we do when there are multiple parties? 

Filtering the list of 
matter parties by 

type and role 

ω(TYPE / ROLE) 

Processing 
multiple parties 

ωCommand 
(?, BUILDSTR, COUNT, FIRST, 

etc.) 

Remembering 
their choice if 
they make one 

ωSelect Group ID 

1 2 3 
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LexisNexis Pacific 87 Switch to Affinity LexisNexis Pacific 87 Switch to Affinity 

²ƻǊŘ[ƛƴƪ CƛŜƭŘ .ǳƛƭŘŜǊΥ Ψ¢ȅǇŜΩ ŀƴŘ ΨwƻƭŜΩ ƻǇǘƛƻƴǎ 

All matter parties 

John Smith 
Betty May 

Sue Peterson 

Filter by type 

Filter by role 

End up with only 
parties matching 

both criteria 

Start with all parties 

(Filtering the list of matter parties by type and role) 
1 

LexisNexis Pacific 88 Switch to Affinity LexisNexis Pacific 88 Switch to Affinity 

²ƻǊŘ[ƛƴƪ CƛŜƭŘ .ǳƛƭŘŜǊΥ Ψ/ƻƳƳŀƴŘΩ ƻǇǘƛƻƴǎ 

John Smith 
Betty May 

Sue Peterson 

? COUNT BUILDSTR 

The end user is prompted to 
select a party 

John Smith, Betty 
May and Sue 

Peterson 

All parties included 
as a list 

3 

The number of 
relevant parties is 

included 

(Processing multiple parties) 
2 
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LexisNexis Pacific 89 Switch to Affinity LexisNexis Pacific 89 Switch to Affinity 

ωTo be provided as course progresses 

Activity (P1) 

LexisNexis Pacific 90 Switch to Affinity LexisNexis Pacific 90 Switch to Affinity 

²ƻǊŘ[ƛƴƪ CƛŜƭŘ .ǳƛƭŘŜǊΥ Ψ{ŜƭŜŎǘ DǊƻǳǇ L5Ω 

John Smith 

ά.ǳȅŜǊмέ 

Mandy Wong 

ά{ŜƭƭŜǊмέ 

Sue Butler 

ά!ƎŜƴǘмέ 
Ψ{ŜƭŜŎǘ DǊƻǳǇ L5Ω ŀƭƭƻǿǎ ȅƻǳ ǘƻ 

allocate the selected Matter Party 
to a temporary name, so that you 
ŘƻƴΩǘ ƘŀǾŜ ǘƻ ǇǊƻƳǇǘ ǘƘŜ ŜƴŘ ǳǎŜǊ 

for it again 

(Remembering their choice) 
3 
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LexisNexis Pacific 91 Switch to Affinity LexisNexis Pacific 91 Switch to Affinity 

WordLink Field Builder: Select Group ID 

«MA_MP(CMD=?,ID=Party1, FIELD=NAME» 

«MA_MP(CMD=?,ID=Party1, FIELD=MAILADDRESS» 

«MA_MP(CMD=?,ID=Party1, FIELD=MAILSSP2» 

«MA_MP(CMD=?,ID=Party2, FIELD=NAME» 

«MA_MP(CMD=?,ID=Party2, FIELD=MAILADDRESS» 

«MA_MP(CMD=?,ID=Party2, FIELD=MAILSSP2» 

The end user gets prompted to select a matter party. 
¢Ƙƛǎ ǇŀǊǘȅ ƛǎ ǎǘƻǊŜŘ ŀǎ άtŀǊǘȅмέ 

!ƭƭ ƭŀǘŜǊ ŦƛŜƭŘǎ ƛƴǾƻƭǾƛƴƎ άtŀǊǘȅмέ 
automatically re-use the stored choice 

!ƭƭ ƭŀǘŜǊ ŦƛŜƭŘǎ ƛƴǾƻƭǾƛƴƎ άtŀǊǘȅнέ 
automatically re-use this stored choice 

άtŀǊǘȅнέ ƛǎ ŀ ƴŜǿ L5Σ ǎƻ ǘƘŜ ŜƴŘ ǳǎŜǊ ŀƎŀƛƴ ƎŜǘǎ ǇǊƻƳǇǘŜŘ 
ǘƻ ǎŜƭŜŎǘ ŀ ƳŀǘǘŜǊ ǇŀǊǘȅΦ ¢Ƙƛǎ ǇŀǊǘȅ ƛǎ ǎǘƻǊŜŘ ŀǎ άtŀǊǘȅнέ 

Χ 
Χ 
Χ 
Χ 

3 

LexisNexis Pacific 92 Switch to Affinity LexisNexis Pacific 92 Switch to Affinity 

ωTo be provided as course progresses 

Mini Quiz 5 
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LexisNexis Pacific 93 Switch to Affinity LexisNexis Pacific 93 Switch to Affinity 

ωTo be provided as course progresses 

Activity (P2) 

LexisNexis Pacific 94 Switch to Affinity LexisNexis Pacific 94 Switch to Affinity 

Command Usage Example Output 

Ψ/ƻƳƳŀƴŘΩ set 
ǘƻ Ψ.¦L[5{¢wΩ 

MA_MP(ROLE=PURCHASER,
BUILDSTR=NAME) 

John Smith, Betty May and Sue 
Peterson 
 

Ψ.ǳƛƭŘΧΩ ōǳǘǘƻƴ 
ƴŜȄǘ ǘƻ ΨCƛŜƭŘΩ 

MA_MP(ROLE=PURCHASER,
BUILDSTR=<!%NAME% of 
%MAILADDRESS%!>) 

John Smith of 12 Pine St, Betty May 
of 2A Raceview Rd and Sue Peterson 
of 354 Pacific Highway 

PREPARETABLE 
command 

Placed as a row beneath 
the row to replicate 

Name: John Smith 
Address: 12 Pine St 
Signature: ___________ 
 
<Replicated for each party> 

Further options for listing parties 
 

.ǳƛƭŘΧ 

PREPARETABLE 
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LexisNexis Pacific 95 Switch to Affinity LexisNexis Pacific 95 Switch to Affinity 

ωaŜǊƎƛƴƎ όάǳǎƛƴƎέύ ǇǊŜŎŜŘŜƴǘǎ 

ωRegistering precedents in Affinity 

ωCreating precedents: Basic options 

- Using the WordLink Field Builder 

- Creating Address blocks 

- Inserting Date fields 

ωCreating precedents: Additional options 

- StartHere bookmarks 

- Inserting matter contact information 

- Inserting information from DataForms 

ωMerging a precedent for multiple matters or parties 

ωPrecedent categories 

ωSystem settings for precedents 

Precedents: Road Map (8) 

LexisNexis Pacific 96 Switch to Affinity LexisNexis Pacific 96 Switch to Affinity 

Inserting DataForm field information 

{ŜƭŜŎǘ ǘƘŜ άaŀǘǘŜǊ 5ŀǘŀCƻǊƳέ 
ƻǊ άtƘƻƴŜōƻƻƪ 5ŀǘŀCƻǊƳέ 

table 

Select the relevant DataForm 

Choose a field 

/ƭƛŎƪ ΨLƴǎŜǊǘ CƛŜƭŘΩ 
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LexisNexis Pacific 97 Switch to Affinity LexisNexis Pacific 97 Switch to Affinity 

What about Matter Party DataForm fields? 

V 
USE THE 

Matter Party table 

U 5hbΩ¢ ¦{9 ¢I9 

Matter DataForm table 

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

LexisNexis Pacific 98 Switch to Affinity LexisNexis Pacific 98 Switch to Affinity 

ωTo be provided as course progresses 

Activity (P3) 
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LexisNexis Pacific 99 Switch to Affinity LexisNexis Pacific 99 Switch to Affinity 

ωaŜǊƎƛƴƎ όάǳǎƛƴƎέύ ǇǊŜŎŜŘŜƴǘǎ 

ωRegistering precedents in Affinity 

ωCreating precedents: Basic options 

- Using the WordLink Field Builder 

- Creating Address blocks 

- Inserting Date fields 

ωCreating precedents: Additional options 

- StartHere bookmarks 

- Inserting matter contact information 

- Inserting information from DataForms 

ωMerging a precedent for multiple matters or parties 

ωPrecedent categories 

ωSystem settings for precedents 

Precedents: Road Map (9) 

LexisNexis Pacific 100 Switch to Affinity LexisNexis Pacific 100 Switch to Affinity 

1. Open up the Phonebook Selection, 
Client Selection, or Matter Selection 
screen 

2. Filter the list 

3. /ƭƛŎƪ ƻƴ ǘƘŜ Ψ²ΩΣ 

4. {ŜƭŜŎǘ ΨtǊŜŎŜŘŜƴǘ aŜǊƎŜΧΩ 

5. Select a Precedent 

6. ¦ǇŘŀǘŜ Ψ5ƻŎǳƳŜƴǘ wŜŎƻǊŘΩ ǘŀō 

7. Click OK 

 

Merging precedents for multiple matters or contacts 

PROCESS 
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LexisNexis Pacific 101 Switch to Affinity LexisNexis Pacific 101 Switch to Affinity 

ωTo be provided as course progresses 

Activity (P4) 

LexisNexis Pacific 102 Switch to Affinity LexisNexis Pacific 102 Switch to Affinity 

ωaŜǊƎƛƴƎ όάǳǎƛƴƎέύ ǇǊŜŎŜŘŜƴǘǎ 

ωRegistering precedents in Affinity 

ωCreating precedents: Basic options 

- Using the WordLink Field Builder 

- Creating Address blocks 

- Inserting Date fields 

ωCreating precedents: Additional options 

- StartHere bookmarks 

- Inserting matter contact information 

- Inserting information from DataForms 

ωMerging a precedent for multiple matters or parties 

ωPrecedent categories 

ωSystem settings for precedents 

Precedents: Road Map (10) 
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LexisNexis Pacific 103 Switch to Affinity LexisNexis Pacific 103 Switch to Affinity 

Precedent categories 
make it easier to find the 
right precedent 

Precedent Categories 

LexisNexis Pacific 104 Switch to Affinity LexisNexis Pacific 104 Switch to Affinity 

Precedent Categories 
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LexisNexis Pacific 105 Switch to Affinity LexisNexis Pacific 105 Switch to Affinity 

Precedent Categories and Matter Types 

Database Ҧ Matter Types Ҧ Precedent Category Group 

You can control which 
precedent categories 

appear for a given matter 
type 

LexisNexis Pacific 106 Switch to Affinity LexisNexis Pacific 106 Switch to Affinity 

Global Precedents 

Global Precedents will display for all 
matters 
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LexisNexis Pacific 107 Switch to Affinity LexisNexis Pacific 107 Switch to Affinity 

ωaŜǊƎƛƴƎ όάǳǎƛƴƎέύ ǇǊŜŎŜŘŜƴǘǎ 

ωRegistering precedents in Affinity 

ωCreating precedents: Basic options 

- Using the WordLink Field Builder 

- Creating Address blocks 

- Inserting Date fields 

ωCreating precedents: Additional options 

- StartHere bookmarks 

- Inserting matter contact information 

- Inserting information from DataForms 

ωMerging a precedent for multiple matters or parties 

ωPrecedent categories 

ωSystem settings for precedents 

Precedents: Road Map (11) 

LexisNexis Pacific 108 Switch to Affinity LexisNexis Pacific 108 Switch to Affinity 

Precedent System Settings 

ά.ŀǎŜ CƻƭŘŜǊέ 



DataForms and Precedents 

55 

LexisNexis Pacific 109 Switch to Affinity LexisNexis Pacific 109 Switch to Affinity 

Base Folders 

ά{ƘƻǊǘŎǳǘ κ tƻƛƴǘŜǊ ǘƻ ŦƛƭŜ ƭƻŎŀǘƛƻƴέ 

%PRECEDENT%\Insolvency\Winding Up.doc X:\Affinity Precedents\ Insolvency\Winding Up.doc 

LexisNexis Pacific 110 Switch to Affinity LexisNexis Pacific 110 Switch to Affinity 

ω To be provided as course progresses 

Mini Quiz 6 
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LexisNexis Pacific 111 Switch to Affinity LexisNexis Pacific 111 Switch to Affinity 

Advanced Topics 

Advanced Field 
Functionality 

Next 

Formatting 
directives 

INSERTDOC 
command 

Ψ.ǳƛƭŘΧΩ ōǳǘǘƻƴ ƻƴ 
WordLink Field 

Builder 

PREPARETABLE 
command 

DataForms and 
Scripting 

Matter Party 
DataForms and 

Precedents 

LexisNexis Pacific 112 Switch to Affinity LexisNexis Pacific 112 Switch to Affinity 

Making Fields Always Shaded 

You can make fields highly visible by 
turning Field Shading always on 
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LexisNexis Pacific 113 Switch to Affinity LexisNexis Pacific 113 Switch to Affinity 

Advanced field manipulation 
 

Manually inserting fields Manually editing fields Reveal field codes 

 
 
 
 

Alt +  ̀

 
Right-ŎƭƛŎƪΣ 9Řƛǘ CƛŜƭŘΧ 

 
 
 
 
 

Alt + F9 
 

(useful for identifying 
hidden fields) 

LexisNexis Pacific 114 Switch to Affinity LexisNexis Pacific 114 Switch to Affinity 

ωThese DataForms appear when a Matter Party is selected on the Contacts 
tab of a matter 

ω/ŀƴ ōŜ ǳǎŜŘ ŦƻǊ ŜȄŀƳǇƭŜ ǘƻ ǎǘƻǊŜ 5ƻŎǘƻǊΩǎ ŀǇǇƻƛƴǘƳŜƴǘǎ ŦƻǊ ŀ 5ƻŎǘƻǊ 

Matter Party DataForms 


