Workbook

Lexis® Affinity Library Version 3.0

Essentials

Prepared for Release Documentation
September 2011

SOLUTIONS FOR KNOWLEDGE-DRIVEN PROFESSIONALS ?

" LexisNexis®

Client Development Research Solutions Practice Management [Itlhatl(lnger\fl(.l‘;‘s




Copyright Statement

©2010 Reed International Books Australia Pty Ltd trading as LexisNexis. LexisNexis and the
Knowledge Burst logo are registered trademarks of Reed Elsevier Properties Inc. and used
under license ABN 70 001 002 357. All rights reserved.

This document is commercial in confidence. It is provided for use within the law firm named in this document or the
LexisNexis order form. This document and the information in it is not to be copied or given to any person that is not
a permanent employee of the firm without LexisNexis’ written permission.

The title and copyright in LexisNexis software, documentation, manuals and methods vests in LexisNexis.
Reproduction in any form or by any means is not permitted (except as may be agreed in a System Specification
signed by LexisNexis and the client) nor shall it be sold, lent, hired out or made available in any way to other
persons. The user undertakes to prevent copying or use by third parties and the observance of the above.

All LexisNexis systems, software and services are supplied only under licence in accordance with the terms and
conditions set out in published LexisCare Service Arrangements. Copies are available on request.

LexisNexis Helpline LexisNexis InfoLine

Tel: 1800 999 906 Tel: 1800 772 772

Int Tel: +61 2 9422 8755 Fax: 029422 2405

Fax: 029422 2405 Email: customerrelations@lexisnexis.com.au

Email: LNHelpline@lexisnexis.com.au

LexisNexis Helpline New Zealand
SYDNEY Tel: 0800 222 338
Tower 2, 475-495 Victoria Avenue Email: affinity@lexisnexis.co.nz
Chatswood NSW 2067
Locked Bag 2222

Chatswood Delivery Centre
Chatswood NSW 2067
DX 29590 Chatswood NSW
Tel: 029422 2222

Fax: 029422 2444

MELBOURNE

Level 10, 461 Bourke Street
Melbourne VIC 3000

GPO Box 4503

Melbourne VIC 3001

Tel: 03 9602 6300

Fax: 039600 2125

BRISBANE

South Tower Level 3

527 Gregory Terrace
Fortitude Valley QLD 4006
Tel: 1800 772 772

Fax: 07 3335 0001

ADELAIDE

Suites 22 & 23

Level 30, Westpac House
91 King William Street
Adelaide SA 5000

Tel: 1800 772772

PERTH

Suite 25, Level 5, Ashton Chambers
189 St George's Terrace

Perth WA 6000

Tel: 08 6213 2100

Fax: 0862132130

AUCKLAND

Level 7, 57-59 Fort Street
Auckland 1140 New Zealand
PO Box 2399

Auckland 1140 New Zealand
Tel: +64 9 368 1700

Fax: +64 9 368 9500

WELLINGTON

181 Wakefield Street
Wellington 6140 New Zealand
PO Box 472

Wellington 6140 New Zealand
Tel:  +64 4 385 1479

Fax:  +64 4 385 1598

MALAYSIA

LexisNexis Malaysia Sdn Bhd
T1-6, Jaya 33

3 Jalan Semangat, Seksyen 13
46100 Petaling Jaya

Selangor Darul Ehsan
Malaysia

Tel:  +603 7882 3500

Fax:  +603 7882 3501

SINGAPORE
LexisNexis Asia

3 Killiney Rd #08-08
Winsland House 1
Singapore 239519

Tel: +65 6733 1380
Fax: +65 67331719




@ LexisNexis

Table of Contents

1. Lexis Affinity Library ESSENTIAIS ... ..cccooiii e 9
2. The Structure of Lexis Affinity Library........cccoooveiiiiiiiee, 11
3. Lexis Affinity Library DeSKIOP ..ccooeeeeeeeeeeeeeeeee 15
3.1 Signinto Lexis Affinity LIDrary ..........oooooiiiiiiie e 15

I |V VA o= N o 0 41 (=Y PSPPI 17

3.3 Create SNAPSNOLS.....uuiiiiiiii e e e e e e e a e aaa s 18

3.4  Deleting Shortcuts from My FavOUIItES .........ccoiiiiiiiiiiiii e 19

3.5 Automatically run Functions after Sign-In ... 19

3.6 Lock and Unlock Lexis Affinity LiDrary ... 20

3.7  Lexis Affinity LiDrary HeIP ..ot 21

3.8  Accessing Release Documentation............c.ueiiiiiiiiiiiiiii e 22

3.9 Accessing Recently Used RECOIS .......ccoouiiiiiiiiiiiiiiie e 22

S o Yo ] | o 1= 23
T O 101 o 1@ Yo [ S 25
51  Create @ QUICKCOUE ......ooo ittt e et e e e st e e e stee e e e enaeeeesnreeaens 25

5.2 Print QUICKCOES. ........ueiiiiieiiiee ettt ettt e et e e ettt e e e sttt e e e aente e e e santeeeeeanteeeesanteaeens 26
5.2.1 USING QUICKCOAES ......ooiiiiiiiieiiee ettt et 26

6. PRONEBOOK ... 27
6.1 Searching for PhoneBooK entries..........coooiiiiiiiiiii e 27
6.1.1 [ 10T a1 =T To Gl |5 29

0 = (o 1= =T o G I=T o1 S 30
6.2.1 “AAAreSSES” 1D ... .eiiiiie e 30

6.2.2 “Personal” / “Document Details” tab ...........ccccevviiiiiiiiiiee e, 30

6.2.3 “Data@” taD ... 31

6.2.4 “NOES” 18D ... 31

6.2.5 “Precedents” tab... ..o 31

6.2.6 “DoCUMENTS” 1AD......ceiiiie e 32

6.2.7 D= oY = o SRR 32

6.2.8 “Relationships” 1ab ....oooeeiiiiiee e 32

6.2.9 B C 1010 o LS - o SR 33

6.2.10  “Associated Staff’ tab........ ..o 33

6.2.11  “Miscellaneous” tab ...... ... 33

© 2010 Reed International Books Australia Pty Ltd trading as LexisNexis Page 1



@' LexisNexis Essentials Workbook

6.2.12  “Debt CONrol” taD .....ccoieiiiiei e 34
6.2.13  “BanK’ A0 . e 34
6.2.14  “Linked ReCOrdS” tab .......cccuiiiiiiiiiiiieie e 34
6.2.15  “ID/REGNHS" 1AD .oeiiiiiiiie e 35
6.2.16  “Safe CuStOdY” 1A ....coiiiiiieee e 35

6.3 PhoneBook Menu & TOOIDAT ........ccicuiiiiiiiiii e 36
6.3.1 Functions on Menu TooIbar ..o 36

6.3.2 PhoneBook Editing TOOIDAI .........cooiiiiiiiiie e 37

T ] (] o PSPPSRI 38
6.4.1 Printing one PhoneBook ENtry ............eiiiiiiiiiiii e 38

6.4.2 Printing all PhoneBook entries .............ooiiiiiiiiiii e 38

6.4.3 PN TOOIDAI ... 39

6.4.4 PhoneBook Selection Screen Toolbar ... 40

6.5  PhONEBOOK Filter ... ..ot 41
6.6  Sorting PhoneBOOK ENMIES ........oiiiiiiiiieiiiiie ettt e et e e e sneee e e e enraeeeens 46
6.7 Merging to a Word Document in Precedents. ... 47
6.8  PhONEBOOK Filter ....ccoeiiiiiii ettt 49
6.9 Create a Business PhoneBooK €Ntry............ooiiiiiiiiiiiic it 51
6.9.1 Attaching PhoneBook entries 10 Groups ...........coeiiiiieiiiiiie e 56

6.10 Registering a Business Contact for a Client.............ccccoiiiiii e 57
6.10.1  Creating Diary entry within PhoneBooK ............ccoociiiiiie 62

6.11 Individual PhoneBoOoK €NtriEs ........oocuiiiiiiiiiii e 64
6.12 PhoneBook Creation FIields . ... ... 66
T ClIBINTS ittt 69
% B B =] o =)V 1 1= o | SRR PSP 69
A O 11T o | S 1= o TSP PROTPRRN 70
7.2.1 “BalanCes” tab .......eeiiiiiii s 70

7.2.2 EMALLEIS” 1AD .. e 71

7.2.3 CAICHIVEA” AD ... 71

7.24 “AAAIrESS” tAD ... e 71

7.2.5 Precedents” taD ... 71

7.2.6 “DOCUMENTS” 1AD ...ttt s 71

7.2.7 “NOTES” 18D ... 71

7.2.8 “Safe CuSTOAY” 18D ..o s 72

7.29 “Debt CONErOI” taD ... 72
7.210  ID/REG N HS TAD.....eeiiiiiiii e 73
7.211  “Trust LOANS” 1A .ecieiieiiiiciii et 73

7.3 Client MenU & TOOIDAI.........ooiiiiiei ettt e e e e e ebeeeeenee 74
Page 2 © 2010 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis® Affinity Library @ LexisNexis

7.3.1 Functions on Menu TOOIDAr .........cooiiiiiiiii e 74

7.3.2 (011 1=T o | G I oTo] [ o= PRSP SPRP 75

A 4 1 (] o [ USRI 76
7.41 Printing details of one Client............ccuiiii i 76

7.4.2 Printing all Client reCOrdS ........ccuuiiiiiiee e 76

AR T O 1 =T o | O (=T O O O T PSR P P PU PR OTROPRRPPPN 77
7.6 Create NEeW CHENt ...ttt nree e 79
7.6.1 PhONEBOOK GrOUPS.....cooiiuiiiiiiitiiee ettt e et e e e eeeeanes 82

7.7  Client Creation FIeldS ... e e e 83
7.7.1 Client Groups / Master Client GroUPS ........coocuueiiiiiieeeiiee e 85

7.8  Alternate Method of creating ClENts ............cooiiiiiiiii e 86
8. IMALEIS ..t 87
8.1 Create NEeW Mater ........oo e 87
8.1.1 AddingaTeam to a Matter ..........cooiiiiiiiii e 92

8.2  Diary Entry for @ Matter ........cooo e 95
L TR S Y [o 1 o [o [ @7 o] 1 7= 1o < TP 96
S A Oo o)V Y/ F= 11 (=T SRRSO 97
8.5  ASSOCIAtING MALErS ......coiiiiiiiii s 101
8.6  Altering the Debtor ContaCt...........cooiiiiiiii e 103
8.7  DISPlay MatEr.... ...t a e e e 108
8.8 MAtter FIlS ... e 109
8.9 MAALEr TADS ..ot 110
8.9.1 “BalanCes” 1A .....coouiiiiiiie s 110

8.9.2 “CONEACES” 1AD.....ee i s 114

8.9.3 “Data” 1D .. e 115

8.94 “emPower” tab (0ptional) ..........oooiiiiiii 115

8.9.5 =11 - o S 115

8.9.6 “RECEIPES” 1D ..o 115

8.9.7 “Write Offs and Transfers” tab ... 115

8.9.8 BT = o] 4TS = o J S 115

8.9.9 B =T VA €= o 115
8.9.10  “Precedents” fab........cooiiiiiii e 116
8.9.11  “DoCUMENES” 18D....c i e 116
8.9.12  MTEAM” 8D .. e 116
8.9.13  “TASKS” 18D ...t 116
8.9.14  “HiStOry” 1A .ccci i 116
8.9.15  “INVeStMENTS” 1A .....eoiiiiieie e 116
8.9.16  “Debt CONrOl” taD........ccueiiiiee et 116

© 2010 Reed International Books Australia Pty Ltd trading as LexisNexis Page 3



@' LexisNexis Essentials Workbook

8.9.17  “Debtors Letters” tab ... 116
8.9.18  “Trust Letters” tab ..o 117
8.9.19  “Safe CUuSIOAY” 1AL ...ccoiiiiiii e 117
8.9.20 “Unpresented Cheques” tab..........ccooociiiiiiiiii i 117
8.9.21  "ReSearCh” fab.......ccoi i 117

8.10 Matter MenU & TOOIDAN .......ccoiiiiiiieitee e 118
8.10.1  Functions on Edit / Display Menu Toolbar ...........ccccceeeiiiiciiiieieeee e, 118

20 B o 11 1] T SRR 121
8.11.1  Printing a Matter label .............ooi i 121
8.11.2  Printing Details of one Matter..........cooo i 121
8.11.3  Printing all Matters...........ooiiiii e 122
8.11.4  Functions on Matter Selection Screen Menu ...........ccoocciiiiiiiiinie e 123
8.11.5  Matter Selection Screen TOOIDAr..........cueiiiiiiiiii e 123

8.12  MAttEr FIlEr. ..t 124
8.13  Lexis AffiNity EXPIOTEI ........eoiiiiiiiie ettt s e e e e e e e annee e e annnee s 128
8.14 ComPIete @ MALET ......ooeiiieee e e e e a e 131
8.15 Re open a Completed Mater .........cccuuiiiiiiie e 136
8.16  ArChiVe MaHEITS ... 137
8.16.1  Archive a Single Matter...........ooo i 137
8.16.2  Unarchive a Single Matter...........ocoiiiiiiii e 139
8.16.3  Archive BatCh ......o..eiiii 140
8.16.4  Display Archived Matter ..........coooiiiiiiii e 141
8.16.5  Attaching BOX NUMDEIS..........oiiiiiiiii e 142
8.16.6  Mailouts for Archived Matters............oooiiiiiii e 142

8.17 Archived Matters Menu and TOOIDAr .............oocuiiiiiiiii e 143
8.17.1  Functions on Archived Matters Menu.............ccccooiiiiiiiii e 143
8.17.2  Archived Matters TOOIDAr ..........coociiiiiiie e 144
8.17.3  Archived Matter FIlter ..o 145

S T B 1= | PP 149
9.1 DAY BEVENES .. 149
9.2 DiIary JUFISAICHONS. ......eiiiiiiiiii ettt e e s e e s aneeean 150
S TR T I = oV o T o] £SO STR 150
ST I - USSR 151
9.4.1 BT L= TV = 1o TSR 151

9.4.2 Altering the Display of the Daily Diary..........cccoccoiieiiieei i 152

9.4.3 Clash WarNiNGS ......cooeiiiiiieeee ettt e e e e e e e e e e e e e sarraaeeaaeeeeenanes 155

9.4.4 Create a Diary ENtry ... 156

9.5 Converting a Diary Entryto @a Fee Entry ... 159
Page 4 © 2010 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis® Affinity Library @ LexisNexis

9.5.1 MEEEINGS . ..ttt ettt e e e ee e 160

9.5.2 Recurring Diary ENtresS ......ooo i 162

9.5.3 Phone MESSAQES ... ...ttt e e e e e e e 165

9.8 TASKS ..t 166
.7 DAY VIBWS...coiiiii ittt ettt e ettt e e e e e e e et e e e e e e e e e e eaa b b e e eeaaeessnnsaaeeeeeaeeeannrenaeaeeas 167
9.71 WOTK WEEK ...t 167

9.7.2 WEEKIY ..ttt e e e e e e e e e e e e s et e e e e e e e e raaeees 168

9.7.3 1Y T 1 o USRS 168

9.74 CUSTIOM VIBW ..t e e 169

9.7.5 TiME LINE VIBW..cciiiiie ettt et e e sbeeeeeeae 170

9.7.6 0T USSR 171

LS I T 11 1SR 172
9.8.1 “Diary FIiEr” 1ab .......o e 172

9.8.2 “Diary Group” taD .....ccciciiiee i 175

9.8.3 “Diary ColumnS” 18D ... s 175

9.8.4 “CaleNdAr” A ....ccoeiiieiie s 177

9.8.5 “Task Filter’ tab ........ooiii e 178

9.8.6 “Task ColUMNS” tAD........coiiiiiiie e 179

9.8.7 B CE] 1] = | o SRR 179

9.9  Diary Groups and Filters .........oocuuiiiiiiii e 180
9.9.1 DI E= 1Y €1 1U o SR TSR 180

9.9.2 View Diary Entries for a Diary Group ........cccooueeeiiiiiiee e 183

9.9.3 DHArY FIEIS ..ot 184

1S IO B = 1V =T o] o - T TSP OPTRPP 186
9.10.1  Combined Diary & Task REPOIt.......cccoiiiiiiiiiiiie e 186
9.10.2 Combined Diary & task (based on current filter settings) ........cc.ccccoceveivinennne 189
9.10.3 LISt VIBW ..ttt nee e 189
9.10.4  EVENE REPOI ..o 190

1S Tt I B I = 1V o To | o Y- SRR 191
0.11.1  RESOUICES .....eeiiitieeitee ettt ettt e n e st bt e e ane e nans 192

10. EMPOWET PreCeABNTS ..o 193
10.1 Attaching a Precedent Module to @ Matter............oooiiiiiiiiiiiii e 193
10.2 Changing the Precedent Module attached to a Matter............cccooccveiiiiii e 194
10.3 ENtering Data...ccooo oo a e e 195
10.4 View Precedents and Generate DOCUMENES ..........cocviiiiiiiiiiiiii e 199
10.4.1  View @ PreCedent........coouiiiiiiiiiiiie et 199

10.5 Generating DOCUMENLES ......cocoiiiiiiieieee et e e e e e e e e e e e e e e e e e e eannrees 200
10.6 Merging @ POWET PACK ......couuiiiiiiiiieie ettt et 201

© 2010 Reed International Books Australia Pty Ltd trading as LexisNexis Page 5



@' LexisNexis Essentials Workbook

10.7 Merging Several DOCUMENES .........oiiiiiiiiiiiiiie e 203
10.8 Multi eMPOWEr DOCUMENTS......couiiiiiiiiiiie ettt e 204

10.9 Merging @ Security DOCUMENT .........coiuiiiiiiiiiie et e e ee e e e snee e e e nnees 205
10.10 MEIGE OPLIONS ....eeeiieiiiiie ettt sttt e et e e sttt e e e e st e e e aansaeeeeansaeeeeansteeeeanteeeeennseeannneeas 206
OI8O T TSP PU PP PPOPRN 208

11, DAtaFOrMS . coeeii e 209
11,1 Matter Dat@F OrMIS ...t e e e 209

11.2 Entering Details into @ DataForm ..o 211
11.3  Multi-Instance DataFOrmS. .........c.eeiiiiiii e 215
11.3.1 Remove a DataForm INStanCe ...........ccoooiiiiiiiiii e 218

11.4  Additional INfOrMatioN ..........coouiiiiiii e 219

12. LeXis Affinity PreCedentS. ... oo 221
12.1 Displaying Precedents on a Matter............ocuuiiiiiiiiiiii e 221
12.2 Generating a Document for @ Matter.............ooo i 222
12.3 Generating Documents for Multiple RECOrds ... 223
12.3.1  PhoneBooK Mail Merge ...........uuuiiiiiiiiiieeee e 223

13. SOftdOCS PreCeUENTS .....uiiiiiiieeiii e 229
13.1  Matter Creation and Data Entry ... 229
13.2 Generating DOCUMENTS .........uiiiiiiiie e e 232
13.3 Including HotDocs Data in Conflict Checking ...........oocueiiiiiiiiiii e 240

14. Document ManagemMeENnT ..........oiiiuiiiii e 245
14.1  Lexis Document Toolbar in WOrd ...........cooiiiiiiiiii e 245
14.2  SAVING DOCUMENTS.......eeiiiiiiiiie ettt et e e s ebbe e e s e nbe e e s e nbee e e e neas 246
L TS T NV 5 S 249
14.4 Display / Open DOCUMENTS ........uuiiiiiiiiie ettt st e e e 249
14.5 The Document Management WINAOW ...........oooiiiiiiiiiiiiie e 251
14.6  Tabs @Nd TOOIDAN. ... i e 252
147 COIUMN LAYOUL......oiiiiiiiie ittt e st e e e e e e e eaneeas 253
14.7.1  ColumMN HEAAINGS ....eoiiiiiiiie ettt e et e e e s entee e e e sntee e e e snnaeeeeanes 253

14.7.2  Modifying the Column Layout............oooiiiiiiiiiiiiiie e 254

14.8 Add, Modify and Delete ENTFES .......cc..uiiiiiiiiiieiie et 258
14,9 FIEIS oottt 264
14.10 Saving Emails from OULIOOK .........coiiiiiiiiiiiiiiie e 268
14.11 Saving Emails and AttaChmeNnts...........ccuviiiiiiii e 269
14.12 Saving EMails RECEIVEQ .......ccooiiiiiiiie e e 275
14.12.1  Saving MUltiple MESSAQgES ........cooiiiiiiiiiiiiei e 276

Page 6 © 2010 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis® Affinity Library @ LexisNexis

14.12.2 Working Offline in OUHOOK ..........ooeiiiiiiiiiiiii e 276
14.12.3 Saved EMail Files .......cooiiiiiiii e 276
14.12.4 Deleting Emails in OUHIOOK...........cooiiiiiiiiiiiiiiie e 277
14.12.5 Duplicate EMailS .......ccoooeiiiiiiiii 277

14.13 Displaying the "Saved" Column in OQULIOOK ...........coooeuiiiiiiie e 277
14.14 Displaying Emails in Lexis Affinity LiDrary ..........cccoooooiiiiiic e 280
14.15 Displaying Messages USING FIlterS ........ccoouiiiiiiie et 281
14.16 Automatic Email Profiling ... 282
14.16.1 The Lexis Email Toolbar — New MeSSages .........cccovueiieiiiiiiiiiiiiiee e 282
14.16.2 Associating a New Email Message with a Matter.............ccccoooiiiiiiiiins 283
14.16.3 Associating a New Message with a Phonebook Record ............cccooveeiiiiiennns 284
14.16.4 Automatically Saving Received Emails............ccocceiiiiiiiiiii e 285

14.17 Attaching Documents 10 EMAIIS .........ocueiiiiiiiiiii e 287
14.18 Print Documents in MIiCrosoft WOrd............coociiiiiiiiiii e 288
T - TG TSP P PP PPPPPP 291
15.1 Task List in the Matter WINAOW .........cooiiiiiii e 292
15101 TaSK ACHIONS. ... 293

15.2 Attaching a Workflow or ProCedure.............c.ooiiiiiiiiiiiiii e 307
15.2.1 Displaying Tasks by WOrkflow Group ...........cooueeiiiiiiiiiiiiiieee e 309

15.3 Customising Column DiSPIAY .........coeiiuuiiiiiiiiiee e snee e e e nnrae e e e 310
15.3.1  Column HEAINGS .. .eeiiiiiiiiie ettt et e e et e e e sntaee e s sraeeaeans 311
15.3.2  SOrtiNg COUMINS.......uiiiiiiiiiie ettt e e et e e st e e e snba e e e e sbeeeeeenseeeaeans 312

LS T 11 (T T TP P PP TPP PR 313
15.4.1  FIer EQUAI TO oo oottt e e e e e e e e e e e e e anraaee s 314
15.4.2  FIEr DY Datl..cocii i e e e 314
15.4.3 Clearing and Restoring the Filter Settings ..o 315
15.4.4  Saved Filter SetiNgS.......cuueiiiiiiie e 315
15.4.5 Changing a Saved Filter ... 317
15.4.6 Deleting @ Saved Filter.........ooo i 317
15.4.7  “OPtONS” TAD ...eeieieeieeeie ettt e et eseeeeneeeneeeneeeneens 318

15.5 Viewing Tasks frOmM DIary........coo e 320
15.5.1  COlUMN LAYOUL ....cooiiiiiiiiiiiee ettt e e s e e e e e e anneeeean 321
15.5.2  Filtering Tasks in the Daily VIEW ..........ooo e 322

(ST - 11 IR USSR 324
15.6.1  Filter on Task LiSt........cociiiiiiiiiii e 325

15.7  CUSIOM TASKS.....eeiiiitiiiie ettt eb et e bt et 326
LRI 0 B T o 1 D= 1 Y PR 326

15.8 TasSK REMINUEIS ....coiiiiiiie it e b e st e e e nb e e ennes 327

© 2010 Reed International Books Australia Pty Ltd trading as LexisNexis Page 7



@' LexisNexis Essentials Workbook

15.8.1  Checking for Task Reminders Manually ...........ccccocueeiiiiiiiiiiiiiieieee e 328

15.8.2  Options for Task REMINAEIS ........coooiiiiiiiiiiie e 328

16. LexisNexis ReSearch ServiCes .......cccooiiiiii 329
16.1 Launch Research from Matters ..o 329
16.2 FEe ShEE ENMES ....ceeieiiieeee et e e e e e e e nnee s 332
16.2.1  Setting up Options for Fee Sheet ... 332

16.3 Save ReSEArCh LINKS.....ooo oottt e e e e e e e e e e e e e nnenee s 335
16.4 Display all RESEarch LINKS ..........eiiiiiiiiiiii e 337

17. On-line Searches Via ESPreON .......uuiiiii i 339
17.1 Searches via the B2B Gate@Way .............ciiiiiiiiiiiiii e 339
17.2  Search Order TOOIDA.........oi et e e e e e e e r e e e e e e e snnreeeeeas 346

17.3  SEArCH StAtUS ..ot e e e e e e e e e e e e e e s s ate e e e e e e e e aaneeeees 347
17.4 Disbursement RECOVEry STatUS .........c.uuiiiiiiiiiiiii e 348
LA ST O {1 T o (o o TS 349

17.6 ESPreon WED SIte.... ... e e e e e e e eas 350
17.6.1  Saving Search Results from the Espreon Web Site .........ccccocvvveeviciieeiiiiennens 352

Page 8 © 2010 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis® Affinity Library @ LexisNexis

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  Using filters
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Notes
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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.

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.
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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. However you can 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.

Page 12
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PHONEBOOK
y
CLIENTS EMPLOYEES CREDITORS
\4 y
Safe
Custody
A
\ 4
Matters
A4 \ 4
R Diary
\ 4
> Word
Processing
Documents
\ 4 \ 4

Transactions — *| General Ledger |*—| Transactions

REPORTS

Affinity Access Excel Crystal
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Notes:

Page 14 © 2010 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis® Affinity Library @ LexisNexis

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
doubile 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 that are available to a User are determined by the Lexis Affinity Library
Administrator.

3.1 Sign into Lexis Affinity Library

W 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. This is so that 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

200 - -
@ LexisNexis®

UserIDn|ysr Password

Database  |Lewisham Reid v
Wersion Z.7.0
Buld 0 I o O H X Cancel l

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

Press <ENTER>
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The Lexis Affinity Library Desktop appears.

9 Loxis affinity Library LEE
Fle Utiities Heln 4— Menu Toolbar
iz y 22 ) — -
@& U . #. . @ @ < Aoolicati
- == e - Application Toolbar | ;
My Favourites | PhoneBook Clierits Matters Safe Custady  Research pp XisNexis®
¢ 4L 5 5 @ 3
e w g h__¢ N M4
Transactions Case Fees & Financial Database System GIObal Nav‘aaflon T00|bar‘
Management  Biling  Maintenance Settings
My Favourites = s B [ E @ Helpline 1800 999 906 (Aus)
= T = e ‘0 © Mon-Fri: Bam-Gpm AEST  +61 2 9422 8755 (Int)
Cheques | Creditors  Matter  Receipts  Sundry  Wrike OFf Unbiled  Write Offs —
Jownals Lst  Fees, Disbursements elpline@lexdsnexis. com. su
& Sundries ‘ T
b= iat T
Reports  Bark Help Details
Reconcliation

My Favourites

Y5 hged Balances
15 Trust Trisl Balance
040705 Black Day Publishing Pty Ltd General advi...

] Blackwel Sclentfic Publications S naps hots pane

Lewisham Reid Training
Files

Vuette SRogers  Lewisham Reid Lexis Affinity Library 2.4.0 licensed to Lewisham Reid

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 the LexisCare Home Page, emPower Precedent Update
Site, Release Documentation, User References, Workbooks, 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.

Application Toolbar
This is common to all users and gives access to PhoneBook, Clients &
Matters, 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.

Page 16
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3.2 My Favourites

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

W HANDS ON

In this exercise you will add three functions to My Favourites.
1.  Open Transactions | Cheques | Cheque Requisitions
2. 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

The selected icons will now be in My Favourites.

4. Open My Favourites

Open applications from My Favourites

W HANDS ON

In this exercise you will open each application. Note that 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

w 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

V2

Create Snapshots

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

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. ii|
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 | Exitor <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

Page 18
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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. Sign into 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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3.6

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:

- =1

Unlock Lexis Affinity Library

Affiniky has been locked.,
Enter your Password to unlock,
nlock;

User Marme  |¥SE
Password ||

Exit | ¢ Unlock

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

Page 20
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3.7 Lexis Affinity Library Help

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

LexisCare Home Page
Launches the LexisCare home page

emPower Precedent Update Site

Release Documentation — This Build
Opens a pdf version of the Enhancement Notice for this build of software.
(The Build Number is displayed in About.)

Release Documentation — Previous Builds
Opens a folder that lists the pdf versions of the Enhancement Notice for
previous releases.

User Reference — Advanced Scripting / DataForms & Precedents /
Workflow

Opens a pdf version of the User Reference manuals for each of these
options.

User References — End of Financial Year / Investments / Safe
Custody

Opens a pdf version of the User Reference manuals for each of these
options.

Workbook — Essentials / Operations / Administrator
Opens a pdf version of the Workbooks used for training on the Lewisham
Reid training files.

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.

Lexis Affinity Library

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

- Oracle Server version: 9.2.0.7.0

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

a division of Reed Elsevier Inc.
all Rights Reserved
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3.8 Accessing Release Documentation

NOTE: To be able to view the PDF documents, users will need to have a PDF
viewer installed on their workstation. If there is not one already installed on
the workstation, it is possible to download Adobe Reader free of charge from
the Adobe website, at the following web address:

http://www.adobe.com/au/

W HANDS ON

1. Click on Help on the Applications Toolbar
2. Select Release Documentation — This Build
The PDF document will open.
You can scroll through the document or search for text.

3. Close the document

3.9 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.

W 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
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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.

(3 New Creates a new entry, such as a new PhoneBook Group.
This icon changes from Application to Application.

Reverse
Allows you to reverse the selected entry.

Delete Deletes the entry currently displayed.

il 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.

Find Displays a list of names from which a particular record can be selected.

B  sSpapshot
Creates a Snapshot for a particular Client, Matter Report etc on the
Desktop.

? Help Displays the On Line Help.
> Next Go to the next record in the current sequence.

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

4 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.

0

Refresh Immediately refreshes the data on the screen.

Clear Clears the filter and refreshes the screen.
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Notes:
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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 [ to create anew code

The screen is displayed below:

w QuickCodes g@

File Search Help

X 4 rHNE 7
Code ﬂ

Expands To |

Remember: 7 to list all QuickiCodes

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

4. Expands To Settlement Money

5. Clickon ¥ 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

V2

521

Print QuickCodes

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

HANDS ON

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

A sample list of QuickCodes is shown below:

Printed 17/03/2009 8:44:05 AM Lewisham Reid
CuickCodes

Code Description

A Attendance an telephane regarding

ACD Affidavit of Debt

BC Briefing Counsel

Ch Court appearance

cD On account of costs & disbursements

FF Filing fee

IF Interpreters fee

LM lunch meeting

LT Land Titles Office

MR M edical report

GSsR Cffice of State Revenue

FA personal attendance

POA Payment of account

SF search fee

S Settlernent Maney

TA Telephone attendance re Matter

T Telephone call - incaming

TQ Telephane call - outgoing

WWRT with respect to

YPF your purchase from

2. Close the Print Preview

3. Close QuickCodes

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 \?.

Page 26
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0. 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 ﬂl on the PhoneBook toolbar

» Database on the Global Navigation toolbar (if enabled)

6.1 Searching for PhoneBook entries

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

W 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.

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.
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2. Select the “Filters” tab

The Filter screen displays as shown below:

¥ PhoneBook Selection

o)

& S0 9 B &9

PhoneBocks | Filkers

Select
where criteria

(& Contains () starts with
Search Key

Full Name

Contack

Address 156

SuburbjLocalicy

State

Counkry

D Location

Maote

Address Type ta display

() Strest () Postal (&) Registered () Mailing
Relationship

|ae
Select Equal To
Code Type w
Stake Postcode
coll, Flan | v/

Include

Active PhoneBook

Ackive or Permanent Client
Mon-Active Client {no matters)
Mon-Permanent Client
[Jnactive PhoneBook

@ Clear Al

Cox

Include Groups | Exclude Groups || Assaciated With

gj Refresh List

Accauntant Tax Seminar
Agent Waluer
Associated Parky Water Authoricy
Assodiation Member
| Auctioneer
Eank.
|| Barrister
Bady Corporate
Ewilding & Conskruction
Christmas Card
Client:
Council
| Court:
Creditor
] Delegate
Do Mok Mail
Dockor
Finance Company
Government Department
Insurance Agency
| International
Investigakar
[ Media
Mortgages
National
Hewslether
Other Party
Our Staff
| Partner acting
Pharmaceutical
| Seminar
small Business
Solicitar
Solicitar Firm
Salicitar acting
Suppliers

Select entries which appear in
(@ all Categories () Any Categary

1 Record Filter = Address containing 156. Act Phks. Act&Perm@Inact&hon-Perm Cles. 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>

. Double click it

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

o <ALT+O0O>
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The screen displays details of the selected entry. The information displayed includes

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

W PhoneBook: Blackwell Scientific Publi

tions E] @
File Search Help

PIX 4 d S A E=F € ?

Search Mame |Blackwell Scientific Publications Code |BSPO01 jin] 16 MainfWork Phone |07 3590 9376
Correspondence Mame  |Blackwell Scientific Publications AGCN. 132 345212 Facsimile |07 3590 9767

ABN. 56132 345 212 Moble
Matt
E?ﬁtif; v|  AlEntties e

Full Trading Name  Blackwell Scientific Publications

DirectOther

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

6.2.2

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

W Jurp |

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

Address 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
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.

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

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

“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
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6.2.3

6.2.4

6.2.5

“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

“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
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6.2.6 “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.

6.2.7  “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.

6.2.8  “Relationships” tab

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

” o«

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.

?“% 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
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6.29  “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.

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. 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.
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6.2.12

6.2.13

6.2.14

“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 ltemised 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.

“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.

“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.
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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.
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6.3

6.3.1

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.

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.

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

i

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

o Apply  This icon 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.

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

?

L - | Help Not yet implemented.
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6.4

6.4.1

6.4.2

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 =

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 &= to activate the tabs on the left hand side of the screen

5. Clickon H

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

7. Close the Print Display
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6.4.3 Print Toolbar

o

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

k

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.

frn
-

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

%

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.

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.

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.
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6.4.4

PhoneBook Selection Screen Toolbar

0

New Creates a new PhoneBook entry.

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

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.

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

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.

W HANDS ON

1.  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

EX]

BN o2 9 =2 5|7

PhoneBooks | Filkers

Select
where critetia (&) Contains () Starts with

Search Key

Full Mame

Cankack

Address 156
SuburbjLocality

State

Country

D Location

Mote

Address Type to display

() Street () Postal (@) Registered () Mailing [@]or

Relationship

Select Equal To

Code Type £
State Postcode

Call, Plan [oe]
Include

Active PhoneBook

Active or Permanent Client
Mon-Active Client (no matkers)
Non-Permanent Chient

[l 1inactive PhoneBook @ Clear all

Include Groups | Exclude Groups | Assaciated With

Select entries which appear in

2] = "
@ all Categories () Ay Category 5 Refresh List

1 Accountant Tax Seminar

Agent Yaluer
Associated Party Water Autharity
Assodation Member

Auctioneer

Bank.

| Barrister

Body Corporate
Building & Construction
Christrnas Card

Clignk

Caouncil

Courk

| Creditar
| Delegate

Do Mok Mail

Doctor

Finance Company
Government Departrment
Insurance Agency
International

| Investigataor
| Media

Mortgagee
National
Newsletber
Other Party
Qur Staff
Parkner acking

| Pharmacedtical
| Seminar

Small Business
Solicitor
Solicitor Firm
Salicitar acting

Suppliers

1 Record Filter = Address containing 156. Ack Pbks, Act&PermaInact@Mon-Perm Cles, Displaving Registered Address,

© 2010 Reed International Books Australia Pty Ltd trading as LexisNexis Page 41



@' LexisNexis Essentials Workbook

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.

2.

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.

2.

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.

2.

Select the “Filters” tab

Click on [Clear All]

Relationship  Select “is a subsidiary company of” from the drop down list
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.

2.

Select the “Filters” tab

Relationship  Click on the down arrow in the second field

Only those PhoneBook entries which have subsidiary companies are displayed.
Select NAB

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.

2.

Select the “Filters” tab
Click on [Clear All]
Selectequalto State NSW
Select the “PhoneBooks” tab

Now only the entries that are in NSW are displayed.
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V2

HANDS ON

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

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

4. Select the “Extra” tab

W PhoneBook Selection - @
BN o2 9 B S 7
| phoreBaoks | Fiters |
| Standard |} ]
DataForm - Select Containing (Text) Created and Modified by
‘DataFUrm: All text: and check box fields [v] Created by | VI
|DataForm: All test and check box Fie!v] [ Created
|DataFnrm: All text and check box Fielv] [ Since
|DataF0rm: Al ext and check box Fie| v] [
|DataForm: &l ket and check box Fie| v]
Modified by -
DiataForm - Balances greater than (Mumber) -.
Modified
‘DataForm: all currency, integer and nur[v]
Since =
|DataForm: All currency, integer and lv] E
: Befare |[] 1)
|DataForm: All currency, inkeger and lv]
|DataF0rm: All currency, inkeger and lv] [
|DataFUrm: All currency, integer and lv] et
Show on Cliet ]
DrataForm - Since and Before (Date) e
‘DataForm: All date fields [v]
|DataFUrm: All date fields |v] Since ||:| 1 |!JI Include records where
= |[Name] |v]
Ecfore
= @ exists
() does not exist T
@ Clear all
)
248 Records Fiter = Displaying Street Address.

5. DataForm — Select Containing (Text)

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

Ehl:uneBI:n:uks| Filters |

Standard | Extra |

DataForm - Select Containing {Text)

Matter Manager -
Child Details
Clignt Surey

Private Finance Details L
v

Partner Details
Private Details
Seninar Inkerest
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7. Inthe second field select ‘AFL Footbal] Team’ as the field

Standard | Extra

DataForm - Select Conkaining (Text)
Interests

aForm: All kext and check box G

DataForm: All text and chegl box fields
AFL Football Team

arts Events

MEL Basketball Teanm

MRL Rughe: Team

Sporting Events

Sporting Inkerests

-

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

Standard | Extra
DataFaorm - Select Conkaining (Text)
Interests s

AFL Football Team | | w

Adelaide Crows A
Brisbane Lions

DataForm; &l text and check b fig|+ | |Carlton Blues

Collingwood Magpies

DakaForm: All text and check box fie| + | [Essendon Bombers

Fremantle Dockers

Geel Cak
DataFaorm - Balances greater than (Murmber) H:fvtohnogrn ?—|aswks P

DataForm: All text 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

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.)
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V2

6.6

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.

2.

5.

Select the “Filter” tab

Select the “Exclude Groups” tab
Tick Do Not Mail

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.

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.

2.

10.

Select the “Filters” tab

Clickon [Clear All]

Select the “Include Groups” tab

Select Entries which appear in  Select All Categories

Tick Newsletter

Select the “PhoneBooks” tab

Note “Blackwell” is the first entry

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.

Close the print display
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6.7 Merging to a Word Document in Precedents

W HANDS ON

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

1. On the PhoneBook listing screen click on the down arrow

2. Select Precedent Merge

A screen similar to the one below will display:

q -

¥ Precedents Explorer

RNEX)

File Actions Wiew Tools Help

d- & 2 7
Bk <Motin Categary>

+- . General

+- . Marksting

+- . PhoneBook,

| ./'QK | ’ x Cancel ]

3. Clickon *' nextto Marketing to expand the folder

4. Highlight Newsletter and click on [OK]

A screen similar to the one below displays:

¥ PhoneBook Precedent

=%

Precedent | Document Record

Precedent: | Mewsletter

File Path: F=PRECEDENT=%Marketing|MewsLetter . dok
DataForm:
Execute Script

Print ]

Close ]

Collate

Cancel

@ LexisNexis
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“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 entries with a document reference for this merge.

wphuneﬁﬁ Precedent g@
Precﬂﬁ Document Record

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

Save File Path: ‘/

Description: | MewsLetter

date

5

Created: | 9{11/2009 v Mailed: |[] [v]
Author: | Yvette 5 Rogers ]

Operakor: |¥vette S Rogers v [ shiows on Clirlet

Category:| Marketing
Department: | Dust Disease

Branch: | Swdney - Lewisham Reid

Typels) Agreement Cnline Search
Artwark FDF
Brochure Research
Conflict Check, Spreadshest
Cebt Collection Statement
Emnail Survey
Facsimile Template
Financial &/cs Ward Document:
Faorms
Invoice

L5SA Statement
Letker
Medical Reports

[ o OK ” xgancell

6. Complete the information on this screen
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”
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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
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”.
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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.

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.
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6.9 Create a Business PhoneBook entry

W‘ 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 VVYVVYVYVYVYYVY

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
Database | Conflict Checker | Conflict of Interest Checker

4. Template clickon [Binoculars]
5. Locate FULL DETAILS and double click

The screen will display with default values completed.
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¥ Conflict of Interest Checker - New g@

File Help
Conflict Checker

Search all records

Template FULL SEARCH

Description Search all records
Enitity [v]
Eranch v

Include in Search:

Mo of Manths Audit Trail Reporting z Q09,2009 v

Conkext of Search

Crverride Matter Team Security

PhoneBook records
Client records
Matter records
DataForms Da Case Sensitive Search |

archive records

Audit Trail

REEIREEHR

HotDocs

Search Crikeria:

Search Words [ Phrase [J'whele werd?
@®and Oor []'whale ward?

@and Oor [whale ward?

[¥]Keep Open? [ o Ok ] [ XCanceI]

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

In this case — Construction Company
7. Clickon [OK]

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

Printed: 9/11/2009 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 (O matter contact found)
Matter DataForm (0 matter dataform found)
Matter Debtor (O matter debtor found)

Matter HotDocs (O matter HotDocs field found)

PhoneBook {0 phonebook found)

PhoneBook DataForm (0 phonebock dataform found)

PhoneBook HotDocs (0 phonebook HotDocs field found)
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10.

11.

12.

13.

14.

15.

16.

17.

18.

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.

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.
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19. Complete the Registration Numbers with your own information

20.

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.

24.

25.

26.

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.

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.
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“Document Details” tab (if visible)
27. Select the “Document Details” tab

28. 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
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
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6.9.1

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

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.
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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.

\“@ 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.

1.

Open the PhoneBook record for the Construction Company

Select the “Linked Records” tab

Click on [Create] (on the “Linked records” tab)

The PhoneBook Entry screen displays

Type Select Business Contact if not already selected

The default type for new Linked Business Contacts is stored in System | General.
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.

Surname_Bus. Name

In this example, you would type Bannister_Construction Company.

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.

11.

12.

13.

Position

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

Salutation

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

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

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

“Addresses” tab

14.

15.

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

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

“Additional Details” tab

16.

17.

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.

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.

19.

20.

21.

Became contact on  Tick the check box
Press the right arrow to the Day - Alter the day
Press the right arrow to the Month - Alter the month

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 Eannistet_Construckion Comparty
Relationship | j
System Role M -
Relate to ﬂ Construction Cormpany
System Role WIS

@ 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. Click on [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. Click on [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. Relateto Select the Construction Company

34. Click on [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
X4 rHsS ha S 7
Search Name - ]Construction Compary Code ] Mainfwiork Ph ]—
onespondence Mame* ]Construction Compary ation Mo | Faczimile ]—
Mobile [
Home Ph ]—

Full Trading Mame ]Construction Compary

Addresses] Data ] Motes ] Precedents Documents] Diiary ] Relationships | Groups

Direct/Other

Associated Staff | Miscellaneous | Bank | Linked Records |

[ amien Montague
Drarren James Amold
Dianna Fermreri
Edwina 5 Martin

"] Georgina Gray

] Jacqueling Easton
James Anderzon
Jan O'Neil
John Woodward
K.atrina bcheil

Adrian Yeitch | Kewvin Kahn

"] Andrea B Clarke [] Larraine James

] &ninie Lee [] Melizsa Ryan
Anthony Donnelly | Michael Cavanagh
Carl Lau Michelle Downz

| Paul P Phillips
| Penny Leonard

Richard Desmond

| Ryan Cale
[ Sandy Brawne
[[] Sasha‘waters
| Steve Wang

Thomas Peterson

| Timathy Mg
| Ywette 5 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.

Click on [New]

The following screen will display:

(ﬂ Diary Entry @

his appointment occurs in the past,

Appointment | Meeting | Resaurces

Date | 9/11/2003 [w]
-

Start |03:02 PM % End |04:32 PM

[ |
L3

3 Recurrence. ..

Matter

Reminder For | ysR v Yfwette 5 Rogers

Event v
Location v
Jurisdiction v
With Bannister_Conskruction Cormpany
Descripkion

o Print description on Event report?
Yy .
,&: Natify 15 Minute(s) || before appaintment

I /gK H xgancell

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

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

Matter Leave blank
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..

Event Select “Meeting” from the Drop Down list
Location Select “Our Office” from the Drop Down List

Jurisdiction Leave blank
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10.

11.

12.

13.

With  Accept <Your Name>
Lexis Affinity automatically inserts the Name of the PhoneBook entry that you are
editing.

. . | .
If the Diary Event is for another PhoneBook entry, use to locate the required
entry.
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.

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).

Notify Tick this 15 minutes before appointment

Adding a Resource

14.

15.

16.

17.

18.

19.

20.

Select the “Resources” tab

Click on [Add]

Type Select Meeting Rooms

Select Small Meeting Room

Click [OK]

This has reserved the Small Meeting Room for that date and time.
Click [OK] to save

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

“Addresses” tab

12.

13.

Address Layout  Select the appropriate format

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

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)
Code 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.

Salutation 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.

Default Ref 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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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 Staff Length
Field Contact Firm Party
Name
Code A B C E F | J S
Search Search Search Search Surname | Search Search Search Initials 35
Name Name Name Name _Bus.Na Name Name Name
me

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

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
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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1.

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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1.2

1.2.1

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.

» 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:
» 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.
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1.2.2

1.2.3

1.24

1.2.5

1.2.6

1.2.7

“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
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)
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1.2.8

1.2.9

“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.

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.
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7.2.10 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.

7.2.11  “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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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

Matter
New
Edit

Open

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.

Create a new matter.
Edit the selected matter.

Open the selected matter.
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7.3.2 Client Toolbar

&

New Client
Create a new client.

€ c4it 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.

L] PhoneBook
Open Client’s PhoneBook entry.

New Matter
Create a new matter for this client.

Eh Edit Matter
Edit this matter — this icon only becomes active when the Matter tab is
selected.

M4 4 » 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.
b Find: Opens the Client Selection screen.
157]

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.

e Display Related Documents
Click this icon to open your Document Management System, such as
Lexis IM, iManage, Worksite, Redmap,WORLDOX, Radix (if installed).
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1.4

74.1

1.4.2

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.

Click on ﬁl to display the Client List

-_—

2. Click on @ 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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75 Client Filter

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

The Filter screen is shown below:

¥ Client Selection

o)

s ¢--
Clients | Filters

Select:
where criteria

Search Key
Client Mame
Contact
Referred By
Code

Select Equal to

Client Type

Business Source

Collection Plan

Entity

withholding Tax Rate

Payment Flan

None

Introduced

Since D 11
Before D 11

Partner |a |

?

(&) Cantains

Industry Classification

Defaul: Source Country

Perpetual

Introducer |

O Starts with [ only inchude active or permanent clients
) Starts wi ;
Include Client Groups | Exclude Client Groups

[0

ANZ Banking
Elack Publishing Group
Comrnonwealth Bank

] Mational Australia Bank
Suncorp Bank
Westpac Banking

RIEIRIRIE]

Include Clients
& all Clierks
(O Clients on Hold only

() Clients not on Hold anly

34 Clients Mot Filtered

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 /
Collection Plan / Entity / Default Source Country / Withholding Tax
Rate
You can use this option to print a list of all the clients of a particular type,
Source, Classification or Entity.

Payment Plan — None / Perpetual
You can use this option to list all Clients with no Payment Plan attached, or
with a Perpetual Payment Plan.
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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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7.6 Create New Client

w HANDS ON

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

1.

2.

10.

11.

12.

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
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).
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13.

14.

15.

Service Parther 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.

28.

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

Default Commission Plan for New Investments Select 5%
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“Billing / Analysis” tab

29.

Select the “Billing / Analysis” tab

Billing

30.

31.

32.

33.

34.

35.

Default Tax Status on Bills for New Matters Select Taxable Bill

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

Bill Template Click on ﬂl 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.

40.

Referred By Click on ﬂl 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.
Default Source Country Accept Australia

This field is not relevant.
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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, Click on [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 L 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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1.7

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
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.
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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

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 — to provide for analysis of work received from a particular country.

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

7.7.1  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.

© 2010 Reed International Books Australia Pty Ltd trading as LexisNexis Page 85



é’ LexisNexis’ Essentials Workbook

7.8 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:

¥ Client Creation " @

Client Type _v Clignt Code

Company/Surname Master Group \Lv
Contact{First Mames Client Group | V‘
ACH, Tntroduced ;__'9;'1 1jz009 v
8.6, Introducer \:]

T.F.N, [“lPermanent Service Partner V]

Initiated By I ¥vette 5 Rogers

Mame EPersonaI Address | Telephone | Internet | Mokes | Financial | Biling/Analysis | Colleckion | Bank

Search Mame PhoneBook Code
Mame

Long Mame

Shork Mame

Title

Pasition

Salutation

Defaul: Ref

[ o oK H xgancel ]

1. Select the “Name” tab
2. Click on the binoculars
3. Locate the PhoneBook entry for the client

4. Review the details brought over from the PhoneBook record and add in the 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 = to open the Matter Creation screen:

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

W Matter Creation g ) X

Clignt: Construction Company Partnet TMMC | Michael Cavanagh

w
\
Instructed 10/03/2010 ] Controller| MMC ‘v. . Michael Cavanagh
v
v

MMakter [AUTOMATIC] Author MMC

il Michael Cavanagh
1 Advice

Alpha ID Type ADY -.

Short:
Descripkion

Lang
Description

Wour Reference

analysis | Financial | Rates | Contacts Miscelaneous | Team Biling | Collection.

Branch Brisbane - Lewisham Reid [ ]
Department Dust Disease |
Entity

Source Country ALSTRALLA |

1 print label?

NOTE: The screen colour will indicate which Entity is currently selected on the
“Analysis” tab.
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4. Instructed Accept the prompted date
You can alter this if required by re typing the date or using the Calendar.
5. Matter Accept the prompt
Lexis Affinity will automatically allocate a matter number when the matter is updated.
6. AlphalD LEASE/LANES MOTORS
This is an optional field. It can be used to identify individual matters for a client.
7. Short Description Lease of 808 George Street
This is the description that will appear on reports.
8. Long Description add the text “to Lanes Motors”
You may enter a longer description that can be used for correspondence and bills.

9. Your Reference LEASE/CONSTRUCTION COMPANY

10. Partner Click on #h to open a list of Partners
11. 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,

]

or click on and select from the list.
12. Controller Select RKD

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

The Author is the person handling the matter.

14. 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.

15. Print Label Leave unticked

16. Select the “Analysis” Tab

17. Branch Accept the prompted Branch

Lexis Affinity automatically defaults to the Branch of the Author.
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18.

19.

20.

Department Accept Commercial
Lexis Affinity automatically defaults to the Department of the Author.
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.
Source Country  Accept the default

The Country is the home country of the client.

“Financial” tab

21.

22.

23.

24.

25.

26.

27.

28.

Select the “Financial” Tab

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.

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.

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.

Matter Budget — Fees 2000

Matter Budget — Disbursements 500

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.

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.
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29. 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.

30. 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.

31. Send Trust Statement Tick this

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

32. 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

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.

33. Select the “Add Rate” tab

34. Rate 150

35. Commence Enter today’s date

36. Expires Tick this and enter the last day of the current financial year
37. Clickon [Add]

38. 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 4 and select Lanes Motors

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

Contact Click on 4 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 /
Disbursements

Registration Hold

no restrictions are applied.

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

stops processing of Fee entries, Sundry Expenses,
Cheque Requests and Cheques.

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
happens by 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. Select the “Collection” Tab

69. Collection Plan  Accept the default

70. Exclude new Bills from Debtors Letters? Leave unticked

71. Exclude New Bills from Account Rendered Statements Leave unticked
72. 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.

73. 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.

74. Attach Pre-Agreed Payment Plan  Leave unticked
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.

75. Print Label leave unticked for this exercise
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76. Clickon [OK]
A message will display, advising the Matter Number that has been allocated.
77. Click on [OK]
The Workflow procedure will run.
A prompt will display asking if you wish to print the Instructing Letter.
78. 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. Select the “Matters” tab on the Client screen

2. Locate and open the matter you have just created
3. Select the “Diary” tab

4. Clickon [New] toadd a new Diary Entry.

5. Date acceptthe date

6. Start Add 20 minutes to the prompted Start Time
7. End Acceptthe promoted End Time

8. Matter Accept the prompted Matter

9. Reminder For YSR

10. Event Meeting

11. Location Our Office

12. Jurisdiction Leave Blank

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

16. Notify minutes before appointment? Tick this and accept 15 minutes

Attaching a Resource

17. Select the “Resources” tab

18. Clickon [Add]

19. Type Select Meeting Rooms

20. Select Meeting Room 1

21. Click on [OK] to attach the resource

22. 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.

10.

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.

Click on [New] to open the Matter / Other Party dialog box

Type (PhoneBook Group) Select Other Party from the drop down list

Role Select Lessee

Roles are created to classify the additional contacts that you add to a matter.
PhoneBook Search Click on [Binoculars] to open the PhoneBook list
Clear the filter

Select Lanes Motors

Reference Leave blank for this exercise

This field is used to further define the contact.

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>.

Click [Add]

Repeat these steps to add HField_Lanes as the Other Party Contact.

11.

12.

13.

14.

15.

16.

Type (PhoneBook Group) Select Other Party from the drop down list
Role Select Other Party Contact

PhoneBook Search Select HField _Lanes Motors

Reference Leave blank for this exercise

Click on [Add] to update this record

Close the Matter Screen

@{} 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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8.4 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.

W 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

2. Clickon [New Matter]

3. Clickon _ (08 Copy | [Matter Copy]

The following screen displays:

W Matter Copy Wizard g@

Matter Source

Matter File I0:

Matter Description:

[Iremember Settings

[ Load Settings. .. l [ Save Settings. .. ] [ Texk l [ Close ]

4. 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.

5. Clickon [Next]

The Matter Options | Copy Options screen will display:
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W Matter Copy Wizard g@

Matker Options

Copy Options:
Header Information
Analysis
Financial
Rates
Skatic Contacts
Miscellaneous
Team
Eillirng
Collection

[ Select Al ] [ Unselect Al ] [ Previous ] | Mext | [ Close

6. Untick Analysis and Static Contacts
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.

7. Click on [Next]

The Extra Options | Copy Options screen will display:

W Matter Copy Wizard g@

Extra Options

Copy Opkions:

Associake Makter

Matter DataForms (with all data)
(%) Select by DataForm
() Seleck by DataForm Field

Matker Tasks
AdhocjCuskomn Tasks
Collection/Debtor Letter Tasks
‘Workflow Procedure Tasks

Matter Contacts § Parties
all DataForms { with all data)
WWorkflow Procedure Tasks

HotDocs Search Data

[ Select Al l [ Unselect Al ] [ Previous ] | [ext | [ Close ]

8. Untick Associate Matter and HotDocs Search Data

9. Click on [Next]

Page 98 © 2010 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis® Affinity Library

If DataForms have been included the following screen will display:

W Matter Copy Wizard

A=)

REEEEEEREEEEE

DakaFaorms
Select |DakaForm Capkion Description
[ ] COMVEY _DETAIL Corvewvancing Details | Conweyancing Details

DEET_RECOVERY Debt Recovery Debt Recovery DataForm
EMPLOYEE_IMTERMAL Employves Internal Asse Employes Internal Assess
EMPLOYEE _LEARM Employes Development Employves Developrent b

EMPLOYEE_PERSOMAL Employves Personal Cha Emplovees Persanal Chara |

EMPLOYEE_SERWICE  Emploves Client Service Emplovee Client Service &
FaMILY PROCEEDINGS Family Proceedings Family Proceedings
FAMILY CHILDREM  Details of Children Details of Children

FAMILY GEM_DETAIL General Detail General Detail
FAMILY_RELATIONSH] Details of Relationship  Details of Relationship
FCLO_LAND Land Office Figlds Land Office Fields

GEMERAL MATTER, Gaeneral Matker Details |General Matter Details
GEM_APPOIMTMEMT  General &ppaintments  General Appointments

GEM_BARRISTERS Barrister Details For Mat Barrister Details for Mathe 4 |

’ Select all ] ’ Unselzct all ] ’ Frevious l | Mesxt | ’ 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.

W Matter Copy Wizard E]@

Matker Contacts | Parties

£ contacts List l B0 contacts List Fiter l W) sclected contact PhoneBook I Columns l

Select | Type

Seq  |Rale Mame Title had

w| |Matter BilTo

v| Matter BillTo Contact
v| |[Matker Client

I Other Party

1 Construction Company
1 Construckion Cormpany
1 Conskruckion Cormpany
1

Lessee Lanes Motors

Select all Unselect Al Previous Mext Close

12. Click on

[Unselect All]

In this case no contacts will be attached to the new matter

13. Click on

[Next]

@ LexisNexis
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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. Open the Client Walter Turnbull Advertising
3. Select the “Matters” tab

4. Open Matter 990058

5. Clickon Iﬁj to open the Matter Associations Dialog Box

The Screen is displayed below:

rﬂ Matter Associations E]@ -\

Associaked Matkers
a Add

&t

Master Matker

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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File Search Help

07 5812 8677

Client ‘W TAOD0 Wialter Turnbull Advertizing

Short Description |D eht Recovery from John Browne Pty Lid
Full Dezcription

Debt Recaver fram John Brawme Pty Ltd
Advertizing campaign for 2002

W Matter: Walter Turnbull Advertisi ebtR... g@

BORMB-R-8-63FtBe °
M4 » M b DA X & 7
Matter & 930030

12. Click on the link icon

The Matter Associations list will display:

W' Matter Associations

Associated Matters |Description

Q900E0 Deht Recovery From John Browne Pry Led

:{ 111

| ¢OK | ’ x Cancel ]

™

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

13. Close the Matter

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

% 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

mEx]

Relationship
Syskem Role
Relate ko

Syskem Role

PhoneBook entry

Sinclair_Blackwel Scientific

RijA

MiA

(Vo] [(Kea]

9. Relationship

10. Relate to

11. Clickon [OK]

Select

‘is a debtor contact for’

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 Publications.

W PhoneBook: Sinclair_Blackwell Scientific

(=15

Fie Search Help

DX 44 » M

=
=1

Surname_Bus. Name
Comparty Name

Correspondence Name

Sinclair_Blackwell Scientific
Blackwell Scientific Publications

Mrs Helen M Sinclair

e G=o#

his) 326 | Main/Work Phone |07 3590 9876

Facsimile |07 3590 9767

‘

Mabile
Position |Mational Sales Manager Home Phone
Full Company Name |Blackwal Scientific Publicatior Diract{Other
Linked Records ID/Regn #s Safe Custody
Addresses Additional Details o) Motes Precedsnts Documents Diary Relationships Groups Associated Staff Miscellansous Bank.
Relationshin Conkact Record Mame Title: Occupation System Role Role of Contact ~
is & debtor contack For Blackwell Scientific Publications Elackwell Scientific Pul Debkor Contact Debtor
is 5n employee of Blackwell Scientific Publications Blackwell Scientific Pul
is the same person 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 Records IDjRegn #5 Safe Custody

Addresses | Document Details | Data Hotes Precedents | Documents | Diary | Relationstips | Groups | Associted Staff | Miscellaneous | Debt Control
Relationship Conkact Record Hame Title: Gccupation System Role Role of Contact | [/
has as a Director Thompson_Blackwell Scientific Elackwell Scientific Pul Ms Marianne Thom Direckor
has as a Directar Adams_Blackwel Scientific Blackwell Scientific Pul Mr John Adams  Managing Direct:
has as 5 debtor contact Carey_Blackwell Scientific EBlackwell Scientific Pul Mr John W Carey  Finance Manage Debtor Debtor Contact
has as a subsidiary company Elack Day Publishing Pty Ltd Elack Day Publishing F =
has as an employee Sinclair_Blackwell Scientific Blackwell Scientific Pul Mrs Helen M Sincla Mational Sales M

2]
[ [ mew ] [D Edit Rnlal [D TransFar Debtar Cnntactl [ W copen ]

ient BsPOOT

15. Click on [Transfer Debtor Contact]

The following screen displays:

r* Transfer Debtor Contact E]@]1

Debtaor Blackwell Scientific Publications

Debtor Contact Carey_Rlackwell Scientific

Transfer To

Archive Matters |Matters Eills DebtorjCollection Letters | Multi Eill Party

Transfer Criteria
®al () Mone () Only selecked

[ o oK |’ X cCancel l

16. Transfer To Click on [Binoculars]

17. Highlight Sinclair_ Blackwell Scientific Publications

W Select Debtor Contact for Blackwell Scientific Publications E]@

Oo P
Code Search Key Full Name [6]
BSPO01 Blackwell Scientific Publications | Blackwell Scientific Publications
Carey_Blackwell Scientific Blackwell Scientific Publications

© oinclar_Plackwel Stientfic  Blackwell Stientific Publications
A T—— B
[ o Ok H X cancel ]

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

Archived Matters
Matters

Bills

Debtor/Collection Letters
Multi Party Bills

You can select from All, None or Only Selected

YV V V V V

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:

W Transfer Debtor Contact @@
Dehtor Blackwell Scigntific Publications
Debtor Contact Carey_Blackwell Scientific
Transfer To Sinclair_Blackwell Scientific

Archive Matters | Matters | Bils | Debbor/Collection Letters | Multi Bill Party

Transfer Criteria

Cal O Mane (®Dnly selected
Transfer? |Client Matter Dispatched Bill Number Total Owing Entity EBranch ~
[]  Black Day Publishing Pty Lkd 012339 11/04/2008 B449 $1,837.62  $1,837.62 LR SvD d
[] Blackwell Scientific Publications 990044 20/09/2006 B315 $7.50 $7.50 LR BRI
D Blackwell Scientific Publications 990044 20/09/2006 B316 $478.50 $478.50 LR BRI
[[]  Blackwell Scientific Publications 990044 16/02/2008 B1475 $55,014.14 40,00 LR BRI
D Blacksell Scientific Publications 930044 16/02/2008 B1433 ,100,000.00 40,00 LR BRI
] Blackwell Scientific Publications 930044 30/04/2008 B2le6 $791.70 $631.70 LR BRI
[ EBlackwell Scientific Publications 990044 3/06/2008 WZE $0.00 $0,00 LR ERI
D Blackwell Scientific Publications 990151 27/09/2005 12:46:14 F B237CN $1,914.37 $0.00 LR SYD
D Blackwell Scientific Publications 990151 27/09/2005 17:47:21 F BZ3BCN $423.50 $0.00 LR YD

Clear all Bills Outstanding
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22. Clickon [Bills Outstanding]

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

¥ Transfer Debtor Contact B@
Debtor Blackwell Scientific Publications
Debtor Conkact Carey_Blackwell Scientific
Transfer To Sinclair_Blackuell Scientific
Archive Matters | Matters | Bils | Debtor/Collection Letters | Multi Bil Party
Transfer Crieria
Oal O Mone (& Only selected
Transfer? | Client Matter Dispatched Bl Number [ Tatal Owing Entity  Branch IS
Elack Day Publishing Pty Ltd 012339 11/04/2008 449 $1,837.62 $1,837.62 LR D
Blackwell Scientific Publications 990044 20092008 B31S $7.50 $7.50 LR BRI
Blackwell Scientific Publications 990044 20/09/2008 B316 $478.50 $478.50 LR ERI
[ Blackwell Scientific Publications 990044 16/02/2008 B1475 455,014,14 40,00 LR BRI
D Blackwell Scientific Publications 990044 16/02/2008 B1433 ,100,000.00 $0.00 LR BRI
Elackwell Scientific Publications 990044 30/04/2008 B2166 $791.70 $691.70 LR BRI
[]  Blackwell Scientific Publications 990044 3f06f2008 W26 0,00 $0.00 LR ERI
[]  Blackwell Scientific Publications 990151 27/09/2005 12:46:14 F B237CN $1,914.37 $0.00 LR YD
] Blackwell Scientific Publications 990151 27/09/2005 12:47:21 F B23GCH $423.50 $0.00 LR SYD
—— — — — — — — .
[rills O st anding

On the “Debtor / Collection Letters” tab

23. Transfer Criteria Select All

On the “Multi Bill Party” tab

24. Transfer Criteria  Select Only selected
A grid will display showing any multi bill party records. There are none for this Debtor
Contact
25. Click on [OK] to process the transfer.
The PhoneBook record for Blackwell Scientific Publications will display.
26. Click on the Client icon
27. Select the “Matters” tab and open matter 990155
28. Select the “Bills” tab
29. Open B 467
Note the Contact is now Sinclair_Blackwell Scientific.
30. Close the Bill screen

31. 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:

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

OR
e 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.

Wf HANDS ON

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

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

The Matter screen similar to the one below is displayed.

W Matter: Blackwell Scientific Publications Debt from Hunter Recruitment 990155 E]@
Fle Search Help

QEHF-A- F- B oIHITB- D W »r HAaH SHHAEX & 7

Matter 990155 07 3590 9376 Partner MMC Michael Cavanagh Entity Lewisham Reid

Clignt BSPO0L Elackwell Scientific Publications ContrallerMMC  Michael Cavanagh Branch Sydney - Lewisham Re
Department  Litigation

Short Description | Debit from Hunker Recruitment Author VSR, ‘Wwetke S Rogers

Source Country
Type  DEBT  Debt Recovery Matter

Long Description | pept recavery from Hunter Recruitment Agency | Date Instructed 5/05/2008

ey Limited Date Completed
‘our Reference Archive *4* Check Client Notes
W Tasks £ History Investments & Debt Control Debtors Letkers Trust Letters ] safe custody —H Cheques

Balances W corieacts B pata & bils Receipts R wjoffs & Trs @ craphs | B miary @ Frecedents @ cocuments | PF Team

Tax Writken OFf Matter Budgst

I
Warkin Prugsresls s $1,440.00 $144.00 $100.00  Fee Budgst $3,000.00 3
- Scale Cosl a2
- Mon-Billable WIP Disbursement Budget $7,500.00 o
Unbiled Disbursements $318.18 $31.62 $26.14  Overal Budget $15,000.00 &
¥
Anticipated Disbs - Unbiled §5,681.82 (&,
- Debtars ! 556,18 S ssan0e %
Sundries $30.00 (= $3.00 44,50 CHpected Valle + 900 @
Send Trusk Statement ¥ o
Available ko Bill incl, Tax $8,217.00 $747.00 Trust Bank. g
! . &
Debtors $1,733.60 [Z pepiors $27.50 Authority . M "
- Interest Owing = e R ‘Cﬂ = ;2
- Tokal + Inkerest $1,733.60 (et Ve plie Eioup H
Fee Sheet Options  Use ClientjEmployesSystem default A
Fees - Biled $3,076.00 $0.00 Last fudichumber 2148 =
- = @
Reeceived 500,00 Last AuditMod by ¥SR E
Total Trust Monies $5,376.75 (5 Lask Trust Transaction 3062008 11:18 AM S
T 3
Cleared $5,376.75 rust Cheque Clearance 27052008
Reserved 4750.00 [, Last Office Transaction 15/06/200G S5i44 PM
Unpratected $4626.75 Last Investment Transaction 23(03/2008 5:04 PM

R 150,000.00

4. Select each tab as instructed

The information contained in each of the tabs is described in the following section.
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8.8 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
The Reference the client has advised when instructing the firm. This would
usually be included in all the documentation to the client. (30 Characters).

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.

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

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.

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.
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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
with or without Transit Register entries

YV VYV VYV

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.

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
The balance is the total of the Trust Funds that are available — ie not
Protected or Reserved.
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Combo 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
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.

Tax 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.

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.
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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.

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 WorkThis 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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8.9.2

“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.

“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.
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8.9.3

8.9.4

8.9.5

8.9.6

8.9.7

8.9.8

8.9.9

“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.

“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.

“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.

“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).

“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.

“Graphs” tab

Two graphs appear in this tab:

$ Fee Distribution:
Details the distribution of the $value 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.
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8.9.10 “Precedents” tab

The left hand side of the display shows the Precedent Categories that are available.
You can generate new documents from this tab.

8.9.11 “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.

8.9.12 “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.

8.9.13 “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.

8.9.14 “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.

8.9.15 “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”.

8.9.16 “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..

8.9.17 “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.
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8.9.18

8.9.19

8.9.20

8.9.21

“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 ltems (with Packet Numbers) that are held for this matter.
You can record new items and packets from this tab.

“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 Custody

Seleck unpresented Cheques [
Exclude Reversals ]

]
-
o
¥al
[=
]
L
I
=
@
=

) Clear &l

“Research” tab

This tab displays documents that have been produced.

© 2010 Reed International Books Australia Pty Ltd trading as LexisNexis Page 117



@' LexisNexis Essentials Workbook

8.10  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.

8.10.1 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).

Help

Not currently activated.
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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.

&t " Create Cheque Requisition

Create a trust or office cheque requisition.

" Create Receipt

@ ]

=y

3

F

B

New Bill

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.

Create a new bill or edit an existing draft bill.

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.

Petty Cash Journal

Create a Petty Cash journal entry for an incurred Disbursement.

Investment

Create a new Investment for this matter.

N4 > M First, Previous, Next, Last

The VCR buttons are a standard method of moving through screens of
matters.
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i 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.

Eh 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.

X 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

\“@ 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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8.11.3

V2

Printing all Matters

HANDS ON

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

—_—

Click on ﬂl to display the Matter Selection Screen

Click on @ to clear the filter

Click on =)

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.

Use the various icons to become familiar with their operation
Close the Print Display

Close the Matter Screen

@g 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
Refresh Refresh the data on the matter selection screen.

Clear Filters
Clear the filters set for the matter selection screen

w 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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8.12  Matter Filter

The Matter Filter can be used to selectively list matters according to varying criteria.

Wf HANDS ON

In this exercise you will find the Debt Recovery matters where MER is the Partner
1. Open Matters from the Application Toolbar
2. Select the “Filter” tab

The following screen displays:

W Matter Selection . @
File Help
S0 9 &5 %
[Matk: Filter
Extra
Select Equal to— = Select — = Modified by [sel
Partrer | where criteria (23 Contains () Starts with =
—J b tModified
lient Marne -
Controller bl | Since (] |
h Description e '
Author bl | Before |[] |2
TrustBark [ | ‘our Reference =
— Contact Opened
emPower | F
— Bill T i T
Fee Rate Code 2l | Tk e D il = s
Type .v... Bill To Contact Before |[] v
- P 2
WarkFlow [~ Motes [ Current matters onky?
- v Referred By Completz.ad -
el Since: w
Dept 2| Balances greater than ;D =
— i Before v
Collection Plan | ‘orkin Progress = L
Fee Tmplt Group w | Debtors Archived
Client Master Grp Disbursements e D i
i Eaf |
Client Group Fees Gilled arore D b
Fees Received Source |
Select » 2 Country | bl @
where critetia  (3) Contains () Starts with Unbilled Sundries
Mattes Thust Trusk Overdrawn Matters D
Client Code Clear Trust
Alpha 10 Invvestment @ Cloar
113 Matters Mot Filkerad

3. Select Equal to — Partner Select MER
4. Select Equalto— Type Select DEBT
5. Current Matters only — Tick this (in the “opened” box - right-hand side)
6. Select the “Matters” tab
Lexis Affinity now displays the Debt Recovery Matter/s where the partner is MER
7. 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. This is 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 / AlphalD
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
/ 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.

Modified By Select a user as the Modifier from the drop down list.

Modified Use this option to locate matters that were changed or altered 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.
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

Completed Use this option to locate matters that have been completed on a certain date
or between two dates.

Archived 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.

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.
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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.

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.

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).

Page 126 © 2010 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis® Affinity Library @ LexisNexis

Payment Plan

Select from;
° None
. Perpetual

. Pre Agreed.
Fee Sheet Options
Select from;
. Any
) Don’t Round Units
. Round to Nearest Unit (but never to zero)
. Always Round Units Up
o Use minutes to recalculate value and minutes
o 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 Affi nity Library Explorer

M=)

File ‘iew Toaols Help

C O R @ oy
+- ¥ Adrian Veitch

+ 4 dndreaB Clarks

+ Q Anthony Donnelly
+ Q Damien Montague
+- 4 Darren James Arnold
+ Q Dianna Ferreri

+ -4 Edwina 5 Martin

+ Q Geargina Gray

+ 4 Jacqueline Easton
+ 4 James Anderson

+ 4 Jan O'Nsil

+ 4 John Woodward

+ 4 Katrina Mcheil

+ -4 Kevin Kahn

+ 4 Lexis Administrator
+ 4 Lorraine James

+ 4 Melissa Ryan

+ 4 Michael Cavanagh
+- 4 Michells Downs
-4 Paul P Phillips
4 Penny Leonard

+ 4 Richard Desmond
+ 4 Ryan Cole

+ -4 Sandy Browne

+ 4 Sasha Waters

+ 4 Thomas Peterson
+ - Timathy Mg

+ Q Wwette 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 Lexis Affinity Library Explorer

M%)

File Yiew Tools Help
(L g m
+ @ Adrian Veitch

+ 4 fndrea B Clarke

+ Q Anthony Donnelly

+ 4 Damien Montague
-4 Darren James Arnold
* Q Dianna Ferreri

+- 4@ Edwina S Martin

+ 0 Georgina Gray

+ 4 Jacqueline Easton

- 4 James Anderson
-4 Jan O'Nil

-4 John Woodward
-4 Katrina Mcheil

+- 4 Kevin Kahn

+ 4 Lexis Administr ator
- 4 Lorraing James

+ 0 Melissa Ryan

+- 4 Michael Cavanagh

- 4 Michelle Downs

+- 4% Paul P Phillips

+- 4 Penny Leonard

+- 4 Richard Desmand

+- 4 Ryan Cole

+ 4 Sandy Browne

+ 4 Sasha Waters

+- 4 Thomas Peterson

fivette 5 Rogers

27 Matters; 106 Archived Matters;

FILEID

0 o123
0 o123z
0 012347
£ 9e0105
1 9o0044
£ 990048
£ 990155
£ 920032
£ 930045
£ 010008
£ 930143
£ 990071
£ 920035
£ o1z4zz
£ 980075
£1 980028
£ ga0102
1 o004z
9 990036
9 990035
9 9o0034
0 012395
£ ge0z3z
£ 90917
£ STAT_DEPOSIT
1 s5a001
£ 930030

Clignt

Black Day Publishing...
Black Day Publishing...
Black Day Publishing. ..
Black Day Publishing. ..
Blackwell Scientific P...
Blackwell Scientific P...

Blackwell Scientific P
Elackwell Scientific P
Elackwell Scientific P
Elackwell Scientific P
Elackwell Scientific P
Consolidated Suppli...
iZonsolidated Suppli. ..
Zonsolidated Suppli. ..
Department Consu...
Department Consu...
Fauldings Pty Lkd
Fauldings Pty Ltd
Gemini Ski Hire

Gemini Ski Hire

Gemini Ski Hire
Godfrey, Michael & ...
Gribble, Mr John
James Printing Pty Ltd
LAWINST

Lewisham Reid - Sy...
‘walker Turnbull Adv...

Description
Debt Recovery from Harris Publishing

Debt Recovery from Regents Park B. ..

Debt Recovery from The Open Book.
Dbt from Gemini Ski Hire:

Advice

Debt from Brown & Co Pty Limited
Dbt From Hunter Recruitment

Debt recovery from Peters

General advice

Recovery from Francis

Recovery of Debt from Gerard Recr...

Dbt Smith

Dbt From Kelly

Sale to John Gribble

Diebt from JM Smith
Recovery from Fauldings
Test For Drug

Trust For John

Dt from Browne

Debt recovery Farm Neat
Debt recovery from Fauldings
Partnership Agreement

Sale to Thompson

General Advice

Law Institute Statutory Deposit
Administration Matter YSR

Debt Recovery from John Browne Pt...

Fart...

Author
SR
SR
WSR
WSR
WSR
W3R
W3R
W3R
W3R
W3R
W3R
W3R
W3R
W3R
W3R
WSR
WSR
SR
SR
SR
WSR
WSR
WSR
W3R
W3R
W3R
W3R

Type
DEET
DEET
DEET
DEET
Aany
DEET
DEET
DEET
ADY
DEET
CEET
CEET
CEET
s
DEET
DEBT
DEBT
ADY
DEET
DEET
DEET
COMM
(o)
ADY
ADM
ADM
DEET

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.

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 & Matker

[ ] allaws Archival of unclosed Matters

Cisallowe makter closure if outstanding accounting
Warm an no fees allocated when closing matter

Bllowvs matker 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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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:

-

Error

-,

Mon-zero Matter Balances:
Witk in Progress - $42.00

@ You cannot complete this Matter due to the Following reasons:

Do wiou wank to write off the outstanding WIP balance
and complete this Matter?

4. Clickon [Yes] to open the Write Off dialog screen

W Write Off Unbilled Fees, Dishursements and Sundries

ot

Entity
Matter

Dispatch as at

Lewishiam Reid

Ares Military Research Pty Lid

Contract to produce Assualt Rifles

Available ‘Write OFF Tax Tatal
Fees $42.00 $4.20 $46.20
Disbursements $0.00 $0.00 $0.00
Anticipated $0.00 $0.00 $0.00
Sundries $0.00 D 40,00 $0.00
‘Write OFF as at date [¥lzzfnaiz010 v $4.20 $42.00
$46.20

Mote

Date Ref, Private | Description Tax Rate Arnounk Tax
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5. Clickon [Post] £

The following message will display:

- -,

Warning

"'_-. Are you sure ol wank ko compleke this Matter?

ues | [ Mo

6. Clickon [Yes]

If the matter you are completing has already been archived, the following message will
display:

-~

-,

Warning

'T Do wiou wank to retain the existing archive number For this Matker?

7. Clickon [Yes] to retain the same archive number

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
: =
A M4 > dh@dH oI X & 7
Matter ARES-002 02 8946 6125 Parktner RKD Richard Desmond Entity Lewisham Reid
Client AMROOL  Ares Military Research Py Ltd ControllerADY  Adrian Veitch Branch Sydney - Lewisham Re
Deparkment Administration
Short Description | Contrack to produce Assualt Rifles Author AV Adrian Veitch Source Country
Type ADW Advice
Long Desctiphion | —ontract to produce Assualt Rifles (M14a2b) Date Instrucked 27072006

Date Completed 22/09/2010

Your Reference Archive 19045

ﬂ Teamn Ef’ Tasks Q Hiskary: Investments | &P Debt Contral Debtars Letters Trust Letters m Safe Custody % Cheques
Balances w Contacks E Data | &P Bils Receipts @ WOFFs & Tfrs e Graphs @ Diary ﬂ Precedents

ﬂ Documents

8. Clickon 4 to display the matter list again

9. Click on Refresh 5

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.
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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

@ ‘¥ou cannok complete this Matter due ko the following reasons:

Mon-zero Matter Balances:
Deblors - $1,733.60
Waork in Progress - $1,440.00
Unbilled Sundries - $30.00
Unbilled Disbursements - $313.18
Anticipated Disbursements - $5,661 .82
Trusk Monies - $5,376.75
Cleared Trust Monies - $5,376.75
Investments - $50,000,00

Unpresented cheques:
"GA" 12/06/2008 000369 318,18
"Ta" 3/06/2008 001063 $750.00

IMatter conkains outskanding chegue requisitionis) to the value of $5,681.82.

If the Matter you are completing has zero balances, except for Work in Progress, a
message similar to the following will display:

= =, |

Error

Q ¥ou cannot complete this Matker due to the Following reasons:

Mon-zero Matker Balances:
Work in Progress - $42.00

Do o wank to wrike off the outstanding WIP balance
and complete this Matter?

ues { [ Mo

If the Matter you are completing has zero balances but has outstanding undone tasks
a message similar to the following will display:

s 1

Warning

'E This matter has outstanding task(s) to be donel
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If the Matter you are completing did not have any Fees recorded, a message similar to
the following will display:

r= =

Warning

"'_-, This matter contains no fees, are wou sure wou wank to complete itz

If the matter can be closed a message similar to the following will display:

¥ o

Warning

'j Are you sure you wank ko compleke this Matter?

'
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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

Select the “Matters” tab

Locate the Completed Matter

Click on [Edit Matter]

Select the “Miscellaneous” tab

Untick the Date of Completion field

Click on [OK]

If this matter has a DataForm attached, this will open.

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:

-~

Warning

=,

'E Do wiou wank to retain the existing archive number For this Matkery

This allows you to either keep the original Archive Number or allocate a new one.
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8.16  Archive Matter/s

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 (Database | Archive)

The following screen displays:

W Archive Matter [Z]@
Matker

Archive Options

[keep Form open after archiving 7

| o CF H xgancel]

2. Keep form open after archiving Leave unticked for this exercise

3. Click on 4
4. Select Matter 012406

The following screen will display:

W Archive Matter [Z]@

Matter 012406 James Printing Py Ltd
Leaze on premizes 88 The Boulevarde

Archive Options

[keep Form open after archiving 7

| o CK H xgancel]
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Click [OK]

to archive the selected matter

An Archived Matter Number is allocated when a matter is archived.

A sample of t

his message is displayed below:

-

Information

-

\ij) Matker archived as 19175

Click [OK]
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Sometimes a matter may be archived accidentally, or an archived matter may need to be
re instated.

HANDS ON

In this exercise you will unarchive the same matter — 012406.

1.

Open Archived matters

Lexis Affinity will display all the archived matters.
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.

Double click the matter

Click on [UnArchive] = to reopen the file.

The following prompt will display:

P o

Confirm
9 Do wou wank ko Unarchive Matker 0124067
\_\_‘_#
[ es l [ [

Click on [Yes] to unarchive the matter.
The Edit Matter screen displays.

Select the “History” tab

You will see the progress of the Matter

Close the Matter screen

(Database | Archive)
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8.16.3
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Archive Batch

Some users will find it more convenient to archive matters in a batch — for example at the
end of a month.

HANDS ON

In this exercise you will archive all the completed matters

1.

Open Archive Batch (Database | Archive)
This starts the Matter Archive Wizard
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.

Skip Author and Client selection and go straight to finalise  Tick this
If you are archiving all completed matters, you can skip these screens.
Click [Next] to proceed.

The final screen of the Wizard will display:

W Matter Archive Wizard E]@

Finalise the Matter archival process.

Matter Specific:

) Printing Dietails:
) — . 1o not print (printing will be deferred)
e Prinit Archive Label?
? ) Print Combo Ledger?
A - y Print Trusk Ledger?
Print Trust Statement?

Trust Statement Settings

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 list,
use the filter to select the matters archived that day.
Select File | Print | All

Matters labels will then be produced in a batch.
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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

Archived matters can be viewed via the Archived Matters icon. Archived Matters for a
particular client can be accessed via the Client Screen.

W HANDS ON

In this exercise you will list all the Archived Matters and view the details of Matter 990104.

1.

2.

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

V2

Attaching Box Numbers

If you use a Box Management System, you will need to record the Box Number for each
archived matter.

HANDS ON

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.

1. Clickon ﬁl to open the list of Archived Matters
2. Select the “Filter” tab
3. Empty Box Number  Tick this
4. Select the “Archives” tab

A list of Matters that have no box number will display.
5. Select and open the first matter
6. Select the “Archive” tab

7. BoxNo 256

8. Clickon ¥ tosavethe entry

Note the updated display in Request / Movement as shown below:

rLast Reguest/Movement
User
Date

Fequest/Movement

Create Date |Dperator|5tatus |Trans. Descr. [«
L 1041172004 YSR Completed Update Archive Box Mo
| | 16/06/2004 YSH Completed Inzert Archive

e o

>

You can click on to move to the next matter listed.

9. Close the Archived Matter screen

8.16.6  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.
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8.17  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.

8.17.1 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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Archived Matters Toolbar

=

=2

2L

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.

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).

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. Click on the ﬂl then click on the “Filter” tab

The Filter screen is shown below:

W archived Matter Selection @
Fil= Help
go ¢ ?

| Archives Filter

Stanc‘lard Extra

Select Equal ko Select Archived
P = where criteria () Contains (3 Starts with snce [ =]
] Client I E -
Controller e EREE Before | ™
Author e Description
Trust Bank = ¥our Reference
Cpened
Conkack g
Fee Rate Code e snce [
Eill To L =
Entity hd Before D ||
T Bill To Contact
Type b
- - Referred B
WorkFlow | SLEHEE.2Y Completed
Eranch v archive Since 7]
Dept v Status wl Before 7]
Fee Tmplt Group w Locakion
Source Country (8] Box No.
Client Master Grp Bl Empty Box Mo
Client Group |
Balances greater than
Select Fees Biled
where criteria () Contains (%) Starts with @ Clear &

Matter
Client Code
Alpha 1D

12 Archives Mot Filtered

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 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

Archived

Opened

Completed

Use this option to find all matters where Fees Billed is greater than a
specified amount.

Use this option to locate matters that were archived 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.

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:

¥ Archived Matter Selection @
Filz  Help
20| 92|79

| Archives | Filter |

_Stand;ard‘ Extra |

Contacts - Select Containing {Text) Review Date
Static Other Parties =] Since  [Ti0/11/z000 [ae]
B |:| —

DataForm - Select Containing (Text)

[Datarorm: Alltext and check box fields [+ | olfote:bate i

fD‘at;Form:‘ All text and check box F‘\e‘fv e D .IV.E.

e = ——————— = Eefore D Tl

|DataForm: Al text and check box fie|w | =

fD‘at;Form:‘ Al texct and check bosc F‘\e‘}v‘_ Destruction Date

fD‘at;Form:‘ All text and check box F‘\e‘fv._ Since |:| 1j11/2000 v
DataForm - Balances greater than (Number) Rl D -Ivi
[Datarorm: Al CUFTENCY, i‘n‘tegar and"nur.'v._ Destroved Date

gD.at;Form:. F\.I\ Currency, .i.n.tegar and .v. Since: |:| 111 /2009 .'vsi

|DataFarm; &l currency, integer and §v_ Eefore = 'v:‘

:D‘at;Form:‘ al CUFTency, .i.n.tegar and :v._
?ijat;Form:. al CUFTEnCY, .i.n.tegar and :v.. el cive el B el Lpi7
2 z [IMatch case?

DataFarm - Since and Before (Date)

[DakaFarm: Al date fields

|
—— — _— -Cleamll
|DakaForm: All date Figlds |%| since | el m

Before_m. —— =

12 Archives Mot Fikered

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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9. 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.

9.1 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.

W 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:

Frinted 2000872008 12:51:28 PM LewishamReid FPage 1
Diary Ewint

Evert

Conference

Debt Rec avery

Exchange

Hearing

Lunch

Mediation

Mesting

Settlerment

Telephone

3. Close the print display.

4. Close Diary Events
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9.2 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.

W 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 20/08/2008 12:54:14 PM Lewisham Reid Page 1
. Diaty Jurisdictions
Jurisdiction
County Court
Farmily Court
High Court

Magistrates Court
Supreme Court
WCAT

3. Close the print display.

4. Close Diary Jurisdictions

9.3 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).

W 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 20/08/2008 12:55:31 PM Lewisham Reid Faige 1
Diary Location

Location

Agents Rooms

Bank

Brishane Office

Cliernt's ofice

Coutt

Lawy Insitute

Melbourne Office

our office

Parrarnatta Office

Perth Office

Restaurant

Settlement Roams

Sydney Ofice

3. Close the print display.

4. Close Diary Locations.
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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 (¥YSR) for 11/01/2011 M=%
File Edit ¥iew Help
Bl M i ] £ & | (Use standard diary filter) vl ®
T paiy | ) work week | B weetty | B monthly | B custom | B8 Time Line | B List Options
Tuesday, 11 January Al 4 Janwaryzotr  wl|For [Taken At |By Phone Message
gom MTWTFSS
12
34567 89
g 101112 13 14 15 16
17 18 19 20 21 22 23
24 75 26 27 28 29 30
10 3 . S
Task Inday " Task Reminder
o
11 Date Select: |Due o= [+ |[11o1jz011
12 prn State | Activity Description Description Due Date Finish Date fad
¥ Decision Has Debt Been Received 5i01/2007
1m ¥ |Dedsion Has Debt Been Received si01/2007
¥ Decision Settlement of debt raceived by s or client| 1/09/2008
¥ |Dedision Has debt been received 1f09/2008
2 00 ¥ Decision Has debt besn received 26/05/2008
¥ |Dedision Settlement of debt received by us or client|1/09/2008
3 m | |*  |Document Production Send Demand Letter 1 (Inc Fee + Sundry) | 12/12/2007
Mesting Invitations ¥ |Document Praduction send Demand Letter 1 (Inc Fee + Sundry) | 1/02/2008
¥ |Document Production Send Demand Letter 1 (Inc Fee + Sundry) | 16/12/2007
For |Start Time Status  Description
¥ |Document Praduction send Demand Letter 1 (Inc Fee + Sundry) | 18/06/2008
¥ |Document Production Send Demand Letter 1 (Inc Fee + Sundry) | 1/06/2008
¥ |Document Praduction send Demand Letter 2 (Inc Fee + Sundry) 9/05/2008
~
< 3 (= >
[ Cpen ] [ Go ko Daz] [Igccept] [7( Qechne] 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  Altering the Display of the Daily Diary

W 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

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 | Drag and Drop
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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 || [ paily ||
g g
30
g oo g 0o
30

10™ 10
3

]

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

NOTE: 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.

2.

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:

B Daily B work week | 7 weekly | BE monthly | B2 custor | B Time Line |
JAE - Jacqueline Easton W3R - Yvette 5 Rogers ~

Thursday, 13 January Thursday, 13 January

gm

gm
10™
11®

12 pm IQ SR, Re Barristers advice

100
200
300

ula]

[T5] 14E, Staff Meeting |
Lo

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

@ LexisNexis

1. Select another day by clicking on the respective date on the Monthly Calendar.

Move forward a Month

2. Move to the next month by clicking on the right arrow next to the Month Name

L | September 2008
3. You can then click on the date required

Return to today’s date

4. View | GoTo | Go To Today

OR Click on E
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
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944

V2

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

2. Highlight a time approximately 1 hour from now

3. 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 [12:15PM (4] End OL1SPM (£

G RECUrTENCE. ..

Makter 012352 [Béres viicary Research Pty Ltd
Reminder Far | y5R [l ‘Yvette 5 Rogers

Event Meeting V
Location Our office v
Jurisdiction v
With Ares Military Research Py Lkd
Description To discuss possible outcomes

Print: description on Event report?
g i
':&:' Makify 15 Minutels) w | before appointment

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.

4., Matter 012352

or Click on ﬂl to open the Matter Selection screen and select Matter 012352
The details of the matter will be inserted

5. Reminder For Accept the prompted user.
Lexis Affinity will default to the logged in User.

6. Event Select Meeting

7. Location Select Our Office

8. Jurisdiction Leave blank
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9.

10.

11.

12.
13.
14.
15.
16.
17.

18.

19. Rest the mouse over the Diary entry to display the full details

With  John Steven Smith

Click on the ﬂl 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

Clickon [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 kime slot conflicks with a previously scheduled appointment.
-

Schedule the appointment anyway?

Yes o
If the time for the notification before the meeting has passed, a message will be
displayed.
Confirm

9 The appointment notification time has passed, Continue?

‘-\-._‘

The Diary entry will now display on the Day section of the “Daily” tab.

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.
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Diary Alerts

When it is time for the alert to show it will display as shown below:

ﬁ!Diaryr Alert g@

Start Tirne Description
10/03§2010 3:35:00 PI| To discuss possible outcomes

<] 2]

¢ Dismiss All Open Entry...” Dismiiss l

Click. Snooze For Another Alert in: 10 Minute(s) ™

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

2. Click on

The Fee Creation screen displays as shown below:

€5 Edit Fee Entry . 3
Date: | 10711/2009 | Time Cosk ‘/ ok
Di23;52 — Curation: | 1:00 Units: |10.00 —
Matter:
Rate; (450,00 -x Cancel
Ares Military Research Pty Ltd
Potential Redundancies Advice Amount: 430,00
Tax Type: Standard Tax R
Type: | Mormal Fee Bl
Descripkion: Scale Cost
Ta discuss possible outcomes Item: :v;
Uitz 0,00
Fate: |0.00
- 0.00
Make: Amaunt:
Tax Type: [
Emp. Type: | Partner % [rrivate
Department: | Commercial bl
Branch: | Sydney - Lewisham Reid w|

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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95.1  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

1 August 2005 4

M Tw T F 3 5

1 2 3
4 5 6 7 8§ 910
111213 14 1516 17
1619 20 21 22 23 24
25 26 2T 28 29 30 F

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.

Appaintment

EF0UTCEes ]

+ Invite. .. | ¥ Remave | E {%2 Scheduling... |

Organiger: Yvette 5 Rogers
|Attendee |T_l,lpe |Status |
O

\/ oK x Lancel |

11. Clickon [Invite]

The following screen displays:

W Invite Meeting Attendees @
[ lindividua [~ Employee Type [as individuals):

Adrian Weitch s Accountant s

Andrea B Clarke M| Administrator (|

Anthony Donnelly B | Aticled Clerk,

[ amien Montague Aszociate

Darren James Arnold Consultant

Dianna Fener | Director ]

Edwina 5 kartin hal Emploped Solicitor ™)
[~ Team: [~ Department:

Administrative Team Administration ~

MSW Conveyancing Team B ankruptcy (ol

Debt Recoverp Team Clinical

MEW otk Team Cammercial

Partners Corvepancing

Queensland Work Team Crirninal |

Yictoria Work Team Dzt Disease el
[~ Branch:

Brishane - Lewisham Reid

Melbourne - Lewisham Reid

Parramatta - Lewisham Feid

Perth - Lewizham Reid

Sydney - Lewisham Reid

o 0K | x LCancel |

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]

The names of the Partners and Senior Partners will display in the “Attendees” list, as
well as the Administration Department.
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952

15.

16.

17.

18.

Click on EI

The names of the Employees in the Administration Department and the partners
display.

Click on El

The Department name displays.
Clickon [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

Locate and open the Diary entry for next Monday for the meeting at 9:00am
Click on [Recurrence]

The following screen displays:

Page 162

© 2010 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis® Affinity Library

W Recurring Diary Entry
[ wieskly
Cancel
v N - N o N r Xc
Remove
= M anthly Recurnence

" Day of each manth

@« The [Fist v |Monday

ﬂ of each motth

[ ealy

Start Date:| 371272007 = | End Date: | 30/17/2008 -

3. Select Monthly
4. The First

5. Select Monday

@ LexisNexis

Monday should be showing by default as you selected Monday for the Meeting.

6. Start Date Accept the 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

=%

[zcurs an the first Monday of each manth; Effective 31242007 - 30/71/2003.

Appointrnent l Meeting] Hesnurces]

Date | 3M12/2007 =| Monday
Start |08:004M = End |09:302M -

9. Clickon [OK] to update the Diary Entry

The Meeting is now inserted in everyone’s diary.

To view this meeting for MMC

1. Select the “Options” tab

2. Highlight the existing Author on right-hand side
3. Clickon [Delete]

4. Select MMC on left hand side
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5. Clickon [Add]

6. Select the “Daily” tab

7. Locate the Meeting invitation on the “Meeting Invitations” list

8. 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

9. Select the “Options” tab
10. Repeat the procedure to display the Diary entries for the logged in user

11. Select the “Daily” tab

Find who has accepted the Meeting Invitation
12. Double click on the Diary entry

13. Select Edit this Occurrence only [OK]

14. Select the “Meeting” tab

A screen similar to the following displays:

*Diﬂryr Entry @
Occurs on the second Monday of each month; Effective 12/03/2007 -
29,/02/2008.

Appointrment l Resounces ]

=+ lrwite... ‘ V< Remove ‘ | £ Scheduling... ‘

Organizer; wette 5 Rogers

Attendee |T_I,Jpe |Status | fad
|| Administration Dept
|_|Annie Lee Individual Accepted
|_|Anthany Dannelly Individual Irwvited
|| CarlLau Individual Invited

Darren James Amnold Indirvidual Invited
] Edwina 5 Martin Individual Declined
] John wioodward Individual Irwited
] Melizza Ryan Individual Invited
] Michael Cavanagh Individual Invited
: Richard Dezmond Individual Irwited

o 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. Click on [Cancel]
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9.5.3  Phone Messages

This section shows Phone Messages. Which messages display is determined by the
settings in the “Options” | “Diary Filter”.

W HANDS ON

1. Right click 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 Messzage @
tessage far | - ﬂ
Mezzage
o 0K X Cancel |

3. Message for Select the logged in user
OR

Click on ﬂl 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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9.6 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 - |>= |+ | 8/01/2007
State Activity Description Description Due Date Matter Start Date | Finish Date | &
¥ Decision Has Debt Been Received 18/01/2007 990181
G Decision Has Debt Been Received 18/01/2007 990080
§  Document Production Send Demand Letter 1 18/01/2007 990181
§  Document Production Send Demand Letter 1 18/01/2007 390080
§  Document Production Survey 25/01/2007 380119
1% Loop Has bill been paid 16/01/2007  (MODDG
¢ Phone Telephone call from nominated | 17/01/2007 | 350208
l 9 | Phone Telephone call from nominated | 16/01/2007 012362
G Simple Task Meeting to review 3/03/2007 390208
<9 Simple Task Meeting to review 3/03/2007 2362
Q@ Simple Task Cloze File 25//2007 | 010006
9 Simple Task Settlement of debt less costs & | 9/01/2007 1930143
9 | Simple Task Clage file 18/01/2007 990143
v
£ i >
Hewl WDDenI ¥ Del | t | | |

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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9.7

9.7.1

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.

A screen similar to the one below will be displayed:

w Diary for selected employees for 4/03/2007 E]@
Eile Edit Wew Help
B @ B Bé‘ = | 8 8 ][Use standard diary filter] _VJ ﬁ =) g
B Daly BB wiork Week | Weekly | Monthy |  ELst | Options |
MnitiEnth Sta. 4 Prev. Week
[ ‘ Monday, February 26 | Tuesday, February 27 ‘wWednesday, February 28 Thureday, March 1 Friday, March 2
g am
0
g am
an
10 @™ | 8] SR, Instructions from new ol
Ell |

&: Event: Mesting
Location: Our office

FE
30

EYQ R, Prefessional lunch

i | i Event: Lunch
a0 Location: Our office

3 prin | 5] 'SR, Aves Military Research ..
30 & For Yvette 5 Rogers
om T : T ‘with: Smith, John Steven

4 Sk | il ) To dizcuss possible outcomes
30 | Event: Meeting

Ready! Diary, Matter FileID selected: 012352
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9.7.2

9.7.3

Essentials Workbook

Weekly

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.

Select the “Weekly” tab

A screen similar to the one below will be displayed:

w Diary for selected employees for 4/03/2007 g@

File Edit Wew Help
BREEX B0 & &9 |[Ueamaidunn | S&|?

D Daly | B WokWeek B Weeky | Bl Mot | Bl | ZlOptions |
hnibEnth Slat 4 Frev. Week

Monday, February 25 Thursday, March 1

[ZTEIT0.00 am 17,30 am T3A, Instutions fom new elent

|(’4)m3 00 prv - 500 pm Y5R, Ares Miltary Research Pty Ltd, 012352, Patential Redundanciss &,

Tussday, February 27 Friday, March 2
Wednesday, February 26 | Saturday, March 3
5112 30 pm - 2:00 pm Y&, Frolessional lunch [ [E]11.50 pm - 11.55 pm Y5F, Ates Miltary Rieseach Py L1d, 011 2352, Potential Fredundancies

Sunday, March 4

Ready! Diary, Matter FileID selected: 012352

Monthly

This view shows all the Diary Entries for the month. You can click on the left and right
arrows to move backwards and forwards.

2.

Select the “Monthly” tab

A screen similar to the one below will be displayed:

| W Diary Tor selected employees o 40312007 == <]
Ble Edt Yew o
BRAFE- ¥ o | 85 B [[1e starcwd Sy e - TR
Mow | Bwonwes | Aweey Motk | Bus | T oo
Fidt Prantidontt
Monday Tuseday Wedesds Theasds Frday Sy -
Febauory 2 | e T et i n
[T T2 50 o T2R. Pr. [ 3] 10:00 am TSR Ins.|
(& mem e 2 |
' £ B 10 n
12 " 1 3 7 1
19 x 3 ] =
% 7 = ] » €] Ao 1
— =l
Jnacyt
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9.74 Custom View

This view shows Monthly Calendars in the left pane and a daily view with horizontal time
slots in the right pane.

1. Select View | Custom

A screen similar to the one below will be displayed:

RN s
e

L B % 55 08 tmirirtsn 1

T o | s o vt |, TS et 5| ] e

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:

| W Diary for Yvatte § Rogers (YSR) far the period 1/07/2007 ta 30/06/2008
Ele Edt Yew teb
|m RAEX | ® e S5 D& (e sadaddayfie) -l ¥
) sty | P o e, | ] bty | ) ettty | B Costom [0S0 v i | ) it | )t
Mereday, 17 sy Tuesclay, 18 Lawsary Wedkuridy, 19 Jauary Thursddary, 20 Jarwiary Fricday, 21 Jarmary
‘ Jarusary 2011 (] o0
MiwiFrss | B
: 12
* 34567 8G 0o
v 10101z 12 14 15 06 9
ARTETRLE Fil-F-]
IMEXTHEDN 10III
N
Febeuary 2011
M TWTFSS 11“
123456

T A 91000213
em
CECRCRURTRTN - | 12

CHTDHBEHRIT
» o 100
March 2011
MTWTEFSS 2m
w 123458
wresnnRnR |y
14 15 16 17 18 15 20
SHTDHBEHRIT
w28 2930 31 4
Agrl 2011
MTWTEFGS5S& 5%

= 1z 3
W4 56T A G0
1002 1314 15 16 17
w18 1930 21 37 T 24
EEF T )
"

(Rastyt
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9.75 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. Select View | Time Line

A screen similar to the one below will be displayed:

e UE e 0

BB H 88 D8 [imimiviore ] ¥
[ e B L e | v i 9 == ] G
e

2 T ——
e (0w Pi0wm i 4ol Dlem 400w TO0w G0wn G (000w (10 [T [Opm Ti0pm li0gm 4Ggm Gilm wOm Tofpm GO0 SO0m 100 10 | 1700 100w Iiiw 100w 400w Li0a

ol

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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9.76  List

This option allows you to select Diary entries by a date range.

W 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 (=1
File Edit VYiew Help
@ @ Py ms &5 |[Use standard diary filker) ﬂ 5 = 7
m Daily l ﬂ Wtk Week ] @ wieekly l @ Moaonthly B List ] DOptions
Date From | 26/02/2007 ~ Today | Thiswesk | ThisMonth | YearToDate |
Date Ta 40342007 - Yesterday | Last Week | Last Manth | Last fear |
Start End Dezcription bd atter b atter Dezcription el
| 3 2840242007 1230 PM 200PM Professional lunch
140342007 10:00 &M 11:30 AM | Instructions from new clisnt
1/03/2007 3:.00 PR 5:00PM | To discuss possible outcomes | 012352 Potertial Fedundancies Advice
340342007 11:50 PM 11:55 PM | To discuss progress of matter | 012352 Paotential Redundancies Advice
“
Ready!
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V2

Essentials Workbook

Options

The “Options” tab provides for control of the information displayed, not only by filter but
also the details of entries displayed.

HANDS ON

1.

Select the “Options” tab

There are six tabs in “Options” — located on the right hand side of the screen.

9.8.1  “Diary Filter” tab
2. Select the “Diary Filter” tab
There are three tabs within the “Diary Filter” tab
113 H 7
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 =<
Flle Edit Wew Help
A i & ?
ﬁ Daily @ Work Week @ Weekly @ Manthly m Custorn | B8 Time Line | [ List 2ptions
Standard Filker | Adwvance Filker | Options EO
Reminder Far Diaty f“
Available: Selected: Event: c:?
:g{ - 3R Location: v 5
;2& Jurisdiction: o
DEF with: ih 5
o :,
?EA Department: v g
JAE 2
0 Matter =
I &
KK Partner: ;
ELM Authaor: 5
:[E)R Controller: ig:
i — Matter: g
Options it g
[Jinclude wWorkflow/Procedure gensrated diary entries? et lesfzy Gy é?
[Jinclude Archive Matters? Client Group E-
* Noke: These fields are not saved on Close,
Ready!
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 ﬂl 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.

You can enter a Matter Number or click on ﬂl to open the Matter
Selection Screen.

Controller  You can select a particular Controller.

Matter You can enter a Matter Number of click on ﬂl to open the Matter
Selection Screen.
| . . 44| . |
Client You can enter a Client Name or click on to open the Client Selection
Screen.

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.
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“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 M=
Flle Edit View Help
AFEE I B
M paiy | B work week | Weekly | [ Monthly | B List Dptiens ]
Standard Fiter | [ Advance Fiter | Options i
Fitter: ]{AI\ diary appairtments in diary group) j Save As.. ‘ 3y £ | Dele ‘ 2L
Event Dy L
Available Selected wih [ gl =
Corference | » <
Debt Recovery 3 » Desor g’
Exchange = Dent m E
Hearing 4 o i 1©
Lunch m o
Mediation ¥« 2 - g
2 Include ‘Workflow/Procedure o
Location generated diary enfrigs? =
Available: Selected 2
Agents Rooms [~ > L 1=
Bark " Partner - =
Client's office e ]—_| a
or -
o [v] 4] =
&l I | > L{J & I > Contraller - (|
=
Jurisdiction Matter ﬁ] g
Available: Selected: Clientt ﬁ] o
County Court A _» 5
Famity Court = W Include Archive Matters? 3
High Court = —’U i —
Magistrates Court v 4 Clierit Mastsr e 2
Currama Pt | s ]—E‘ g
I lix] iﬂ < i | > lient Group g
Note: An entry wil orly
appear in the diary f it fits all
crtena. @ Cear
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 il to select the Events, Locations and
Jurisdictions.

NOTE: Entries will only be included if they meet all the criteria specified.
“Options” tab

Refresh Every
Nominate the number of seconds (up to 1000) between automatic refreshes.
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9.8.2  “Diary Group” tab

This will be discussed later in this section.

9.8.3  “Diary Columns” tab

This option enables the user to determine their particular layout of columns for the “List”
selection.

W‘ 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.

2.

Select the “Options” tab

Select “Diary Columns” tab — on the right-hand side

all
Click on LI

This will remove all but the default columns.

Select the “List” tab

The default columns — Start, End & Description will display.

Select the “Options” tab

The default columns — Start, End & Description are now in the “Displayed” column.
Hold the <CTRL> key and click on each of the nominated items:

Client Name, Location, Event, Matter, Matter Description and For

Dizplay
Click on —l

This will move the items you selected to the “Displayed” Column.

Select “End” in the Displayed column

Hid
Click on LY

_ e | oown | .
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

© 2010 Reed International Books Australia Pty Ltd trading as LexisNexis Page 175



@' LexisNexis Essentials Workbook

10.

11.

12.

13.

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.

Highlight “Event”

U
Click on 4' until “Event” appears after “Start”

Continue to do this until the “Displayed” list is in the order you prefer.
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.
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9.8.4 “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 =Joed
File Edit Yiew Help
B fug & ?

ﬁ Draily ﬁ Work Week ﬁ Weekly ﬁ Monthly ﬁ Custorn | 8 Time Line | B List Opkions

Enable Employee Calender

Eljaquﬂ sE] ), ABpUB[ED SUWn oD Aei

Ready!

Enable System Calendar
This is the default setting. The System Calendar is the one stored in System
Settings | Settings | General.

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 Ling” views are also altered.

W Diary for Yvette § Rogers (YSR) for 18/01/2011 \ | ==
Eile Edit Yiew Help
B i & £3 & || (8l diary appNptments in diary grou v | P
[ Daiy |[B] work week | [ weekly | BR Monthly | B custom Time Line | 5 List Options
Tussday, 16 January January 2011 For  |Taken At By |Phone Message
L M Tw T F S S
8 0o 1z
34586789
1011 1213 14 15 16
gm 17[18] 19 20 21 22 23
24 25 26 27 25 29 30
10 g ’
Task Today | Task Reminder
11 Date Select: |Dus w || <= [+ [16f01 12011
-
— State |Activity Description Description DueDate |
e g v Sthores ¥ Decision Has Debt Been Received Si01f2007
Far  |Start Time Status Description ¥ Decision Has Debt Been Received 5f01/2007
¥ Decision Settlement of debt received by 1092008
¥ Decision Has debt been received 110912006
¥ Decision Has debt been received 26/05/2008 |w
<] 2] [« >
[ Open I [ Go to Day. I [(A_ccept] [7( Qec\inel
Ready!

NOTE: If both options are ticked, the calendar shown will be a combination
of both Calendars.
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“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 S Rogers (YSR) for the period 1/09/2008 to 8/09/2008 M=
File Edit Wiew Help
i fug S| &l ?
ﬁ Daily ] ﬂ Work Week ] @ Weekly ] E Monthly ] = List Options ]
Select Equal To
7 Clear al H
Priatity: all - Q ﬁ o
b o
Matter: | ﬂ E B
Advance 9
Tasks: |P.II Tasks (Default) ﬂ '
ol
Procedure Instance: |0 - gi
[ =Zet the last "Procedure Instance”? 3 o
| Show selecked day task histary? 3
0
g
o3
&7
=}
Ready!
Task Filter Fields
Priority Select from:
All
Normal
High
Critical
Matter Complete the Matter ID or click on 4 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.
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0.8.6 “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.

W PROCEDURE

1.

Select the “Options” tab

Select the “Task Columns” tab

Add Priority to the “Displayed” Column
Re order the Columns if required

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.

9.8.7  “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.

W‘ HANDS ON

1.

10.

11.

Select the “Options” tab
Select Diary Filter
Reminder for Select YSR
Select the “Reports” tab

Title Enter a title that explains the report
for example: “YSR Appointments for <date>"

Hide Attending Column Leave unticked
Page Break on day Leave unticked
Select the “List” tab

Click on [This Month]

File | Print | Event Report

The Event Report will print to the screen

Close the display

(located on the right hand side)
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9.9 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).

9.9.1  Diary Groups

W 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:

ﬂDiarg«r Group Search g@
O 20 9
DCiary Group | Filker
Mo Authar  [Label Public | Created
O

If any Diary Groups already exist, they will be listed here.

3. Clickon D to create a new Diary Group

The following screen displays:
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Diary Group
Label: [Jpublic?
Ayailable: Selected:

ABC - Andrea B Clarke ~
AD - Anthony Donnelly ol
ADY - Adrian Yeitch

D&M - Damien Monkague

DEF - Dianna Ferreri

D4 - Darren James Arnold
ESM - Edwina 5 Martin

fafa - GEOrgInG faray 4 Delste
JAL - James Anderson
JAE - Jacqueline Easton
IO - Jan O'Neil

T - John Woodward

KK - Kevin Kahn

KLM - Katrina Mcheil

L1 - Latraine James

MO - Michelle Downs
MER. - Melissa Ryvan

IMMC - Michael Cavanagh
PGL - Penny Leonard

Filker
Department: | {All) v
Type: ol v

| o OK | [ x Cancel ]

4. 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.

5. Click on

The Employees are now in the “Selected” column on the right hand side.
6. 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.

7. Clickon

The additional names are now displayed in the “Available” column.
8. Filter / Type Select (All) - this is found at the top of the list.

All the Employees names are now displayed.
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V2

9. Locate and highlight Georgina Grey
10. Click on

All the required Employees should now be listed in the “available” column.
11. Label Non Professional Staff
12. 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.
13. Click on [OK]

The new Diary Group will now appear as shown below:

ﬁ!Diaryr Group Search g@

0 e X G- S0 9
Diary Group | Filker
Mo Author  [Label Public  |Created
1 %5k Mon Professional Skaff 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.
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

@3 TIP: If you need to change a Diary Group Filter to
Public or Not Public, Click on [Save As] and tick or
untick Public.

9.9.2  View Diary Entries for a Diary Group

W 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

2. Select the “Advance Filter” tab

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. Clickon &

The Diary listing will display on the screen
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9.9.3  Diary Filters

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

w 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:

P n
w Diary Filter Search g@
= G- 807
Diary Filker ] Filter ]
Mo Author  |Label Public | Created
3 1 vsR Meetings in our office W S0EA2007 120
v ok | [EX e
If any Diary Filters already exist, they will be listed here.
2. Clickon to create a new Diary Filter
The following screen displays:
Diary Filter
Label | Public? [
Event- Diany
Available: Selected: ‘with ]—h Y
Conference PN LJ I _‘J
Eebﬁﬂacovew m Deser J
H:?aliizge l _.‘_J Dept x
Lunch ¢
M?dcwaliun (3] ﬂ TR ad
v Include ‘WarkflowProcedurs
~Laocatiorn generated diary entries?
Ayailable: Selected: T
A Fi |l atter
Bgzzts e :6' ﬁ Partrier -
Client's office
Court = _‘J Author -
Indnnarizn Nfina |
<] | [l _{ﬂ % I | i Controller -
Jurigdiction Matter J ﬂj
Available: Selected: Client ]7
County Court || LJ .@_j
Farnily Caurt = Iv Include &rchive Matters?
Hign Lot = ..!.?_j Client Master
Hagstate taut ] 4| . &
1 > ﬂ < | (2] Client Group -
Mote: An entry will only
Sﬁ[f:i: in the diary if it fits all @ Clear
s
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3. Label Meetings in Office

4. Public Tick this

5. Event Select Meeting

6. Clickon 4

7. Location Select Our Office
8. Clickon 4

9. Clickon [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.

W/ Diary for Yvette S Rogers (YSR) for the peNod 9/10/2007 to 9/02/2008 =Jo&d
File Edit View Help
ﬁ ﬁ * ﬂ? & |Meetings in our Office ﬂ g =] ®
[ Daiy ] B work Wesk ] 7 wieskly ] B Monthly = List ] DOptions
Date From | 9410/2007 Today | This Week | Thiz Month | “ear To Date |
Date To 9/02/2008 - ‘r'esterday | Laszt 'week | Last Month | Last ‘Y'ear |
Start End Description I atter tatter Description ad
» 9/10/2007 11:08 AM 1238 PM To discuss lease arangements 012434 Sub Lease of 808 Geaorge 51
9/10/2007 4:00 P 530 P | To discuss possible outcomes | 012352 Potential Fedundancies ddy
15/10/2007 8:00 Ak 930 AM | Maonthly Partners Meeting
29/410/2007 8:00 Ak 930 40 | Monthly Partners beeting
12/11/2007 8:00 Ak 930 AM | Maonthly Partners Meeting
26/11/2007 8:00 Ak 930 40 | Monthly Partners beeting
10/12/2007 8:00 Ak 9:30 AM | Monthly Partners Meeting
24/12/2007 8:00 A 930 40 | Monthly Partners beeting
FA01/2008 8:00 A 9:30 AM | Monthly Partners Meeting
210142008 8:00 Ak 930 40 | Monthly Partners beeting
470242008 8:00 A 930 AM | Monthly Partners Meeting ]
v
Ready!
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9.10

9.10.1

Diary Reports

The Diary Reports are selected from the File option on the Toolbar

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 located on the right hand side
5. Group Select (Logged in user)
6. Select the “Diary Filter” tab located on the right hand side
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
“Options” tab
11. Select the “Options” tab
12. 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 [_todey | [ vesterday | [ Tomomow |
to select the required date range.
13. 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.
14. Print filter options?  Tick this

Ticked - This will enable you to see the Filter options you selected.
Unticked — Filter options will not be included.
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“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

Emplovee || Diary | Task

Diary Sark by {in sequence)

Available: Selected:
S

END 7

EVEMT

o |
mﬂIEET_EHORT_DESCRIPTION v:

Task Sort by {in sequence)

Avvailable: Selected:
ACTIVITY -~ -
CLIENT_MAME (| m
CREATED

DESCRIPTICN

DUE -

FINISH { Delete

FOR

MATTER _LOMNG_DESCRIPTION 1

MATTFR SHMRT MESCRTETIOR bl

’ &b Print ] ’ Close

16. Diary Sort by (in sequence) Select EVENT

17. 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 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.
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“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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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 40302007 12:45:28 A

Combined Diary and Task

Page 1

Thurs day

18 January 2007

For: YSR. Yvette S Rogers

Diary Appointrnents
St Time End Time  Dezcription Muttiple Atendecs higtter D Bvert Location Jurisdiction
1000 A 1130 AM hstructions fromnew client 1] hodesting Qur office
300 P S00 Pl To discuss possble oucomes 1] MI35% hodesting Qur office
Tasks
Potiity Description Client Marme hitter O Mitter Short Description Due Started Finish Prioriy
Document Froduction Send Demand Letter 2 Blachw el Scientific 010006 Recowery from Frances 10712200 Mormal
Bl Bl client aduising letter forw arded to Archaser Gribble, bt Johin w0332 Sak to Thampson 2407200 Morral
Solictor enclosing Contract for Sak and Section GG
Certificate for completion by Furchaser

Sohedule Risk Management File Rewiew Gribble, M- Jobin |23z Sak to Thompson 24/07 200 Mormal
Decizion Bxchange Date? Gribble, M- Jobin |23z Sak to Thompson 2207200 Mormal
Document Froduction Send Demand Letter 1 Blachw ell Sciertific  S0155 Dbt from Hurter Recruiment 1512200 Mormal
Emeil Metification ofnew file Black Day Publishing 012393 Debt Recowery from Hamiz Publizhing 1507200 Critieal
Eeil Netification ofnew file Black Day Publishing 012347 Debt Recovery from The Open Book BA7Z005 Critical
Eeil Netification ofnew file Black Day Publishing 012326 Debt Recovery from Regents Fark Books 4052005 Critical
Bl Naification ofnew file Blackw ell Sciertifc  S0155 Dbt from Hurter Recrukmant SNZZ006 Crivical
Eeil Netification ofnew file Blachwell Scientifc 010006 Recowery from Francis TFAO4Z005 Critical
Eeil Netification ofnew file Department of LH00zE Recowery from Fauldings ZIN0Z00 Critical
BTEil Matification ofnew file Blackw el Scientific  S0032 Dbt recowery from Peters 29/10/200 Criical
BTEil Matification ofnew file Germini Shi Hire 20034 Dbt recowvery from Faudings 30/10/200 Criical
BTEil Matification ofnew file Germini Shi Hire 20035 Dbt recowvery form heat 30/10/200 Criical
Bl Naification ofnew file Blackw ell Sciertifc L0045 Dbt from Brow n & Co Fry Limited 2B/03E00 Crivical
Simpke Task Chse fle Germini Sk Hire L0036 Dbt from Brow ne 291ZE00 Crivical
EEil Natification afnew file Germini Shi Hre B0 Debt from Brow ne 30710200 Criical
Document Froduction Send Derand Letter 1 Black Daw Fublishing 012347 Dbt Recovery from The Open Book 12/07200 1107200 Hormal
Document Froduction Send Derand Letter 7 Black Daw Fublishing 012347 Dbt Recovery from The Open Book 17107 200 Hormal
Decision Has debt been receiwed Black Daw Fublishing 012347 Dbt Recovery from The Open Book 1082006 Hormal
Document Froduction Send Derand Letter 1 Black Day Fublishing 012399 Dbt Recovery from Hams Publizhing 16/07200 1507200 Hormal
Document Froduction Send Demand Letter 2 Black Day Publishing 012389 Debt Recouery from Hamis Publishing 19/07 200 Morral
Bl Send erailto clent advising debt still not recowvered Black Day Publishing 012389 Debt Recouery from Hamis Publishing FAOBZ006 1507200 Morral
Document Froduction Send Fnal Letter of Cemand Black Day Publishing 012389 Debt Recouery from Hamis Publishing FAB2006 Morral

age 1 of 2 Affinity - Cornbined Diary and Task

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 Page 1
Ciary far ¥vette S Rogers (Y SR) for the perod 28/02/2007 to 4/03/2007
Author Date Location Jurisdiction Type
Matter Contact Description

TSR

TSR

TSR

012352

012352

1/03/2007 10:00 AM  Cur office

1/03/2007 3:00 PM Cur office
Potential Redundancies Advice

20372007 11:60 PM - Qur office
Potential Redundancies Advice

Instructions fraom new client

To discuss possible outcomes

To discuss progress of matter
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9.104 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.

A sample of this report is shown below

Court Commitments Frimed /X007 12 55:08 Ahd

Wednesday, 28 February 2007
Verue Matter Time Reason Acting  With Attending
OLR OFFICE 12:30 LLNCH VSR LEL
Also Atending: , ABC, AD, DAM DA, JO, K, MER, MC, RKD, RVC, TN
Saturday, 3 March 2007
Verue Matter Time Reason Acting  With Attending
2360 WEETING ~ WMIC:T SR Ares Miimry Research Pry VER

OLR OFFICE 012352 Fotertiel Redundancies Advice: To discuss progress of matter
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9.11  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.

= . O

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.
o Delete Phone Message
Delete the highlighted Phone Message
=

Refresh Refreshes the Diary and Phone message information.

= Print Prints the selected Diary
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9.11.1 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.

W 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:

‘ W Resource Booking E]@
@ B x| |  [WesieAemns =] < Thusdey 18 Januay 2007 ] b |

Baard Room I Mesting Room | I Mesting Room 2 | Small Mesting Room
Thy, 18/0/2007 I Thy, 18/01/2007 I Thy, 16/01/2007 |
I It 1

Thy, 16/01/2007 I
I

3em TEIYSR, Ares Military Fesear.
30

& For Ywette S R
- With: Srith, John Steven
4 - To discuss possble
130 wicomes Event Mestin

2. Click on the drop down arrow or click on tl
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.

PROCEDURE

O

To attach a precedent module:

2.

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.

W Matter Edit M=
Client: Elackwell Scientific Publications Partner | MMC v Michael Cavanagh

Instructed 12/09/2006 i w Controller Jaa v James Anderson

Matter t Author a4 v James Anderson

Alpha ID Tvpe fui:] v Conveyance - Purchaser
?)';Zztription Purchase from Francis

Lang Purchase from Edward Francis, 26 Chatles Street, Prahran

Description

Your Reference

mnalysis | Financial | Rates | Contacts | Miscellansous®ream | Eiling || Collection

\ ‘WorkFlow |

N emPower v

FC - emPower Start Client i
Client ol EM - emPower Start Matter [
AB - Australian Bankrupkey
AF - Australian Family Court
MNC - M3W Conveyancing
ME - M3V Estates
A - MW Personal Injury - Comcare
Expected Completion |MU - M3 Personal Injury - Dust Diseases
Y - NSW Personal Injury - Motor Vehicle Accident
MT - NSW Personal Injury - Yictims Compensation
11 - NSW Persanal Injury - Warkers Campensation

Drate of Completion

= b
Agency IE‘S MSW Supreme Co:lrt —
Speculation O Gratis O [Jprint labek
Event i Suppress Detail in Conflict Search [
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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).

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.

Debtars Letters ] Trust Letkers ] Jﬂ Safe Cuskady @ Unpresented Cheques ] . Research

@D\ary ] e] Precedents I Qﬂ Documents ] uTaam ] ﬁ'Tasks ] QHlstory ] () Investments ] &P Debt Contral

W Matter: Blackwell Scientific Publications Purchase from Francis 990224 E]@
File Search Help
BEOWH-HA-H-03HMTB-0® hah SHECX S| T
MMatker 990224 07 3530 9876 Parkner  MMC Michael Cavanagh Entity Lewishamn Reid
Client BSPO0 Blackwell Scientific Publications Controller J44 James Anderson Branch I = = 2o
Department Conveyancing
Short Description  [Purchase from Francis Author  JAA James Andersan Source Country
Type CP Conveyance - Purchas
Long Description  |pyychase from Edward Francis, 26 Charles Strest, Date Instructed 12/02j2005
Prahran
Date Completed
Your Reference | Archive

" Mame and Nurmber Location: |C:\emPDwer\,NConv\NCGlobVS‘pp

User Setup

¥ On open, scan directories for new or deleted files  Refresh

[ show delsted files Set Colour .

[~ show deactivated files
I Show filter error:
™ Quick Search: Enable filker mode

EBalances 1 w Contacks ] B vata @ emPower l & Eils 1 Receipts 1 @ WOffs & Tfrs ] & Graphs
B Precedent I EE Pouer Pack} % Security Options 1 Q Fllter]
Wigw Documents By EmPaower Module selectionfinformation
= NumhgrandNamg Module: |NC - N3 Conveyancing j
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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

1. Open the matter and select the "emPower" tab.

2. 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.

I_" emPower DataForm HSW Conveyancing - [Purchaserss Detaits] = E
[le Edt Took peln

** ho. of Furchasers i
(1) GveniCor Hame [ | reveeel|

ww [ 1 Abbe. | I wen | | atNbo. | 1 wd |
(2] Gvenicoy Name [ | Last oarne |

anst | AN, | acnma, | wd
Others Full ames | 'ACH [ 9800 H0, |

T |

AddresseeUne | | Addressee Lne 2

Sehtation Feference
Fresert AddreszLne | | aadessLne 2
s atore |

Mew Addrassine 1 | I Addassinez |

sbsmere | | et

fhace | Pae
Mebsle Ot ke |

Page Tabs ———> B [y sotns | oppmrscioscinfsarvaer | | mrogety | Py | ontyct | |
Susresh | W nagser | X cancel

[vahdation Duta Type: TEXT {Vakus b in TEXT)

3. 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.
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.
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Entering Data into Linked Fields

1. Double-click on a yellow field. The "Matter Contact" dialog box will display.

¥ Matter Contact (Matter Party / Other Party) [E]
Matter: 90224 Elackwell Scientific Publications
Purchase From Francis
Type (PhoneBook Group):  |f j
Role: | j
PhoneBook Search: gty |
Reference: |
@ Clear x Cancel

2. 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) @
Matter: 000224 Elackwell Scientific Publications
Purchase From Francis
Type (PhoneBook Group): |Agant j
Agent S
Rale: Associated Party I
Batrister
PhoneBook Search: M Body Corporate
Building & Construction
Reference: Council
Courk
Delegate
Dactor
Acting For? Insurance Agency
Matter Client
IMatter Contact
Matter ReferradBy
Martgages
Other Party |
Qur Staff [
@ Clear o Add 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.

3. Click on the binoculars to view all records for the selected Type.

4. 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

W S d-8/ &8 7

BhoneBooks | Filters ]

Search Key

Marne

Title: s

P |Black_Richardson & \Wrench
Fellows_R.aine & 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_R.ay White Real Estate
Prime Property Sales - Mew Farm
Prime Property Sales - Toowong
Professionals Real Estate - Ascot
Raine & Horne - Crows Mest
Raine & Horne - Gordon

Ray White Real Estate - Double Bay
Ray White Real Estate - Hornsby
Richardson & Wrench - Parramatta
Smart_Professionals
Spider_Prime Property Sales
Starr Partners - Liverpool

<

Search contaW

Richardson & YWrench Real Estate
Raing & Horne Real Estate

First Mational Real Estate

Ray White Real Estate Pty Limited
Hocking Stuart Pry Limited
Hocking Stuart Pty Limited

Lawson Properky Managers Pty Limited

Moel Jones Real Estate Pty Limited
First: Mational Real Estate

Ray wWhite Real Estate Pty Limited
Prime Property Sales Pty Limited
Prime Property Sales Pry Limited
Professionals

Raing & Horne Real Estate

Raine & Horne Real Estate

Ray wWhite Real Estate Pty Ltd
Ray wWhite Real Estate Pty Ltd
Richardson & Wrench Real Estate
Professionals Real Estate

Prime Property Sales Pty Limited
Starr Partners Py Limited

Ms Sandra Black
Ms Jane Fellows

Ms Helen Gray

Mr Peter Short

Mr Peter Smith

Mr Jim Smart
Mr James Spider

bl

?

x Cancel

}"Zﬁcords [Filter = Client Groups tAII): Agent,

@ 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.

@ LexisNexis

5.  When you have found the entry required, double-click on the entry or highlight the

entry and click [OK].

=X

¥ matter Contact (Matter Party f Other Party)

Matter: Q90z24
Purchase from Francis

Blackwell Scientific Publications

Type (PhoneBook Group): |Agent ﬂ

Raole: | j

PhoneBook Search: @ |Prime Property Sales - Toowong

Reference: ||

Acting For? |—

@) 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.

To assign a role to the selected contact, click on the drop-down arrow and select from

the list of Roles.
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0

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. In the 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.

¥ PhoneBook: Prime Property Sales - Toowong g@

File Search Help

X 4 r ) 8 ot =& & 7
Search Name | Prime Property Sales - Toowong Code I 160 | Mainfwork Phone |07 3870 2844

Correspondence Name | Prime Property Sales Pty Ltd AT, Facsimile |07 3870 2855

ABN. Iobile
Home Phone

Full Trading Mame  Prime Property Sales Py Limited Direct/Other

ellaneous Bank. Linked Records IDjRea’n #s Safe Custody

A .| Document Details Data Motes Precedents Documents Diary Relationships Groups Assodated Staff

Master Address

Link, . &
Address Layout | Email toowong@primepropertysales. | [] Email Remittance
StreetPostal/Registered Address D

Street | Postal | Registered DX

Address 55 Sherwood Road Location

Stake [CImail

Suburb TOOWONG

State oL | Postcode |4066

Country AUSTRALLA Mail
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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.

10.4  View Precedents and Generate Documents

1.  Open a matter and click on the "emPower" tab.

W Matier: James, Peter M Divorce Proceedings 990180 E]@
Eile Search Help

BORA-H-B-09FF1B-© P M AR SaEHeX & 7

Matter 9a01&0 02 9670 8765 Pattner MMC Michael Cavanagh Entiky Lewisham Reid

Client DPMO0T  James, Peter M Contraller 4w John Woodward Branch Sydney - Lewisham Re

Department  Litigation
Short Description  [Divorce Proceedings Author  DAM  Damien Montague S Caty
Type FLH Family Law - Husband
Long Description — |bivarce from Mrs Helen James Date Instructed 4/04/2005

Date Completed

‘four Reference | Archive
F Tasks | S History | () Investmedgs | &P Debt Cortrol | ) Debtors Letters | g8 Trust Latters | [e] Safe Custody | @ Unpresented cheques | @ Research |
Balances ] B contacts 1 Bl pata emPawsr I@ Bills I Receipts 1 EW w)offs & Tirs 1 @ Graphs 1 2 Diary I Ll Precedsntsl Ll Ducuments} o] Team]

| i search | &waw ‘ @ Merge | E Bun emPawerFam |
B precedent | gy power pack | (@ seauity | [ options | & Fiter |

Precedent Mame ‘

Precedent Name Last rewiew date |Reviewed by |Instructions/kates & Key Words for searching -~
BME - Application.pp

BMEK - Apprehension warrant.pp

BME - Arrest warrant.pp

BMEK - Motice of appearance.pp

EBME - Motice stating grounds of opposition.pp

BMK - Motice to creditors of annulment application.pp

BME - Search warrant.pp

BMK - Summans For examination.pp

Bond.pp

W | Certificate of consent orders.pp

Compliance certificate far lawyvers.pp

Conciliation confersnce document. pp

Consent (division 124 of act).pp

Consent Crder 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 certificates.pp
Consent Order & - (no appearance) with certificate. pp

Consent Order 6a - {no 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

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....
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@ 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.

10.5  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.

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 M Divorce Proceedings 990180 g@
File Search Help

BEOHH-N-H-03F3HTB-B P eSO e X ST

Matter 990150 02 9670 8765 Partner MMC Michael Cavanagh Entity Lewisham Reid

Client DPMOOT James, Peter M Controller W John Woodvward Eranch Sydney - Lewisham Re

. Department Litigation .
Short Description  |Divorce Proceedings Authar  DAM Darmien Montague SRR G Click on
Type FLH Family Law - Husband M
erge] o
Long Description  niyvarce From Mrs Helen James Date Instructed #/04/2005 [ 9 ]
Begin Typlng Date Completed commence
Wour Reference | Archive process |n9
precedent
name here Es Tasks I Q Histary 1 Investments ] & Debt Control 1 Debtors Letters 1 Trust Letters I m Safe Custady ] @ Unpresented Cheques Research ]

N Balances I m Contacts I E Data @ emPower 1@ Eills ] Receipts I @ W/OFfs & Tfrs 1 e Graphs ] @ Dlary] ﬂ] Precedents] ﬂ] Dipelnments I u Team]
7
& search | @ Wiew | @ MergeTE Bun emPowerFaim |

59 precedsct | B Power Pack | (@ Security | [£] options | &, Filter |

Precedent Name ‘ICErtificatE

Precedent Mame Last review date |Reviewed by | InstructionsiMotes & Key \Words For searching ~
BrE - Application.pp

ENE - Apprehension warrant.pp

EME - Arvest warrant, pp

EBME - Motice of appearance.pp

BNl
BNl
=4
BME - Summons For examination. pp

=R R ==

- Motice stating grounds of opposition.pp

=

- Motice to creditors of annulment: application. pp

=

- Search warrant.pp

Bond.pp

| Certificate of consent orders.pp

Compliance certificate for lawyers.pp

Conciliation conference document.pp

Consent (division 124 of act).pp

“onsent Crder 4 - {with appearance) with certificate.pp
“onsent Crder 4a - {with appearance) without certificate. pp
Consent Order 5 - {with appearance) with certificate. pp
Consent Order Sa - {with appearance) without certificate. pp
Consent Order 6 - {no appearance) with certificate. pp

Consent Order 6a - {no appearance) without certificate. pp

3. When you have selected the required document, click on the [Merge] button
(or double-click on the precedent name).
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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:

Power Check - Merge emPower Documents

File being merged is 990180

Huszband First Mame

Field Description Field %/ alus |
{Husband First Name Peter
Husband Middle M ameds Michael
Huszband Lazt Mame James
Husband ar Father Husband
Huszband Address Line 1 18 Collinz Street
Husband &ddress Line 2
Huzband Sub State Pc BLAKEHURST MSWwW 2221
HusbSal Solicitor Firn Mame Lewisharn Reid
HusbSol St Address Line 1 Level 3<newline>183 Kent Street
HusbSalSt Address Line 2
HuzsbSol5t Sub State Pc SYDMEY M5Ww 2000 hdl

Ll
Merge LCancel Merge

You can move 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 Data Form.

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.

6. 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.

7.  You can now edit / review / print / save this document as required.

10.6  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
File Search Help

BOEHR-N-B-93HITB-®

Matter 990224

9=

P eSS IhHEeX Sy 9

07 3590 9876 Partner MMC  Michael Cawanagh Entity Lewisham Reid

Clienit BSFOOT  Blackwel Scientific Publications ControllerJ4A  James Anderson  Branch e S = LT e
Department Conveyancing
short Description  |Purchase from Francis Author — JAA James Anderson Seurce Cauntry
Type P Conveyance - Purchas
Lon@ Description oy chase from Edward Francis, 26 Charles Strest, Date Instructed 12/09/2005
Prahran

Date Completed
Your Reference | Archive

B Tasks | S History | () Tvestments | & oebt Contral | Debtors Letters | @) Trust Latters | ] Safe Custady | @) Unpresanted cheques | @ Ressarch |
[ Balances I W) contacts ] B pata [ empower 1@ Bills 1 (] receipts I ER wOfFs & Thrs I @ Graphs 1 2] DiarH L] Precedentsl L] Documents} o] Teaml

‘ @ Search | [&, view | &) Merge | =l emFqurFulm‘
5] Precedent G Power Pack } & secury | [E] optiors | @ Fiker |

Power Pack Name ‘

Power Pack Name Last review dats Reviswed by Instructions/Notes & Key Words for searching ||
I Initial Documents
Post Exchange
Pre Settlement
=
< B

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, displaying the documents within
the pack on the right-hand side of the screen.

Merge Power Pack Documents

File being merged is 990224

Select Forms Below

Forms Chosen

GO1 - Ltr General.pp ~ Gelect P03 - Ltr Pur submit contract for execution. pp

GOZ - Data information file. pp

GO3 - NS Stamp Dty Calculations.pp

G04 - Annesure for LPI forms pp

G05 - Personal reference for LPl.pp

P01 - Autharity and direction exch cantracts.pp
P02 - LtrYen Sol request draft contract. pp
P03 - Ltr Pur subrmit contract for execution. pp
P04 - Authority bid auction behalf pur.pp

POE - City Agent instructions exchange contracts.pp
P07 - Fee dizclose client service agreement. pp
PO84 - Ltr Pur quate [rpa).pp

PO8B - Ltr Pur quote [strata). pp

POBC - Explanatory notes.pp

P03 - Ltr Pur encl building report pp

Yiew Precedent

&+ Mumber and Mame " Mame and Mumber

P04 - Authority bid auction behalf pur.pp

POE - City Agent instructions exchange contracts pp
POgA - Ltr Pur quote [rpal.pp

Bemave

Merge

LCancel Merge

U

Wiew Documents by . .

Wiew Precedent
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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.

10.7  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.

IO

1.

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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10.8  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.
2. When the "Matter Selection" window displays, click on the Filter tab.
3. Clickon the |.
4. 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.

5.  Click on the “Matters” tab to display your selection.
6. You may now further narrow your selection by highlighting selected matters in the
results list (use <CtrI>+Click to select multiple matters) OR leave the result list as is.
7. Select File | emPower | Multi Select Merge.
@ TIP: The "emPower" option will not display on the File
menu if you have not entered an emPower module in the
"Filter" window.
8. 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.
9. Select an emPower precedent from the precedent/document list.
10. Click on [OK] to generate the documents.
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10.9  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:

1. In the emPower window, select the “Security” tab to view the security documents.
W Matter: Blackwell Scientific Publications Purchase from Francis 990224 E]@
File Search Help
EORNH-A-E-oe3B1B-® P Mas ChdeX | SE 7
IMatter Q90224 07 3590 9876 Partner MMC Michael Cavanagh Entity Lewisham Reid
Client BSPOOT Blackwell Scientific Publications Contraller 164 James Anderson Branch Melbourne - Lewisham
n t t a
short Description  [Purchase From Francis Author — JAk James Anderson S:Ei:g::ntw envevandng
Type P Canveyance - Purchas
Long Description by chase Fram Edward Francis, 26 Charles Street, Date Instrucked 12/09/2005
Prahran
Date Completed
Your Reference | Archive
Bﬁ Tasks ] Q History 1 (3Y Investments ] &P Debt Control I . Debhors Letters ] . Trust Letters ] m Safe Custody 1 @ Unpresented Cheques ] ‘ Research I
. Balances I ml Contacks ] e Data @ emPower ]@ Bllls 5] Receipts ] N WIOFFs & TFrs 1 e Graphs ] @ D\ary] ﬂ Precedentsl ﬂ:] Documents} ﬂ Teaml
‘ g #h search | [& wiew ‘ @ Merge | B Bun emPowerFom |
ES Precedent ] B Power Pack Security ] Options} Q, Filter]
Precedent Mame |
Precedent Mame Last review date |Reviewed by |Instructions/MNotes & Key Words Fo,.. kel
P |4pplication for preparation of lapsing notice. pp
Application for replacement certificate of title, pp
Cancellation of caution.pp
Caveat.pp
“hange of name.pp
Discharge of mortgage.pp
Lease.pp
Mortgage.pp
Matice of death.pp
Request.pp
Sublease. pp
Surrender of lease pp
Transfer.pp
Transmission application. pp
‘aristion of lease.pp
‘ariation of mortgage.pp
wWithdrawal of caveat.pp
.
2. Double-click on the document to be merged.
3. If there are any questions or prompts for this document, these will now be displayed.
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.
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@ 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.

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.

W Matter: Blackwell Scientific Publications Purchase from Francis 990224 E]@
Fil= Search Help
EOHNA-A-B-3HTE-® P Mo SHEAeX S T
Matter 990224 07 3530 9876 Parkner MMC Michael Cavanagh Enkity Lewisham Reid
Client BSPO0N Blackwell Scientific Publications Controller 144 James Anderson Branch Melbourne - Lewisham

Department Conyeyancing
Short Description  |Purchase from Francis Authar  JAA James Anderson Source Country

Type P Corweyance - Purchas
Long Description [y chase from Edward Francis, 26 Charles Street, Date Instructed 12/09/2005
Prahran

Date Completed

four Reference |

Ee Tasks 1 Q Histary ] Inwestments Debt Control ] Debkors Letters ] Trust Letters I m Safe Custody ] @ Urpresented Cheques ] 0 Research ]
Balances 1 m Conkacts ] E Data @I EMPower 1@ Bills ] Receipts 1 @ WOFFs & Thrs ] e Graphs ] @ Diary I Qﬂ Pracadants] ﬂ Documents] ﬂ Taam]

e Pratadant] B Power Pa[k] B Security Options l Q Fi\tar]
‘Wiew Documents By EmPower Module selectionfinfarmation

Module: |NC - NS Conveyancing j

Archive

" Mame and Mumber

Location: |C:\emPDwer\,NConv\NCG\obw.pp
User Setup

[+ ©On open, scan directories for new or deleted files  Refresh

| Show deleted files Set Colour .

[~ Show deactivated files
| Shaow Filker errar:
[~ Quick Search: Enable filter 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.
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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.
@ 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
[0 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.
O 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.
O 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.
O Show Filter Errors
Check this box to display errors when using the filter options.
O 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.
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@ 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.

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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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:

11.1

For use with word processing precedents;

To generate reports;

To carry out marketing activities;

To provide additional search or filtering capabilities.

To set up client profiles;

To perform and record client surveys.

Matter DataForms

To access matter DataForms:

Click on the DataForm
icon to display this
DataForm or
DataForm Collection

Open a matter.

Select the "Data" tab.

DataFarms

I =

General Matter
Details

=

Matter Satisfaction
Survey

Data Entered

ﬁ Tasks Q Histary
Balances m Contacts E Data | &P il Receipts @ WOFFs B TFrs e Graphs @ Diary ﬂ] Precedents Q:l Documents ﬂ Team

Investments

&P Debt Contral

Debtors Letters Trust Letters

W Matter: Black Day Publishing Pty Ltd Debt Recovery from Harris Publishing 012399 |(= =
Eile Search Help
BORF T G- G- oFBIH- 0 N had SHEASEX & 7
Matter 012399 029521 1234 Partner MER Melissa Ryan Entiky Lewisham Feid
Client EOP-001  Black Day Publishing Pty Ltd ControllerMER Melissa Ryan Eranch BriShar_'E - Lewisham
Short Description | bt Recovery From Harris Publishing Author 3R Yvette 5 Rogers zsszén;zr:nw Dust Diseass
Type DEBT Debt Recovery Matter
Long Description | pebt Riecovery from Harris Publishing Date Instructed 15/12/2006
Date Completed
¥our Reference Archive

w Safe Custody @ Unpresented Cheques

[ & Copy HMDatameH B run ]

=B |

Deht Recovery

Amount of Debt

Date Debt Incurred
Description of Debt
Secretary's Name
Secretary's Direct Telephone

Client's Imvaice Murnber

$12,000.00
12th February 2003
Publications
Patricia Carev
09675 7112

09576

1

)
()6
(-IE)
(-G

)
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DataForm Collections

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

% 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.

W Matter: Desmond, Cynthia A & Raymond P Sale of Family Home 47 Martin Street 012394 E]@
File Search Help
BOMA-A-E-SHIB-T N ¢ » A H SHRHAGK SR |7
tdatter 012394 039812 6767 Partner  MMC Michael Cavanagh Entity Lewizharn Feid
Client CYNTOOM  Desmond, Cynthia A & Raymond P Cortioler MMC  Michael Cavanagh  Branch Brishane - Lewisham
. . Department Conveyancir
Short Description |ga|e of Farily Home 47 Martin Street Author - MMC Michael Cavanagh Sosrc:e Cap ¥ g
Full Deseription Sale of Family Home 47 Martin Street Camberwell Tope B (i AEIREG - YRt
Date Instructed  3/06/2008
Date Completed
‘r'our Reference | Archive
Qﬂ Documents ] u Team ] me, Tasks ] Q Histary ] Investments ] & Debt Control ] Debtors Letters ] Trust Letters ]
DQTGFOI"m Balances ] m Contacts E Data l & Bills ] Receipts ] @ A0 & The ] e Graphs ] @ Diiary ] (ﬂ Precedents ]
Collection \ DataForms % DataFo|m| E Fiun |
‘E ‘ DataForms .
E General Matter Information | Claim Details | Barister Details for Matter | General &ppointments
Matter 5 atisfaction Date of sighed Cost Agreement
S Fequested Amaount 0,00
Froperty Details
=
ooces | | o] 5o | |
To move between the DataForms in a Collection, simply click on the tab to display the
DataForm required.
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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. Filedin: 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

@ TIP: You should save regularly as you are completing

DataForm fields.

8. Select the “Details of Relationship” tab.

(ﬂ Precedents ﬂ] Documents ﬂ Team a& Tasks Q History
Debtors Letters Trust Letters m Safe Custody
Balances m Carkacts E oats @ emPawer & Bils Receipts

DataForms

Investments &P Dett Contral
@ Unpresented Cheques
WOFfs & TFrs e Graphs @ Diary

[ 3 Copy ] IM DataForml [ E Run ]

E Enter details of the relationship
% General Detai | Details of Relationship | Details of Children
General Matter Date of Marriage

E g 14/07/1978 v
Place of Marriage Sydney

E Country of Marriage Australia

Matter Satisfaction

Shrvey Type of ceremonty Civil
Date of Separation 15092003 P
Date of Divorce O P
Date Cohabitation Commenced O w
Defacto Couple? [F

Data Entered

9. Date of Marriage: 16 April 1978
10. Place of Marriage: Sydney

11. Country of Marriage: Australia

“

(]
]
)
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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)

Select

17.

Alternative Method

Display the DataForm and then click on the button.

This will display the DataForm in its own window. When
click on the [OK] button to return to the main window.

Data Entered

you have finished entering data,

Details that have been entered into a DataForm can be viewed in one of two ways:

1. Display the DataForm OR click on Data Entered

Using the "Data Entered" view shows the details entered in a list format.

W Matter: James, Peter M Divorce Proceedings 990180

B9][=1

File Search Help

Matter
Client DFMOOL

Shart Description

Long Description

Your Reference
ﬂ Precedents

Balances

DataForms

Data Entered

e |

Family Proceedings

P

General Matter
Details

fn

Matter Satisfaction
Survey

990180
James, Peter M

Divorce Proceedings

Divorce From Mrs Helen James

Dehtors Letters

02 9670 8765 Partner  MMC
Controller 1
Author — DAM

Type FLH

BeWMA-W- G- RA- @I ITHR-0 ) Aadh SHHEX & 7

Michael Cavanagh
John Woodward
Darnien Monkague

Farmily Law - Husband

Date Instructed 4042005

Entity Lewisham Reid
BEranch Sydney - Lewisham Re
Department Litigation

Source Country

Date Completed
Archive
ﬂ Dacuments ﬂ Team Eﬁ’ Tasks Q History Investments &P Deht Contral
Trust Letters m Safe Custody @ Unpresented Cheques
m Contacts E Data emPower &P bils Receipts @ WOFFs & Tfrs e iaraphs m Diary
DataForm Field Name Yalue ~
Incoming Morkgagee Mo Morkgagee listed
Incoming Morkgagee Solicitor Mo Solicitor listed
Insurance Agency Mo Insurance Agency listed
Outgaing Martgagee Mo Martgagee listed
Outgaoing Mortgages Solicitor Mo Solicitor listed
Purchasing Solicitar Mo Solicitor listed
Requested Amount 500
Wendor Solicitor Mo Solicitor listed
‘Wiaber Authority Mo Water Authority listed
Details of Relationship (1: ) Country of Marriage Australia
Details of Relationship (1: ) Date of Marriage 14/07[1976
Details of Relationship (1: ) Date of Separation 18092003
Details of Relationship (1: ) Defacta Couple? il
Details of Relationship (1: )  Place of Marriage Sydney
Details of Relationship (1: ) Type of ceremony Civil
General Detail {1: ) Filed In Family Court of Australia
General Detail {1: ) Filed on behalf of : Respondant —
< >
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The list has three columns:

DataForm:

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 219.

Field Name: The name of the DataForm field.

Value: The details that have been entered into the field.

W HANDS ON

In this exercise, you will complete the "Barrister Details" DataForm for matter 990180 and

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.

W Matter: James, Peter M Divorce Proceedings 990180

/=S

File Search Help

OB W-A- G- R-9FHTE-© W« »y s SHES

x & 7

Matter 990180 02 9570 8765 Partner  MMC Michael Cavanagh Entity Lewisham Reid
Client DPMOOT James, Peter M Controller W Iohn Wondward Branch Sydney - Lewisham Re
. Department Litigation
Short Description | Divorce Proceedings Author  DaM Damien Montague e
Type FLH Family Law - Husband
Long Description | pivorce from Mrs Helen James Date Instructed 404/2005
Date Completed
‘Your Reference Archive
ﬂﬂ Precedents Qﬂ Documents ﬂ Team Ef’ Tasks Q History Investments &P Debt Control
Debtars Letters Trust Letters m Safe Custody @ Unpresented Cheques
Balances w Contacts El eta IEI EmPOwWEr & bils Receipts @ WIOFFs & Thrs @ craphs BA Diary
DfEfraons / [ @ Copy ][M DataFUrm] [ E Run ]
E Please enter Barrister details ‘
Family Proceedings
‘\ % Genaral Matter Infarmation | Claim Details | Barrister Details for Matter | Gengral Appointments
Barrister's Details a Edit... Mo Batrister listed
Date Barrister Briefed ] v
E Date Opinion Received o "
Matter Satisfaction
Survey Date of Hearing ] -
Save 3 Refresh
Data Entered =
5. Select the barrister being briefed for this matter by clicking on § Edt.. The

Contacts List dialog box will display listing all the Barristers currently attached to the

matter (this list should be empty).
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Essentials Workbook

W DataForm Matter Contact (Matter Party / Other Party) Editor @
Matker 990180 James, Peter M
Caktegory Barrister Divorce Procesdings
Role
Cm Contacts Lisk
Tywpe Role Tame Fhone Title:
< ™

Select

¥ Matter Contact (Matter Party / Other Party) [E]
Matker: 990130 James, Peter M
Divorce Proceedings
Role:
PhoneBook Search:
Reference:
Acting For? |:|
EBatch Mode? [F1

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
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15. Select

Data Enterad

16. Use the

@ LexisNexis

button to display all the details entered so far for this matter.

17. Select the “Barrister Details for Matter” icon to display only the barrister details in list

format.

18. 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).

HANDS ON

1. Open matter 990180.

2. Select the “Data” tab.

3. Select the “Family Proceedings” collection.
4. 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

Ele Search Help

EOBHHR- A F-R-9FHIE-® U )y e STHASX 3 7

Matter 990180 02 9570 6765 Partner MMC

Michael Cavanagh Entity Lewisharn Reid
Client DRMO0L Iames, Peter M Contraller T John Woodward Branch Sydney - Lewisham Re
Department Litigation
Short Description | Jivorce Proceedings Authar DM Damien Mantague S Eouy
Type FLH Farnily Law - Husband

Long Description — piyarce from Mrs Helen James Date Instructed 4/04/2005

Date Completed
¥our Reference

Archive
f] Precedents G] Documents u Team ﬁ Tasks Q History Investments &P Debt Control
Debtors Letters Trust Letters w Safe Custody @ Unpresented Cheques
Balances w Contacts E Data @ EmPower & Eills Receipts WOFfs & TFrs e Graphs m Diaty
DataForms [ & Copy HM DataForm] [ Elrun ]
E Enter the details of all children 1

a1

General Matter

General Detail | Details of Relationship | Detais of Children

Surname

Details E]
Given Names E]
E Date of Birth O "
Matter Satisfaction =
Survey Contact Mo, E]
Address E]
Gender Unknown B

§ Edi... No Solicitor listed

Zounkry of Birth
Child's Solicitar
1: Child

Data Entered
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10.

11.

12.

13.

14.

Complete the details for the first child as follows.
Surname: James

Given names: Daniel Peter

Date of Birth: 1 July 1989

Contact No: 02 9804 1234

Address: 1 Collins Street, Blakehurst NSW 2221
Gender: Male

Country of Birth: Australia

Child’s Solicitor: select Zipkis & Solari

Select

Add a New DataForm Instance

HANDS ON
15. Click on the button to add a new instance.
16. A dialog box will display to allow you to add a label to this instance:
Create a new instance: Details of Children
Deseription: |Child
[/ ok | X coneel |
17. 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.
18. Complete the details for the first child as follows.
19. Surname: James
20. Given names: Harrison Michael
21. Date of Birth: 14 September 1998
22. Contact No: 02 9805 6634
23. Address: 13 Fawkner Street, Carlton NSW 2218
24. Gender: Male
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25. Country of Birth: Australia

26. Child’s Solicitor: leave blank

27. Select

@ LexisNexis

@ TIP: You may enter as many instances of a DataForm

as you heed.

28. Enter details for a third child, as follows:

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

Deszcription: |Ehi|d

o 0K | x Cancel |

3. Enter “Daniel Peter” as the description and then select [OK].
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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.

11.3.1 Remove a DataForm Instance

W/ 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

9
</

Are you sure you want to delete this DataFaorm Instance?

3. Select[Yes].
4. Select

5. Select Datakntersd 145 view the details entered for this matter in a list format.

6. Close the matter.
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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.

11.4  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).
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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.

NOTE: 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  Displaying Precedents on a Matter

W HANDS ON

1. Open matter 012399.

2. Select the "Precedents" tab.

%/ Matter: Black Day Publishing Pty Ltd Debt Recovery from Harris Publishing 012399 =X
File Search Help

BEHMA-HA-E-R-0FHIB- @ ( « » hadh THEAEX & ¢

[Matker 012339 029521 1234 Partner MER Melissa Ryan Entity Lewisharn Reid
Client BDP-001  Black Day Publishing Py Ltd ContrallerMER  Melissa Ryan Branch Bl - (e i
Departrment Dust Disease
Short Description | Debt Recavery from Harris Publishing Author SR, ‘fwette 5 Rogers R
Type DEET Debt Recovery Matter
Long Description | pebt Recavery from Harris Publishing Date Instrucked 15/12/2006

Date Completed
‘four Reference Archive
a‘é Tasks Q Histary Investments | &3P Debt Contral Debtars Letters Trust Letters m Safe Cygfody @ Unpresented Cheques
Ealances m Contacts E Data | &P Eills Receipts @ WOFfs & TFrs e Graphs @ Diary GI Precedents Qﬂ Documents u Tearm

B <8l Categories=

Cateqor:
B Debt Recovery

B Gereral Precedents | Fiker | Colurns
DEX g0
CaTegor‘ies Icon |Description Code Precedent Category Cornments E
0 dient Complaint Record 131 General
(ﬂ Cost Agreement Letter ko Client, dat 117 General
(ﬂ Demandl.daot 136 Debt Recovery
(ﬂ Demandz, dat 137 Dbt Recovery Precedent
e] Demand3. dot 133 Debt Recovery .
ﬁ Fax 164 General List
e] File Moke 165 General
1 First Letter b Client 55 General
-
< >
Description: Filename:
[ Qﬂ Merge... ] [D &ew+Datal

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.

© 2010 Reed International Books Australia Pty Ltd trading as LexisNexis Page 221



@' LexisNexis Essentials Workbook

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. A sign-off prompt will display:

Page 222 © 2010 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis® Affinity Library @ LexisNexis

Lexis Affinity Library
IMatker: 990224 Purchase from Francis

Flease select an appropriate sign off:

" 1 Yours FaithFully
" 2 Yours sincerely
" 3 ‘Yfours truly

" 4 Regards

" 5 Author + Partner
" & Partner to sign

o 0K |

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.

@3 TIP: Generally, when you send a document fo 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.

12.3  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).

12.3.1 PhoneBook Mail Merge

W HANDS ON
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1. Click on the PhoneBook button on the main toolbar.

2. Clear the current filter settings @

3. Select the "Filters" tab.

W PhoneBook Selection @
Gauw se
FhonsBiooks | Filters
Select: ik "
Include Groups | Exclude Groups | Assodiated With
where criteria (%) Contains o -
Select entries which appeat in =
Search Key (@ all Categories (O Any Category S Refresh List
Full Marme =
Accountant _| Tax Seminar
Contact Agent Waluer
Assoriated Party Wwater Autharity
address Assoriation Member
" Auctioneer
SuburbfLocality Bank
|| Barrister
Slate Body Corpaorate
Country Building & Canstruction
hristmas Card
D Location Clint
Coundil
Mote Caurk
Creditor
Address Type to display T g:“:ﬁt;a“
(@ Strest CPostal Oox Dactar
i i Finance Companry
Reishonsip — Government Department
12l Tnsurance Agency
Inkernational
Select Equal To =— Investigator
code Type [ [ Media
| Mortgagee
State Pasteade National
S Mewsletter
Call, Plan | Other Party
Qur staff
e Partrer acting
Pharmaceutical
[¥] Asctive PhoneBook [ Seminar
- i Small Business
&
[] active or Permanent Client. T
[¥]Mon-active Client {(no matters) Solicikar Firm
y Solicitor acting
[#] Hon-Permanent Clisnt oppiers
[inactive PhoneBoak i
248 Records Filter = Act Pbks. Act&PermadnactéMon-Perm Clts, Displaying Street Address.

4. Include Groups: select Finance Company

5. Select the “PhoneBooks” tab to display the results.

6. Click on the arrow beside the LY toolbar button and select "Precedent Merge" from
the drop-down menu.

¥ PhoneBook Selection g @
UMW S0 ¢-8 8

PhoneBiooks 1 Fiters | Create aMerghile. .
. Precedent Merge...

Search Key [rvarns Suburk wiartk Phiore |State |Postcode Title] A
_t CBA - George Street Commorwealth Bank of Australia Lim SYDMEY 02 8317 6211 WSw 2000 Ir V |
| |Henderson & Associates Henderson & Associates NORTH PARRAMAT 02 3663 1234 |NSW (2151
| |MAB M ational &ustralia B ank Limited BRISEANE 07 36701234 QLD 4000
| Streetwide Finance Py Lid Streetwide Finance Py Lid MELEOURME 0396881234 MIC 3000

[s]
<[ EY

XK Cancel |

Search starting with
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7. The Precedents Explorer window will open, displaying PhoneBook precedents
(grouped either by Workflow Area, Precedent Category or DataForm).

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

BEX

Precedent | Document Record

Precedent: |Letter Invitation to End of Year Parky

DataForm:

Execute Scripk
Print O
Close O
Collate

File Path: PRECEDENT=: MarketingiLetter Invitation to End of Year Party.dot

’ / 84 ] | x Cancel |

11. Select the “Document Record” tab.

¥ PhoneBook Precedent

=%

Precedent Document Record ]

v Update these entries with a document reference for this merge
Diocument Update Details

Save File Path: |

o Update |

Description: |Letter Inwitation to End of ‘ear Party

Created: |19/07/2007 = Mailed:
Author: |Yvette 5 Rogers ﬂ
Operator: |Yvette S Rogers ﬂ I~ Show on CliNet
| |
Categomny: |Marketing ﬂ
Department: |DustDisease ﬂ
Branch: |S_l,ldne_l,l - Lewisham Reid j
Type(s): Agreement Debt Callection Finanial &/c3
Artwwark, Email Forms
Brochure Facsimile Invoice
:< 1l )
" 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...

: £ Ed- ] Marketing Merge Results lj

b

My Recent
Dacurments

Deskkop
$|- "
! i.;t|

My Documents

Ay

[y Computer

l:. File name: Irvite ko EQY Party 2007 .doc LJ 1W0rd Documents (* LJ
]

Iy Metwork Save | Cancel |

Places

14. File Name: enter “Invite to EQY Party 2007”.

15. Select

16. Type(s): select Letter

17. Select @

This will write the document record to each PhoneBook entry. The following prompt
will display:

¥ o

Information

\]‘:) Docurment update complete!

18. Select [OK] to close this dialog box.

@ TIP: If youforget to select the & Updats | bytton to

create document records for this merge, you will be
prompted to do this when you perform this merge.

19. Click on the [OK] button at the bottom of the window to commence the merge.
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20. 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.

21. Close the document and return to Lexis Affinity Library.
22. Open one of PhoneBook records in the list.

23. 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
precedent. If you wish to run a different DataForm, click on the binoculars
button and select the DataForm.

You may also click on the |ﬂ button to remove the attached DataForm.

Save File Path
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
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.

Print The "Print" field allows you to print the merge results immediately.

Close 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.

Collate 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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13.  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. These will be installed by
your consultant.

13.1  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.

W HANDS ON

1.  Open the client Mr John Gribble.

2. Create a new matter for this client using the following details:

Author YSR

Partner YSR

Controller MER

Matter Type CV (Conveyancing Sale)

Short Description Sale of your property to R & J Greenwell
Long Description Sale of your property to R & J Greenwell
Your Reference JG1002

Branch Sydney — Lewisham Reid

Department Conveyancing

3. Click [OK] to create the matter.

4. The matter number will display. Click [OK] to continue.
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5. The following dataform will display:

W DataForm: Solicitor, Agent, Mortgagee, Other
File Tools Help

BEX]

i Solicitor, Agent, Morkgages, Other

Matter: 012431 Gribble, Mr John

Sale of your property bo R Greenwell

Additional Clients

i‘ Edit... Mo Matter Client: listed
Other Party Solicitor i‘ Edit... Mo Solicitor listed
Other Party Conveyancer i‘ Edit... Mo Conveyancer listed
Estate Agent i‘ Edit... Mo Agent: listed
Mortgagee i‘ Edit... Mo Bank listed
Solicitor for the Mortgagee i“F Edit... Mo Solicitor listed
Any other contacts i“F Edit... Mo Other Softdocs Contact listed

[ o OK H xgancell

You will now enter the contacts for this matter using the buttons on the dataform.

Click on the | g Edi...
box will open:

| button beside Additional Clients. The following dialog

W DataForm Matter Contact (Matter Party / Other Party) Editor

o

Matter  [MATTER]

Gribble, Mr Jahn
Matter Client

Sale of your property ta R and J Greenway
Rale
m Contacts List

Type Role Mame

Phone

Tikle:

<]

[m Add Fram the Matker Contact List...

[ Data Grid

Click on _
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W Matter Contact (Matter Party / Other Party) @

Matter: [MATTER] Gribble, My John
Sale of your property to R and 1 Greenway

Role: -

PhoneBook Search:

Reference:

EBatch Made? [F]

8. Click on the arrow beside the Role field and select Vendor from the drop-down list.

9. Click on the button.

10. 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) @

Matter: [MATTER] Gribble, Mr John
Sale of your property to R and 1 Greenway

Role: Wendor A

PhoneBook Search: Peters, John M

Reference:

Batch Mode? [F
o add XK Cancel

11. Click on .

12. Click on . You will be returned to the DataForm.

13. Now add the following contacts using the [ W Edit... buttons on the
DataForm:
Other Party Solicitor James James & Smythe
Estate Agent Richardson & Wrench - Parramatta

14. On completion, click [OK] to close and save the dataform.
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15. At the following prompt, select [No].

=

Confirm

‘?/ Do you want ko prink the Instrucking Letter 7
-

16. Matter creation is complete. You can now open the matter and continue work.

13.2  Generating Documents

The list of Softdocs precedents available for this matter is shown under the "Precedents"
tab in the matter window.

W/ atter: Gribble, Mr John Sale of your property to B Hill 012437 =J=lEd
Ele Search Help

EOHF-A- - 8-03FI8 B W4 ry Aud SEHeX SR ?

Matter 012437 03 9608 7654 Partner MER Melissa Ryan Entity Lewisham Reid

Client GRIB Gribble, Mr John Cortroller MER,  Melissa Ryan Branch Sydney - Lewisham Re
Departrment Conveyancing

Short Description | Sale of vour property to R and J Greenway Author  MER Melissa Ryan e

Type Y Conweyance - Yendor
Sale of your property to R and J Greenway Date Instrucked 3/06/2010

Date Completed
Your Reference Archive
Q Histary Investments &P Debt Contral Debtors Letters Trust Letters m Safe Custody =M Cheques &_ Espreon @ research
Balances m Conkacts E Data & Eils Receipts @ W /OFFs & Tfrs e Graphs % Diary ﬂ Precedents {’] Documents ﬂ Team ﬁ’ Tasks

B <Al Categories>
Categor
= Bk Conweyancing - Yendor (NSW) ] 0y

Long Descripkion

ﬁ :);M Precedents | Fiker | Colurnns
I LFIFORMS DX S0
B LTR Icon  Descripkion Filenamne: Precedent Category i)
I OTHER S CO1LL- Lt to Client L1.RTF Conveyandng - Yendor (MW}
@) CO1L2 - Lty ko Other Party Lz.rtf Conveyandng - Yendor (MW}
@) CO1L3- Lty General L3.¢rtF Conveyandng - Yendor (MW}
@) CO1L3- Lty General L3.rtf Conveyandng - Purchaser (NSW)
f  C01L4-Lkr ko Agent LerkF iZonveyancing - Yendor (MSW)
f  C01L5 - Lkr ko Mortgagee Solicikor LS. rkF iZonveyancing - Yendor (MSW)
f  C01LE - Lkr ko Mortgagee LE.rkF iZonveyancing - Yendor (MSW)
& CO2ZF1-Faxto Client FL.rtf Canveyancing - Yendaor (MSW)
@l CO0ZF2-Faxto Other Party Fz.rtf Canveyancing - Yendaor (MSW)
@1 C02F3-Fax General Fa.rtf Canveyancing - Yendaor (MSW)
4f) COZF4-Faxto Agert F4.rtf Conveyandng - Yendor (HSW)
@ C02FS - Fax to Mortgagee Salicitor F5.rtf Conveyandng - Yendor (MW}
@f) €02 F& - Fax to Mortgagee Fé&.rtf Conveyandng - Yendor (MW}
@) C03INFO - Matter Information Shest TNFO HEF Conveyandng - Yendor (MW}
v
< Nl
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.

. Click in the Filename box at the bottom of the window and start typing the file
name of the precedent, to jump to that precedent.

. When the precedent is selected, click on the button to launch the

HotDocs interview. You can also simply double-click on the precedent.
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\“% 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 "C 01 L1 - Ltr to Client".

The HotDocs interview will launch for this precedent.

Z9L1 - Client Letter - HotDocs 2008 Professional Edition =&
File Edit Wiew Navigate Tools Help
) miz437.anx v HB»A A|@ |V 8 F R L ]
Interview Dacument Preview Guestion Summary Answer Summary Wariable Sheet
=] Client Details Client Details
] Re Details
=] Enclasure Details SE!'FCT CLIENT TO SE: )
=1 End of Interview (O} % 5
() 2 - John Matthew Peters
() Cther
Client's Reference (F required) Our Reference

MER:YSR:012437

CURRENT MAME AND CORRESPONDENCE ADDRESS:
Mr John Gribble

33 Riverview Crive

ABBOTSFORD WIC 3067

SELECT DETAILS T LUSE:
() Correspondence Details as above

() Street Address Detalls as above
() Alternate Addressee Details

Cantact Mame (if required)

[Jinclude above Contact Name in addressee details

Next B W Last M | Finish JE]

Far Help, press FL UM

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 Finsh Bl putton. The
document will then display in Microsoft Word.

6. On completion, save your document in the usual way.

Users of Lexis Affinity Document Management or Lexis Information Manager will use
the 28¥& &5 button on the Lexis Document Toolbar.
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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

additional Clients

Other Party Solicitor

Other Party Conveyancer

Estate Agent

Mortgagee

Salicitor For the Mortgagee

Any other contacts

3. Using the [

Mo Matter Cliert: listed
Mo Solicitar listed
Mo Conveyancer listed
Mo Agent: listed
Mo Barik listed
Mo Solicitar listed
Mo Other Softdocs Conkact listed
¥ Edt... ] buttons, add the following contacts:

Mortgagee

CBA — George Street

Solicitor for the Mortgagee = Salenger Hearne & Biddulph

4. Click the button to save your changes.
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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

=1
File Search Help
BN -W-A-R-oFJBtB- 0 K » Y Ahod SoHEHeX SEY ?

Matker 012437 03 9608 7E54 Partner MER Melissa Ryan Entity Lewisham Reid
Client GRIE Gribhle, Mr Tahn ContrallerMER Melissa Ryan Eranch Sydney - L?W'Sham Re
Short Description | Sale of your property to R and J Greenway Author  MER Melissa Ryan Q:E:QWCZTHW I
Type [ Conveyance - Yendar
Long Description | qaje of your property ko R and J Greenway Date Instructed 3{06/2010
Date Completed
Wour Reference Archive

Q Hiskary Investments & Debt Control Dehtars Letters Trust Letters w Safe Custody % Cheques &_ Espreon @ rescarch
EBalances m Contacts | [ pata | & Bils Receipts @ W[ OFfs & Tfrs e Graphs | B piary | € Precedents | €9 Documents ﬂ Team Eﬁ Tasks
D contarts uist | B8] Selected Contact PhoneBack Selected Contact DataForm

Type Seq Role Hame Phane Title: Reference kad
Agent 1 Richardson & Wrench - Parramatta |02 9635 4756 P3223
Matker BilTa 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 96083 7654
Matter Client 2 Wendar Peters, John M 03 9867 9558
Solicitor 1 Other Party Solicitor Jlames_lames James & Smythe 02 9970 9595 Mr Julian James 33456
=
4 S

[ a Mew. .. ] [ ﬁ Edit... ] | ﬁ Delete ‘ [ éPrmt‘.. ] [Relate...] [ m]Open.‘. ] [Precedent‘.. ] [EDataGrld]

Use the

button to view and edit the PhoneBook record for the selected contact.
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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

Using your new matter, select the "Precedents" tab.

Select OTHER from the list of Precedent Categories.

W Matter: Gribble, Mr John Sale of your property to B Hill012437

[A][=1/%]

Eile Search Help

Matter 012437

Long Description | sae of waur property to R and J Greenway Date Instructed 3/06/2010

Date Campleted

Vour Reference Archive

03 9608 7E54 Partner MER Melissa Ryan

Client GRIE Gribble, Mr John ControllerMER Melissa Ryan

Short Description  |Sale of your property to Rt and 1 Greenway Author  MER  Melissa Ryan
Type  O¥ Conveyance - Yendor

BEeHH-A-E-BR-OFHIB-® W4 ) daad SHESeX SHE 7

Entity Lewisham Reid
Eranch Sydney - Lewisham Re

Department [
Source Country

onveyandng

<

Description:

Filename:

5 History Irivestments & Debt Contral Debtars Letters Trust Letters 1] safe custody N cheques & Espreon @ Feszarch
Balances | W) contacts | BB pata | &P Bils Receipts | BN wioifs &Tfrs | @8 Graphs | BF Diary | @ Precedents | @ Documents | P Team | B Tasks
B <8l Categories> Category: OTHER # Category
= Conveyancing - vendar (NSw)
By P Precedents | Fiker | Columns
R FORM
I (PIFORMS ODEx S0
ﬁ LOTT:ER Icon  Description Filename Precedent Category ~
G €03 INFO - Matter Information Shest NFo. it Conveyanting - Yendor (NSW)
&fi 03 MASTER - Master File MASTER. rtf

Conveyancing - Yendor (NSW)

Select "C 03 MASTER — Master File" from the precedent list.

Click on the button.

Assembly of the master file will open in HotDocs.

On the Matter Details dialog, complete the address fields:

Street No: 15
Street Name:
Suburb:

Wilson Street
Parramatta
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5 MASTER - Master File - HotDocs 2009 Player Edition

ok

file Edit Yiew Navigste Tooks Help

)| mz430.anx YaZd g 8| vaERER L = of 3
Interview Document Preview Question Summary Ancwer Summary
=] Matter Details Matter Details
=] clenk petals OUR REFERENCE DATE OPERED MATTER MUMEBER:
] Conveyance Detals — o
1 Vendr Dotats YSRIYSR:012430 31380 2011 s’ 012430
=] Purchaser Details
=] Purchaser Representative Detalls PERSON RESPONSIBLE EHMAIL ADDRESS
=] Praperty Detals Yyette 5 Ragers yrogers@lewishamreid.com.au
=] Agent Details
] Mortgagee Details
=1 First Mortgages Detals RE: FOR CLIENT LETTER/FAX
=] First Mortgages Soiictor Detalls Sale b0 R 6 1 Gresnwel
=] formation Sheet:
Line 2 (if req'd;
) End of Interview ez )
RE: FOR OTHER PARTY LETTER/FAX
Line 2(if req'd)
RE: FOR GENERAL LETTER/FAR
Line 2if req'd)
PROPERTY DETAILS:
- Street Ho - Street Name: - Suburb
15 wilson Strest Parramatta

Hext bW

Last M | Finich b=]

6. Clickthe Mext B 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 there is an error in 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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[ MASTER - Mastor File - Hotbacs 2008 Professional Edition BER]
|| Fle Cdt View Naigste Took Help |
) [onzazn,an vazh»E a0 vare tl
Intstviews | Document Preview Queston Summary Anguer Summany Variokle Shest
[ Makter Dotads. Purchaser Representalive Details
52 Cler: Dotals FIRMPERSON HAME for hixusneisflasrs CORRESPONDENCE NAME 340 AD0AESS
Corerparen Deaks = = B
[0 erndor Detasls
) Purchaser Datals
= Represtrtative Datals
0 Property Detals
=] agent Detaids
5 Information et Street Adkdress For documents Dix Address for documents (F apglcabin)
) 15 Lawwcs bewng wsed? 1
T Endiof kerview Contact s (F requined) Lol Address
Salutation Far Number
Ther Refersnce (f requred) Tebsohiona Muamber
PURCHASER REPRESENTED EY:
(%) Frm ) el
() Sobe Practitiones ) wcensed Comveyancer
D seiet
M Frst H A Pfreeos bet b B ket M Firigh ]

HH |

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?

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

=Jo&

=T e —
) | masx.ans vagH b»BE
Ut Susnay

Interies Docuend Fremes Arsovees Suminay

ae|varkd »~ +an B

I Matter Detals Canveynnce Datails

=] Chert Detaks —

=) Conrveryance Detads TS

I Vendor Detals (@) Sale ) Purcharse
=] Purchaser Dubal

I Purchaser Represerkative Detals
=] Propesty Detals

=] Agek Dot

0 Mertigeges Detals

=] Frst Muortigagmn Dwbaikc

I First Mortigagee Sobtor Datals
=] infoemation Sheet

=0 Eved ol Inbervview

PROPENTY PRICE
§ | 62,000.00
DEMOSIT PAID

§ | 62,900.00

15 THERE AN AGENT 7

(3 Hes

S]]

15 THE YENDOR THE REGD PROPRIETOR 7

@ yes
O g

DATE EXCHANGED

17 May 2010 O
DATE SETTIED

b Jun 20 |

15 THERE A MORTGAGEE 7

@ Yo

15 THE PROPERTY [N A NEW SUBDIVISION 7
O te

©

M oA preves met b B Last M Fingh )

8. Click Mext Bt display the Vendor Details dialog.

Enter the vendor details as follows.

How many vendors?
Tenancy Details
VENDOR 1 — Name
Vendor 1 — Address
VENDOR 2 — Name
Vendor 2 - Address

2

Tenants in Common equal

John Michael Gribble

33 Riverview Drive, Abbotsford
John Matthew Peters

140 Albert Road, East Melbourne

9. Click Hext Bt display the Purchaser Details dialog and enter the details as

follows:

How many purchasers?
Tenancy Details
PURCHASER 1 — Name
Purchaser 1 — Address
PURCHASER 2 — Name
Purchaser 2 - Address

2

Joint Tenants

Mr Robert Greenway

151 Hawkes Street, Parramatta
Mrs Jane Greenway

Leave blank

10. Click Mext | ~ The purchaser representative details will display. Note that the other
party solicitor selected in Lexis Affinity will display here.

11. Click MNext | ~ The property details will not be entered at this stage.
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12.

13.

14.

15.

16.

17.

Click Hext 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 Hext B 1o display First Mortgagee Details. The bank selected in Lexis Affinity
will display.

Click Hext p _ to display the First Mortgagee Solicitor details. The solicitor details
have been passed from Lexis Affinity.

Click Mext P _ Answer Yes to print an Information Sheet.

Click the Finish IEl putton 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.

@ mPorTANT

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 g@
File  Help
Conflick Checker |
Template MOME Mo template assigned
Description
Entity LR, - Leswisham Reid ]
Branch |v]
Include in Search:
PhoneBook records Mo of Months Audit Trail Reporting |:| [v]
Client recards Context of Search
Matter records Override Matker Team Security
DataForms Do Case Sensitive Search O
Archive records
Audit Trail ]
< HotDocs
Search Criteria:
Search Words [ Phrase [CDwhole word?
®@and Oor [ wihole waord?
®and Oor [ wihole waord?
[¥]kesp Open? I o 0K l ’ X cancel ]
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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).
W Conflict of Interest Checker - New E]@
File Help
Conflict Checker
Template MOME Mo template assigned
Description
Entity LR - Lewisham Reid w]
Branch v
Include in Search:
PhoneBook recards Ma of Manths Audit Trail Reparting O v
Client records Context of Search
Matter recards Crvertide Matter Team Security
DataForms Do Case Sensitive Search ]
Archive records
Audit Trail ]
HotDocs
Search Criteria:
Search Wards | Phrase greenwel| [ 'whole word?
®and Oor [whole word?
®and Oor [whole word?
[“]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 Lawisham Reid
Branch: SYD Sydney - Lewisham Reid
Search Word / Phrase. greenway
Search Selection Criteria: Archive, Client, Matter, PhoneBook, Include DataForm,

Client (0 client found)
Clignt Mote (0 client note found)

Matter {1 matter found)

GRIB MER Gribble, Mr John
Gribble, Mr John
012430 YSRIMER { YSR F 31JANAT f 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 deY SR/ MER / YSR / 31/JAN/T / Sale to R & J Greenway / CV

Matter HotDaocs (1 matter HotDocs field found)

012430
Saleto R & J Greenway
F24 Mr Robert Greenway
F26 Mrs Jane Greenway
Matter Parties Mr Robert Greenway [Furchaser 1]

Mrs Jane Greenway [Furchaser 2
John Matthew Peters [Vendor 2]
15 Wilson Street, Parramatta [Property Address)]

The above report shows that the string “greenway” has been found in the matter

@ LexisNexis

description for matter 012430 and also in fields F24, F26 and Matter Parties in the

HotDocs data for matter 012430.
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14.

14.1

NOTE:

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 | Qpen | Close | Search | Prink | Lkilities = B

Word 2007 or greater (found in the LexisNexis ribbon)

‘HE LW G

Save

Save Open Close  Search Print Utilities
As PDF -

Lexis Document Toolbar

Lexis Document Toolbar Functions in Word

SAVE

SAVE AS

SAVE AS PDF

OPEN
CLOSE
SEARCH
PRINT

UTILITIES

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 the current document with a new file name (eg. create a
copy) or to a different matter.

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 (or switch to) Lexis Affinity Library.

Close the active document.

Search for stop codes in your documents.

Send documents to print based on user selections.

Drop down a menu of emPower and other document utilities.

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 | 3ave | or | Saveas | to save the document to Lexis Affinity.

The following steps are performed:
1. 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.

PROCEDURE

I

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:

I Save Document
b atter: | 1) \/ oK. |
Phoneboak:
| ﬂ X Cancel
Dezcription:
Created: M ailed: |_
Authar; -
Operator; |v'vette 5 Rogers - [~ Shaow aon Clit et
FromdSender: |
Precedent: | i 3]
Categony: | j
Department: | ﬂ
Branch: | j
Typels) Agreement Debt Callection Faorms
Artwaark, Ermnail Irvvoice
Brochure Faczimile Letter
Conflict Check, Financial &/cs Medical Reports
< 2]
Storage Type for Document
" Temporary f+ Pemanent " Archive
v Insert Foater
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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ﬂ | 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.

@4 Matter Selection E]@
oo

Dizplay Gnd ] Filter ]

Client |Description File |Partner|Author] Type ]A-._A

L Antwell Building Company  Antwell - General Insurance Compary 012402 MER MER LITIG

I Anbwell Bulding Company — f 012424 MER MER DEBT F
|_|Antwell Building Company | hew matter 012425 MER MER DEBT

) Ares Military Regearch Pty LicAres v TRC 2030434 MER  MMC | CObM

|| Ares Military Research Pty Lt Potential Redundancies Advice 012352 MMC  DJA EMP
|_|Black Day Publishing Pty Ltd Contract of Emplayment - Marketing Mngr m231 MER DJ& | ADM

{1 Black D ay Publishing Pty Ltd Debt Recovery from Harris Publizhing 12399 MER v5R |DEBT

] Black D ay Publizhing Pty Ltd Debt Recowvery from Regents Park Books 12326 MER vSR |DEBT
|_|Black Day Publishing Pty Ltd Debt Recavery from The Open Book 012347 MER ¥SR |DEBT

I Black Day Publishing Pty Ltd|Debt from Gemin Ski Hire 930105 MMC |YSR |DEBT

1] Black D ay Publizhing Pty Ltd General advice annual retainer 040705 RED  YSR O ADv
|_|Black Day Publishing Pty Ltd Lease of premises ta Blackwell 012339 MER DaM v
|_|Blackwel Scientific Publicatic Advice 930044 MER YSA ADY

I Blackwel Scientific Publicatic D ebt Recaovery from 'wilzon 2418 MMC |MMC |DEBT |

£ >
Search for Client: W OK | x Cancel |

3. Inthe Search for Client box, begin typing the client name until the required client is
shown in the window.

4. 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.

5. Click into the Description box and type in a meaningful description for the document
(eg. Letter to client enclosing Costs Agreement).

@ TIP: The details entered into the Description box can
be used to search for a document/s in Affinity. Itis
important to be consistent across the firm (eg. always
use say, "Letter” rather than variations such as "Ltr").

6. Complete any other details required such as Category and Type(s).

7. Click [OK].
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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.

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.

. To save "over" the previous document, simply press the [Save] button after making

the edits.

° 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.

HANDS ON

1. Create a new document in Microsoft Word.

2. Type your firm name and address into the document.

3. Click on the @ 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].
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10.

11.

12.

13.

14.

15.

16.

17.

Select Word’s Print Preview function to view the document footer.
Close the Preview screen.

Move the cursor to the end of the document and add the firm’s phone number.

Click on the | 3ave | button on the Lexis Document Toolbar.

Edit the document and change the firm name to firm’s service company name.

Click on the | 3av2 #s | putton on the Lexis Document Toolbar.

Enter the Description as: Service Company Details
Click [OK].
Preview the document and note the new footer details.

Close the document.

@ 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.

14.3  Save As PDF

The | 3av= &sFDF | pbutton 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.

14.4  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.

@ 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 =JoEs
Eile  Search Help

ECHA-FA-G-2-FHIH-O W« )y Hhad SHEHEX S 9

IMatter 012424 07 32731234 Partner MER Melissa Ryan Entity Lewishamn Reid
Client JOHNODO1 ~ Erowne, John & Sandra ControllerMER  Melissa Ryan Branch Sydney - Levisham Re
. . Department  Conveyancing
Short Description | Sale of 23 Hilside Author  MER Melissa Ryan e
Type cv Conveyance - Yendor
Long Description | <aje of 23 Hilside Date Instructed 9102009

Date Completed
‘four Reference Archive
E’ Tasks Q Histary Investments &P Debt Contral Debtors Letters Trust Letters w Safe Custady @ Unpresente! eques € Espreon

Balances | M) contacts | B pata emPower | & Bills Receipts | EN wioffs aTfrs | & araphs | BB Diary | @ Precedents ocuments | P Team

I <Al Categories:=
Cateqgor:
B Affinity - Genersl -M gory

= B Conveyancing - Vendor (Do ments Tra | comme

P Faz .
I FORM + B EF S Hame N
ﬁ t:IRFORMS Icon Mamne Created Descripkion Author Operator Pre
B OTHER @ PICHNOD01_012424_004.doc §f12f2009 2:11:19PM  JOHNOODO1 For matter 012424 Fax Melissa Ryan ‘Ywette 5 Rogers Fa»
T__ PICHMOO01_012424_003.pdf |18/11j2009 2:08:56 AM L4 - Letter to Agent JOHMOOD1 For matter 012424: Melissa Ryan ‘fwette 5 Rogers L.
|£l] PIOHMNOOO1_012424_003 doc 18/11/2009 9:05:52 AM L4 - Letter to Agent JOHMOOO1 For matter 012424 Melissa Ryan ‘Ywette S Rogers L4,
‘l_'_'l_] PICHNO001_012424_002,doc |18/11j2009 9:08:33 AM test Melissa Ryan ‘Yvette S Rogers L4,
] PICHNOOD1_012424_001,doc |18/11/2009 5:50:36 AM test bill Melissa Ryan ‘wette S Rogers  Exe
v
< »
< *

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 264 for more information on how to use filters.

To open a document from the list:

Double-click on the document entry OR

Highlight the document entry and click on the “Open” icon on the toolbar OR

S B S

Right-click on the document entry and select "Open Document" from the drop-
down menu.
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145  The Document Management Window

Open the Document Management window to all list all documents / files that have been
generated and saved, across the firm.

¥ Document Management E]@
Documents ]Filter | calurns 1
+ % w2 Q:: @ Mame:
Icon |Path Author |Created Matter Deparkment {Ead
4 |E_] c:iworkd W 1AA19902 24 est mail line 2. doc James Anderson 29J08/2005 11:03:28 AM 990224 Conveyancing |
|ﬂ_] o workiD0DDAA01251 14001 . DOC Darren James Arnold 25082005 11:48:07 AM 012311 Dust Disease
ﬂ_l] c:warkiBANYSRY 0407054001, DOC ‘Yvette 5 Rogers 12/08/2005 1:34:57 PM 040705 Bankruptey
Iﬂ_] cworkdDOYYSRY0123994001 . DioC ‘fvette 5 Ragers 12/08/2008 1:31:23 PM 012399 Dust Disease
lﬂ_] ootk # DR PGELY 0407054001, DiOC Penny Leonard 12/08/2008 1:20:10 PM 040705 Commercial
lﬂ_] c:workl ADMyPELY 0407054005, DOC Penny Leonard 12/08/2008 1:18:03 PM 040705 Administration
lﬂ_] otk COMPGELYD40705Y001. DiOC Penny Leonard 12/08/2008 1:16:20 PM 040705 Commercial
Iﬂ_] otk COMYYSRY 040705004, DOC ‘fvette 5 Ragers 12/08/2008 1:15:50 PM 040705 Commercial
M_] otk COMPGELY 040705 Test Instances. doc Penny Leonard 12]08/2005 1:07:41 PM 040705 Commercial
lﬂ_] C:lAffinity Test Precedents\Matter Partner Mame.doc Penny Leonard 12/08/2008 1:07:10 PM 040705 Commercial
ﬂ_l] ctworklADMYPELY 0407054003, DOC Penny Leonard 12]08/2008 1:06:37 PM 040705 Administration
Iﬂ_] ctworklADMYPELY 0407054002, DOC Penny Leonard 12/08/2008 1:06:04 PM 040705 Administration
lﬂ_] ctworklADMYPELY 0407054001, DOC Penny Leonard 12]08/2008 1:04:57 PM 040705 Administration
lﬂ_] c:workiBSPO01Y990224 PANTW _012402_023,DOC Jarmes Anderson 8/08/2008 1:53:06 FM 990224 Conveyancing
W) | C\WORKIANTW1,012402\PANTW 1 _012402_024.00C | James Anderson | 8{08/2008 1:52:05 PM 990224 Convevancing
Iﬂ_] CHMWORKLANTYW 140124021026, DOC Jarmes Anderson 8/08/2008 1:49:47 FM 990224 Conveyancing i
al
£ »

5. 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.

W 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. |@I

11. Scroll through the Documents list again. You should notice more files.
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14.6

Tabs and Toolbar

Docurnents lFiIter ] Columns]

+ Eh = 5 @ Mame: || [ 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

EE b lu X B

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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14.7

14.7.1

Clearing the Filter

A filter 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.

|Q| You 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.

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.

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.

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
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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.

1. Click on the Columns tab to display the Columns window.
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¥ Document Ma nagement g@

Ciocurnents ] Fiter  Columns

Hidden Displayed
Deleted By H Icon e
Deleted Date Path (|

Authar

Adel = Created
addal = | [Matter

Q Deparkment
Marmne

Operakar
Phonebook

< Remove FromSender
Descripkion
< Remove a8l | |precedent
Category
Show on CliMet

Branch V

[ 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

[v M ultiple Band

Click on the “Multiple Bands” check box for a multi-line display of document entries as
shown below.

¥ Document Management E]@

Dacuments ]Filter ] Columns]

+%:‘( = q"::@ Mame:

Iron |Path Authar |Created Matter Department Mame |

Description |
] ﬂj cworkiCY JaA990224 kest mal line 2.doc James Anderson 20/08/2005 11:03:258 AM 990224 Conveyancing test mail li
test |
M_] ciworkiDOADIAY01 231 14001, D0C Darren James Arnol 25/08/2008 11:48:07 AM 012311 Dust Disease 001,00 |
test

@J Cilwork\BAN|¥SRY0407054001 ,DOC ‘vette 5 Rogers 12/08/2008 1:34:57 PM 040705 Bankruptcy 001.00C | =
test

@_] CiworkiDDYYSR0123990001,D0C ‘fwette 5 Rogers 1210812008 1:31:23 PM 012399 Dust Disease 001.00C |
test dd

@ ciworki A0APGLI040705001, DOC Penny Leonard 12/08/2008 1:20:10 PM 040705 Commercial 001.00C
tesk

Iﬂ_] c:hwork ADMPGLYD40705,005 . DOC Penry Leonard 12/08/2008 1:15:03 PM 040705 Administration 005.DoC
trertrt

ﬂ_ﬂ cworkl COMIPGELI0407054001 . DOC Penny Leonard 12/08/2008 1:16:20 PM 040705 Commercial 001.DoC
teska

M_] cihwork  COMYYSRI040705,004,D0OC ‘fvette 5 Rogers 12/08/2008 1:15:50 PM 040705 Commercial 004.DoC
test 5

@j Cwork\ COMPGELY040705) Test Instances. doc Penny Leonard 12/08/2008 1:07:41 PM 040705 Commercial Test Inste
test

M_] CAFfinity! Test PrecedentsiMatter Partner Mame, doc Penny Leonard 12f0812008 1:07:10 PM 040705 Commercial Matter Pa
test

@j Ciworkl ADMPGLI 0407051003, DOC Penny Leonard 1210812008 1:06:37 PM 040705 Administration 003.00C
changed to Commercial

M_] c:hwarkl ADMPGLYD40705, 002 . DOC Penry Leonard 12/08/2008 1:06:04 P 040705 Administration 00z.00C
test2

ﬂj cworkl ADMPGLYD407054001 . DOC Penny Leonard 12/08/2008 1:04:57 PM 040705 Administration 001.D0C
letter to client enclosing costs agreement

M_] ciworkiBSPO0LYO90224\PANTWL _012402_023.D0C James Anderson §/08/2005 1:53:06 PM 9a0224 Conveyancing PANTWL_
test

The Multiple Bands display shows the description on the second line for each entry.
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W HANDS ON

The aim of this exercise is for you to become familiar with using the Column Layout in the
Documents list.

1. Open your matter and display the generated documents.
2. Click on the "Columns" tab.
3. Remove the following columns from the display list:
Path
CliNet
Category
Department
Operator
4. Place Operator back on the display list.
5.  Order the columns to be displayed as follows:
Icon
Name
Description
Operator
Author
(order the remaining columns as you wish)
6. Click on the "Documents" tab to review the results.
7. Resize the Description column to make it smaller.
8. Reverse the order of Operator and Author (use the drag and drop method).
9. Close the matter window.

10. Open your PhoneBook entry and click on the “Documents” tab to view the document
list.

11. Open the Document Management window and view the document list.
12. Sort the list by date in ascending order.
13. Sort the list by matter number.

14. Sort the list by author.

© 2010 Reed International Books Australia Pty Ltd trading as LexisNexis Page 257



@' LexisNexis Essentials Workbook

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 A document generated by another word processor (eg. WordPerfect)
e A scanned image that has been saved onto your system

e A spreadsheet 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 || o O
File: Name XK cCancel
Matter (012424
Phonebook |Erowne, John & Sandra
Descripkion
Created |[¥]1z/01/2010 v maied [ |
Author | Melissa Ryan »| .. ToFolder Structure

Operator |yvyette SRogers  |v| (@ Move O Cony O Neither

Show on Cliket []

FromjSender
Precedent
Category ||
Department | Conveyancing ||
Branch |Sydney - Lewisham Reid ||
Typeis) ._ Agreement Email LS4 Statement
[ Artwork Facsimile Letter
Brochure Financial Ajcs [ | Medical Reports
L] Canflict Check Forms Online Search
[l Debt Colleckion Invoice FDF
£ I el

3. Path: click on the binoculars button to browse to the file.

When you have located the file, double-click on the file name.
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4. Matter: insert the matter number (may be left blank if the file is not associated with
any particular matter).

@ TIP: If you enter the Matter No first, the Author,
PhoneBook, Branch and Department fields will be
automatically completed for you.

5. Description: enter a meaningful description for the file.

6. Date: defaults to today but can be altered.

7. Mailed: tick this box to record the date the document was mailed (if required).

8. 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.

9. CliNet: select if you have CliNet and would like this file to be available to CliNet.

10. Operator: defaults to the user logged into Lexis Affinity Library.

11. Sender: used to enter the name of the sender of an incoming document or email.
12. Precedent: insert the name of the precedent document used to generate this file.

13. Category: nominate a document category or practice area (eg. Litigation) for this file.
14. Department: defaults to the matter department. This can be modified.

15. 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 afile 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 |C:\workiB5P001,990168PESPO01_990165_007.pdF o CK
File Mame PESPO01_990168_007,pdf x Cancel
Matter | 990168
Phonebock |Blackwell Scientific Publications
Description | Letter to client enclosing costs agreement
Created |[F]2501/2011 w|  Maled | |
Author | 1an o'Neil | ... To Folder Structure
Operator yyette 5 Rogers || o Move O Copy ) Neither

Show on Cliet [

FromjSender
Precedent
Cateqary |
Deparkment | Dusk Disease |
Branch Melbourne - Lewisham Reid el
Typels) ._ Agreement Email LS54 Statement
] Artwaark, Facsimile Letter
Brochure Financial &fcs [ | Medical Reports
L] Conflick Check Farms Online Search
[ Debt Collection Invoice PDF
< | x|

3. Modify the details as required. Note that the path and file name cannot be changed.

4. Click on the [OK] button.
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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.

2. Select the Lock Grid item to de-select it.

3. 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. ﬂ
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. J|

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.

4. When editing is complete the grid should be locked again. Follow steps 1 and 2
above to re-lock the grid.

Delete Entries

Iﬁl Entries may be deleted from the database if they have been incorrectly added.
NOTE: This option should be used with caution!!

1. In the Documents list, highlight the entry to be deleted.

2. Click on the ~ button on the toolbar. The following message will display:
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Confirm

::/J Delete the 2 selected entries?
L]

Click on the 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.

W‘ HANDS ON

10.

11.

12.

13.

14.

Open Excel and begin a new worksheet.

Type “15,000” into one of the cells and then save the spreadsheet to the desktop.
Name the file DM Figures.

Close Excel.
Open matter 012352.

Click on the "Documents" tab.

Click on the il_ button.

Path: browse to your spreadsheet file.

Description: Proposed Figures for Submission to Client

File Type: spreadsheet.

Click on [OK].

Locate the new document entry for this spreadsheet in the "Documents” list.
Change the matter to 990168.

Refresh the list. You should see that the file is removed from the current matter.
Open matter 990168 and select the "Documents" tab.

An entry for the spreadsheet file will display in this list.
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149  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 | Columns

Created
Matter: since: (] hd
PhoneBook: Before: |1
Client Code:
Path: Author: b
File Mame: Ext. v Operator: v
Category: | Prec'dnt: Sender:
Descripkion:
Branch: v
Type: @ any O al Dept: hd
[l Exclude selections o
Agreement Ernail LS4 Stakement Research since: |[]
Arbwork, Facsimile Letter Spreadsheet
Brochure Financial Afcs Medical Reports Statement Before: |[] b
Conflick Check. Forms Online Search Survey
Debt Collection Invoice FDF Template
< 4
[E]5how on Clinet — [B] Active Matter 7) Clear Al

3. Click on the |Q| 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.

Documents | Fiker | Columns

Created
Matter:
PhoneBook: Before: |[] v
Client Code:
Path:
File Mame: Ext. hd Operatar:

Category: w | Prec'dnt:

=

Sender:

Descripkion:

Eranch:

Type: (& any O al Dept:

[ Exclude selections Mailed

Agreement Email LS4 Statement Research Since: |[]
Artwork, Facsimile Letter Spreadsheet

Erochure Financial Afcs Medical Reports Skaternent Befare: |[]
Conflick Check Farms Cnline Search Survey

Debt Collection Invoice FOF Template

< >

v
v
v
v
v
[E] show on Clivet  [H] Active Matker O Clear all

Example 2: List all spreadsheets created by author Yvette Rogers.

Documents | Filker | Columins

Created
Matter: since: ([
PhoneBaok: Before: |[C]
Client Code:
Path: ALLor: | Yvette S Rogers bl
File: Mame: Ext. h Ciperator: v
Category: w | Prec'dnt: Sender:
Description:
Branch: -
Type: @ any O 4l pept: hd

[ Exclude selections Mailed

Agreement Email LS4 Stater Research Since: |[] v
Artwork Facsimile Letter | Spreadshest
Brochure Financial Afcs Medical Reports Sk Before: |[] v

Conflick Check Farms Online Search Survey
Debt Collection Invaice FDF Template

< >

[E] show on Cliket — [E] Active Matter O Clear 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: (]
PhoneBook; Before: |[]
Client Code!
Path: Author: bt
File Name: Ext. v Ciperatar: it
Sender:

o + || Prec'dnt:
Branch; v
Type: & any Ooal

[JExclude selections Mailed
Agreement Ernail LS4 Statement Research Since: |
Artwork Facsimile Letter Spreadshest
Brochure Financial Afcs Medical Reports Statement Before: (]
Conflict Check Farms Online Search Survey
Debt Collection Invoice FDF Template

< >
[E] show an Clivet — [H] Active Matter @ Clear Al

\\\% 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")

@5 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".

Docurnents | Fiter | Colurns

Created

Matber: \990089 since:  [¥]31/12/2010 B
PhoneBook: Before: (V] 31/01/2011 B~
Client Code: ‘

Path: Author:
File Mame: Ext. lz‘ Operator: lz‘
Categary: Prec'dnt: | Sender
Diesoriphione]
Search text! ‘contract for sale Branch: lz‘
Type: @ Ay 0 Dept:
[TlExclude selections Mailed
[ agreement Brochure Debt Collection Facsil <
| : Since: ¥
‘ Arbwork, Conflict Check Email Dottt B
Before:  [T]31/01/2011 [
| show on Cliet [ Active Matter |zt

@ TIP: Unlike the "Description" field you do not need to
use wildcards when searching (i.e. *).
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14.10 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.

I =
lj
! File Edit Wiew Go Tools Actions Help  Adobe FDF Type a question for help «

HEEI IR N e - Reply 4Rephy to Al 2 Forward | —_‘1 SendReceive - | ‘?pF[nd A% | [ Tvpeacontactkofind = | (@) @f ;i:ﬁ

/ @ | save as | Attachment Options - :

The | Save4s | button is visible in the following Outlook windows:

° Inbox
. Outbox
. Drafts

. Sent Items
° Deleted ltems

. 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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14.11 Saving Emails and Attachments

Emails Sent from the New Message Window

The | 33ve #s | 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.

File Edit Wew Insert Format Tools Acktions Help

=15end | & DR R0 2% '3 Y [optos. ¥ g = »

To.. |[BPA
Co.. ||

Subject: |Cc-ntract Diocuments

Dear Jonathon

| 'will be meeting with my client on Thursday to progress matters. Could you please forward the contract
docurmnents to me at your earliest corwenience.

Regards

Jennifer Smith Lexis Affinity Email Toolbar K
LEIGHTON COSTELLO

Solicitors 3/ & message has just been sent, Would vou 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 s |

PROCEDURE

1. Create a new email message and then select [Send]. The following message will

display:

Lexis Affinity Email Toolbar 2

\?/- A message has just been sent, Would vou like bo save this message to the databaser
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2. Select [Yes] to save the message to the database. The "Save Email" dialog box will
display:

@ Save email

Message :

| Indictment due date |

Aftachments : Cloge

Select Mone

" Save email message anly
% Save attachments with the email message

" Save email & attachments separately in native farmat

NOTE: The message being saved has no attachments.

3. Select [OK]. The following dialog box will display:

I Save Email
| »
Phonebook: | 38 x Cancel
Description: | Indictment due date
ﬂ Mailed: |1 j
Author: |'vette 5 Rogers -
Operator: |Yvette 5 Rogers - I Show on CliMet

From//Sender: |John.Mengel@lexisnexis.com.au

Precedent: | ﬂ

Cateqory: | ﬂ
Departrnent: |Dust Disease ﬂ
Branch: |Sydney - Lewisham Reid ﬂ
Typels): Agreement Deht Collection Farms
Artwork, | Emnail Irevoice
Erochure Facsimile LS4 Statement
Conflict Check Financial Afcs Letter
<] 2]

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.
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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].

Lexis Affinity Email Toolbar

H_?/ A message has just been sent, Waould vou like to save this message to the database?

3. The "Save Email" dialog box will then display, listing the message and all the
attachments.

@ Save email

Meszage

| Billing Queries |

Attachments :

v| fppeal Bail_lndicatable template. daot

v| Department by Fee Tope Template. dot

v| Departmental by Fee Type Template LCC Style.dot
| Employment Style Template, dot

v Trial Template. daot

Select Mone

" Save email message only
(+ Save attachments with the email meszage

(" Save email & attachments 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.
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Save attachments 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.

@g 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].

@g TIP: 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.
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- Ty
— 1 Save Email
Matter: || R s/ oK
Phonebook:
| g x Cancel
Description: | Billing Gueries -
1 » | iIncludes attachments)
Created: | j

Author; |Wetl:e S Rogers ﬂ

Operator: |Wetl:e S Rogers j | Show on CliMet

From/Sender: |EE@|EE.ED.I‘|2

Precedent: | ﬂ
Categary: | ﬂ

Department: |Dust Disease ﬂ
Branch: |Sydney - Lewisham Reid ﬂ
» Typels): Agreement Debt Collection Forms
2 i Artwark, v Email Irvnice
Brochure Facsimile L34 Statement
Canflick Check Financial A)cs Letker
[« | iy EY

5. Complete the details and then select [OK].

1 @5 TIP: Note that the "Description” field will indicate
whether attachments are included.

2 @_}5 TIP: The "Email" document type is selected
automatically.

Saving from the Sent Items Folder

You may also save an email you have sent from the Sent Items folder. The | 52v& &5 | putton
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.
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PROCEDURE

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 the | 33+ as | toolbar button.

@ Save email

Message :

| Fu. LBOL - HotDocz Precedent b apping |

Attachments : Close

v| HotDocs Precedent Mapping for Lexiz Back Office Library.doc
v imagellZ jpg

Select Mone

(" Save email message only
{* Save attachments with the email message

" Save email & attachments separately in native format

4. Select the items to be saved.

5. Click on [OK]. The "Save Email" dialog box will display:

—1 Save Email

Matter: | ﬂ
Fhonebook: | ﬂ x

Description: | FWw: LEOL - HotDocs Precedent Mapping
(Includes attachments)

H
2
X

I

ancel

Created:

14joziz011 v|  Mailed: £
Author; |Wette 5 Fogers j

[]

Operator: |Wette 5 Rogers j [ Show on CliNet

FromjSender: |JDE.sameane@samewhere.cam.au|

Precedent:

Cakegory:

Department: |Dust Disease

L]
[
[
[~

Branch: |Sydney - Lewisham Reid

Typels: Agreement Debt Collection Forms
Artwork | Emnail Invoice
Brochure Facsimnile LS4 Statement
Canflick Check Financial Ajcs Letker
:( 1T} }j

6. Enter the details and select [OK].
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14.12  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 | Zave s

button on the toolbar. The following dialog box will display:

@ Save email

Meszage :

=

Py Auta profiling email notesj |

o |

Altachments : LCloze

v CR Email Auto Save_draft2 doc

Select Mone

" Save email message only
+ Save attachments with the email message

" Save email & attachments separately in native format

2. Select the items to be included

3. Select the relevant save option and then select [OK].
_JSave Email
Matter: |012345 ﬂ J oK

Phanebaok; |Pennant Hills Community Club

ﬂ x Cancel
Description: | Fyw: Auto profiling email notes

(Includes attachments)

Created: |

fozjzoit  w|  Mailed: =
Author! |Darren James Armold »
Operator: |Yvette S Rogers - [ Show on CliNet

FromjSender: |b0b.br0wn@phcc.com.au|

Precedent: | ﬂ

Cakeqary: | j
Department: |Dust Disease j
Branch: |Sydney - Lewisharn Reid j
Type(s): Agreement Debt Collection Farms
Artwaark | Emnail Irwvoice
Brochure Facsimnile L34 Statemnent
Conflict Check Financial &fcs Letter
<] (2]

4. Complete the details and then select [OK].
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14.12.1 Saving Multiple Messages

14.12.2

14.12.3

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.

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 | S3v2 &5 | putton will continue to be visible but if you activate
it, the following message will display:

Locus Affinity DM email |

Zannot save to the database as wou are currently affline.
Please try again later when connected to the network,

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.

Saved Email Files

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.
¢ An email message will be named using the following pattern:

Subject + Underscore + Date & Time Sent/Rec'd + .msg

For example:

Fire Drill Notification_20060107121430.msg
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The above message had a subject line of "Fire Drill Notification" and was sent or
received on 1/7/2006 at 12:14am.

° 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.

14.12.4 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.

14.12.5 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:

i ]

Lexis Affinity 2

The file already exists, Shall I save it as (1)RE DM Checklist 20110127145505. msg 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.

14.13 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 Items).
This is a user option rather than a global option, so each user must customise the column
layout to see the "Saved" column.

_
B o[ @ Saved | Subject Sent

=1 Mo RE: Corp details Fri 28/01/2011 11:17 &AM

(= Yes Corp details Fri 28/01/2011 10:52 AM

=1 Yes RE: Exchange Integration Fri 28/01/2011 10:15 AM

= RE: OM Checklist Fri 25/01/2011 9:47 AM

=5 0 Yes RE: DM Checklist Thu 27/01}2011 2:57 FM

._,11, Yes RE: Indictment List Thu 20/01)2011 9:55 AM
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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.

To add the "Saved" Column
1. Display the Inbox (or other Outlook folder).

2. Right-click on any of the column headings in the current view and then select
Field Chooser.

Arrange By 3
Sart Ascending

Sort Descending

Group By This Field
Group By Box /
Remove This Column

Field Chooser L4 |

[0 ot 3= 5=

|

Alignment 3
Best Fit

Farmat Calumns, ..

Customize Currenk View, ..

3. Click on the drop-down arrow at the top of the dialog box and select

"User-defined fields in folder"

Field Chooser =]

Al Docurment Figlds

Al Post fields A
Al Conkact fields D |
&l Appointrment figlds
Al Task fields

&l Journal Figlds

Al Moke fields
User-defined fields in folder i
Farms. .. il
Check In Time

Carment

Corments

Campary

Conkent Type

Creation Time

Document Posted il

Mewy, .,
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4. A dialog box similar to the following will display:

Field Chooser X

User-defined fields in Folder v

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" button.

If it does not display, return to the
folder and save an item to the database.
Then return to this dialog box and
continue.

| e, ., | l Lelete ]

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.
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14.14 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 An envelope icon in "Path" field indicates the entry is an email.

m 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 }Filter | Columns |

+ % w g c"j @ Name:

EmGI' |Icnn Path Mame Created Dezciiption Author Olperator ~
Message P |54 WABDP-OOMRE Precedents RE Precedsnts for Affiriny 233 5/01/2007 8:03:47 Ak RE: Haris Publishingll [|ncludes attachments) ‘rvette S Rogers “rvette 5 Fog
@ “WABDP-001YP_YSR_0ME.DO P_YSR_016.DOC 5/01/2007 8:01:37 Ak Letter to debt collection agency ‘rvette 5 Rogers “r'wette S Fog
@ WiABDP-0014P_YSR_015.00 P_YSR_MbDOC 4/01/2007 5:01:53 Pk Letter enclozing Cost Agreement Ywette S Rogers “rvette S Hot
WABDP-001WP_YSR_014.00 P_YSR_014.00C 4/01/2007 5:01:23 Pl Profeszional Letter BDP-001 for matter 012339: Denr ‘vvette 5 Rogers Twette § Fog
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14.15 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.

Docurnents | Fiter | Columins

Created

Matter: Since: |
PhoreBook: Before: |[]
Client Code:
— f
Path: |*.msg Authar: v
File: Mame: Ext. ¥ | operatar: v
Category: w | Prec'dnt: Sender:
Description:
Eranch: v
Type: @any Oal Dept: hd
[JExchude selections Mailed
Agreement Debt Collection Farms Medical Reports since: ([ v
—_—> Artwork +| Ernail Invvoice Cnline Search
Erochure Facsimile LSA Stakement POF Before: |[] b
Conflict Check Financial &/cs Letter Research
< ¥
[E] show on Cliet  [B] Active Matter @ Clear all

@ 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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14.16  Automatic Email Profiling
Lexis Affinity Library 2.7 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.
14.16.1 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 Matker | Seleck PhoneBiook -
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.
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14.16.2 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:

#h Matter Selection g@
oo
Display Grid l Filker ]
Client ]Description File |Partner |Author]Type Il
L Antwell Building Company  Antwell -v- General Insurance Comparry 012402 MER ~ MER LITIG |
| | Ares Military Research Py Lt Ares w TROC 2030434 MER. MM COMI‘E |
Ares Military Research Phy LE Contract ko produce Assualt Rifles ARES-00Z2 RED aDY ADY ||
Ares Military Research Phy Lt Potential Redundancies Advice 012352 MMC  DJA EMP
n EBlack Day Publishing Pty Ltd | Contract of Employment - Marketing Manager 012311 MER  DJA  ADM
n Black Day Publishing Pty Ltd | Debt Recovery from Harris Publishing 012399 MER  |¥SR  DEEBT
o EBlack Day Publishing Pty Ltd | Debt Recovery from Regents Park Books 012326 MER  ¥SR  DEET
| EBlack Day Publishing Pty Ltd |\ Debt Recovery from The Open Book 012347 MER  ¥SR  DEET
n Black Day Publishing Pty Ltd |Debt From Gemini Ski Hire 990105 MMC  |¥SR |DEBT
| | EBlack Day Publishing Pty Ltd | General advice annual retainer 040705 RED PGl ADY
el
73 m| EY
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.

2 Your contract of sale (Ref: 012399) - Message (HTML)

BE] %]

i File Edit Wiew Insert Format  Tools  Actions  Help

iidsend | [ S |

[ | & ] T Attach as Adobe POF | & B : arial =

@ | Select Documents | Select Matter | Select PhoneBaak ]

smithe@somewhere, com,au

Bec...

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
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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".

14.16.3 Associating a New Message with a Phonebook Record

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 " @
8@

Selection ]F”[E[g ]

LT T 1

Accounts_Pennant Hills Community
Adams_Blackwell 5 cientific
Aitken, John b

Alexander & Associates

Alexander_glexander & dssociates

Ares Military Fesearch Pty Ltd
Australia Past - Sydney
Axia Insurance Lid

Pennant Hills Commurity Club
Blackwell 5cientific Publications
John Michael Aitken

Alexander & Associates
Alexander & Associates

Ares Military Research Py Ltd
Australia Post
Auia Insurance Limited

Search Key Mame ]Til\e '\_'
#{24 Hour Dental Emergency 24 Hour Dental Emergency
| |aBC Andrea B Clarke
| |ABC Computers ABC Computers Py Lid
| |AD Anthory Donnelly
| |ADF Lauers ADF Lawyers
| |ADV Adrian Vietch
|_|ANZ Investments - Gieorge Street ANZ Banking Group Limited
|_|Accounts_OfficeWworks - Sydney Officelworks tdr John Clarlke

Mrs Susan Bradman
brJohn Adams
John M Aitken

s Joanne Alexander

|_|Allen_Farmers & General Farmers & General Insurance [Austialia) Py Lid - Ms J Allen
| |Anderson, James 5 James 5amual Anderson
| |Anderson, Jason A Jasan Abbingtan Anderson
Antwell Building Company Anbwell Building Company
7Antwe\|_Antwe\| Building Anbwell Building Company tdr Brian Anbwell

el
>

Ll
S

earch containing || X Cancel

3. Select "Antwell Building Company" from the PhoneBook list or click the Filter tab and
enter the search criteria.
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1l Meeting followup [Ref: 169] - Message (HTML) M=)
! Fle Edt Wew Insert Format  Tools  Actions  Help
fsend | = S [ | & ] T Attach as Adobe POF | 8 % : Arial - ;_"

: @) | Select Documents | Select Matter | Select PhoneBook -

jimsmith@brownes, com. au

Bce...

Subject: 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 ltems folder in Outlook. The Saved column for the sent email
should read "Yes".

14.16.4 Automatically Saving Received Emails

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 | 3av2 &s | button 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".
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@ mporTANT

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:

-,

Lexis Affinity Email Toolbar

L] E Lexis AFfinity Library is not running! Please log back inko Affinity and try again,
[ ]

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 &s | putton.
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14.17  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:

#h Document Selection E]@

]Path lName jcreated [Matter Description g |

P! C:iwork|BSPOD11990045\PESPI PESPO0]_990045_001 . doc 28/01/2011 3:03:51 PN 990045 Letter to dient re contract

: C:iworkiBSPO011990168\PESPIPBSPO01 _990165_001.doc 28/01/2011 2:57:30 PK 990168 Contrack For sale |

__C:'I,WDrk'I,KESSDDD11012423'I,PK[ PKESS0001_012423_001.doc | 28{01/2011 2:57:50 PRO12423 Letter to other side re settlement :

|| C:iworkiPENNOO110123451Co Corp details_20110128104851 26(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 i

i C:hworkiPENMDO014012345RE RE Exchange Integration_201 28/01/2011 2:07:08 PR012345 RE: Exchange Integration OO {Ir

| CiworkiPENMO001101 2345\RERE Indickment List_20110120028/01/2011 2:07:47 PLO12345 RE: Indictment List OO (Include:

w|
£ Jow| ¥

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. By default all documents are shown. To find the required documents select the Filters
tab and enter your search criteria.

5. Click [OK] to insert the selected document(s).
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14.18 Print Documents in Microsoft Word
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 LaserJet Level 1 - Letters
2. HP LaserJet 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.
@g TIP: The file fo 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 Styles
Main | Printer 5 - White A4 x| Copies |1 i‘
Copy 1 |Printer5—Letters ﬂ Copies |D ﬂ
Copy 2 | Printer & - Maiing Label =] Copies |0 i‘
Page Qptions n
& al [ Use Background Printing
" Current Page i
(" Pages: |
e' LexisMexis' Set As Defaulk Settings | Brint Cancel
Three Print Styles will be listed by default (these defaults can be changed).
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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
llA"ll).

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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Notes
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15.  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. In the Diary by displaying the "Daily" view.

2. In the 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 A user creates an ad-hoc task (also known as a Custom Task)

o 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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Task List in the Matter Window

Tasks can be viewed from the "Tasks" tab in the matter window.

W Matter: Blackwell Scientific Publications Recavery Debt from Kelly 010002 [=1<]
File Search Help
. = - "
BEeER-FA-E-A-9FHTH-O had SxEHeX &§ 7
Matter 010002 07 3590 9876 Partner  MMC Michael Cavanagh Entity Lewisham Reid
Client BSPO0L Blackwell Scientific Publications ControllerMMC  Michael Cavanagh Branch Melbaurne - Lewisham
Department Dust Disease
short Description | Recavery Debt from Kelly Author 2w John "Woodward SR G
Type DEET Debt Recovery Matker
Long Description | pecovery Debt from Kelly Date Instructed 4/01/2005
Date Completed
Vour Reference Archive
Q History Investments & Debt Contral Debtors Letters Trust Letters w Safe Custody @ Unpresented Cheques CEEE,
Balances w Conkacts E Data &P Bils Receipts @ W OFFs & Tfrs e Graphs @ Diary Q:l Precedents Q:l Documents ﬂ £ Es Tasks
Tasks: |all Tasks v [ Bad | [ X remove | [ et |
Tasks | Filters | Options | Column | Sort
State Icon |Proc. Instance... W, Order  |For Activity Due Date Start Date FinishfSkip Date | Description Priarity | #
W] #E3 |1 Debt Colectior 1 John Woodward Email 4012005 12042010 1Zj01/2010  |Mokification of new File Critical
«f [ 1 Debt Collectior 2 Secretary Document Production | 13f0172010  12/01/2010 12/01/2010 Send Demand Letter 1 {Inc Fee + Sundry) High
¢ @& 1 Debt Callectior 3| John Woodward Decision 1201f2010 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.
v Started Task has been started
v Finished Task has been completed
% Not started Action needs to be taken
4 Skipped Task has been skipped
¥ past Due Task is past its due date
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Icon

For
Activity
Due

Started

This column displays icons indicating the type of activity to be performed.
Some examples are:

B Document Production
= Email

Telephone Call

0 Decision Point

Identifies the person (or role) allocated to perform the task.
Identifies the type of task (eg. email, document, decision point).
The date the task is due.

The date the task was started.

Finished/Skip  The date the task was either finished or skipped.

Description

Priority

Details of the task to be carried out.

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”.

15.1.1 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.

[ = ][ # Open H ‘X_Qelete] [ + Start H ul Skip ][ + Firish

New

Open

Delete

Start

Skip

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”.

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.

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.

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 ¥ i the status column.

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.
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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.

ral
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:

Partner Leave as MMC

Controller Select AD from the drop down list

Author Select your own logged-in user

Type Select DEBT from the drop down list

Description Debt Recovery from L A Peterson & Sons <TAB>
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4. Select the “Analysis” tab:

Branch

Department

Sydney

Commercial

5. Select the “Miscellaneous” tab.

@ LexisNexis

Note that the Workflow DEBT - Debt Recovery has been automatically inserted.

W Matter Creation

=] 0/ES

Your Reference
Analysis | Financial | Rates | Contacts

‘workflow

emPower

Clignt Role

Expected Completion [

Agency

Speculation

FEEE

Event

DEET - Debt Recovery v
v

Suppress Detail in Conflick Search

Client Consolidated Supplies' Pty Lkd Bafirer TMMC \.v | Michael Cavanagh
Instructed 13f0ifz010 :v'_: Controller| a0 Anthony Donnelly
Matter [AUTOMATIC] Author  |vsR Yyette 5 Rogers
Alpha ID Type :DEBT .v Debt Recovery Matter
Short Debt Recovery from L A Peterson & Sons

Description

Lang Debt Recovery From L & Peterson & Sons

Description

Miscellaneous | Team | Biling | Collection

o]
Final BilliHald Processing
(%) Mormal Processing
() Final Bill Warring
() Hold Mew Time/Disbursements

[+] | © Registration Hold

Likigakion

[ print: label?

il
Gratis |:|
O o oK
x Cancel

6. Select the “Team” tab

Load From:

Select “NSW Work Team”

The members of the team will display.

7. Select the “Billing” tab.

Billing Template:

Tax Status for New Bills

Select “Detailed Bill Template”

Select “Taxable Bill”

8. 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.
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10.

11.

12.

13.

14.

15.

16.

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.

m Contacts List |m Selected Contact PhoneBook | B8 selected Contact DataForm |

Type Seq Role Name Phaone Tite Reference -
P |Matter BilTo 1 Conzolidated Supplies' Pty Ltd 0295389 7654

Matter BillTo Contact 1 Consolidated Supplies' Pty Lid 029589 7654

Matter Client 1 Conzolidated Supplies' Pty Ltd 0295389 7654
“ m y

o New... | @ Edit.. ‘ &) Print... ‘ Relate... | i op=n... | Precedent...

Click _ "% | {5 add a new contact.

W Matter Contact (Matter Party / Other Party) = (&
Matter: 012427 Congolidated Supplies' Pty Ltd
[rebt Recovery from LA Peterson & Song
Type (PhoneBook Group): | ﬂ
Role: | ﬂ
PhoneBook Search: ﬂ |
Reference: |
Batch Mode? r

O Clear \/ Add | x Cancel |

Enter the details in this dialog box as follows:
Type Select “Other Party”.

Role Select “Debtor”

Click on ﬁl to open the Phonebook and select L A Peterson & Sons

Click to update the matter.

The “Contacts” tab should now show the Debtor’s name.

Page 296

© 2010 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis® Affinity Library @ LoxisNexis

m Contacts List ‘w Selected Contact PhoneBook | E Selected Contact DataForm |

Type Seq Rale Name Phone Title Reference
#|Matter BillTa 1 Consolidated Supplies' Pty Ltd 02 9539 7654

Matter BillTo Contact 1 Consalidated Supplies' Pty Ltd 029589 7654

Matter Client 1 Consolidated Supplies' Pty Ltd 029589 7654

Other Party 1 Debtor L A Peterson & Sons 02 9245 6899

[

i Edit... | | & Print... ‘ Ralabe.‘.‘ mlJpenm| Pracedentm|

m

The matter is now set up and you are ready to process tasks.

\“% HANDS ON

1. Open your matter and select the “Tasks” tab.

The following tasks will display:

Tasks: [All Tasks

¥ Remove & print

Tasks | Filters | Options | Column | Sort |

State |Icon Proc. Instance ID|W. Order For Activity Due Date Start Date Finish/Skip Date  Description Priority
4 @ &£ |1 Debt Collectior 1 |Michelle Downs Email 22/02/2008 Notification of new file Critical
@ Bl 1: Debt Collectior 2 Secretary Document Production | 28/02/2008 Send Demand Letter 1 (Inc Fee + Sundry) High
. . 0
2. Select the first task and click the M button.
The Task dialog box will display
¥ Task jActual)
For: Yyette 5 Rogers (Matter Autl’fv_j
Drescripkion:
Key:
= Motification of new file
Matker: 124 &
- =
Due: ! Gi01y2011 |
- Activiky:
: Priority:
[ Ireminder
E- 3 Before Due Date Categary: I
Started:
Finished:
Email ;Q-d Hoc Procedure | A.ssigned To DétaForm I-=-ielcl .Link . .r.\Jo.tés
1 5, R ezl It {Rependsrci & |
Source Procedure:  Debt Collection [/ Letter of Demand
Task: Motification of new file
Date Instructed based date
Milestone: i
[CIPracedure skop
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@ TIP: You can double-click on a task to open the task's
dialog box.

3. Clickon ﬂ' and the following email will be produced.

31012427 Consclidated Supplies’ Pty Ltd Debt Recovery from LA Peterson 8 Sons - Message (Plain Text) F=nEoR(E=<=|
File Edit Wiew Inset Format Tools Actions Help
pesend i 4 U Al zul== 1l

melbourne @lewishamreid.com.au; md@lewishamreid.com.au; swalters@lewishamreid.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
10:37:449 AM.

(close this window without sending)

4., Click on ﬂl . The second task will automatically open. Click on the
“Precedent” tab and you will see this that task has a precedent attached to it.

= -
” e
W Task (Actual) M= x|
Far: {Secretary) &] Frive J Start
I Descripkion:
Key: | i P
|5end Demand Letker 1 {Inc Fee + Sundry) £ Eirist
Matter: |01Z45: &%
Skip
Due:  [F19/01/2011 v
— Ackiviby:
|
[JReminder Priarity: | High |v]
E: [BED Eefore Due Date Category: iNOT_SELECTED lvl
. Uil Do | Started:  18[01/2011 ¥SR
Finished: 18/01/2011 ¥SR
'____ﬁ@_c_ecieallzu_ _, .E'.-I:I--I'-{léuc-lﬁrocel:iure _. I EssiT;'r!ech_o I DataForm Field Link Motes |
o Workflow i Task | Matter | ForRoles | Preconditions | Dependencies | Automated
Source Procedure;  Debt Collection | Letter of Demand
Task: Demand Letter 1 (Inc Fee + Sundry)
Task Creation based date + 1 day
Milaskone: i
[Jprocedurs stop

5. Click ﬂl to start this task
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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 | J
Description of Debt | -
Client's Invoice Number | J
o oK 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.

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.
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Branch: SVDNEY I
Our Ref, 012425 1 i

9 Mowvetnber, 2009 Lewisham Reid

Fxx.0Z32r0 A1Y
Fhonme. 02 3270 B33%

a3 Kln:‘:’l‘::
L A& Petersan & Sors R
GPO Box 8247 FEANG N,
SYDMEY MEW 2001 DA TR R AR A

Dear Skadam

RE: Debt Owing to Consolidated Supplies’ Pty Limited
Inwoice Humber H1234

We ad on betalf of the shove named. We are instrudted thet you are indebted to ouwr cliert in an
amount of $16 500,00 for building materiaks andsupalies during une 2002, Despite previous
requests wou have failed and neglected to settle the outstanding accournt.

Wie are instrudted by our client to iEsue legal proceedings aganst youto collect this debt unleszs
payment nfull i made or a repayment sgreement is reached within zeven days.

Pleazetelephone ow office at vour earliest corvenience to svoid legal adtion.
Yours fathifully
Lewssham Reid

Yyette = Rogers

7. If Document Management is installed, save the document using the Lexis Affinity
Save function.

'ﬂ_l] Document? - Microsoft Word E]@
! File Edit Wiew Insert Formab  Tools Table ‘Window Help  Adobe FDF  Acrobak Comments Type a question for help » X
DN EHBGIER TR B0 oS i0REBA> o f
ieﬁNormalJrLeftJvArial -0 - | B I gl%é%iévliz = |vaE/°vAv._’

a | Q’ealé' | Save | §}/e As | Save As PDF | Cpen | Clase | Search | Print | Launch ~ | Litilities ~ B EIMsava ; Table End ;ﬂ
[l "'T2""'36‘""E""'BE"‘"72‘""108"'144""180"'216"'252"‘288"'324"'360"‘396'&'432"'468"'504 7_]
&

- Brench SYDNEY |

z Qur Ref. 012425 50x | | |

#

9 Movernber, 2009 Lewisham Reid

&

=

& o

= Fhone 02 3270 B33

3 L & Peferson & Sors

T GPO Box, B547

- SYDNEY MSWwW 2001 AR R A

g

Dear Srihiadam il
o +
b RE: Debt Owing to Consolidated Supples’ Pty Limited o
Invoice Humber H1234

e ¥
=@ |E|=E L b
Egraw'..¢|ngtoshapes'\\DOH&{:&@&l&'gvA'E%EJJE
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Note that many details have already been populated by Lexis Affinity. You can edit
these details as required.

_J Save Document m

Matter:ln12425 ﬁl | o Ok I
Pharebook: IEonsolidated Supplies' Pty Ltd ﬁl x Cancel |

Description: |Professional Letter CSPO0N for matter 012426 Demand1.dat

Created: [§%7 2/09/2008 | Maledf{ ] 200200 |

Author: IYvette S Fogers VI
Operatar: IYvette S Rogers 'l I~ Show on Cliet

From/Sender: I
Precedent: IDemand‘I .dot

Category: I Debt Recovery

Department: I Dust Digease

Ll L 112

Branch: I Sydney - Lewisham Reid

Type(s): || Aareement [ ] Debt Collection [ | Farms
] Aok ] Email [ Inwvoice
] Brochure ] Facsimile ] Letter
[l Corflict Check [ Financial Ades [[] Medical Reparts

3 I | (2]

"Storage Tupe for Document

" Temporary {* Pemmanent  Archive

|v Inzert Foater
|v Insert Footer First Page if Different First Page Footer

8. Close the document.
9. Click to flag the task as finished. Close the task.
10. Click the “Data” tab and select the Debt Recovery DataForm.

The following screen displays:

gHistnry I Investments I &P Debt Control I DehtnrsLetters I TrustLetters I wSaFeCustndy | @ Unpresented Cheques | 'Researth

Balances | m Contacts E Data I@ Bills | Receipts | @ WIOFFs & TFrs I e Graphs | @ Diary | ﬂ Precedents | ﬂ Documents I u Team I ﬂs Tasks
(54 Copy | & DataFDrml Erun |

»

Amount: of Debt $16,500.00

Date Debt Incurred I]une 2002

Description of Debt Ibuilding materials and supplies

Secretary's Name I

Secretary's Direct Telephone I

ke,

Client's Tnvaice Number |H1234|

| Daakrteed | 7 Add | - R—EW"El SIE | ek | o Save | = Refresh

These details were entered via the DataForm at the time of document production.
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11. Click the “Balances” tab

The segment of the “Balances” information is shown below:

Wiork in Progreszs $100.00
- Scale Cost & WP
Unbilled Dizbursements &5 Disburse
Anticipated Dizbz - Unbilled g
Debtors &F AntDish
Sundriez $4.03 % 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 lFiIter ] Columns ]

+%:‘< = "::O Mame:

Icon Path Marne Created Descripkion

4:(PDD_MD_01 01,00 8 o 3l Leltel 001 For matker

13. Click the “Tasks” Tab.

Tasks: [Al Tasks x| Eaa | X Remove ‘ & print |
Tasks | Filters | Options | Column | Sort |
State Icon |Proc. Instance ID\W. Order  |For Activity Due Date Start Date Finish/Skip Date | Description Priority
1: Debt Collectior, 1 Michelle Downs Simple Task 22/02/2008  |27/02/2008 | 27/02/2008 Notification of new fle Critical
= bt Coll hell I k f . . fi f il |
» B 1: Debt Collectior 2 Secretary DocumentProduction  28/02/2008  27/02/2008  27/02/2008 Send Demand Letter 1 (Inc Fee +Sundry) High
@ 0 1: Debt Collectior 3 Michelle Downs Decision 27/02/2008 Has Debt Been Received Normal

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.

¥ Decision (Actual) E]@
Has Debt Been Received

x Cancel
Selected Option: iNot Decided et LJ
= o Sk
Due: roteb] 2
Matter: 012426 - Debk Recavery from L A Peterson Co
Far: 1Wette 5 Rogers (Matter Authull #h ™ Reminder:

Priatity: Mormal ([ [ - ~ | Before Due Date
Decided Fi (i [—j Lt Done

Categary: [noT_seLECTED |

wiarkflow ITask ] Matter ] For Roles ] Preconditions ] Dependencies 1 Assigned To ] DataForm Field Link ]

Source Procedure:  Debt Collection | Letter of Demand Gpen...

Task: Has Debt Been Received
Another kask: Demand Letter 1 (Inc Fee + Sundry), due date

[w Link to Another Task's Due Date
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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 .‘Filbers | options | Column | sort |

f

4
ol
¢
¢

State|Icon |Proc. Instance ID/W. Order  |For

Activity

Due Date

Start Date

Finish/Skip Date | Description

Priority

=]

0O
(2]
=
(2]

1: Debt Collection
1: Debt Collectior
1: Debt Collectior
1: Debt Collectior
1: Debt Collectior

1 |Michelle Downs
2 Secretary

3 Michelle Downs
4 | Michelle Downs
5 | Michelle Downs

Simple Task
Document Production
Dedision

Email

Decision

22/02/2008
28/02/2008
27/02/2008
27/02/2008
12032008

27/02/2008
27/02/2008
27/02/2008

27/02/2008
27/02/2008
27/02/2008

Notification of new file

Send Demand Letter 1 {Inc Fee + Sundry)
Has Debt Been Received

Advise dient debt not received

Has debt been received

Critical
High
Normal
High
Naormal

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. As the task has a sundry associated with it, the Sundry Creation dialog box will
display.
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=~

wSundryr Creation E]
Matter 012425

Caonsalidated Supplies' Pry Lkd
Debt Recovery From L & Peterson & Sons

Date 811/2009 ||

Twpe POST v Poskage

Description  |Postage For second letter of demand

Tax Rate TaxIN v Tax inchuded in price

Iniks 1.000 Rate $0.500  Amounk $0.45
Tax $0.05

Private? |:|

I JQK H xgancell

5. Click to post the Sundry item. The Fee Creation dialog box will display.

6.

¥ Fee Creation E] [l
Diate 2/11/2009 |w Time Cost
Matter 012425 Units 1.000 Minutes [
Consolidated Supplies' Py Ltd Rate $500.00
Debt Recovery from L A& Peterson & Sons e :TAX v E e T
Author ;XXX vﬂ Yyetke 5 Rogers RICHIE $50.00 I $a.00
e .':.'. = f
Fee Type | | % | Mormal Fee —
Template
Description
Preparation and despatch of 2nd letter of demand il
Units a
Rate a
Tax Rate iTAX Iv Standard T ax
Amount $0.00 Tax $0.00
File Mote
Department |DD “ Cusk Disease
Branch |5¥D v Sydney - Lewisham Reid
Emploves Type |PAR. v Partner
Frivate ]
Print [F]
E [ JQK ”xgancell

Enter “2” in the Units field and click [_+/ 2k .
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7. Click and then . The “Task” tab now looks similar to below:

F_‘ Balances m Contacts E Data &P bils Receipts WOFFs & TFrs e Graphs @ Diary e] Precedents ﬂ Dacuments “ Team
Tasks Q Histary Investments &P Debt Contral Debtors Letters Trust Letters w Safe Custody @ Unpresented Cheques

Tasks: | Al Tasks v [ B add ] [ ¥ Remave ] [ & Print ]

Tasks | Filters | Gptions || Colurn || Sort

State Icon |Proc, Instance... W, Order  [For Activity Due Date Start Date Finish{Skip Date | Description -~
I = : Debt Callectior 1 |Ywette 5 Rogers Email 9/11j2009 9112009 9/11j2009 Matification of new file

: Debt Collectior 2 Secrekary Document Production 10§11/2009 971172009 9112003 Send Demand Letter 1 {Inc Fee + 31

+ Debt Callectior 3 ¥wette S Rogers Decision 9f11j2009 112009 9f11j2009 Has Debt Been Received

+ Debt Collectior 4 ¥wette S Rogers Email 9/11j2009 9112009 9/11j2009 Advise client debt not received

: Debt Collectior S Secrekary Document Produckion 12/11/2009 971172009 9/11j2003 Send Demand Letter 2 {Inc Fee + 51

; Debt Collectior & ¥wvette S Rogers Deecision 23/11)2009 Has debt been received

IR NI AL NEN
eoneo

8. 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.

9. 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.

10. Close the Task that is currently open ("Request Bill to Client from Accounts").

11. Position the cursor on the final task in the list.

12. 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

13. Select "Skip all existing Tasks" and click on the button.
Note that the final task will be flagged as skipped.

14. 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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¥ Task (Actual)
For: Yyethe 5 Rogers (Matker .ﬁ.utl'fv_é Ll Pt ~F Start
Descripkion:
e Create a draft bil,
Matter: 1242 i ]
Due: |:| [ [l
[ — - Ackivity:
Reminder R a 5__N_o_r_r|j:a!_ 1

® & ;_Days ;i v* Before Due Date Category: |

C:.l Ewery Day v-> Urkil Cone Started;

— Finished:

Aukomnated Aid Hoc Procedurs Assigned To DataForm Field Link
wtorkflom | Task Matter For Roles Preconditions Dependencies
Source Procedure:  Bill Client
Task: Create draft bil
Mone

Milestone: M

N

Procedure skopped by ¥ on 9711)2009 3:22:32 PM

15. Close this task and close the matter.

@ TIP: You will only see the button if you

have been given "permission" to use this feature in
Lexis Affinity Library.

Page 306 © 2010 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis® Affinity Library @ LexisNexis

15.2  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 E]@
File Search Help

BOBMH-A-S-09BTE-@ Mg SHHeX &7

Matter 012426 029589 FE54 Partner MMC Michael Cavanagh Entity Lewisham Reid

Clisnt C5POM Consolidated Supplies' Py Lkd Controller A0 Anthony Donnelly Eranch Sydney - Lewisham Re

Department Dusk Disease

Source Country
Type CDEET Debt Recovery Matter

Debt Recovery From L A Peterson & Co Date Instructed 2/09/2003

Short Description  |Debt Recowvery from L A Peterson & Co Author SR wette S Rogers

Long Description

Date Complgred

Your Reference |

Archive

Q History I Investments ] &P Debt Control ] Debtors Leffers ] Trust Letters 1 w Safe Custody 1 @ Unpresented Cheques ] O Research 1
Balances ] w Contacts 1 Bl pata 1 &P Eils I Receipts 1 WHOFFs B Tfrs 1 @ Graphs ] B2 Diary I @ Precedents I @ Documents 1 ﬂ Team ES Tasks

Tasks: ‘AHTasks j B add ‘ XRemove| & Print |

Tasks ]Fl\ters ] Options I Cnlumn] Sart 1

State Icon |Proc, Instance ID W, Order  |For Ackivity Due Date Start Date Finish/Skip Cate  |Description i

§ = |1 Debt Collectior 1 Yvette 5 Rogers Email 2092005 Motification of new file

& B |1 Debt Collectior 2 ‘fuette S Rogers Document Production | 3/09)2008 2/09/2008 2/09/2008 Send Demand Letter 1 {Inc Fe

o o 11 Debt Collectior 3 Wvette S Rogers Decision 209) 2008 2{09/2008 2{09f2005 Has Debt Been Received

cd =] 1 Debt Collectior 4 Yvette 5 Rogers Email 2092005 2J09)z008 2092005 Advise client debt not receive
M [ 1 Debt Collectior 5 ‘vette 5 Rogers Document Production | 5/09)2008 2/09/2008 Send Demand Letter 2 {Inc Fy

q 0 1: Debt Callectior & ‘fvette S Rogers Decision 16/09/2008 Has debt been received

-

< &

= uew | # open | o Ship « 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 E]@
Procedures
Workflow Code ‘Workflow MName Procedure Mo |Procedure Label had
M| COMMERCIAL Commercial 59 Commercial
COMNYEY _VENDOR, Conveyancing Yendor 1 Conveyancing Yendor
CRIME_PROCEEDING Criminal Proceeding in County Court 18 Criminal Proceeding in Co
DEBT Dbt Recovery 2 Debt Collection [ Letter ¢
DUST_DISEASES Dust Diseases 32 |Dust Diseases
GEM_CLIEMT_COMPLAINT Client Complaint 34 | Client Complaint
LANDOFFICE Land Office 21 Land Office
KT _CLUE_LUNCH Team Club Lunch 6 Team Club Lunch
MET_COCKTAIL_PARTY Cockail Party 7 Cockkail Party
KT _SEMIMAR IMarketing Seminar 39 Marketing Seminar
TEST test 63 test
[v]
Start Fram: | >

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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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 012424

B[ <

Fle Search Help

Matter
Client CSPOOT

Short Description

Lang Description

Vour Reference

BeRAH-T-8-03B1HB-®

012428

Consolidated Supplies' Pty Ld

029589 7654 Partner MMC

Debt Recovery from L A Peterson & Co

Debt Recovery from L A Peterson & Co

hed SHEe XS 7

ControlerAD
Author VSR
Type  DEET

Michael Cavanagh
Arthony Donnelly
‘rvette S Rogers

Date Instructed 2/03/2008

Date Completed
Archive

Entity

Branch
Department
Source Country

Debt Recovery Matter

Lewisham Reid
Sydney - Lewisham Re
Dust Diszase

S vistory | Investments | &9 Debt Control | Debtors Letters | Trust Letters | [ Safe Custody | (B Unpresented Cheques | @ Research |
%\ances | B cortacts | B mata | & ol | B Receipts | B wiofs aiThes | @ craphs | [ iery | @ Precederts | € Documents | 4 Team B Tasks

Tasks: [all Tasks ~| s ‘ X Remove | G Print |
Al Tasks
Al Custom Tasks
:!;ﬁfﬁd’;gﬂﬁwmuw Taske Activity Due Date Start Dake Finish/Skip Diate | Description ~
11 Debt Collection | Letter of Demand lers Email 2]09)2008 Hokification of rew File
: 1 Eﬁ;‘:t"é;“r::h‘;ﬁ"t lers Document: Production | 3/09/2008 | 2/09/2008 2j09/2008 Send Demand Letter 1 (Inc Fe
ﬂ—mmgrs Decision {09 2008 2f09) 2008 2{09/2006 Has Debt Been Received
=3 1: Debt Collectior 4 Vvette S Rogers Email zfn9jz00s  |zlosizons  |2i09/2008 Advise client debt okt receive
[0 1: Debt Collectior 5 Vvetts 5 Rogers Document Production  |5/09/2008 | 2/09/2008 Send Demand Lettsr 2 (Inc e
@ 1 pebt collectior & ‘vette S Rogers Decision 16/09/2008 Has debt bsen received
@ 1 Reviewwithdi 1 Vvette 5 Rogers Dedision 3/09/2008 Proceed or not
O 1: Client Complair 1 Vvetts 5 Rogers Document Production | 2/09/2008 Complaint recefed - all detail
<] 3)
= tew | 1 open  Start o Skip. " Finish Stop Pracedure

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

=

0

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.

PROCEDURE

1. Inthe "Tasks" window on the matter, select the "Column" tab. The following window
will display:

| [~

Tasks] Filters ] Options  Colurin ] Sort l

Columnz ta display [in sequence)

Hidden Dizplayed

i

t M atter Description

Client Mame Al

Description
p

Diue Drate

Finish/Skip By 4 Hide

Firish/Skip Date

For 4 2l

lcan

tatter D escription

M atter File 1D

Mileztone

Friority

Praoc. 1D

Proc. Instance 1D

Proc. Item 1D

Reminder 0 ate

Skip

Start Date

Started By

State

Taszk Mo

W Order

Dizplay

g

4 p W 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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15.3.1  Column Headings

Activity Identifies the type of task (eg. email, document, decision point).
Category Code ID or code applied to the task category (if a category has been
assigned).

Category Description
Description of the task category (if a category has been assigned).

Client Matter

Description A combined field of client name and matter description

Client Name This is the Name field from the Client record.

Description Details of the task to be carried out.

DISABLESKIP Indicates whether this task has the "Disable Skip" flag applied.
Due Date The date when the task is due.

Finished/Skip By The initials of the person who skipped the task.
Finished/Skip Date The date the task was either finished or skipped.
For Identifies the person (or role) allocated to perform the task.

Icon Icons indicate the type of activity to be performed. For example:

B Document Production
=  Emalil

Telephone Call

9 Decision Point

Matter Description Description entered at matter opening
Matter File Id Matter number

Milestone 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).

Priority Indicates the importance of the task.
Proc ID The procedure ID which is a number allocated to procedure.

Proc. Instance ID Refers to the name of the workflow.

Proc Item ID Number allocated to task.
Reminder Date Date of reminder
Skip Y/N Indicates whether a task has been skipped or not.

Source Procedure Code
The ID or code assigned to the source procedure.
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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
r Skipped Task has been skipped
hd Past Due 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.

O

= PROCEDURE

1. Display the Tasks window on a matter and select the "Sort” tab.

2. In the “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.

W 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:
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State

Icon

For

Activity
Description

Due Date
Priority

Proc Instance ID

Re-set the column display to the default layout

@ TIP: Use the [ <« All] button to remove all column

headings from the display list.

15.4  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 A Peterson & Sons 012431

B9[]

File Search Help

BN A-E-R-0FHTH-@

Long Description pyepe Recovery from L A Peterson & Sons| Date Instrucked 13/01/2010

Date Completed
¥our Reference

) AaH SxHAeX & ¢

Matter 012431 029589 7654 Partmer  MMC Michael Cavanagh Entity Lewisharn Reeid
Client C5POO1 Consolidated Supplies' Pry Led Contraller AT anthorey Donnelly Eranch Sydney - Lewisham Re
Department Commercial
Short Description | Debk Recovery from L & Peterson & Sons Author SR Wvette S Rogers S
Type DEBT Debt Recowery Matter

Archive
Q History. Investments & Debt Cortrol Debbors Letters Trust Letters m Safe Custody @ Unpresented Cheques “ Research
alances ontacts ata | & Bils | & Receipts s & Tfrs raphs iary recedents ocuments eam
B el contacts | EE] Data | &P Eil Receipt WOFFs 8 TF craphs | B D @ precedents | @ o I T B Tasks
Tasptions Calurnn | Sort
Load From =] [ Save As H Save H Delete I [ ) Qear ]
D Private? D Save settings on close?

Select Equal ko Reminder Date Finish Drate:

Employes From Date |[] v From Date |[] -

warkflow Supervisor ToDate | v ToDate  |[] -

Priority all - [ Blank Reminder Date [l Blank Finish Date

Role v

Workflove | | DueDate Start Date

Category v From Date |[] [» From Date (] |

Tasks all Tasks w ToDate | v ToDate (] -

[CImilestone only []Blank Due Date [IBlark Start Date
Client Master v
Client Group w
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154.1

15.4.2

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.

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:

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.
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When you click on the "Set Date" button, a drop-down menu with two items will display:
Sek Date ta L

Alvays Set Dateto #

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.

15.4.3  Clearing and Restoring the Filter Settings

Diefault
$I 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.

15.4.4  Saved Filter Settings

Commonly-used filter settings can be saved for re-use.

0

PROCEDURE

1. In the 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

=[x

File Search Help
BEORI-A-A- R-9FHRIHE- O

Matker
Client CSPO01

012431
Consolidated Supplies' Pty Ltd

02 9589 7654 Partner MMC
Controller A0

Wichael Cavanagh
Anthany Dannelly

Shart Description | Debt Recovery from L & Peterson & Sons Authar SR ‘vette 5 Rogers

Type DEET Debt Recovery Matter
Long Description | pept Rerovery from L & Peterson & Sons| Date Instrucked 13/01/2010

Date Completed
“our Reference Archive

Tasks | Filkers | options | Column | Sort

P AESH TREHEeX & 7

Q- Hiskary Irvestmel &P Debt Contral Debtors Letters Trust Letters m Safe Custady @ Unpresented Cheques . Research
Balances w iZonkacks ta | &P Eils Receipts @ WIS & Tfrs e Graphs @ Diary ﬂ Precedents ﬂ Documents ﬂ Team Bﬁ Tasks

Entity Lewisham Reid
Branch Sydney - Lewisham Re
Department Commercial

Source Country

Load From w [ Save As ] [ Sawve ] [ Delete ] [ @ Clear I
D Private? D Save settings on close?
Select Equal ko Reminder Date: Finish Date:
Employes From Date |[] v' From Date |[] v/
workflow Supervisor ToDate  |[] v ToDate |[] v:
Pricity al P [IElark Reminder Date [JBlank Finish Date
Role (e
Workflow 57 Due Date Start Date
Cateqary > From Date (] a From Date |[] v_
Tasks All Tasks ~ ToDate (] v Tobate [ v
[CIMilestone only [CIelank bue Date [JBlank Start Date
Clignt Master (e
Client Group B2

The following dialog box will display:

Input Form

Task List Filter save name:

[ Private?

\/ QK x Cancel

Enter a meaningful name for the filter (eg. Unfinished
Tick the "Private" box. Private filters will only display

Select [OK]. This will save the filter and you will see
"Load From" box.

for this Week).
for the person who creates them.

the filter name in the
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= | | |

Tasks Fiters ]Dptionsl Column] Sort ]
Load Fro |Unfinished for thiz week,

~I[Eaeis]| sae | ek |

@ LClear |

v Private? [ Save setings on close?

Select Equal to

Employes ’—L|

Wworkflow Supervisor ’—L|

Friority |l |
Fole | j
workflow | j
Categony | j
Tasks  |&ll Tasks |

[~ Hilestone Only

Reminder D ate Finish D ate:

From Date 5™ -

ToDate

[~ Blank Reminder Date

Due Date Start D ate

From Date

ToDate ToDate

[~ Blank Due Date

FromDate [F+ 1,12/2008 v
TaDate @ so0007

Iv Blank Firish Date

[~ Blank Start Date

Default

15.4.5 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. Click on the [Save] button.

This will re-save the filter with the new settings.

15.4.6 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.

| H
Tasks] Filkers ~ Options ]D:Iumn] Sort ]
-
Hide finished tasks? r
Hide sub procedure tasks? v
Hide skipped tasks? I

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.

e 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.
o 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.

Page 318 © 2010 Reed International Books Australia Pty Ltd trading as LexisNexis



Lexis® Affinity Library

@ LexisNexis

\“@ HANDS ON

In the exercise you will create and save two filter settings:

1.

2.

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 | Colurnn | Sort
Load From hd [ Save As ] I Save H Delete l [ @) Clear l
D Private? D Save settings on close?
Select Equal to Reminder Date Finish Date
Emplayes v Fram Date |[] _v_ Fram Date |[] [
WorkFlow Supervisaor v ToDate | w ToDate |[] v
Priority Al = [C1Blank Reminder Date Elank Finish Date
Role A4
- Set Date Button
“Workflow » Due Date
Categary » From Date |[W31j01/2011 | s |[F L Suam e Pl
— Set Date to F Today
Tasks &l Tasks v Ta Date 6i02j2011 v Yesterday
- o flways Set Date ko ¥ 7
[CIMilestane only [elank Due Date ey LSt Week
This Week
Client: Master v This Marth
Clignt Group w Last Month
o Yeat To Date

Check the “Blank Finish Date” button.

Click on the button. The following dialog will display:

Input Form

Task. Lisk Filter save name:

[ Private?

o 0K | xgancel ‘

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.)
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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

15.5  Viewing Tasks from Diary
across all matters for today.
PROCEDURE
1. Open Diary.

2. Select the "Daily" tab to display the daily diary view.

w Diary for Yvette S Rogers (YSR) for 31/01/2011

[M][=] ]

Fle Edt View Help

B B

g
gm
10
7
125
T
2w
3w
4
s

For  |Start Time

g &

Monday, 31 January

Meeting Invitations

status  |Description

5 & | (Use standard diary filter)

x| ®

FA Daity | [B] work week || B weekty | B monthly | FE] custom | BB Time Line | B wist Options

IR January 2011 b!||For  Taken At

<

[ Open ] [ G ko Day ] [v’&ccept] [7(_ Qecline]

Ed L

Ey |Phone Message

v

1011 12 13 14 15 16 . .
17 16 19 20 21 22 23 QLIICk Filter
24 25 26 27 23 20 30
<
Task Today ' Task Reminder
Date Select: | Created (Defaulty |~ | (£ ~ | 31/01/2011
State | Activity Description Description Due Date
¢ Document Production Send Demand Letter 1 (Inc Fee 1/02/2011
¥ Email Motification of new file 7/09/2008
@ |Simple Task. Critical 31012011
§  Simple Task High 31012011
< >
(am] (ne ) () (s

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.

“Task Reminder” does not use the quick filter. It simply displays all tasks for the selected
(This is generally the user currently logged into Lexis Affinity Library but is
determined by the employees selected in the Diary Filter.)

employee(s).
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15.5.1  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).
W Diary for Yvette S Rogers (YSR) for 31/01/2011 (=]
File Edit Wiew Help
By #w & ?

] paily | BB work week | B weekly | BE morthly | B custom | [ Time Line | B List Options

Columns to display (in sequence)

Hidden Displayed
Category Code Display Activity Description
Cakegory Description Descripkion
Matter Long Description Due Date

Matter Title Finish Date

Priority Skip

Proc. Instance Start Date

Procedure ID Matter

Source Procedures Code Created

Source Procedure Label For

Task Mo Matter Shork Descriptior

Activity Code
4 Hide | |Clienk Marne

/

syindary), SUWN|0D Yse L | Jay|id ¥se L), Jepus B0, sUWnD ARl Jag)id AR

Ready!

3. Select the columns required, and click on the button to place them in the
“Displayed” column.

@ TIP: You can use <Ctrl>+ left mouse click to select
multiple columns at a time.

4. Use the [ 4+ e ] and H" D':'W”] buttons to order the columns as required.

5. Click on the “Daily” tab to view the results.
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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

Date Select: [Due 5= =] 2767200
Stete Due ] Aotiviy_Matier Short Descipion __ |Malter_[For__[StanDate |

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 ~||- =l|er/oeszn0e
[

State |Due Date Dezcription Activity ... Matter Short Description I atter For StartDate  |F

N

= Equal to the date displayed

< Less than the date displayed

<= Less than or equal to the date displayed

> Greater than the displayed date

>= Greater than or equal to the displayed date
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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 Wew Help
B # o ?

[ aily | T8 work week | B weekly | BH Monthly | B custor | B8 Time Line | 1 List Options

Select Equal To

-® Clear all

Priarity: Al v -

Matter:

Advance

Tasks: Al Tasks (Default) bl

Procedure Instance: |0 H

[[] Get the last "Procedurs Instance"?

[ show selected day task history? \

s0day), SUWN|0D) SR L) 493)1d §5EL | JRpUR|RD) SUWNED ARIT) 4271 AR

Ready!

Priority The priority set on the task. Select from:

All
Normal
High
Critical

4

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

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. (This is
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.
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15.6  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

0

1. To view tasks, select Case Management | Workflow & Tasks | Task List.

W Task List =JoEd

Eile Tools Help

B vous SO & ?

Tasks | Filkers | Cptions | Columnn | Sort |
State Due Dake Icon |Descripkion Client Marne Matter Description Priarity EA;

: 1 sendletter {or Fax) to agent c Gribble, Mr John Sale to Thompson Normal |
Phone client and agent ko conf Consolidated Supplies Pty Lkd  Sale to Birrell Totrnal

¥ |z5/09/z008 attend Seminar Lewisham Reid - Melbourne  Grassroots Campaign 2007 Morrnal
.‘5-”. 6/06/2008 Follow up on client complaint | Fauldings Pty Ltd Dust Disease - James Hardie -+ Critical
‘f 6/06/2008 Follow up on client complaint  Fauldings Pty Ltd Dust Disease - James Hardie - Critical
vl 14/06/2005 Letter of Demand Department of Consumer AFFai Debt From M Smith Mormal
~ 14/06/2005 Debt Unrecovered Departrent of Consumer AFFai Debt From JM Smith Totrial
.‘sf' 14/06{2005 2nd Letter of Demand Department of Consumer AFfFai Debt fram JM Smith Motrnal
‘f 14/06{2005 Debt Recovered Department of Consurner AFFai| Debt from M Smith Morrnal
vl 14/06/2005 Has debt been recovered Department of Consumer AFFai Debt From M Smith Mormal
v 14/06/2005 2nd Letter of Demand Department of Consumer AFFai Debt From M Smith TMormal
v 22/12/2006 =1 send email ta client advising de Black Day Publishing Py Lkd  Debt Recovery From Regents F Marmal
i“:ff' 24/12{2006 B0 send Final Letter of Demand (1 Black Day Publishing Pty Lked  Debk Recaovery From Regents F MNormal
vl 1oj01f2007 0 Has debt been recovered Black Day Publishing Pty Lkd  Debt Recovery From Regents F Mormal
¥ e/12f2006 =1  Advise client debt not receivec Black Day Publishing Pty Lkd  Debt Recovery from Regents F High
¥ |z9/1z/2008 £ advise dient debt not receivec Consolidated Supplies Pty Lkd  Recovery From Kelly High
v 1/09/2008 =1 advise dient debt nok receiver Consolidated Supplies Pry Led  Dusk Disease - James Hardie-v High
v 12/12/2006 £ advise dient debt not receivec Department of Consurmer AFFai Recovery Fram Fauldings High
v 3/07f2005 Letter of Demand Black Day Publishing Pty Lkd  |Debt from Gernini Ski Hire Morrnal =

A | B2

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.

W/ Task List =Joed

File Tools Help

Tasks “¥ilers ]Options ] Calurmn ] Sort ]

Load From ] LJ

[~ Privater [ Save settings on close?

Save ‘ Delete J @) Clear

Select Equal to 1 Reminder Date Finish Date

|

Employes - From Date [ 71 From Date [} = =
Woarkflow Supervisor - To Date To Date
Flitity ]AII LJ I Blank Reminder Date [ Blank Finish Date
Role ] LJ
iorkflow ] LJ Due Date Stark Date-
Categary ] LJ ;
Tasks |l Tasks ~| || ToDate

[~ Milestone Only I Blank Due Date [~ Blank Start Date
Client Masker ] LJ
Client Group -

! - Default

1 Select Like

Matter File ID |

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. In the “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.

W Task (Actual) =)
For: Yvette 5 Rogers |3 (&) Public (i Private ~f Stark
. Description:
Due; |:| | T —
e Activity: | Simple Task |
i =
[] Reminder PHGEHLY: :_NO.F.T-E'I- n
) R T T Close
@[t [*|pays |+ | Before Due Dats Eatenan )
n::‘,. Every -[-)ay “v-: IUntil Done Started:
= - Finished:

i Matter | Ad Hoc Procedure || Assigned To || Makes |

Show on CliMet? Fl

Expected Duration (mins): |0

Create Fee Shest 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.

7. 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.
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10.

11.

12.

13.

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 Sheet Entry... | putton. 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”.

Task Reminder Dialog Box

& Task Reminder - Matter: 012426 (=)
Client: Consolidated Supplies Pty Ltd \/ oK
Matter: 012426, Debt Recovery From L A& Peterson Co
Send Demand Letter 2 (Inc Fee + Sundry)
Due: 5/00/2008
Pricrity: High Task
" Open .
" Don't Remind Me Aagain ~ PF'OF'TY
— Colour Band
ﬂ |Days j " Finish
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15.8.1

15.8.2

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.

Options /

Matter Labels] [Matter Display] Diary ] Precedents l Spel Checking] Other } Research ]

Reminders

v Disable Task Reminders Default
Reminder Every 1 3| Houris)

Maximurn Reminders |3 % Formi{s)

X cCancel

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.  LexisNexis Research Services

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. It is not intended to
provide information on the functionality of LexisNexis AU or LexisNexis NZ.

16.1  Launch Research from Matters

W‘ HANDS ON

1. Open matter 990224.

2. Select the “Research” tab.

¢ Matter: Blackwell Scientific Publications Purchase from Francis 990224 g@
File Search Help

BeHAN-H-E-9FHTB-0 (0  » ) AAvH SHEHEX S| T

Matter 990224 07 3590 9876 Partner  MMC Michael Cavanagh Entity Lewisham Reid
Client BSPOM Blackwell Scientific Publications Controller JAZ James Anderson Branch Melbourne - Lewisham
Departrent Conveyancing

Source Country
Type P Conveyance - Purchas

Purchase from Edward Francis, 26 Charles Street, Date Instructed 12/09/2005
Prahran

Shert Description  [Purchase From Francis Author — JAA James Anderson

Long Description

Date Completed

Your Reference | Archive

Balances I wContacts ] Bl vats ] @emPower I & Eils 1 Rece\pts ] @WIOFFS&THS ] @ Graphs I

Diary I @ Precedents ] f] Documents 1 “ Team I ﬁ Tasks 1 Q Histary ] Investments 1 &P Debt Control I
Debtors Letters 1 Trust Letters I w Safe Custody I @ Unpresented Chegues . Research
Riesearch Start Matter Type: Conveyance - Purchaser
» Category: Practice Library: Titles Office QLD
@ Legal Taxonomy: Property
e Dacuments | Fiter | Columns |
» Q @ Marne:
ﬁ |Icon Path Mame Created Description
By Matter Type » |l-v
2 =

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 = @
0 9 JH @ O
Hame Back forward  Sawve  Refresh  Stop
]~
@ 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
1D
Password m

Sign-In Tips | Fergot Your Password? | System Requirements
™ Remember My Sign-In Infoermation
[T Use 3 Secure Connection (S5L) for Entire Session

Use of this service is subject to Terms & Conditions. Please 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 suppart
for the services.

5. Enter you user name and password and then click [Sign In |§

@ 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 Researc¢h - Matter [990224] - |

S Q@ = B O

Home Back Save Refresh  Stop

@ LexisNexis

LS04l Practice Areas | Source Directory | Research Manager
Home (fe=F=FS1 )| Cases  Legislation  Commentary  Forms Journals | Dictionaries | News and Companies

General Search

Start Page

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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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 Tetms:

Enter phrase, eg duty of care, or use connectors to show relationship of
terms, Eq surveyor and negligent, contract or agree! (truncated search),
internat w/p copyright (within paragraph)

o OK | x Cancel |

Enter your search terms and then click [OK].

For example, enter “notice to complete”.

The Sign In dialog will display.

S @0 9@ H @B @

Home Back Save Refresh  Stap

@ 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
i
Password [Sign 1n |

Sign-In Tips | Forgot Your Password? | System Requirements

[T rRemember My Sign-In Information

[~ Use a Secure Connection (SSL) for Entire Session

Use of this service is subject to Terms & Conditions. Please review them.

Mote: 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 suppart
for the services.

W Research - @

= ——aoemsmsesey P
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QX_’% 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] = @
@ @ H B @
Hame Back forwad  Save  Refresh Stop

@ LexisNexis

©® General Search - Queensland Land ... > (notice to complete) (110)

Search | Practice Areas Source Directory | Research Manager Help m

Start Page | view &5 (0) | Preferences | Sign Cut | Contact Us | Help

Helpline: 180 06

Result Groups

All Results (110)
¥ Source
- Source Type

+ Cases (78)
Commentary (30)
Forms & Freceden
Journals (4)

EIRE e T

Legislation {24)

£

Services (24)
+ Table of Contents

Help

<l i

Hide

ts (30

| [l

[View Tagged JETRCE =~ create Alert 7 | 651 =] (=]
[ Title Source IAI
[T 1. Escape by accident:When can an Australian Property Law Journal Ell
accident enable a purchaser not to —
comply with an essential time clause
in a contract for sale of property?
... the time of default and failure to comply with a notice to complete, the
purchaser had built 3 house on the land and ...
[T 2. Requisitions and Objections on Title: Australian Property Law Journal
The time for delivery; the vendor's
obligation to answer properly made
requisitions; the purchaser's remedy
E for inadequate or erroneous answers
.. notice to perform the outstanding obligation48 or perhaps a notice to
complete.49 Such a 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 a3 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
Williams, Vendor and Purchaser, 3rd ed, 1922, vol 1, ... —

View |Expanded List ¥ Narrow search E
Sort | Source Order » Fl 1-250f 110 H Next Steps [Edit Search 5o |

= hrmneb e b omeasliads Hre cmmdae feam mivime = mebes ke samanlaba Thin i

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.
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PROCEDURE

To apply research settings at the user level:

1.

2.

W Lexis Affinity Library

From the menu, select Utilities | User Options.

File | Ukilities | Help
U User Options /4

G Password Change |

iy W Postcodes Search
p o+ CQuickeodes =
= = =
Transactions Case Fees &
Management Billing

Clients Iakters

e I
“ b ,_"'I]’_, - E

Safe Custady

g @ 3

Dakabase Swystem
Settings

Financial
Mainkenance

Select the “Research” tab.

Research

Options

Espreon || Email | Exchange Server
[ automatically Stark Timer For &
Defaul: Matter

Fee Type

Description

Defaul: Matter
Fee Type

Description

[J5uppress web brovser script

Precedents | Tasks | Spell Checking

eneral Research

[ automatically Stark Timer For Matter Research

EFTar messages

Other :‘..’.

Default

[ Fo] (K]

You can activate the timer for general research and/or matter research.

NOTE:
(ie. not from a

matter window)

“General” refers to launching research from the Global Navigation Toolbar

You can then enter a default matter number, default fee type and default description

for the Fee Sheet entry.
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General

This refers to research launched from the Global Navigation Toolbar (ie. not from a matter
window).

Under Default Matter, select from the following:

[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.

HANDS ON

In this exercise you will set up Fee Sheet defaults for research.

1.

2.

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]
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16.3

@ TIP: This selects the matter number from which you
launched research.

9. Fee Type: Research
10. Description: Conduct Research

11. Select [OK].

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.

HANDS ON

1. Open matter 990224 and select the “Research” tab.
2. Select By Matter Type.

3. Search Terms: drainage easement

4. Display the first document in the results list.

5. Select the save button from the top toolbar.

| % Research - Matter [390224] =15
2 © W)a ©
Home Back Save efresh  Stop
0‘ LexisNexis Start Page | View (£ (0) | Preferences | Sign Gut | Contact Us | Help
Helpline: 1300 982 306
© General Search - Queensland Land ... > (drainage easement) (48) = Document (1/46)
Search | Practice Areas  Source Directory Research Manager Help @_

6. The following dialog box will display:
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W Save Research Link

Matter |900224]

Phonebook. |Blackwell Scientific Publications

Description | WORIMI LOCAL ABORIGINAL LARND COUNCIL v MINISTER
FOR LANDS FOR. MEW SOUTH WALES (Mo 2) -

Created |[¥]1z/01/2010 ~ || taled |[] v
Authar | ames Anderson v |
Operator | yyette 5 Rogers v
Show on Cliet [
From/Sender
Precedent
Cateqary el
Department | Conweyancing bl
Eranch |Melbourne - Lewisham Reid ~|
Type(s) Agreement Ernail LS4 Statement
Arbwiork Facsimile Letter
Brochure Financial Afcs Medical Reports
Conflict Check Forms Online Seatch
Debt Collection Invioice FDF
< >

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  Display all Research Links

@ LexisNexis

A list of all saved links to documents on LexisNexis AU or LexisNexis NZ can be viewed in
the Document Management program.

W HANDS ON

1.

Open Document Management (in the Case Management group).
Clear the filter and then select the “Filter” tab.
Tick Research under Types.

Display the results. All saved research links will display.

@5 TIP: Remember to insert accurate descriptions when
saving research links, as these can be used to further
filter results.
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Notes
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17.

NOTE:

17.1

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 (SAIl 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.

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.

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)

VIC

- Address Search

- Owner Browse

- Owner Search

- Lot Plan Search

- Title Search

- Image Search (eg. plan, instrument, survey report, title diagram)
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W 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.

@ 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.

2. Select the Espreon tab.

W Matter: Axia Insurance Ltd Sale to Wilson LSAY004

M=}
File Search Help
BEEH-WA-E8-A-@SHITBE-O K « »  ad SHHAEX Sy 7

Matter L5a004 029451 1300 Partner  MMC Michael Cavanagh Entity Lewisham Reid
Clint AXIADODL  Axia Insurance Lkd ControllerMMC  Michasl Cavanagh Branch Brisbane - Lewisham
Department Conveyancing
Short Description  |Sale ta Wilson Author  MMC Michasl Cavanagh i —
Type P Conveyance - Purchas
Long Descripbion | 54je ko wilson Date Instructed 20/12j2010
11 Undine Street, Marrickvile

Date Completed
Your Reference

Archive
Balances w Contacts E Data @ emPawer | &P Bills Receipts @ WIOFFs 8 Tfrs e Graphs @ Diary ﬂ Prece
Bs Tasks g Histary Investments | & Debt Control

Adeper 9 Coemagts | B Team
Debtors Letters Trust Letters m Safe Custody % Chequl & espreon P Research
rch Orders | Filker
O =29 -
teated  [Matter File 1D |Reference |Initials

Status Description Dish. Status Disb. Error

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 mandatary,

NONE | Request | Information =
(=) Corporate and Business Orders
ASIC Company Search Order Matter JMWESPO1 Status DRAFT

ASIC Compary Extract Order

&-Land Orders Contact Inikials™ | ¥5R. Submit Search Order?
= Reference® JMWESPOL Use existing Search Order?
MW Address Search
] ipkion® MOMNE
NS Owner Search bt
WS Title Search Search Order Action
NoWilinage Statli seatel) Please select an action on the left
MW Image Order
= QL
QLD Address Search
QLD Owiner Search

QLD Lot Flan Search

QLD Title Search

QLD Image Search
= YIC

YWIC Address Search

VIC Owner Browse

WIC Owner Search

WIC LOT Plan 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: NSW 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 anly
for the street number (85, not 8540,

NONE Request | Information -
= Corporate and Business Crders
ASIC Company Search Order Matter JMWESPOL Status  DRAFT
5 Lan:SOIer;Zmpany Faroct Crder Contact Initials™ 3R Submit Search Order?
= NS Reference® IMWESPOL Use existing Search Order?
::x g‘j\:::;::i:h Description® MW Address Search
MSW Title Search
MSYW Image Status Search Street Number 50
MW Image Order
=-0LD Streek Mame* Camphell
QLD Address Search Suburb*® Bondi

QLD Owiner Search
QLD Lot Flan Search
QLD Title Search
QLD Image Search
= YIC
WIC Address Search
YIC Owner Browse
WIC Owner Search
YWIC LOT Plan Search
YIC Title Search
WIC Image Search

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.

© 2010 Reed International Books Australia Pty Ltd trading as LexisNexis Page 341



@' LexisNexis Essentials Workbook

@ 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: HSW Address Search E]@

An asterigk (*) 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 B5A).

Request | Information -

Matter IWESPOL Status | COMPLETE
Contact Initials*  ¥SR
Reference® JMWESPOL

Descriptian® MW Address Search

Street Mumber 50

Street Name™* Campbell

Suburb® Bondi

Title: Address Street Address Title Reference |
S0-54 CAMPEELL PARADE, BONDI BEACH 1j5P13459
50-54 CAMPBELL PARADE, BONDI BEACH 2j5P13453
50-54 CAMPBELL PARADE, BONDT BEACH 3jSP13453
S0-54 CAMPBELL PARADE, BOMDI BEACH 4j5P13453
S0-54 CAMPEELL PARADE, BOMDI BEACH 5i5P13453
S0-54 CAMPEELL PARADE, BONDI BEACH 6/5P13459
S0-54 CAMPEELL PARADE, BONDI BEACH 71513459
50-54 CAMPEELL PARADE, BONDI BEACH 8/5P13459
50-54 CAMPBELL PARADE, BONDT BEACH 9jSP13453
S0-54 CAMPBELL PARADE, BOMDI BEACH 10513459

e

Create Titls Search...

6. If you are ready to perform the title search, select the property required, and then click
on [ Create Title Search.., ] 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.

MONE Request |, Information -
= Carparate and Business Orders
ASIC Company Search Order Matter JMWESPOL Status |DRAFT
ASIC Company Extract Order .
= Land Orders Contact Inkials* ~ ¥5R Submit Search Order?
=1 MW Reference® IMWESPOL Use existing Search Order?

N=W Address Search
NSW Owner Search
NS Title Search
MNSW Image Skatus Search
MW Image Crder
= QLD Title Reference® | 2/3P13459
QLD Address Search
QLD Owner Search
QLD Lot Plan Search
QLD Title Search
QLD Image Search

Description® MW Title Search

Title Type* Current: bitle ~|

=-VIC
YIC Address Search
YIC Owner Browse
WIC Owner Search
YIC LOT Plan Search
YIC Title Search
YIC Image Search

7. Click [OK] to perform the title search.

The following message will display:

Confirm

\?/ Shows downloaded result file?
-

I Yes H [i{x} ]

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 LSAV004 [;]@
File Search Help

S H-H- R-SFHNETE-® N4 >y AL THEASX Sl 7

Matter LSaAl004 02 9451 1900 Partner  MMC Michael Cavanagh Entity

Lewisham Reid
Client AXIADOO1  Axia Insurance Lkd

Controller MMC Michael Cavanagh Branch Brisbane - Lewisham
Department Conveyancing
short Description | Sale to wilsan Author  MMC Michael Cavanagh Fovren Gy
Type cP Conweyance - Purchas

Long Description |5 31e ko wilsan Date Instructed 20/12/2010
11 Undine Street, Marrickvile
Date Completed

‘our Reference | Archive

EBalances w Contacts E Data E‘ emPover | &P Eills | Receipts @ W/OFFs & TFrs e Graphs ﬂ Diary Qﬂ Precedents ‘ﬂ Documents u Team
ﬁ Tasks Q Histary Investments | ¢ Debt Control Debtors Letters Trusk Letters m Safe Custady % Cheques @ Espreon | (@ Research
Search Orders | Filker

DS ¥ S =

Created  [Matter File 1D |Reference  |Initials Status Description Disb. Status Disb. Errar had
2f05/2011 [ LSA004 LSA1004 VIR COMPLETE MSW Address Search COMPLETE
2{05{2011 | LSAL004 LSA004 SR COMPLETE MSW Title Search COMPLETE
»
£ 2

[ 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 ﬁ' 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 g@

An asterisk {*) indicates that the field is mandatory, Enter street names only {do nat include Road, Street, Avenue etc). Use numeric characters
only For the street number (35, not 854).

Request / Information

Crder ID 1CB9F7FO-55E0-4EBE-9160-20410DE21403
Action MSW_ADDRESS_SEARCH

Author SR

Created 16/12{2009 2:54:05 PM

Dishursement

Recovery Status | =oTLETE

Espreon Order ID 101510

Esprean Ref 45325

Order Status COMPLETE

Order Created

COrder Completed

Service Fee 3.65
Service Fee GST 0.37
Provider Fee ]
Provider Fee GST ]

Paost Dishursemnent. ..
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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 Orders | Filker

— 0 X S0 B

Created  [Matter File ID |Reference  |Initials Skatus Description Dish, Status Disb, Error Ll
I 1010 IMW1010  XEs COMPLETE MW Address Search COMPLETE
w1010 IMAL010 KKK COMPLETE MW 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.

X W

Delete a search order in the list. Select the order first.
Refresh the display.

Clear the filter.

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.

Post Disbursement. Processes disbursements that are set to "auto"
and not yet complete.

H @O B
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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 |

DEX |20 = N

Created  |[Matter Fids 1D |Rieference | Intisls, < | Status . | Description Dish., Status Dish, Emor -
W10/ 10008 012431 012431 COMPLETE

10/ 10/200 012431 012431 ALITO

10/10/2005 012431 012431 COMPLETE

107102008 012431 012431 ALITO

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.

© 2010 Reed International Books Australia Pty Ltd trading as LexisNexis Page 347



é’ LexisNexis’ Essentials Workbook

17.4  Disbursement Recovery Status

The Disbursement Status field indicates whether a disbursement has been captured
against the matter for this search.

Saarch Ordars |r—-m |

DEX S0 =

e

Croated | Matter Fle 1D |Reference | Inktials | Status Description /"-Dtsb Status \‘\ Dsh, Ervor s
PMGLHN 12431 ER COMPLETE HNE5W Addeess Search COMPLETE

10/ 10f2005 012431 012431 L IN PROGRESS S Tite Search ALITC

10012005 012431 012431 YR COMPLETE QLD Addrags Search COMPLETE

100102008 012431 012431 = DRAFT HEW Address Search ALITO

A

€| >

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

Additional
Functions

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.

T SeaWﬂl& Search E]@

Redyest | Information =

Lexis AFfinity

Order ID 10DCCEE4-1873-47F0-A504-0488635610ED
Action NS _TITLE_SEARCH

Authar Y¥SR

Created Z/05/2011 1:46:50 PM

Disbursement

Recovery Status COMPLETE

Espreon
Espreon Order ID | 136640

Espreon Ref 697210
Order Status COMPLETE
Order Created

Order Completed

Service Fee 5.9
Service Fee G5T 0.59
Provider Fee 6.7
Provider Fee GST 0.67
[ Past Disbursement. .., l [ Add Files ko Dackan, .. ] [ Test Lagin. ..

[ Save ] [ T ] [ “igws Document ” Export Files ] | o 0K | [ 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.

Post Disbursement:
Click this button to post the disbursement if it has not been posted
automatically.
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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.

17.6  Espreon Web Site

The button is available from the "Espreon" tab in the matter window.

¥ Matter: Axia Insurance Ltd Sale to Wilson LSAWO04

File Search Help
= ; ; = o ok >
COBMH-A- - - 9IHITH-© had SHEeX S 7
Matker L5A1004 02 9451 1300 Partmer  MMC Michael Cavanagh Enity Lewisharn Reid
Client AXIA0001  Axia Insurance Lbd Contraler MMC Michael Cavanagh Branch Brishane - Lewisham
" Drepartment Conveyancing
Short Description | Sale to Wilson Author  MMC  Michael Cavanagh SR Ry
Type P Conveyance - Purchas
Long Description  |5ale ta Wilson Date Instructed 20/12/2010
11 Undine Street, Marrickyvile Date Campleted
Your Reference Archive

Balances w Contacks E Data @ emPower | &P Bils Receipts @ W IOFFs & TFrs e Graphs @ Diary
a@ Tasks Q Histary Irvestments | €9 Debt Control Debtors Letters
Search Orders | Filker

DX S0 -

(ﬂ Precedents (ﬂ Documents ﬂ Tearn
Trust Letkers m Safe Custody % Cheques & Espren @ research

Created  |Matter File ID |Reference [Initials  |Status

Description Disb, Status Disb, Error Ll
2{05/2011 7 LSAN004 L5A1004 SR, COMPLETE MW Address Search COMPLETE
2{05/2011 7 LSAY004 L5004 SR, COMPLETE MW Title Search COMPLETE
v
<

P
[ Sync q[ ‘Weh Site. ., D Get Web Site Searches ]
N—————

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.

The buttons available on this toolbar are controlled by your System Administrator. You
may not see all the buttons described below.
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€ ep =Joes
. & WU B O

Home Prink Save  Refresh  Stop

espreon, .| | .

tomorrow, today | Land and Property ® @ @ espreon
Services | Utiities || Management Authority
" CORPORATE & BUSINESS
= ITSA BAMKRUPTCY NSW TivoL

" NSW LAND
Title by title reference/ plan reference (=g 37/241344, 9013-104 etc)

= NSW Property Enguiries

il rtie search | | ] J ] ]

= Sub Folic Inquiry ‘ ] | J J

= Plans, Dealings & Images I” order Copy of Cancelled Title

= Lotz in Plan NB. Enter Vol Fol titles in 'Vol-Fol' format eg. 9013-104. Enter Water Access Licence titles as 'WaL'

lowe: o = i o WAL193
= CAC Inquiry followed by t ence number e.g. WAL1234
= Le==ze Folic Datz/Lease Premi o_r
A = Title by owner name
® Deed Index Search F
. ” haan:‘:' Compame Use ™' 3= wildeard eg. JOHNS*ON, NAT* MUTUAL,
rand VelleSear For company names, do not enter PTY Limited, See
= OSR Online Stamping First name ] help for more tips.
" Manual Searches & Serv Current Owner v Unchecking will also search previous properties,
= VIC LAND GnLy .
= oLD LAN Search first names Uncheck to search first names in any order (e.g.
QLD EANCY ;’_I R = v Asian name format) or, if using Last or Company
" WA LAND name only, search names in any order.
" OTHER STATE LAND Order Purpose P
m-RENS Cther Purpose ]
= SETTLEMENTS
FFOURELISTS [~ I have authority to undertake this search and will respect an individual’s right to
= QUICKSEARCH Declaration privacy in accordance with the principles underpinning the NSW Privacy and
T T Perzonal Infoermation Protection Act, 1998 and the Commonwealth Privacy Act,
N e 1998.

| LPI NSW advise that this information is provided as & searching aid only. The Registrar General doss
not guarantes that the information provided discloses details of ail land/premises owned/leased by the
party searched against. The information returned relstes to owners/lessees registered from 1971 onwards

= ."‘QQOFF (e except in relation to current lease, where information which is returned from 1998 onwards, Manual
<l n | lix| indexes are available for records registered prior to 1971, Note: * indicates Lesses name.
/ unt: lexistest or
Lexis Nexis Test Title by street address - Enter strest name and suburb in part or full. Do NOT use wildcards
Street number Only enter the numeric street number (eg. for 854,
Client Ref LSAS00 enter §5). Common property titles chall be
for YSR 3 returned for addresses under strata plans.
i P EEE RS | 52?5@'2?2?3"5;?35 ?iﬁs%}fé&mo etc.,
Current session 3 ESTIMATE Street type - Zelect strest type where spplicable.
Fees include GST where ap ble: Suburb ]
=3 [}
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

H
The .= on the 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.

Page 352

© 2010 Reed International Books Australia Pty Ltd trading as LexisNexis



	 
	1.  
	1. Lexis Affinity Library Essentials 
	2. The Structure of Lexis Affinity Library 
	PhoneBook 
	Clients 
	Matters 
	SafeCustody 
	 Transactions 
	Diary 
	Documents 
	Reporting 

	3. Lexis Affinity Library Desktop 
	3.1 Sign into Lexis Affinity Library 
	3.2  My Favourites 
	Open applications from My Favourites 
	Close Applications 

	3.3  Create Snapshots 
	3.4  Deleting Shortcuts from My Favourites 
	3.5 Automatically run Functions after Sign-In 
	To remove functions from “Run after Sign-In” 

	3.6  Lock and Unlock Lexis Affinity Library 
	Lock Lexis Affinity Library 

	3.7  Lexis Affinity Library Help 
	3.8  Accessing Release Documentation 
	3.9 Accessing Recently Used Records 

	4. Toolbars 
	5. QuickCodes 
	5.1 Create a QuickCode 
	QuickCode Field Descriptions 

	5.2  Print QuickCodes 
	5.2.1 Using QuickCodes 
	Look Up List for QuickCodes 



	6. PhoneBook 
	6.1 Searching for PhoneBook entries 
	6.1.1 PhoneBook ID 

	6.2  PhoneBook Tabs 
	6.2.1 “Addresses” tab 
	6.2.2 “Personal”  /  “Document Details” tab 
	6.2.3  “Data” tab 
	6.2.4 “Notes” tab 
	6.2.5 “Precedents” tab 
	6.2.6 “Documents” tab 
	6.2.7 “Diary” tab 
	6.2.8 “Relationships” tab 
	6.2.9  “Groups” tab 
	6.2.10 “Associated Staff” tab 
	6.2.11 “Miscellaneous” tab 
	6.2.12  “Debt Control” tab 
	6.2.13 “Bank” tab 
	6.2.14 “Linked Records” tab 
	6.2.15 “ID / Reg’n #’s” tab 
	6.2.16 “Safe Custody” tab 

	6.3  PhoneBook Menu & Toolbar 
	6.3.1 Functions on Menu Toolbar 
	6.3.2  PhoneBook Editing Toolbar 

	6.4  Printing 
	6.4.1 Printing one PhoneBook Entry 
	6.4.2 Printing all PhoneBook entries 
	6.4.3 Print Toolbar 
	6.4.4  PhoneBook Selection Screen Toolbar 

	6.5  PhoneBook Filter 
	6.6 Sorting PhoneBook Entries 
	6.7  Merging to a Word Document in Precedents 
	 “Document Record” tab 

	6.8  PhoneBook Filter 
	PhoneBook Filter Options 
	“Extra” tab 

	6.9  Create a Business PhoneBook entry 
	Conflict Checking 
	“Addresses” tab 
	 “Document Details” tab (if visible) 
	“Miscellaneous” tab 
	“Notes” tab 
	“Bank” tab  
	6.9.1  Attaching PhoneBook entries to Groups 

	6.10  Registering a Business Contact for a Client 
	“Addresses” tab 
	“Additional Details” tab 
	Altering Dates in Lexis Affinity 
	 “Miscellaneous” tab 
	“Notes” tab 
	“Relationships” tab 
	“Bank” tab 
	 Debtor Contact Relationships 


	Check the Relationship between the two records 
	 “Associated Staff” tab 
	Review the PhoneBook entry 



	6.10.1  Creating Diary entry within PhoneBook 
	Adding a Resource 


	6.11  Individual PhoneBook entries 
	“Addresses” tab 
	 “Personal Details” tab 
	“Miscellaneous” tab 
	“Notes” tab 
	“Bank Details” tab 

	6.12  PhoneBook Creation Fields 
	 PhoneBook fields 


	7. Clients 
	7.1 Display Client 
	7.2  Client Tabs 
	7.2.1 “Balances” tab 
	7.2.2  “Matters” tab 
	7.2.3 “Archived” tab 
	7.2.4 “Address” tab 
	7.2.5 “Precedents” tab 
	7.2.6 “Documents” tab 
	7.2.7 “Notes” tab 
	7.2.8 “Safe Custody” tab 
	7.2.9 “Debt Control” tab 
	7.2.10  ID/Reg’n #s tab 
	7.2.11 “Trust Loans” tab 

	7.3  Client Menu & Toolbar 
	7.3.1 Functions on Menu Toolbar 
	7.3.2  Client Toolbar 

	7.4  Printing 
	7.4.1 Printing details of one client 
	7.4.2 Printing all Client records 

	7.5  Client Filter 
	Client Filter options 

	7.6  Create New Client 
	“Financial” tab 
	 “Billing / Analysis” tab 
	Billing 
	Analysis 
	 Unit / Minute Options When Submitting Fee Sheet 
	“Collection” tab 
	“Bank” tab 



	7.6.1 PhoneBook Groups 

	7.7  Client Creation Fields 
	7.7.1 Client Groups / Master Client Groups 

	7.8  Alternate Method of creating Clients 

	8. Matters 
	8.1 Create New Matter 
	“Financial” tab 
	“Rates” tab 
	 “Contacts” tab 
	“Miscellaneous” tab 
	“Team” tab 
	8.1.1 Adding a Team to a Matter 
	To add another member to the Matter Team 
	 “Billing” tab 
	“Collection” tab 


	8.2  Diary Entry for a Matter 
	Attaching a Resource 

	8.3  Adding Contacts 
	8.4  Copy Matter 
	Matter Copy – Contacts option 

	8.5  Associating Matters 
	8.6  Altering the Debtor Contact 
	To check the existing Debtor Contact 
	To Transfer the Debtor Contact 
	On the “Archive Matters” tab 
	On the “Matters” tab 
	On the “Bills” tab 
	On the “Debtor / Collection Letters” tab 
	On the “Multi Bill Party” tab 


	8.7  Display Matter 
	8.8  Matter Fields 
	8.9  Matter Tabs 
	8.9.1 “Balances” tab 
	“Financial” tab 
	“Rates” tab 
	“Miscellaneous” tab 
	 “Billing” tab 
	“Collection” tab 

	8.9.2 “Contacts” tab 
	8.9.3 “Data” tab 
	8.9.4 “emPower” tab (optional) 
	8.9.5 “Bills” tab 
	8.9.6 “Receipts” tab 
	8.9.7 “Write Offs and Transfers” tab 
	8.9.8 “Graphs” tab 
	8.9.9 “Diary” tab 
	8.9.10 “Precedents” tab 
	8.9.11 “Documents” tab 
	8.9.12 “Team” tab 
	8.9.13 “Tasks” tab 
	8.9.14 “History” tab 
	8.9.15 “Investments” tab 
	8.9.16 “Debt Control” tab 
	8.9.17 “Debtors Letters” tab 
	8.9.18 “Trust Letters” tab 
	8.9.19 “Safe Custody” tab 
	8.9.20 “Unpresented Cheques” tab 
	8.9.21 “Research” tab 

	8.10  Matter Menu & Toolbar 
	8.10.1 Functions on Edit / Display Menu Toolbar 
	 Matter Toolbar 


	8.11  Printing 
	8.11.1 Printing a Matter label 
	8.11.2 Printing Details of one Matter 
	8.11.3  Printing all Matters 
	8.11.4  Functions on Matter Selection Screen Menu 
	8.11.5 Matter Selection Screen Toolbar 

	8.12  Matter Filter 
	 Matter Filter fields 
	“Extra” tab 


	8.13  Lexis Affinity Explorer 
	8.14 Complete a Matter 
	Messages that might display when completing matters 

	8.15  Re open a Completed Matter 
	Re opening a Previously Archived Matter 

	8.16 Archive Matter/s 
	8.16.1 Archive a Single Matter 
	8.16.2  Unarchive a Single Matter 
	8.16.3  Archive Batch 
	8.16.4 Display Archived Matter 
	8.16.5  Attaching Box Numbers 
	8.16.6 Mailouts for Archived Matters 

	8.17 Archived Matters Menu and Toolbar 
	8.17.1 Functions on Archived Matters Menu 
	8.17.2  Archived Matters Toolbar 
	8.17.3  Archived Matter Filter 
	Archive Matter Filter Fields - Standard 
	 Archive Matter Filter Fields – Extra 



	9. Diary 
	9.1 Diary Events 
	9.2  Diary Jurisdictions 
	9.3 Diary Locations 
	9.4  Diary 
	9.4.1 “Daily” tab 
	9.4.2  Altering the Display of the Daily Diary 
	Daily View Options 
	Daily Diary Intervals 
	Cell Height 
	Drag and Drop 
	 Hide Minutes 
	Hide Off Hours 
	Hide Page Tabs 
	 Separate “Reminder For” Scheduler 
	Show Date Range 
	 Move to another date within the Month 
	Move forward a Month 
	Return to today’s date 
	Select another date 

	9.4.3 Clash Warnings 
	9.4.4  Create a Diary Entry 
	 Diary Alerts 
	Diary Alert Options 



	9.5  Converting a Diary Entry to a Fee Entry 
	To view this entry 
	9.5.1  Meetings 
	Create a Meeting  
	Meeting Attendees 
	Booking a Resource 

	9.5.2 Recurring Diary Entries 
	To view this meeting for MMC 
	Find who has accepted the Meeting Invitation 


	9.5.3  Phone Messages 

	9.6  Tasks 
	9.7  Diary Views 
	9.7.1 Work Week 
	9.7.2  Weekly 
	9.7.3 Monthly 
	9.7.4  Custom View 
	9.7.5 Time Line View 
	9.7.6  List 

	9.8  Options 
	9.8.1 “Diary Filter” tab 
	“Standard Filter” tab 
	Standard Diary Filter Fields 
	 “Advance Filter” tab 
	“Options” tab 

	9.8.2 “Diary Group” tab 
	9.8.3 “Diary Columns” tab 
	9.8.4  “Calendar” tab 
	9.8.5  “Task Filter” tab 
	Task Filter Fields 

	9.8.6  “Task Columns” tab 
	9.8.7 “Reports” tab 

	9.9  Diary Groups and Filters 
	9.9.1 Diary Groups 
	 Diary Group “Filter” tab 

	9.9.2 View Diary Entries for a Diary Group 
	Print the Dairy entries 

	9.9.3  Diary Filters 
	Create a Diary Filter 
	Diary Filter “Advance Filter” tab 
	Using Diary Filters 




	9.10  Diary Reports 
	9.10.1 Combined Diary & Task Report 
	“Options” tab 
	 “Sort” tab 
	 “Employee” tab 
	“Diary” tab 
	“Task” tab 
	Printing the Report 

	9.10.2  Combined Diary & task (based on current filter settings) 
	9.10.3 List View 
	9.10.4  Event Report 
	 

	9.11  Diary Toolbar 
	9.11.1  Resources 


	10. emPower Precedents 
	10.1 Attaching a Precedent Module to a Matter 
	10.2 Changing the Precedent Module attached to a Matter 
	10.3  Entering Data 
	 Entering Data into Linked Fields 
	Amending the PhoneBook Record 


	10.4 View Precedents and Generate Documents 
	10.4.1 View a Precedent 

	10.5 Generating Documents 
	10.6 Merging a Power Pack 
	10.7 Merging Several Documents 
	10.8  Multi emPower Documents 
	10.9  Merging a Security Document 
	10.10 Merge Options 
	10.11 Filter 

	11. DataForms 
	11.1 Matter DataForms 
	 DataForm Collections 

	11.2  Entering Details into a DataForm 
	 
	Alternative Method 
	Data Entered 


	11.3 Multi-Instance DataForms 
	Add a New DataForm Instance 
	Modifying the Instance Description 
	11.3.1 Remove a DataForm Instance 
	Shared Fields 


	11.4 Additional Information 
	Field Types 
	Rules and Formatting 
	Lookups 


	12. Lexis Affinity Precedents 
	12.1 Displaying Precedents on a Matter 
	12.2 Generating a Document for a Matter 
	Generating a Document for a Client or PhoneBook Record 

	12.3 Generating Documents for Multiple Records 
	12.3.1 PhoneBook Mail Merge 
	Merge Options 



	13. Softdocs Precedents 
	13.1 Matter Creation and Data Entry 
	13.2 Generating Documents 
	 Adding Matter Contacts 
	 Viewing a List of Contacts 
	 Completing the Master Information File 

	13.3 Including HotDocs Data in Conflict Checking 

	14. Document Management 
	14.1 Lexis Document Toolbar in Word 
	 Lexis Document Toolbar Functions in Word 

	14.2  Saving Documents 
	Document Footer 
	Save As vs Save 
	Versions 

	14.3 Save As PDF 
	14.4 Display / Open Documents 
	Open Document 

	14.5  The Document Management Window 
	14.6 Tabs and Toolbar 
	Tabs 
	Toolbar 
	Refresh the Document List 
	 Clearing the Filter 

	14.7 Column Layout 
	14.7.1 Column Headings 
	14.7.2 Modifying the Column Layout 
	Using the Mouse 
	Using the “Columns” Tab 
	 Multiple Bands 


	14.8  Add, Modify and Delete Entries 
	Add Entries 
	Add a Single Document Entry 
	Add Multiple Entries 
	 Modify Entries 
	Edit Via Dialog Box 
	 Direct Editing from the Documents Grid 
	Delete Entries 

	14.9 Filters 
	 
	 Filter Examples 
	 Full Text Searching 

	14.10  Saving Emails from Outlook 
	Pre-Requisites 
	Lexis Email Toolbar 

	14.11  Saving Emails and Attachments 
	Emails Sent from the New Message Window 
	Saving an Email Message with Attachments 
	Save Options 
	Saving from the Sent Items Folder 



	14.12  Saving Emails Received 
	14.12.1  Saving Multiple Messages 
	14.12.2 Working Offline in Outlook 
	14.12.3 Saved Email Files 
	14.12.4 Deleting Emails in Outlook 
	14.12.5 Duplicate Emails 

	14.13 Displaying the "Saved" Column in Outlook 
	To add the "Saved" Column 

	14.14  Displaying Emails in Lexis Affinity Library 
	14.15  Displaying Messages using Filters 
	14.16  Automatic Email Profiling 
	14.16.1 The Lexis Email Toolbar – New Messages 
	14.16.2  Associating a New Email Message with a Matter 
	14.16.3 Associating a New Message with a Phonebook Record 
	14.16.4 Automatically Saving Received Emails 

	14.17  Attaching Documents to Emails 
	14.18  Print Documents in Microsoft Word 
	Print Styles 
	Printing a Document 
	Selecting a Print Style not Shown 
	Changing the Default Print Style Selection 
	Background Printing 



	15. Tasks 
	The Task List 
	How are Tasks Created for a Matter? 
	More About Workflow Tasks 
	15.1  Task List in the Matter Window 
	15.1.1 Task Actions 

	15.2  Attaching a Workflow or Procedure 
	15.2.1  Displaying Tasks by Workflow Group 

	15.3  Customising Column Display 
	15.3.1  Column Headings 
	15.3.2 Sorting Columns 

	15.4 Filter 
	15.4.1  Filter Equal To 
	15.4.2 Filter by Date 
	15.4.3 Clearing and Restoring the Filter Settings 
	15.4.4 Saved Filter Settings 
	15.4.5 Changing a Saved Filter 
	15.4.6 Deleting a Saved Filter 
	15.4.7  “Options” Tab 

	15.5  Viewing Tasks from Diary 
	Task Today and Task Reminder 
	15.5.1 Column Layout 
	15.5.2  Filtering Tasks in the Daily View 
	Date Select Quick Filter 
	Task Filter Comparisons 
	 Task Filter 



	15.6  Task List 
	15.6.1  Filter on Task List 

	15.7  Custom Tasks 
	15.7.1 From Diary 

	15.8 Task Reminders 
	Task Reminder Dialog Box 
	15.8.1 Checking for Task Reminders Manually 
	15.8.2 Options for Task Reminders 


	16. LexisNexis Research Services 
	16.1 Launch Research from Matters 
	 General Research 
	 By Matter Type 

	16.2 Fee Sheet Entries 
	16.2.1 Setting up Options for Fee Sheet 
	 General 
	Matter Research 


	16.3 Save Research Links 
	16.4  Display all Research Links 

	17. On-line Searches via Espreon 
	17.1 Searches via the B2B Gateway 
	17.2  Search Order Toolbar 
	17.3  Search Status 
	17.4  Disbursement Recovery Status 
	17.5  Other Functions 
	17.6 Espreon Web Site 
	Lexis Affinity Toolbar 
	17.6.1  Saving Search Results from the Espreon Web Site 




