Time Matters®
and Billing Matters®

User Guide

Version 13

@ LexisNexis

Company Confidential. m Copyright © 2013 LexisNexis. m All rights reserved.




LexisNexis® Time Matters® and Billing Matters® User Guide

Copyright and Trademark

LexisNexis, Lexis, and the Knowledge Burst logo are registered trademarks of Reed Elsevier Properties Inc.,
used under license.

Time Matters and Billing Matters are registered trademarks of LexisNexis, a division of Reed Elsevier, Inc.
Other products and services may be trademarks or registered trademarks of their respective companies.
Copyright 2013 LexisNexis. All rights reserved.

Revision Date 10/17/2013 1:13 PM

LexisNexis Practice Management Systems, Inc.

2000 Regency Parkway

Suite 500

Cary, North Carolina USA 27518

North America: 800.387.9785

Outside North America: 919.467.1221

Fax:919.467.7181

About this guide

The User Guide provides instructions for performing common, daily tasks in LexisNexis Time Matters® and
Billing Matters® Practice Management Software. If you need additional information, please refer to the online
Support Center.

Company Confidential. ® Copyright © 2013 LexisNexis. B All rights reserved. 20f102


http://support.lexisnexis.com/
http://support.lexisnexis.com/
http://support.lexisnexis.com/

LexisNexis® Time Matters® and Billing Matters® User Guide

Table of Contents

Getting Started ... il 8
OGN . 8
Start the application in Training Mode . il 9
Change your PassWOrd ...l 10

Change your password when not required ... ... 11
Use the Navigator to open program features ... .. 12
View a list Of FeCOrAS ... 13
Locate arecord on a list ... ... 14
To USE QUICKPIK: e e e L 14
Touse the Search boOX: ... . 14
Open a record for viewing or editing ... . 15

NeW featUres . . . L 16
Client Portal online document Sharing .. ... 16
Automatic data bacKUD . ..o 16
Sort records by column headers ... il 17
Color-code mattersin the calendar ... ... . 18

Set the Header Color option for matters .. .. ... . 18
Color code a matter .. . 20

Clients and Matters ... . 22
VieW @ CoNtaCt 22
Add @ CoNtaCt ... o 23

Add a Contact using the New Contact Intake wizard ... ... . ... 23
Add a Contact using the Contact form ... .. 24
Add a Contact related to a specific Matter ... .. 25
VW @ Matter L e 26
Add @ Matter 27
Add a Matter using the New Matter Intake wizard .. ... ... . iii.... 27
Add a Matter using the Matter form . .. 28
Associate a Contact with @ Matter .. ... il 29

Calendar . 30
View the calendar ... 30
Events and ToDO0 S .. ... i 31
Add an Eventtothe calendar ... . .. . 32

Company Confidential. ® Copyright © 2013 LexisNexis. B All rights reserved. 30f102



LexisNexis® Time Matters® and Billing Matters® User Guide

Use Quick Entry to add an event . il 32
Add @ TODO0 ... 33
Mark @ ToDoO as "dONE" ... 34

DOCUM NS | il 35
DOCUM BNt FECOIAS .. e 35
Create a document by merging Time Matters record information __ ... ... . ... 36

Create amerge template .o 36
Merge Time Matters information into a document ... ... 39
Add an existing document to Time Matters .. .. 40
Save a document to Time Matters from your word proCessor ... ... ... .. 41

Save adocument to Time Matters ... . 41
Drag and drop documents into Time Matters ... ... . 42
Send files to Time Matters from Windows EXplorer .. 43
Import a document using the Document form ... . 44
Create a document using information copied from a record ... ... ... 45

Create a new document using the Formattable Clipboard .. ... .. . . 45
Create a new version of an existing document ... ... 46
Document sharing OVerVIeW il 47
Document sharing general qUestioNS ... . 48

What are the online file-sharing capabilities in Time Matters 13? .. ... ... ... ... .... 48
What is my storage limit @as a firm or @ USer? 48
What web site do I use to access shared documents away from the office? ... ... ... .............. 48
Document sharing Time Matters user qQUestions .. ... ... 49
How do I share documents securely with my clients? ... 49

Document Sharing WiNAOW _ il 49

Documents Selected area ... .. o 49

Select ReCipieNts area ... il 50

Sharing OptioNs area ... ... il 50

How long can I share filles? . 51
What type of Time Matters documents can I share? ... . .. . 51
What Time Matters security applies to sharingdocuments? . . . ...... 52
How do I remove document access from clients I've already shared with? ... ... ... ... .. ... ... ..... 52
How do I change the sharing options after they areinitially set? ... ... .. .. ... . ........ 54
What happens when a document expires? .. .. 55

Company Confidential. ® Copyright © 2013 LexisNexis. B All rights reserved. 4 0of 102



LexisNexis® Time Matters® and Billing Matters® User Guide

If I delete files from WatchDox online, will it delete them in Time Matters? ... ... .. . .............. 55

If I update a sharedfile, is it automatically updated on the sharingportal? ... .. ... ... ... ....... 55
How do I get a shared file from a client back into Time Matters? ... ... . .. ... 55
When logging into WatchDox for the first time, what doIneedtodo? ... ... ... . ... .. ........... 55
Document sharing client user qUestioNs . 56
How do I create a user account on the document sharing portal? ... .. . ... 56
How do I login and log off of the document sharing portal? ... . 57
Login to the POrtal: . . 57

Log off of the portal: i 58

How do I restore access when my password is lost? ... ... 58
How do I change my password on the document sharing portal? ... .. ... ... ... .. ........ 58
How do I view and edit my account info on the document sharing portal? ... .. ... . ... ... ....... 59
How do I view documents on the document sharing portal? .. . 59
How do I download documents on the document sharing portal? ... ... .. ... ... . ... ... .... 60
How do I send a document using the document sharing portal? ... ... . .. ... 61
How do I search for a document on the document sharing portal? ... .. .. 63
How do I mark a document as read or unread on the document sharing portal? ... .. ... ... .......... 64
How do I delete a document on the document sharing portal? ... .. .. 64
ComMMUNICAtIONS 65
VieW YOUr @Ml .. 65
Create and send email ... 66
Send instant messages to other Time Matters users ... .. 67
Create @a Phone reCOd ... e 68
RePOIS il 69
Print a standard report .. il 69
Export a record list as an Excel spreadsheet ... ... .. 71
Time and billing .. il 72
Create atimesheet ... .o o 72
Set Up basic billiNg .. 73
Create an INVOICE ... . L 74
PNt @ Prebill . L 76
Create a bill .. 77
Post or undo a bill ... 78
PCLaW liNK L 79

Company Confidential. ® Copyright © 2013 LexisNexis. B All rights reserved. 50f102



LexisNexis® Time Matters® and Billing Matters® User Guide

PCLaw lINK OVeIVIW L 79
Before you install . il 79
Back up your Time Matters database .. .. .. . . iil.. 80
Back up your PCLaw database ... ... il 81

Set upthe PCLaw Remote Client Server ... el 81

Set Up the INK N PCLAW . e e e e e e 83
Set upthe Nk in Time Matters .. e e 83
Set up the PCLaw billing link with Time Matters .. ... . 85
Time Entry AdViSOr il 86
Time Entry AdVisor OVerVIeW il 86
View records on the Time Entry AdVisor .. il 87
View uncharged time ..o 87
View records awaiting billing ... . 88
VW IgNOred FECOIAS e e 89
Other Time Entry AdVisor LasKs . ... e e e 90
Filter the list of records shown on the Uncharged Timetab ... ... .. .. 90
Change records on the Time Entry AdVisor _ ... . 91
Send records to Microsoft EXCel ... 91
View uncharged time for a specific Matter or Contact ... ... .. ... ... 91

Bill uncharged time discovered by the Time Entry Advisor ... ... . . . 92
Time Matters for Microsoft Office . ... ... . 93
Overview of Time Matters for Microsoft Outlook ... ... . .. 93
Overview of the Time Matters panein Outlook .. ... ... 94
Install Time Matters for Microsoft Outlook .. ... .. . 95
ReqUIreM Nt S . 95
How to enable Time Matters for Microsoft Outlook ... .. ... . 95
Enable the feature .. ... 95

If the Time Matters pane does not appear in Outlook ... ... .. .. 96
Log in to Time Matters for Microsoft OUtIoOK ... . . ... 97
View Contacts and Matters in Time Matters for Microsoft Outlook .......... ... ... ... ... ... ...... 98
Outlook Contacts versus Time Matters Contacts ........ ... ... i, 98
View Contacts and Matters ... 98
When the Time Matters paneis collapsed . ... ... .. 98
When the Time Matters paneis expanded ... . ..l 99

Company Confidential. ® Copyright © 2013 LexisNexis. B All rights reserved. 6 0of 102



LexisNexis® Time Matters® and Billing Matters® User Guide

Search for Contacts and Matters in Time Matters for Microsoft Outlook ... ... .. ... . ... ... . ......... 100
Enter time and expense using Time Matters for Microsoft Outlook ... ... ... .. .. 101
Company Confidential. ® Copyright © 2013 LexisNexis. B All rights reserved. 7 of 102



LexisNexis® Time Matters® and Billing Matters® User Guide

Getting Started

Log in

1. Start Time Matters using one of the following methods:

» Double-click the Time Matters 13.0 icon on your desktop.

= On the Windows Start menu, click All Programs, then click LexisNexis, and then click Time
Matters 13.0.

The Welcome screen opens.

If Time Matters opens without displaying the Welcome screen, the login information of the previous
user was saved.

2. Enteryour Time Matters user ID and password.

3. Optionally, click the Options button to show additional options on the Welcome screen.

Screen
element

Staff

Date

Save This
Login

Show
Reminders

4. Click OK.

Description

Select the Staff you want to use in this session. The selected Staff's records will appear
by default on the Calendar and "My [record type]" lists.

If a default Staff is assigned to your user ID, you do not need to select a Staff here
unless you want to change the Staff whose records appear by default on the Calendar.

The current date. By default, this date is entered on new records and displayed on the
Calendar. Normally, there is no reason to specify a different date than the current date.

Saves your user ID and password and uses them automatically the next time you start
Time Matters. If a different user needs to log in, click the File menu and then click Re-
Login to display the login window.

Time Matters for Microsoft Outlook will use your saved login by default.

This check box is automatically cleared if the Require Program Login Screen option
is selected in Workstation Level Setup.

Opens the Alerts and Reminders window after you log in.
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Start the application in Training Mode

Training Mode provides sample data that you can use to practice using Time Matters features. This data is
separate from your working database, so you can make any changes you like without affecting real data.

Warning

It is advisable not to enter real data while in Training Mode, unless you have also changed the default user
ID and password and set up security features to prevent unauthorized users from using Training Mode to view

real data.
1. Start Time Matters using one of the following methods:

» Double-click the Training Mode - Time Matters 13.0 icon on your desktop.

= On the Windows Start menu, click All Programs, then click LexisNexis, and then
click Training Mode - Time Matters 13.0.

2. On the Welcome screen, enter ™™ as the user ID and T™v as the password.

3. Click OK.
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Change your password

Security settings might require you to change your password the next time you login, by a particular date, or

on a recurring basis.

If you need to change your password, a window will open to ask for the new password.

1. Enteryourold password and new password in the corresponding boxes. Type your new password a

second time in the Confirm Password box.

2. On the Next Login Password Change window,

click OK.

o)

k) Mext Login Password Change - MYUSERID [ 7 || 22 |
Qld Pagzword
Mew Pazzward
Confirm Pazsword

1] ] [ LCancel

_Or_

On the Password Expiration window, click Change.

" Password Expiration - MYUSERID [7 || =2 |

l ' Your Paszword will expire in & Dayps.
,
later.

0Id Pazzword
MHew Pazzward

Confirm Pazzword

Y'ou can change your Login Password below
ar continue uzing Time M atters and change it

Change

Cloze
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Change your password when not required

If security settings allow you access to the User Form, you can change your password at any time.

1. Select File > Setup > User and Security > Users.
The Security Setup - List of Users window opens.
2. Double-click your user ID on the Security Setup - List of Users window that opens.

The Security Setup - User Form window opens.

’ig, Security Setup - User Form - MYUSERID @

General |.-'1‘-.|:|:ess | Oxeral Program Access | Special Exceptions |

Idzer |dentification and Settings...
First/MI/Last [My | [User [ [ID |
User ID [MYUSERID | Default Staff/Group | MUIMy User ID [* ][]

Email Address | myuzeridGErmgfirm, com |

[T] Maintenance Administratar - this user can contral program login
[] Mobility Uzer - Enable Mobile Access for this User

Paszword Settings...

P |

p— | Canfirm

Pazzword

E xpires Mesver On [ 1/06/2014 [&] @ Ewvery Days

Warh befare Expiration

Ilzer can change Fazsword
[ Bequire Password Change at Nest Login

Login Access. ..
@ Login at any time
() Laogin Dizabled
1 Restrict Login during specified times of the Dayp Specify Login Times

Ilze Secunty Profile Login Access

b T | I Cancel ]

3. In the Password box, type your new password.
4. Inthe Confirm box re-type your new password.

5. Click OK.
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Use the Navigator to open program features
Use the Navigator window to access many application features from one location.
Each tab along the left side of the window provides buttons for a collection of related tasks.
Do one of the following to display the Navigator window:
= On the View menu, click Navigator

s Press CTRL+N
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View a list of records

Each record type (such as Contacts, Matters, and Documents) has a main record list. The list is often the
most convenient place to locate specific records and view summary information about them.

Although most types of record lists can be accessed from the Database menu, others are accessed from
other menus.

To view a list of...

Contacts: Click the Database menu, point to Contact List, and click All Contacts.
Matters: Click the Database menu, point to Matter List, and click All Matters.

Events: Click the Calendar menu, point to Event List, and click All Events.

ToDo'’s: Click the Calendar menu, point to ToDo List, and click All ToDo's.

Documents: Click the Database menu, point to Document List, and click All Documents.
Notes: Click the Database menu, point to Note List, and click All Notes.

Email: Click the Mail menu, point to Email List, and click All Email.

Mail: Click the Mail menu, point to Mail List, and click All Mail.

Phone Calls: Click the Database menu, point to Phone Call List, and click All Phone Calls.

Billing Items: Click the Billing menu, point to Billing Item List, and click All Billing Items.

Custom Forms: Click the Database menu, point to Custom Form List, and click All Custom Forms.

Lexis Research Records: Click the Database menu, point to Lexis Research, and click All Lexis

Research.

Outlines: Click the Database menu, point to Outline List, and click All Outlines.

User Defined Records: Click the Database menu, point to <user defined name> List, and click All

<user defined name>Types.
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Locate a record on a list

Time Matters provides several ways to locate a specific entry on a record list. Two simple methods are
using QuickPik and the Search box on the list toolbar.

To use QuickPik:
1. Click the header of the column you want to search on.
2. Type the first few characters of the word or number you want to find.

The record that most closely matches what you are typing will be highlighted in the list.

To use the Search box:
1. Click inside the Search box on the list toolbar.
2. Type a word, name, or number associated with the record you want to find.

3. Press ENTER.
The list will be filtered to display only records that match the text you typed.
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Open a record for viewing or editing
1. Open the list of the record type you want to view.
2. Double-click the record you want to view or edit.

The record form opens.

3. Click the tab corresponding to the type of information you want to view or edit.
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New features

Client Portal online document sharing

A new, integrated client portal, powered by technology from WatchDox™, lets you share your Time Matters
documents online with clients, experts, and other third parties. This file-sharing portal helps you control and
protect your shared files by allowing you to:

= Define who can access the file—only the contact(s) associated with the matter, anyone with the same email
domain as the contact(s) or everyone

= Determine what they can do with the document—view, print or download

= Prevent screen captures of the file by displaying only small areas at a time

= Identify the timeframe that they can access the document

= Track the file’'s whereabouts at all times and maintain an audit trail for compliance purposes
= Revoke access to files anytime

Contacts are notified of shared files by email and can view the files from any Internet-connected computer,
smartphone, or tablet. Please see the "Document sharing" section of this guide, and your Time Matters Help or
Online Help for more details on sharing files with your clients.

Automatic data backup

Time Matters 13 lets you schedule and automate backups of your Time Matters database and Time Matters
shared file directory to help protect you from the unexpected. You can specify a time of day for the backup that'’s
convenient for firm members, and the backup frequency. You can also perform a manual backup at any time.
For more information on automating backups please see "Backup Time Matters Data" in the Administration
Guide or in this Time Matters Help or Online Help.
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Sort records by column headers

A new sort feature has been added to the Contact Timeline, Matter Timeline, and the Attachments List that
allows you to sort records by the column headers, in ascending or descending order. By using this sort feature,
the information you are looking for can be more readily accessible. Below are example sorts from the
Attachments List. The first is an example of the records sorted by Date, the second is an example of those same
records sorted by Time.

|Searu:h Documents | Power View |<N|:une> - | |Search Documents « | Power View |<N0ne> -

Date Tirne Description Date Time - D escription

#2013 | Tue | 10:37am |._I udgment to Becover NC .| 61842014 |"-.-'-.-"E=l:| | :45am | Haopkinz PT reminder
8420723 Tue  F:2pm B aird Mesting Letter 5/28/204  ‘wed  3:20am Fierce Thark vou Letter
1043142012 Thu  416pm  Shah Meeting Letter 12/26/2013 Thu  3:45am  Shelby Letter
10/31/2012 Thu E: 01 prn Caztrono Fax Cover RARS2014 Thu 3:49am Jones Hearing Letter
12/26/2013 Thu  333pm  Feminder of Upcoming Matior B/18/2014  ‘wed 9:54am  Baster Contact Letter
12/26/20012 Thu  11:2Bam  Fascover 6A18/2014  ‘wed  3:59%am Czeminzki SOL Letter
12/26/2013 Thu  9:45am Shelby Letter 12/26/2M3 Thu  10:08am  Chent Letter
1202602013 Thu 10:08am  Client Letter 87202013 Tue 10:37am  Judagment to Recover MC
3/03/2014  Mon  1:18pm Jefferson Hospital Fequest 552014 Thu 11:02am  Request for Records at St Lul
34032014 Maon  F07pm Hermandez Enclozure Letter 12/26/20013 Thu  T1:2Bam  Fascover
AN A b 1. (o ol R Yy A0 M0 4 bl —m 141.Fd - Faal O dbmmmm = BT

To sort the records, simply click on the column header of the column you wish to sort by. You can toggle
between ascending and descending order by clicking on the header again.
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Color-code matters in the cal

endar

There is a new feature in the calendar that lets you color code matters to easily identify related tasks and
events, as well as visually remind you about the billable time you’ve worked throughout the day.

Before you can select colors for matters, you need to change the "Header Color” in the Calendar Display Options
window. When that is done, then you can open each matter you want to color code, and select the color for that
matter. Once a color is selected the color is displayed on all events and todo's associated with that matter. The
color is also applied to all staff members who are selected to show on the calendar.

Set the Header Color option for

To set the header color option for matters:

1. Click the Calendars button on the toolbar, to ope

matters

n the Calendar window.

[iz] File View Calendar Database Mail Billing Report Lexis Search

Eit_') Time Matters® 13.0 - (0089500582) - Training Mode - Brown, Campos & Marshall LLC - [Daily Calendar Video Conf. Room]

=

Process Window Help \- ‘5_‘"_"

= Add Record Ins . == y =] £ . &
12 B &0
TS Change Record Enter —_— —
Calendars isMexis Message  Inbox Journal Matter Journal | BillFlow | Mavigator  Help
i Delete Record Del "
Calen Copy Record -
Daiy Copyto Cliphoard Cul+C | Scheduer | core [1o/7/2ma 4| - SRRNMA-B-|RE
QOcto Dial Phone Number Ctrl+D Reference Calendar =
Set Alarms Ctrl+A ® < Tod B
Events Monday, October 7 | il ”I
: = = October, 2013
85"' Display Options N T
{23 4 s
Quo 6 7 8101112
13 14 15 16 17 186 19
[ 4 20 21 22 23 24 25 26
10 27 28 29 30 31
1 1 00
Supporting Records
127
¥ Monday, October 7
ToDo's Y, - Staff =
o [ AaH  Albert & Howel -
—O ALL - AllStaff(G) @
[l ASM  Alison 5. Monroe =
[] BEA Barbara E. Angella
[J OB D1, Brickley
[0 DBH  David B. Halomar
[ DT DanT. Miller
O ur Litigation Group(G]
O Ma Michael Arlington
[0 MBA  Marshall B. Addison
[0 MCC  Mariln C. Campos
O Mul My User ID
[0 P&R  Partners(G]
[ RSB RobertS. Brown
[ RSJ Rebecoa 5. James
o T||O WCM  Victer C. Marshall
4 ¥ ; =
[WINZENTBSALEXPRESS \TimeMatters131_To [Vswin7entB4'ime: matters 13%utar | TH il 3.15| Metwork

El

Intemnet access

2. Select Edit > Display Options from the menu bar.

The Calendar Display Options window opens.
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£ Calendar Display Options =

General Daily/Multi-Dayp |Weekly | tanthly | Scheduler | Toolbar |

Show -
Time Intereal |30 Minutes [ ] Show Grid Lines
[] Show Record T ag Checkboses
[7] Classic Calendar
Description [Always || Duration Bar [Lines  [¥] Indent
Spitiew  |Right  [¥] Header Colar  |[EETE;
Fieference Calendar E;‘Q:
Supporting Records Staff
b atter
Staff Selectar
Set Screen Fonts Set Background Calor....
i
Select Fields

0k ][ Cancel ]

3. Click the Daily/Multi-Day tab, if not already selected.
4. Click the Header Color arrow, and select Matter.
5. Click OK.

You are now ready to color code as many matters as you want.
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Color code a matter

To color code a matter:

1. Click the Matters button on the toolbar, to open the Matters window.

Calendars

Matters

" Create New..

.
. Quick Tabs

v Al

- Matters

I""..i.. .

I 6 Mavigate

Add Event
Add Talo
Add Document
Add Phone
Add LexisMexis

=

&y Time Matters® 13.0 - (0099500582) - Training Mode - Brown, Campos & Marshall LLC - [Matter Reference]
@ @h File Edit View Calendar Database Mail Biling Report Lexis Search Process Window Help

T E RO @ HBD G|$

® @

E=8 Bl Ex
=& x[|a]x]

»

Contacts Matters  Documents LexisMexis Message  Inbox Journal  Matter Journal | BillFlow | Navigator  Help
|Search Matters - |Pawer View | 7 Dray Activity - | = E E | H 7 @' i % = @) | ] Q Options o

| MatterRef : | Mattert o | Client Q e |
Able v, State of Florida 051236011 BampB. Akl = !

Suthur Patent OE-4878.035  Betty dthur Related Records — 7-Day Activity

Baxster v & Jenking Engineering LLC ~ 06-7458.037  Therelius B axter

Brown v, Brown 06-1233.039  Wivian M. Browr 5 .

Bubaker Bankruptcy 051113012 Bruce Bubaker C |ty Of W P B V. H (] p kl ns

Chelsea v. City of Hialeah 051252013 City of Hialeah (06-1342.042) =

ne H =

Finckler w. Dennard 05-1149.015  Gary Finckler

Fleury v. Fleury 05-1251.016  Linda Fleury Court : Superior Court Code : CIV

Florida v. Sanders 06-1231.045  Gloria Sanders Client : Eugene Staff : RSB

Goodrich Estate 051533013 Sarah Goadich Hopkins (042) L
Gordon v. Hammerzmith 06-1276.040  Lary D. Gordon

Gordon v. Miami Marine 06-3637.048  Julien R. Kellog:

Green v Bryce Tech, Inc 0B-1267 041 Jacoh Green

Hellerman v. Helleman 051718018 Deborsh Hellem Expand all ¥  Collapse all 2  See Full Matter £

IRS v. Freedman 06-1236.046  Teri Freedman

Lee v. &ll County Insurance 05-1249.024  Connie Lee Contacts (5) 2

tegaT ech - Patent 06-1435.043  MegaTech Com

MicroTech v. MegaTech 06-4432.030.1  Frederick & She Name Phone Code  Staff
Molina v. United Builders 05-1423.025  Rafael 5. Moline Susan M. Cottrill 8 954- uo RSB

MY State v. Theodore Boland 06-1123.047  Theodore Bolan 555-

Peters v, Better Wardiobe Stores, Inc.  05-1929.017  Sharon Garmany 367

Plummer Assault 05-2097.026  Adrian Plurmer Anthony R. Damigella & 25, OPCL RSB
Feed v. Automated Machine 05-3876.027  Leonard Feed 712_7

Smith v Sml.th 05-1256.031  Roger Smith Mr. Jacob Green & 784- CLNT RSB
State of Flonda v. Jones 051020022 Angela C. Jones 555

Watson v. MegaTech 06-2224.030  Frederick A, She 5632

‘wiruble Matter 06-1786.034  Sophia Wruble - Mrs. Jacob Green & gég- CLNT RSB

<l G 8521 i

[WINTENTE4\SOLEXPRESS \TimeMatters131_To [Vuwin7entE4'\ime matters 13%utor

[T

2. Double-click on the matter you want to color code.

The Matter Form - Change window opens.

Wednesday, October 09, 201.
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File Edit View Process Help

Primary \ Secondary \ Additional \ Cuztarm \ Related \ Naotes \ Documents \ Phone \ Email \ I ail \ Lexis \ Billing \ Timeling \

214 Matter Form - Change [= | @ | ]

“

B

Hopking contract with the city to provide bus service was cancelled without sufficient cause.

PE=T STty of 'PB v. Hopking | Code [CIVICivil [*] [
MatterMo  [06-1342.042 | Cout  [Superior Court | Staff [RSEIRobert S. Brown [*] =)
Plaintitf [City of West Palm Beach | o) Defendant [Eugene Hopkins |
Client [Eugene Hopkins | [042 | [T Matity [7] Trigger [7] Rieview [#] Bilable [7] Frivate Status [ |
Area 2 Area 3
Pri Contact [Eugene Hopkins | Opp &ty [Anthory B. Damigella |
Firm [Hopkins Bus Compary | Firm [Broward County Attorney |
Address 1435 Sunrize Boulewvard Address 1155, Andrews Avenue
Address 2 Address 2| Suite 539
City Ft. Lauderdale |[FL [33304 | ) City Ft. Lauderdale FL 333M [
Tel/Fax  [J54-5G6-6100 | (5] [S54555-0812 | TelFax  [BE4EEEFIZZ | (O] [954B5ET14G
Aread Areal
Customl | | Custam? | |
Custarn2 Custorm®
Custom3 Customd
Customd Cusgtarm10
Custom5 Customn1
Customb Custornl2
Area b

»

3. Click the Select Color button on the toolbar to display the Select Matter Color pallet.

4. Click on the color you want to use, or create a custom color using the Define Custom Colors>> button.

5. Click OK to select the color and close the Select Matter Color pallet.
You are returned to the Matter Form - Change window.

6. Clickthe Save & Close button on the toolbar to close the matter.

Now, all events and todo's that are associated with the matter (via the regarding line) display the same

color. The color is also applied to all staff members who are selected to show on the calendar.

7. Repeat steps 2 through 6 for each matter you want to color code.
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Clients and Matters

View a Contact

1. Do one of the following to open the Contact list:
» Click the Contacts button on the main toolbar.
m Click the Database menu, point to Contact List, and then click All Contacts.
m PressF5.
2. Highlight the Contact you want to view.
Summary information about the Contact appears in the Power View area of the list.

3. To open the full Contact record, double-click the Contact in the list.
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Add a Contact

You can add a Contact using the New Contact Intake wizard or using the Contact form.
Add a Contact using the New Contact Intake wizard
1. Do one of the following:
m Press Ctrl+Shift+C.
= On the File menu, point to New Record and click Contact.
m On the Contacts list, click the Add button.

The New Contact Intake Wizard opens.

If the wizard is disabled, the Contact form will open instead.

"

rﬁ:} Mew Contact Intake @

Create a New Contact - Introduction R

The Contact Intake *Wizard will quide you guickly through the process of creating a I H:L |
new Contact record. [f the following steps, vau will enter the primany elements needed —i -1l
to create a new Contact, N —

Contact records are used both for individual people and for

arganizationg. | later steps, this wizard will azk far information

B Introduction appru:upriat_e b the bppe of Contact pou select here [Person or
Organization).
[ ] Person
B Entity Type: @ Person () Organization
Phone

L] Address Code [w] .-

[ Finish Clientto
[ Eillable

[] Do not use this wizard again.

+ Back [ Mest }] ’ Cancel

2. Select Person if the Contact is an individual person, or select Organization if the Contact is a group,
organization, business, etc.

This selection determines which options appear on the second page of the wizard.
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Add

In the Code box, click the arrow and select the classification code that best describes what kind of
Contact you are creating.

On each page of the wizard, enter the information you have about the Contact and click Next.
Tip
You can jump to a specific page of the wizard by clicking the name of the page in the "outline"

navigation on the left side.

On the last page of the wizard, click Finish.

a Contact using the Contact form
If the New Contact Intake wizard is enabled, disable it:
a. On the File menu, point to Setup, then point to General, and then click User Level.

b. On the General tab of the User Level Setup window, clear the Contact check box in the Wizard
Defaults area.

c. Click OK.
Do one of the following:
m Press Ctrl+Shift+C.
m On the File menu, point to New Record and click Contact.
= On the Contacts list, click the Add button.
The Contact form opens.

If the Contact is an organization rather than an individual, click the Full Name button. The label
changes to Org Name.

Enter the Contact's name in the Full Name/Org Name box.

In the Code box, click the arrow and select the classification code that best describes what kind of
Contact you are creating.

If the Contact is a client, enter the number in the ClientNo box.

In the remaining areas of the Primary, Secondary, and Additional tabs, enter other information about
the Contact.

Click the Save & Close button.
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Add a Contact related to a specific Matter
1. Open the Matter list.
2. Select a Matter for which you want to add Contacts.
Do one of the following:
m Press Ctrl+Shift+C.
= On the File menu, point to New Record and click Contact.

s Click the Create New button in the Task Panel on the left side of the Matter list. On the Add New
Related Record window, select Contact and click OK.

The selected Matter is related to the Contact automatically, and appears in the MatterRef and
MatterNo boxes.

3. Complete the rest of the New Contact Intake wizard, or complete the Contact form and click Save &
Close.
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View a Matter
1. Doone of the following to open the Matter list:
» Click the Matters button on the main toolbar.
= Click the Database menu, point to Matter List, and then click All Matters.
m PressF6.

2. Highlight the Matter you want to view.

Summary information about the Matter appears in the Power View area of the list.

3. To open the full Matter record, double-click the Matter in the list.
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Add a Matter

You can add a Matter using the New Matter Intake wizard or using the Matter form.

Add a Matter using the New Matter Intake wizard
1. Do one of the following:
m Press Ctrl+Shift+A.
= On the File menu, point to New Record and click Matter.
= On the Matter list, click the Add button.

The New Matter Intake Wizard opens.

If the wizard is disabled, the Matter form will open instead.

r% Mew Matter Intake @

Create a New Matter - Introduction

The Matter Intake Wizard will guide you quickly through the process of creating a new
Matter record. Select a classification code from the Code combo menu. Some fieldz —
may change to better reflect the twpe of Matter you are creating. - =

1 i

;1; ﬂ J’L\
-

m Select a claszification code from the Code combo menu. Some field
names may change to better reflect the type of Matter vou are creating.

B Introduction Y'ou mugt enter a Matter Reference. All ather figldz are optional.

[] Parties b atterR ef

[] Contact MatterMo

Court

[] other

[ Finish Cade =]
[T Billable

[] Do not use this wizard again.

+ Back [ Mest }] ’ Cancel

2. Select Person if the Contact is an individual person, or select Organization if the Contact is a group,
organization, business, etc.

This selection determines which options appear on the second page of the wizard.

3. Inthe MatterRef box, type a name for the Matter.
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Add

In the MatterNo box, type a number for the Matter.

In the Code box, click the arrow and select the classification code that best describes what kind of Matter
you are creating.

On each page of the wizard, enter the information you have about the Matter and click Next.
Tip
You can jump to a specific page of the wizard by clicking the name of the page in the "outline"

navigation on the left side.

On the last page of the wizard, click Finish.

a Matter using the Matter form
If the New Matter Intake wizard is enabled, disable it:
a. On the File menu, point to Setup, then point to General, and then click User Level.

b. On the General tab of the User Level Setup window, clear the Matter check box in the Wizard
Defaults area.

c. Click OK.
Do one of the following:
m Press Ctrl+Shift+A.
= On the File menu, point to New Record and click Contact.
» On the Matter list, click the Add button.
The Matter form opens.
In the MatterRef box, type a name for the Matter.
In the MatterNo box, type a number for the Matter.

In the Code box, click the arrow and select the classification code that best describes what kind of Matter
you are creating.

In the remaining areas of the Primary, Secondary, and Additional tabs, enter other information about
the Matter.

Click the Save & Close button.
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Associate a Contact with a Matter

When two records are associated with each other, they are referred to as related records.

You can relate a Contact to a Matter by opening the Contact record and entering the name of the Matter in the
MatterRef box, or the Matter number in the MatterNo box.

You can relate a Matter to a Contact by opening the Matter record and entering the Contact in any box that
accepts a Contact. (If the Contact you are relating is the client for whom the Matter was created, enter that
Contact in the Client box.)

Other kinds of records can also be related to each other. The most common way to relate records is to assign
them to the same Client and/or Matter. On the record form, enter the Client and/or Matter in one of the boxes
on the Regarding line. (When you click a Regarding line box, the label "Regarding" changes to indicate the box
you have selected: either MatterRef, MatterNo, Client, or ClientNo.)
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Calendar

View the calendar

In Time Matters, the calendar is shared among all Staff. You can filter the calendar to show only items assigned
to you, or you can view items assigned to other Staff (if security settings give you rights to view those items).

There are three calendar views: daily, weekly, and monthly. The daily view has additional options to show
multiple days at a time.

1. Doone of the following to open the calendar:
m Click the Daily, Weekly, or Monthly button on the main toolbar.

m Click the Calendar menu and then click the calendar view you want to open: Daily Calendar,
Weekly Calendar, or Monthly Calendar.

2. Toview adate other than the current day, do one of the following:
= Enterthe datein the GoTo box on the calendar toolbar.
= Click the date on the Reference Calendar.
3. To view records for a Staff other than yourself, do one of the following:
m Click the arrow beside the Staff box and select the Staff you want to view.
m Click the lookup button beside the Staff box and select multiple Staff to view.

» In the Staff selector area, select the check box beside each Staff you want to view.
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Events and ToDo's

Events and ToDo's are similar, but have important differences:

An Event has both a date and a time. Event records are like appointments. They typically represent meetings,
hearings, trials, and otehr events that occur at a particular time of day.

A ToDo has a date but no time. ToDo records are like tasks. They must be completed on or by a date, but not
necessarily by a particular time on that date (although it is typical for the task to be due by the end of the day).
Such tasks might include writing a letter, doing research, or filing documents.

On the daily calendar, Events and ToDo's appear in different areas of the window.
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Add an Event to the calendar

1.

Do one of the following:

m Press Ctrl+Shift+V.

= On the File menu, point to New Record and click Event.

= On the Daily or Multi-day Calendar, double-click a time in the Events area.

= On the Weekly or Monthly Calendar, right-click a date and select Add Record on the context menu.
On the Add New Record window, select Event Record and click OK.

= On the Events list, click the Add button.
The Event form opens.
Complete the Date and Time boxes, which are required.

In the Code box, click the arrow and select the classification code that best describes what kind of Event
you are creating.

On the Regarding ling, enter the Contact and/or Matter related to the Event.
In the other areas of the Primary tab, enter other information about the Event.

Click the Save & Close button.

Use Quick Entry to add an event

1.

2.

On the Daily or Multi-day Calendar, click a time slot.
Begin typing a description of the event.
The Quick Entry window opens, displaying the description you are typing.

In the Code box, click the arrow and select the classification code that best describes what kind of Event
you are creating.

Optionally, enter additional information in the Memo area.
Click OK.

The event appears on the Calendar (and on the Event record list). You can double-click it to open the full
Event form and add more information.

Company Confidential. ® Copyright © 2013 LexisNexis. B All rights reserved. 320102



LexisNexis® Time Matters® and Billing Matters® User Guide

Add a ToDo

1. Do one of the following:
m Press Ctrl+Shift+T.
= On the File menu, point to New Record and click ToDo.
= On the Daily or Multi-day Calendar, double-click any part of the ToDo's area.

= On the Weekly or Monthly Calendar, right-click a date and select Add Record on the context menu.
On the Add New Record window, select ToDo Record and click OK.

= On the ToDo's list, click the Add button.
The ToDo form opens.
2. Complete the Date box, which is required.

3. Inthe Code box, click the arrow and select the classification code that best describes what kind of ToDo
you are creating.

4. On the Regarding line, enter the Contact and/or Matter related to the ToDo.
5. Intheother areas of the Primary tab, enter other information about the ToDo.

6. Clickthe Save & Close button.
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Mark a ToDo as "done"

When you complete a ToDo, you should mark it as done. This causes the ToDo not to appear on the Alerts and
Reminders window, and on the calendar the ToDo appears with a strike-through.

Do one of the following to mark a ToDo as done:
= On the calendar, right-click the ToDo and select Mark as Done on the context menu.

= Open the ToDo record and select the Done check box. Save and close the record form.
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Documents

Document records

When you add a file or document to Time Matters, a Document record is created. The Document record stores
information about the file, including:

m» The location of the file
m The Contact and/or Matter related to the file
» The Staff(s) assigned to the document

= A history of document versions

A Document record is not the same thing as the file or document it refers to. The Document record is a set of
information about the file or document. You can delete or change the Document record without affecting the
document itself.

Company Confidential. B Copyright © 2013 LexisNexis. B All rights reserved. 350102



LexisNexis® Time Matters® and Billing Matters® User Guide

Create a document by merging Time Matters record
information

Create a merge template

Before you begin, you will need a merge template for the kind of document you want to create.
To view a list of merge templates:

1. In Time Matters, select File > Setup > Templates > Merge.

2. The List of Merge Templates window opens.

3. Inthe Record Type box, select the type of record whose information you want to merge into a
document.

The window displays your existing merge templates for the selected record type.
If the kind of merge template you want does not appear, you will need to create a new template.
To create a merge template:
1. In Time Matters, go to File > Setup > Templates > Merge.
The List of Merge Templates window opens.

2. In the Record Type box, select the type of record whose information you want to merge into a
document.

3. Click the Add button.

4. Select Program Level if you want the new template to be available to all Time Matters users, or select
User Level if you want the template to be available only to you. Click OK.

The Merge Template Setup window opens.
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B Merge 'EGplate Setup - Matter

Settings |F_ie dz | Files

Description || @

1. whord Processor Settings..

wiord Processor [Microsoft wWord v

[] Bun Macio After Merge

[J Usze Time batters 2.0 Field Mames

8]

. Include Fields From Linked Records...

[ Add Linked Contact [Darii ] O

. Pre-terge Figlds Using Recard Fram. ..

(5]

(*) None () EwentList (O ToDoList () Contact List

4. Include Fields From attached Custom Form...

() None () From Each Record

Custom Form bo Use | |

I ar l[ Lancel ]

5. On the Settings tab, type a description of the template in the Description box.

6. Click the Fields tab.

B Merge Templ-"e'Setup - Matter

Settings | Fields | Files
 atter |
Available Fields In Merge D ata File
Clieniin 3 o MatFief
Trigger 3 Clagz Code
Review = Matho
Billable - Court
Status Staff
Caption Flairtiff
Primary Contact U - Defendant
PriCan Firm =P = | Client
PriCan Address M atify
PriCon Address? Down = Private
PriCan City
PriCon State
PriCon Tel
PriCon Fax -
FHiCen v| [ Detaut ]
sdd Al B | Shle |Default Vl «  Remowve All
I Ok l [ LCancel
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7. Select each record field you want to make available in the merge and click Add to move it to the In

Merge Data File list.

8. Click the Files tab.

10.

11.

12.

13.

14.
15.

16.

17.

18.

B Merge Template Setup - Matter

Settings | Fields | Files

1. Specify Merge Data File. ..

Enter Complete Path and File Name

][]
[T Prompt for File Mame When Merging [] Prompt Before Dverwriting File
2. Specify Merge Form File. .
Enter Complete Path and File Mame
© 50

{10 ‘ Create aor Open Merge Farm File ]

[[3%)

. Specify Merge Output File...
Enter Complete Path and File Mame
| ()

[T Prompt for File Mame When Merging [ Prompt Befare Oyenariting File

I ar l [ Lancel

In the Enter Complete Path and File Name box, type the directory path and file name you want to
use for the new template.

Click the Create or Open Merge Form Field button.

Your word processing application opens.

Type the form letter (or other merge document) as you want it to appear.
Click the Insert Merge Fields icon on the word processor toolbar.

The Insert Field Name or Number window opens.

Select a field and click Insert to place it in the document at the cursor location. Repeat this for each field
you want to include in the document.

Click Close to close the Insert Field Name or Number window.
Click Save and close or minimize your word processor.

On the Merge Template Setup window, enter the path and file name in the Specify Merge Output File
box.

Select the Prompt for File Name When Merging check box.

Click OK to close the Merge Template Setup window.
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Merge Time Matters information into a document

To merge information from Time Matters into a document:

1.

4. Type the name and location of the output file in the Create Merge Output File Named area.

In Time Matters, tag the record(s) whose information you want to merge by clicking the check box beside

the record(s) in a list.

On the main menu bar, click Process and then click Merge Records.
The Select Merge Template window opens.

Double-click the merge template you want to use.

The Merge File Names window opens.

© Merge File Names - Thank you letter to referral source

1. Create Merge Data File Mamed...

Enter Complete Path and File Marme
|CADOCUME T usemanme L0 CALS ~ 15T empt LM TPANWORDDATA DAT | )

2. Uze Merge Form File Mamed...

Enter Complete Path and File Mame

[&Thank pou to referral source. doc |G

2. Create Merge Output File Mamed...

Enter Cornplete Path and File Marne (gﬂ
I =

e

@ ok || Cancel |

5. Click OK.
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Add an existing document to Time Matters

There are several ways you can import an existing document or file into Time Matters, creating a Document
record for that file.

To add a single document, these methods are recommended:

m Time Matters Save (TM Save): save the document to Time Matters while it is open in your word processor or
viewer.

» Dragand drop: drag a file from Windows Explorer onto the Time Matters window.

= Send to Time Matters: right-click a file in Windows Explorer and select Send To > Time Matters.

s Adda Document record: open a blank Document record and browse to the file you want to attach.

To add multiple documents, these methods are recommended:

» Dragand drop: select multiple files in Windows Explorer and drag them onto the Time Matters window.

m Send to Time Matters: select multiple files in Windows Explorer, right-click them, and select Send To
> Time Matters.

s Document Search: after completing a Document Search, tag the results, and click Process > Create
Document Profile Records.
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Save a document to Time Matters from your word processor

The Time Matters Save (or TM Save) button appears on the toolbar or ribbon of supported third-party
applications, including Microsoft Word, Excel, PowerPoint, and Internet Explorer, Corel WordPerfect, Mozilla
Firefox, and Adobe Acrobat and Reader.

If the button does not appear on your application's toolbar, do the following:

1.

2.

In Time Matters, click File, then click Setup, then click General, and then click Workstation Level.

Click the Word Processor Setup button or the Additional Program Setup button, depending on the
type of third-party application you want to use.

Select the check box beside the application version for which you want to install the TM Save button.
Click OK.

Click OK to close the Workstation Level Setup window.

Save a document to Time Matters

1.

In the supported third-party application, click the TM Save or Time Matters Save button on the
toolbar or ribbon.

If you are not already logged in to Time Matters, the login window opens. Enter your ID and password.
The Time Matters Document form opens.

Enter information about the document on the form. It is recommended that you enter a Matter and/or
Contact on the Regarding line, and complete the following additional boxes: Code, Description, and
Staff.

Click the Save & Close button.
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Drag and drop documents into Time Matters

You can create Document records by dragging one or more files from Windows Explorer onto the Time Matters
window.

1. Open Windows Explorer and Time Matters, and tile the windows so that both programs are visible.
2. Select one or more files in Windows Explorer and drag them onto the Time Matters window.
3. The results depend on where you drop the files:

» If you drop a single file onto the Document list in Time Matters, a Document form opens. Complete
and save the form.

= If you drop multiple files onto the Document list, the Create Document Profile Records window opens.
Enter information that is common to all the documents and click OK. If you selected the option to
preview each Document record, the records will open one at a time, and you must click Save
& Close each time (after adding any additional information needed).

» If you drop files onto a Contact, Matter, Event, or ToDo, the Document records you create are
automatically related to the target record. Some information on the Document form will be pre-filled
with information from the target record.
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Send files to Time Matters from Windows Explorer

You can create Document records by selecting one or more files in Windows Explorer and using an option on the
context menu.

1. In Windows Explorer, select one or more files. Right-click the selection and select Send to > Time
Matters on the context menu.

The Create Document Profile Records window opens.
2. Enterinformation for the document(s) and click OK.

3. Ifyou selected the option to preview each Document record, the records will open one at a time, and you
must click Save & Close each time (after adding any additional information needed).
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Import a document using the Document form

You can bring an existing file or document into Time Matters using the Document form.

1.

2.

On the Document record list, click the Add button.
In the File Name box, specify the name and location of an existing file.

Enter additional information about the file. It is recommended that you enter a Matter and/or Contact on
the Regarding line, and complete the following additional boxes: Code, Description, and Staff.

Click the Save & Close button.
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Create a document using information copied from a record

The Formattable Clipboard lets you copy information from multiple record fields and then paste the information
into a document in a preconfigured format.

For example, instead of individually copying and pasting each address field on a Contact form, you can define a
Formattable Clipboard template that copies all the address fields and pastes them in a correctly formatted block.
You can even create a form letter and automatically insert selected information from a Contact.

Create a new document using the Formattable Clipboard

1.

On the Document record list, click the Add button.
The Document form opens.

Enter information about the record on the form, It is recommended that you enter a Matter and/or
Contact on the Regarding line, and complete the following additional boxes: Code, Description, and
Staff.

In Area 4 of the form, click the Generate button and the Clipboard button.
Select a record from which to copy data to the clipboard:
a. Click the Data Source button.
b. Inthe Select Record Type box, click the arrow and select the type of record.
c. Click the Add button to open a list of records.
d. Select the record whose information you want to copy.
e. Click OK.

Select a clipboard template to use. This defines how the copied information will be formatted when it is
pasted into the document:

a. Click the Template button.
b. Inthe left pane, select the application you want to open to create the document.
c. Intheright pane, select the clipboard format you want to use.

Click the Create button.

The application associated with your selected template opens.

Paste the information in the clipboard by pressing CTRL+V or by clicking the Paste button on the toolbar
or ribbon.

Save the document when you are finished.
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Create a new version of an existing document

A single Document record can be associated with multiple versions of a document.
1. Open a Document record.
2. Inarea4 of the Document form, click the Generate button and the Existing button.
3. Clickthe New Version button.
The current version of the document opens in the program associated with the document's file type.
4. Make the desired changes to the document, then save it.
5. In Time Matters, save and close the Document form.

The next time the record is opened, Area 4 of the form will show your updated version of the document
as the current version. To view a list of previous versions, click the Versions button.
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Document sharing overview

Secure document sharing is a feature new in Time Matters 13. The feature provides access to an online portal to
which you and your clients can upload and retrieve documents.

Document sharing is performed on the Documents tab of the Matter form. From the list of files related to the
Matter, you select the ones you want to share and the clients (or other recipients) to whom you want to provide
access. Clients are notified by email when documents are shared with them, and can log in to the secure portal,
view shared documents, and upload documents of their own to share with users at your firm.

You can set user permissions for each document you share, including permission to view, print, or edit the file.
Using the administrative tools on the portal, you can also change or revoke user access to documents at any

time.

For more information on document sharing, view the related topic links below.

Your firm must have an active Annual Maintenance Plan (AMP) to enable the Document Sharing feature.
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Document sharing general questions

What are the online file-sharing capabilities in Time Matters 13?

Time Matters 13 includes an integrated online document-sharing service powered by secure file-sharing
technology from WatchDox™ so you can share Time Matters documents directly with clients, experts, and
other third parties.

The online file-sharing service in Time Matters offers you tight control over and protection of shared files. You
can:

= Define who can access the file—only the contact(s) associated with the matter, anyone with the same email
domain as the contact(s) or everyone

= Determine what they can do with the document—view, print or download

= Prevent screen captures of the file by displaying only small areas at a time

= Identify the timeframe that they can access the document

= Track the file’'s whereabouts at all times and maintain an audit trail for compliance purposes
= Revoke access to files anytime

Your contacts are notified of shared files by email and can view the files from any Internet-connected computer,
smartphone or tablet.

What is my storage limit as a firm or a user?

The online storage limit is on a firm basis and allots up to 5 GBs of data (per firm) to be shared and available
online at one time. LexisNexis reserves the right to modify this limit at any time.

What web site do I use to access shared documents away from the
office?
Use the following web site address to access shared documents when you are away from the office.

https://clientshare.lexisnexis.com/
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Document sharing Time Matters user questions

How do I share documents securely with my clients?

The Document Sharing Portal lets you provide access to selected documents to clients and other people outside
your firm.

To share documents:

1.

2
3.
4

9.
10.

Open the Matter whose related documents you want to share.

Click the Documents tab.

In the sublist of related documents, tag (click the check box beside) each document you want to share.
Click the Share button on the sublist toolbar.

The Share Documents window opens. See the section below for additional information about this
window.

In the Select Recipients area, click the check box beside each Contact with whom you want to share the
documents.

Only Contacts related to the Matter appear in this list.

If a selected Contact does not have an email address, type the Contact's address in the box in the Email
column.

If you want to add recipients that do not appear in the list, type their email addresses in the Additional
Recipients box. Insert commas between addresses.

In the Sharing Options area, select the options you want.

Click the Share Documents button.

Document Sharing window

On this window, select document sharing options and the recipients who will have access to shared documents.
The Document Sharing window opens after you tag one or more documents on the Documents tab of a Matter
form and click the Share button on the sublist toolbar.

Documents Selected area

This box shows all the documents you tagged on the sub-list of the Documents tab. Documents that cannot be

shared are indicated by the icon @ The reason the document cannot be shared is displayed in the Notes
column.
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Select Recipients area

This box shows all Contacts related to the Matter whose documents are being shared.

Click the check box beside each Contact you want to share with. If a Contact does not have an email address,
enter the address in the box in the Email column.

You can specify other recipients besides Contacts related to the Matter. To do so, enter the email addresses for
those recipients in the Additional Recipients area. (When entering multiple email addresses, insert a comma

between each address.)

Sharing Options area

Select the settings to apply to the documents you are about to share.

Screen Element

User permissions

Document access
expires

Grant file access to

Watermark

Description

Select whether users will be permitted to view the documents
completely, view the documents through a spotlight-like
viewing window, view and print the documents, or will have
full access to view, print, and edit the documents.

Select one of the predefined expiration periods, or select
Specific Date and enter the date on which document access
will expire. You can enter a date by clicking the calendar icon
and selecting a date on the calendar, or by typing the date in
the format mm/dd/yyyy.

Select whether to grant file access to the recipients only, to
everyone who shares the same email domain as the
recipients and who has a document sharing account, or to
everyone with a document sharing account.

Select whether or not to place a watermark on PDF
documents that you share.
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How long can I share files?

You can determine how long you would like to share each document. Your options are:

User specified date
1 day

3 days

1 week

2 weeks

1 month

3 months

6 months

1 year

Never

\[o] <]

The online file-sharing service is designed for short-term file-sharing with and access by clients and other third
parties. It is not designed to be used for long-term file storage. Although we allow a "Never” expire option,
LexisNexis reserves the right to require users to clean up dated files at any time.

What type of Time Matters documents can I share?

You can share any type of document that is in Time Matters or in a supported document management solution.

For a list of currently-supported document management solutions, visit
http://support.lexisnexis.com/timematters/record.asp?ArticleID=10934#5.
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What Time Matters security applies to sharing documents?

If security is enabled, any security settings configured for a user for normal and private Document records
(including special exceptions) will be enforced when each Document record is shared. If the TM user doesn’t
have rights to change or view the selected Document record, they will not be allowed to share that file on the
portal.

How do I remove document access from clients I've already
shared with?
To remove document access from clients, perform the following from within WatchDox:

1. Click the My Document tab at the top of the document sharing portal.

2. Expandthe Exchange branch in the navigation tree on the left.

w

Click on Sent Items.

.

Select the document(s) for which you want to remove client access.
Click on Permissions.
6. Click the Revoke Users option.

The Revoke Permissions page opens.

| Revoke Permissions

To revoke users from the selected documents, fill in the fields and click Revoke

one item selected
() Revoke all users (@) Revoke specific users

Email addresses or WatchDox distribution lists {comma separated)

MHote to revoked users:

Users will be notified if they try to access this document

Cancel IRl

7. Select to revoke access to all user or specific users.
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8. If you select 'Revoke specific users,' type the email address for each user.

9. Inthe Note to revoked users: text box, type the message you want displayed to revoked users who
attempt to open the document.

10. Click the Revoke button.
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How do I change the sharing options after they are initially set?

To change the sharing options after they are initially set up, perform the following from within WatchDox:

1.

2.

7.

8.

Click the My Document tab at the top of the document sharing portal.
Expand the Exchange branch in the navigation tree on the left.

Click on Sent Items.

Select the document(s) for which you want to change the sharing options.
Click on Permissions.

Click the Edit Permissions option.

The Edit Permissions page opens.

Edit Permissions

Please fill in the fields and click Save Changes
one item selected

Recipient permissions:

Leave unchanged * | Watermark: | Leave unchanged -

Document access expires

Leave unchanged - E

Cancel EEVEESIENLE

Edit the options you need to change.

Click the Save Changes button.
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What happens when a document expires?

The document displays as expired in the Inbox of the recipient(s). They will not have the ability to download or
view the file. If necessary, the recipient(s) can request an extension to their access period.

If I delete files from WatchDox online, will it delete them in Time
Matters?

If you delete files from WatchDox, they are not deleted from Time Matters. When you upload a file in Time
Matters to WatchDox, only a copy of the file is uploaded, therefore, deleting the file on WatchDox does not
delete the file in Time Matters.

If I update a shared file, is it automatically updated on the sharing
portal?

No. Only a copy of the file as it exists at the time of sharing is uploaded to WatchDox and updating the file in
Time Matters does not automatically update the file on WatchDox. For your client to receive the updated
version of the file, you need to re-share the file with them (sharing that version of the file).

How do I get a shared file from a client back into Time Matters?

To have the file saved into Time Matters, download and save the file locally or within your firm’s network. Then
create a Document record linked to the file, or update the file linked to an existing Document record.

When logging into WatchDox for the first time, what do I need to
do?

Although Time Matters has created an account for you, you still need to create a password and secret question
for your account. Refer to the section on creating a user account on the document sharing portal.
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Document sharing client user questions

How do I create a user account on the document sharing portal?

The first time someone shares a document with you, a notification email is sent to you with a link to the
document sharing portal.

1. Click thelink in the notification email to go to the document sharing portal (powered by WatchDox).

2. Click the Create Account tab.

Log In Create Account

Name
Email
Password

Retype Password

Select Secret Question v

Answer

Create Account

3. Inthe Name box, type your name. This is the name used by default in the subject line of emails
generated when you send documents to other people.

4. Inthe Email box, type the email address to which the notification email was sent.

5. In the Password and Retype Password boxes, type the password you want to use. It is highly
recommended that your password includes at least three of the following: uppercase letters, lowercase
letters, numbers, and special characters (such as $, #, !, etc.).

6. Click the arrow beside the Select Secret Question box and select a question from the drop-down list.
This question is used to verify your identity if your password is lost or forgotten.
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7. Inthe Answer box, type the answer to the question you selected. (It is recommended that you use a
simple, one word answer that will be easy to remember.)

8. Click Create Account.
An email is sent to the email address provided on the account, to authenticate the email address.

9. In the authentication email, click on the link to finalize the creation of your user account.

How do I log in and log off of the document sharing portal?

Log in to the portal:

1. Gotothedocument sharing portal URL: https://clientshare.lexisnexis.com

2. OnthelLogin tab, type your email address in the Email box and your password in the Password box.

Log In Create Account

Email

Password

["] Remember me

Forgot password?

3. Optionally, select the Remember me box to store your login information so that you will not have to
enter it on subsequent visits. (For the security of your documents, only use the "Remember me" option
on a secure, password-protected computer.)

4. Click the Log In button.
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Log off of the portal:

1.

2.

3.

Click the arrow beside your user name (email address) in the top right corner of the window.

My Account
Change Password
Log off

Home

Click Log Off.
Click OK.

How do I restore access when my password is lost?

1.

2.

w

Ui

10.

11.

On the document portal login page, click the link Forgot password.

In the Email box, type the email address you use to log in to the document sharing portal.

Click Continue.

Locate and open the "Restore Password" email that was automatically sent to you.

Click the link in the email.

In the Answer box, type the answer to the secret question you selected during account creation.
Click Retrieve Password.

In the New Password and Retype New Password boxes, type the password you want to use.
Click Submit.

Click the log in link.

Log in using your new password.

How do I change my password on the document sharing portal?

1.
2.

w

Ui

Click the arrow beside your user name (email address) in the top right corner of the window.
Click Change Password.

In the Current Password box, type the password you current use to log in.

In the New Password box, type the password you want to use.

In the Retype New Password box, re-type the same password you entered in step 4.
Click Submit.

Click OK to continue and close the new broswer/tab, once your password has been successfully changed.
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How do I view and edit my account info on the document sharing
portal?
1. Click the arrow beside your user name (email address) in the top right corner of the window.

2. Click My Account.

3. On the Account Info tab, view your account type, administrative contacts, and subscription expiration
date.

4. Onthe User Info tab, you can view and edit your name and other personal information. Click the
Update button when you are finished.

5. Onthe Account Managementtab, you can select or clear the option to receive daily updates by email
regarding document activity. Click the Update button when you are finished.

How do I view documents on the document sharing portal?

1. On the document sharing portal, click the My Documents tab at the top of the window.

2. Toview documents you have received, expand the Exchange branch in the navigation tree on the left
and click Inbox.

3. Toview documents you have sent, expand the Exchange branch in the navigation tree on the left and
click Sent Items.

The list of documents appears in the center area of the window.

B ¥ Al Documents v Documents
T = Exchange 4 Actions « e Send a Document ¥ Download
]j Recycle Bin L] Hame
£ inbox [ e MY_EstatePlanning.thm
L= sent Items O = image02.jpg
T =t Workspaces [] e WY _FamilyLaw.thm
r ]j Recycle Bins O = faxcover.doc
Create Mew Workspace 0= image001.jpg
O = health_insurance_notes.rtf

4. Click the header of any column to sort that column by ascending or descending order. You can also resize
columns by dragging the left or right border between column headers.
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How do I download documents on the document sharing portal?

1. Select the check box beside each document you want to download.

2. Click the Download button on the toolbar.

Documents

,j Actions - .{} Send a Document % Download
[] MHanme
L] health_insurance_notes.rtf
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How do I send a document using the document sharing portal?

1. On the document sharing portal, click the My Documents tab at the top of the window.
2. Click the Send a Document button on the toolbar below the Documents tab.
The Send Protected Documents window opens.
3. Inthe To box, type the email address of each recipient.
4. Optionally, modify the default text in the Subject box.

5. Type the message you want to send in the email notification in the text box.

Send Protected Documents - X

Tao: rsb@browncamposmarshall.com

Subject: [ TM has sent you secured documents

Hi Robert. Here are the photos taken at the scene of the accident.

Attach File Recipient Permissions
image002.jpag i
image001.jpg W

[C] po not send email notification to recipients Send

6. Optionally, click Recipient Permissions and set the following options:

= User permissions: Select whether recipients will have full access to view, print, and download the
shared document(s), or access to view and print, view only, or view a limited "spotlight" region of the
document(s).

= Document access expires: Select the date when these recipients will no longer have access to the
document(s).
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= Grant file access to: Select whether to give access to the selected recipients only (recommended)
or to a broader group.

= Watermark: Select whether to apply a watermark to PDF documents.

User permissions: Full Access -
Document access expires: Mever *
Grant file access to: Recipients Only -
Watermark: Off - O

7. Click Attach File.
8. Browse to the document(s) you want to share. Select the document(s) and click Open.

9. Click Send.
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How do I search for a document on the document sharing portal?

1. On the document sharing portal, click the My Documents tab at the top of the window.

2. Select Exchange in the navigation tree on the left.

3. Click the Filter icon (n ) on the toolbar.

docname:agreement ?

[[] Modified during the last days
v Starred / Unstarred
+ Read / Unread
v Mavigation Tree
+ File Sizes
[ o - 50KE
[ 50KE - 200KE
[ 2008 - 1MB
[ 1mB - 5MB
[ 5me-
+ File Types
[C] Documents
[ S“preadsheets

[] Presentations

] PDFs

4. To find documents matching a set of criteria, expand the filter categories on the left and select the check
boxes beside the criteria you want to include. For example, you could find PDF documents under 1MB by
selecting the following boxes: PDFs, 0-50KB, 50KB - 200KB, and 200KB - 1MB.

5. Tofind documents by search terms, use the search box at the top of the left pane. You can specify

whether you are searching for a document by name, by email address (of the document's owner), or by
content within the document.

m Tosearch by document name, type docname: followed by a portion of the name you want to find.

m To search by email address, type owneremail: followed by a portion of the email address.

= To search by content, type content: followed by the keywords you want to find within the document.
= You can combine these search types into a longer statement such as the following:

docname: agreement AND owneremail: rsb@browncamposmarshall.com AND content: "Barry
Able"
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How do I mark a document as read or unread on the document

sharing portal?

1. Select the check box beside each document you want to mark.

2. Click the arrow beside the Actions button on the toolbar and select Mark as Read or Mark as Unread.

Documents

[ ;ﬂ Actions - ] .D Send a Document * Download

Q Delete

ePlanning.thm
&y Mark as Read

1.j
¥ Mark as Unread L
lyLawvs.thm
L Add Star
Remove Star LI

L1 = imagell.ipg
| health_insurance_notes.rtf

How do I delete a document on the document sharing portal?

1. Select the check box beside each document you want to delete.

2. Click the arrow beside the Actions button on the toolbar and select Delete.

Documents

[ ;ﬂ Actions - ] .D Send a Document * Download

Q Delete

ePlanning.thm
G} Mark as Read

L
& Mark as Unread L
lyLaw.thm
L Add Star
Remove Star liE

L1 == imageli.ipg
| health_insurance_notes.rtf
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Communications

View your email

Each Time Matters user (not Staff) has a personal inbox for email sent to their account.
m Click the Mail menu and then click Personal Inbox.

You can also view email that has been moved from your personal inbox to the Email list.

Click the File menu, point to Email List, and click All Email.
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Create and send email
1. Click the Mail menu and then click Personal Inbox.
2. Click the New button on the Inbox toolbar.
An Email record form opens.
3. Complete the Subject box.

4. Ifthe emailis regarding a Contact or Matter, enter that Contact and/or Matter in the boxes on the
Regarding line.

5. Inthe To box, type the addresses of the email recipients. You can also click the lookup button beside the
box to select recipients from among Contacts, Staff, and distribution lists.

6. Inthe Message area, type the message you want to send.
7. To attach afile, do the following:
a. Click the Attachments button.
b. Click the arrow beside the Add button.
c. Select File or TM Document, depending on how you want to identify the attachment.
d. Locate and select the file(s) you want to attach.

8. When you are ready to send the email, click the Send button on the Email form toolbar.
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Send instant messages to other Time Matters users

1. Click the View menu and then click Messenger Window.
The Messenger opens.
2. Click the Add button.

The Message form opens.

w

Click the lookup button beside the To box to select a Time Matters user as the recipient of the message.

»

Type your message in the Message area.
If you want to flag the message as urgent, click the Urgent button.

6. Click Send when you are ready to send the message.
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Create a Phone record
1. Do one of the following:
m Press Ctrl+Shift+P.
= On the File menu, point to New Record and click Phone Call.
= On the Phone Calls list, click the Add button.
The Phone Call form opens.
2. Complete the Date and Time boxes, which are required.

3. Inthe Code box, click the arrow and select the classification code that best describes the nature of the
phone call.

4. On the Regarding ling, enter the Contact and/or Matter related to the phone call.

5. Iftherecordis for an incoming call, enter the name of the caller or click the lookup button to select from
a list of Contacts.

6. Iftherecordis for an outgoing call, click the In From button to toggle the label to Out To. Then enter
the name of the recipient or click the lookup button to select from a list of Contacts.

7. Intheother areas of the Primary tab, enter other information about the phone call.

8. Clickthe Save & Close button.
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Reports

Print a standard report
1. Click the Report menu and then click Standard Reports.
The Standard Reports window opens.

2. Select the tab related to the type of report you want to print: Billing, Transactions, Tax, Staff, or

Setup.
'ﬁl Standard Reports @1
Billing lIransactiDns | Tax jﬁtaff 1 Setgp'
[Program and User Level [*] Mame [:AdHoc Report:
Name Farmat lFiIter ] Elptiu:unsl

<id Hoo Reports

Aged Accounts Receivable Sumnmary
Aged WP
Aged WP Totals Only

Detail work in Progress
Effective Bill Rate

Hiztaory Bill

Productivity

Profitability

Timesheet Repart by D ate
Wwirite-up/down

Printer ] | Presizw -| [ Print ] [ LCloze

3. Select the report level: Program, User, or both Program and User.
4. On the Formattab, select the report you want to create.

5. On the Filter tab, select the criteria a record must meet to be included in the report. (These options are
different for each report format.)

6. On the Options tab, select any additional report options you want. (These options are different for each
report format.)

7. Click the Printer button.

The Print window opens.
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8. Select the printer you want to use and set other print options.

9. Click OK to print the report.
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Export a record list as an Excel spreadsheet

1.
2.

Open the list you want to export.
Right-click the list toolbar and select Edit Columns.
The Edit List Fields window opens.

Ensure that the In List box includes the columns you want to include in the spreadsheet, ordered the
way you want. Select the name of a column in the Available Fields box and click the Add button to
move it to the In List box. Select the name of a column in the In List box and click the Up or Down
button to move it earlier or later in the list. Columns earlier in the list appear closer to the left.

Click OK.

Optionally, click the Search button on the list toolbar and enter search criteria to filter the list to show
only the records you want to include in the spreadsheet. Click OK.

Click the Send to Excel button on the list toolbar.

(If the button does not appear on the toolbar, click the Options button to open the List Options window,
select the List Toolbar tab, select Send to Excel in the Available Buttons box and click Add to move it to
the Show on Toolbar box. Click OK to save your changes.)

The list is exported to an Excel spreadsheet.
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Time and billing

Create a timesheet

1. Atimesheet is for entering time and expenses on an ongoing basis.

2. On the Billing menu, click Timesheet.
The Timesheet window opens.

3. Click the Add button on the Timesheet toolbar.

A Billing Item form opens. The Date and Time boxes are pre-filled with the current date and time. You

can change them if necessary.

.

Memo

Billing tem Form - Add [ =] =]
File Edit View Process Help
[ save & Close [ Save | b 4% o) G2 | - Iif) - % & @; = B [®) cancel @
Primary ", Related %
Date 07202 [ [w)Wed Time 12:43pm [w] Code (=]
Billing Detailz
Regarding [l
[=][=] Phase Staff |RSEIRobert § Brown [=] G
Description -
Tatal Dur 0.00| Hows  [«] [@] Start Time () Charge Status [«] [C] Hold Record
Bill Date 1047202 # (] Mred
Rates Overides and Totals
Rate Basizs |Mone [«] | Bate $0.00 [ Markup/Disc 0.00% 5| | Mo Charge Hours 0.00%
Rate Level |MWone E| Gross $0.00 [ Adjustment | | Non-Billable Hours 0.004%
Lewel Desc Mone Billable: 0.00 [] Do Mot Charge Tax Est. Billed Value
Rate Type [=] | MetValue [] Do Nat Spit Est. Allacation

»

4. By default, the form is for entering time. To enter expenses, click the Time Code button. The button
label changes to Exp Code, and several fields on the form are changed to reflect expense information.

5. Complete the Code, Description, Staff, and Regarding boxes.

6. Inthelower area of the form, enter information about the amounts and rates.

7. Click the Save & Close button. The entry appears on the Timesheet window.
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Set up basic billing

1.
2.

10.
11.

12.

13.
14.

15.

16.

17.
18.

Click the File menu, point to Setup, then point to General, and then click Program Level.

Click the Links tab and the Billing subtab. (If the Billing subtab does not appear, click the main Billing tab
and ensure that the Activate Billing Matters check box is not checked.)

Click the Activate Billing check box.
Select Basic Billing in the Select Billing Link drop-down list.
Click the Set Billing Options button. The Time Matters Billing Setup window opens.
Set options on the General tab:
a. Select whether to bill by Contacts, Matters, or Contacts and Matters.

b. Type the number to use for the first (or next) invoice you create in the Next Invoice Number
box.

c. Select Allow changes to Billing Form if you want to enable customization of Billing forms.

d. Select Allow Time Matters Records to be billed more than once if you will allow records to
be billed multiple times.

e. Select Allow Billed Recordsto be on more than one Time Matters Invoice if you will allow
billed records to show on more than one invoice.

Click the Rates tab to add or modify rate tables.

Click the Setup tab to modify additional billing options, such as setting a global rate for your business, a
default billing basis, and a default rate level.

Click the Address tab to select the fields used to complete the Bill To area of invoices.
Click OK to close the Time Matters Billing Setup window.
Click OK to save your changes and close the Program Level Setup window.

To activate billing for each user that will need access to the billing functions, go to File > Setup >
General > User Level.

Select a user from the drop-down list in the top left corner of the User Level Setup window.
Click the Links tab and the Billing subtab.

Select the Activate Billing check box and click the Set Billing Options button. The Time Matters
Billing Link Options window opens.

Select whether to use Program Level settings or to specify individual user settings for the available
options.

Click OK to close the Time Matters Billing Link Options window.

Click OK to save your changes and close the User Level Setup window.
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Create an invoice

1. On the Billing menu, click Invoice List.
The Invoice list opens.
2. Click the Add button on the list toolbar.

An Invoice form opens.

.

7 Invoice Form = | = | 2=
File Edit Process Help
[ save aciose [save anew | G AddBiling Ttems | B &y & ) @b () cancel | @)
Regarding | Graham Matter 2012-234
Addresz Information |rvoice Settings Irevoice Details
Biling Addiess Shipping Address Irvoice Date | 10M17/2012 4 [ Invoice Humber
+| @ Termms [=] [  Irwoice Status  Draft
Due Date # = To be Printed
E.0. Mumber
- Staff =] =)
Irrvoice [tems
G Gt
Bill Date |BilCode Desc Dur/Qty | Dur. Type Fiate Met | illed Value T FPhaze Staff
<idd Mews
] 2
Messages | Tares |Einance Charges |Iransactions |
Message El D [ Use this meszage only Charges Summeary
Ikem Tatal 30,00 Net Billed Yalue $0.00
1 Total Taxes $0.00  Payments & Credits $0.00
Interest $0.00  Invoice Balance $0.00
A Finance Charges $0.00

3. Ifbilling by contacts, select a contact for the Regarding field. If billing by Matter or Contact-Matter, or
with Matter as a default, select a Matter for the Regarding field.

4. Billing Address will complete automatically when a contact or Matter is selected in the Regarding field.
Shipping Address may be completed manually and is not necessarily the same at the billing address.

5. In Invoice settings, enter the date for the invoice in the Invoice Date field.
6. Select the Terms in the Terms field to apply to this invoice.

7. Enterthe due date for payment of this invoice in the Due Date field.

8. Enter the purchase order number, if required, in the P.O. Number field.

9. IntheInvoice Details area, enter the Invoice Number. Note that this field may be grayed out depending
on how your administrator set up billing for your firm.

10. Select the To be Printed check box if the invoice is to be printed at a future date.
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11. Inthe Invoice Items area, add billing items to the invoice in 2 ways; the first method is to type them
directly. The second method is to click the Add Billing items button to open the Billing Item List.

12. To print the invoice immediately once it’s complete, click Print.

13. Click Save & Close to save this invoice and close the window.
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Print a prebill

1. On the Billing menu, click Print Pre-bills.

The Print Pre-bills window opens.

&) Print Pre-Bills

Pre-Bill:

Mame

<id Hoo Reparts

Marme | <fd Hoo Feparts

Add LChange

Delete

Matter | Charges f 4R | O ptionz |Include |

atter Filter...

|ze Tags From the List
@ Use the Faollowing Filker

Contact
Contact Mo,

I atter Ref

b atter Mo,
Class Code

R ezponzible
Billing Cycle
Fee Billing
Expenze Biling

0000068

Sort By...
First Level Client Mame

Second Level  |Matter Reference

B BT | TR E ]

Copy Frinter ] ’ Prewvigw ] [ Erirt

]’ Cloze ]

2. On the Matter tab, select criteria to include pre-bills for specific Matters.

3. On the Charges & AR tab, set options to define how work-in-progress will be filtered.

4. On the Options tab, select options to broaden or narrow the filter of items for which pre-bills will be

printed.

5. On the Include tab, define information that will not be printed on the bill.

6. Click Print. The printed copies can be distributed for review.
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Create a bill

1. On the Billing menu, click Create Bills.

The Create Bills window opens.

Ey Create Bills

|

Mame

<id Hoc Reports

Mame | <4d Hoc Reports

Add

Change

Delete

Matter | Charges & AR | Cptions |F'rinter |

b atter Filker...

IJze Tags From the List
@ ze the Fallowing Filker

Contact
Contact Mo,
Matter Fef
Matter Mo,
Class Code

R ezponszible
Biling Cycle
Fee Billing
Ewpenze Billing

Sort By,

D000

First Level Client Mame

Second Level  |Matter Reference

B F | EIE]EDETE]

Copy Printer ]’ Prewview

][ Eririt J’ Cloze ]

2. On the Matter or Contact tab, specify the client records that are ready for billing.

3. Onthe Charges & AR tab, set options to define how work-in-progress will be filtered.

4. On the Options tab, select options to broaden or narrow the filter of items for which pre-bills will be

printed.

5. Click the Print button.

Company Confidential. B Copyright © 2013 LexisNexis. B All rights reserved.

77 of 102




LexisNexis® Time Matters® and Billing Matters® User Guide

Post or undo a bill
1. On the Billing menu, click Post or Undo Bills.
The Post or Undo Bills window opens.
2. Tagthe bills you want to post or those that you want to undo.

3. Click the Post button to post the tagged bills, or click the Undo button to undo the tagged bills.
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PCLaw link

PCLaw link overview

With the PCLaw link, you can easily capture the billable hours you spend working in Time Matters and send that
information to PCLaw for billing.

Before you install

Do the following before you set up the PCLaw link:
= Back up your Time Matters 13 database.

m Back up your PCLaw database.

» If necessary, set up the PCLaw Remote Client Server. This is necessary if the full PCLaw client (version 9.30
or later) is not installed on each computer where the PCLaw link will be used.

Instructions for each of these procedures follow.
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Back up your Time Matters database
1. Select File > Backup Time Matters Data from the Time Matters menu.

The Time Matters Backup window opens.

£ Time Matters Backup - Use Often! @

1. Mote Current Source for Backup...

The Time Matters Data Directary that will be backed up is determined by the
following File Location

Location File GET
Dezcription Main Office
Source (Files Directory) W I Time Matters 134

2. Specify Mame & Full Path Destination for Backup Filz. ..
S0L Backup Location c:“Program Files\Microsoft SAL Server\M553L11.
Mote: This lozation iz on the server and must be changed in SOL Server.

Shared Files Backup [ M—I =

Mate: Uze different names ta maintain multiple backup files.
For example, a different name for each day of the week.

[ Skip files in the Document and Document |ndex Directories

[ 5kip backing up of email attachments
[] Remember this destination for future backups

3. Backup Options...
@ Scheduled Backup

Backup at [3:00&M ar:

Ewvery day

Sunday

O8O

Maonday

=+

[ Tuesday
[ Wednesday
[ Thursday
[ Friday

[] Saturday

I Defaults I IEiew BackupLogJ [ ok, ] I LCancel ‘

2. (Optional) In the Shared Files Backup box, type or select a different backup file name.

3. (Optional) Select the types of files (documents and/or email attachments) that you want the backup to
skip.

4. Select the Backup now option from the Backup Options... area.
5. Click OK.
The Begin Server Backup Now window opens.
6. Click Yes. When the SQL database backup is complete, the Server Backup Completed window opens.
7. Click OK.
The Begin Backup Now window opens.

8. Click Yes.
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9.

When the process is complete, click OK to close the window.

\[o] <]

Time Matters SQL database backups are stored in a different location than backups of Time Matters
document and email files. The default location of SQL backup data is:

C:\Program Files\Microsoft SQL Server\MSSQL.1\MSSQL\Backup Or C:\Program Files (x86)
\Microsoft SQL Server\MSSQL.1\MSSQL\Backup

Back up your PCLaw database

1.

In PCLaw, go to File > Backup/Restore > Backup Data.

A message window opens, reminding you to ensure that you are the only user running PCLaw. If other
users are running PCLaw, wait until they have exited PCLaw before proceeding.

Click Yes to continue.

If a window opens displaying a message about what information is included in the backup, click OK to
close the window and continue.

The PCLaw Archive - Export File window opens.

Select a location to save your backup file, and enter a file name.

It is recommended that you include the current date in the file name, for easy identification and to avoid
overwriting older backup files.

Click Save to create the backup file.

Set up the PCLaw Remote Client Server

Perform these steps on a computer with the full PCLaw client installed, and with network access to other
computers that will use the Remote Client.

1.

Create a shared folder on the computer. This folder will be used by remote clients to send requests to
PCLaw.

A good idea is to create the shared folder within the existing PCLaw data path, such as:
\\computerName\PCLaw Data\Data\Remote

Close all open applications on the computer.
In PCLaw, go to Options > Connection Settings.

The Connections Settings screen opens.

Company Confidential. B Copyright © 2013 LexisNexis. B All rights reserved. 81 0f 102



LexisNexis® Time Matters® and Billing Matters® User Guide

10.
11.

12.

13.
14.

15.

16.
17.

Select the Use This Set of Books when Connecting with Other Programs check box.
Click Configure Remote Server Settings.
The PCLaw Remote Client Server Configuration Utility screen opens.

Enter the full path to the folder you set up in step 1.

Use Universal Naming Convention syntax. For example, \ \computerName \PCLaw
Data\Data\Remote

Click Next.

The PCLaw Link Service: Log on As window opens.

Enter your domain\user name, password, and confirmation password.
The PCLaw Link Service Installed window opens.

Click OK.

A second PCLaw Link Service: Log on As window opens.

Enter your domain\user name, password, and confirmation password.
Click OK.

The PCLaw Log Service Installed window opens.

Click OK.

A third PCLaw Link Service: Log on As window opens.

Enter your domain\user name, password, and confirmation password.
Click OK.

The PCLaw Time Matters Service is Running window opens.

Click OK.

If the Time Matters login screen opens, the Server Utility is creating a link to Time Matters to send the
location of the redirect path for the Remote Client. (Login may not be required at this time.)

The Action Complete window opens to confirm registration.

Click Done.

Open Time Matters and complete the PCLaw Link Setup at the Program Level and PCLaw Link Setup at
the User Level to re-initialize the PCLaw Link.
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The system must be restarted to restart the services and to load the link from the Client after you have
re-initialized the PCLaw Link.

Set up the link in PCLaw

1.
2.

Open PCLaw with the set of books you want to use to link to Time Matters.

Click the Options menu and then click Connection Settings.

. The Connection Settings window opens.

Select Use this Set of Books when Connecting with Other Programs.

Click OK.

Set up the link in Time Matters

1.

0 N o u »

10.

In Time Matters, click File > Setup > General > Program Level.
The Program Level Setup window opens.
Click the Billing tab.
If the Activate Billing Matters check box is selected, do the following:
a. Clear the check box.
b. Click OK.
c. Close and reopen Time Matters.
d. Open the Program Level Setup window.
Click the Links tab.
On the Billing subtab, select the Activate Billing check box.
In the Select Billing Link box, click the arrow and select PCLaw.
Click the Set Billing Options button.

If the full PCLaw client is not detected on this computer, Time Matters will prompt you to install the
PCLaw Remote Client. See "PCLaw Remote Client Setup" for additional information.

Time Matters initializes the PCLaw link. When the link has loaded, the PCLaw Link Setup window opens.

On the General tab, select the settings you want. For a description of each item on this tab, see PCLaw
Link Options.

On the Billing Options tab, select the default settings you want. For a description of each item on this tab,
see PCLaw Link Options.
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These settings can be modified for each user in User Level Setup.

11. Click OK.

12. Ifthereis PCLaw link data from a previous version of Time Matters, you will be prompted to convert the
existing data for Time Matters 13.0. Follow the on-screen instructions to create a backup of your
database and begin the data conversion.

13. Click OK to close the Program Level Setup window.
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Set up the PCLaw billing link with Time Matters

This is an overview of the steps needed to set up the PCLaw billing link.

1.

2.

0w

Verify that your installed version of the PCLaw software is compatible with the Time Matters® software.

Create a backup of the Time Matters and PCLaw software databases.

Restoring a backup is the only way to reverse the outcome of a synchronization.

Configure the PCLaw book set to connect with third party applications.
Disable Billing Matters to enable linking to a third party billing application.
Configure the Time Matters software to link with the PCLaw software.
Associate Time Matters Matters with PCLaw Matters.

Click File and select Synchronize and PCLaw if you want to move data into Time Matters from PCLaw.

Note

Changes made to Time Matters contact or matter records linked to the PCLaw software transfer upon
saving and closing the record. Changes made to PCLaw clients or matters linked to the Time Matters
software transfer through manual synchronization.Restoring a backup is the only way to reverse the
outcome of a synchronization.
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Time Entry Advisor

Time Entry Advisor overview

The Time Entry Advisor helps you keep track of work that has not yet been billed.

The Time Entry Advisor window has three tabs:

= Uncharged Time: view billable records and send them to your billing system

= Awaiting Billing: view records sent to billing that have the Hold Record box selected

= Ignored Items: view records for which a decision was made not to bill
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View records on the Time Entry Advisor

View uncharged time

The Uncharged Time tab of the Time Entry Advisor shows records that are marked as Billable, but have no
corresponding billing record.

To view records representing uncharged time, do the following:

= On the Billing menu, click Time Entry Advisor.

The Time Entry Advisor window opens, displaying the Uncharged Time tab.
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View records awaiting billing
The Awaiting Billing tab shows records for which BOTH of the following are true:
m Therecord has been sent to billing
= The Hold Record check box is selected on the record form
To view records awaiting billing:
1. On the Billing menu, click Time Entry Advisor.
2. TheTime Entry Advisor window opens.

3. Click the Awaiting Billing tab.
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View ignored records

The Ignored Items tab of the Time Entry Advisor shows records that have been manually removed from the

Uncharged Time tab.

To view ignored records:

1. On the Billing menu, click Time Entry Advisor.

2. The Time Entry Advisor window opens.

3. Clickthe Ignored Items tab.
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Other Time Entry Advisor tasks

Filter the list of records shown on the Uncharged Time tab

1. Inthe Date Range area, do one of the following:
m Click the arrow and select a predefined date range (such as "Last Month") from the list.

m Click the arrow and select Custom from the list. Type a start date in the From box and an end date in
the To box. You can also click the calendar icon beside each box to select a date.

Filter by:
Date Range 0%
Last Month L J
Custom
From

To

Record Types 0L
Events Todo's
Custom Forms Notes
Documents Emailz
Phone Calls Mail
Lexizhexis Outline
Contact/ Eﬂnﬁ%ﬁ@
Matter Ref

Matter Mo

Contact
Client Mo

Staff

e ©

2. Inthe Record Types area, select the check box beside each record type you want to view on the list.
Deselect the check boxes beside record types you want to hide.
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3. In the Contact/Matter/Staff area, do the following:

a. To view records for a specific Matter, type part or all of the Matter name in the Matter Ref box, or
type part or all of the Matter number in the Matter No box. You can also click the lookup button
beside either box to select from a list of Matters.

b. To view records for a specific Contact, type part or all of the Contact name in the Contact box, or
type part or all of the Client number in the Client No box. You can also click the lookup button
beside either box to select from a list of Contacts.

c. To view records for a specific Staff, type the Staff's initials in the Staff box. You can also click the
lookup button to select from a list of Staff.

Note: To view items with no Staff assigned to them, leave the Staff box empty.

4. Click the Update List button to filter the list by the selected criteria.

Change records on the Time Entry Advisor
1. Select the check box beside each record you want to change.
2. Click the Change Records button.
3. The Time Matters Change Express window opens.
4

Create a new template or use an existing one. Follow the instructions on the screen to apply changes to
the selected records.

Send records to Microsoft Excel

To create a Microsoft Excel spreadsheet showing information on the Uncharged Time tab, do one of the
following:

m Toinclude all records shown on the tab, click the Send to Excel button.

m Toinclude specific records, select the check box beside each record you want to include, and then click the
Send to Excel button.

View uncharged time for a specific Matter or Contact

= Right-click a Matter on the Matter list, or a Contact on the Contact list. On the shortcut menu, select Time
Entry Advisor.

The Time Entry Advisor window opens, displaying records related to the selected Matter or Contact on the
Uncharged Time tab.
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Bill uncharged time discovered by the Time Entry Advisor
1. On the Billing menu, click Time Entry Advisor.
2. The Time Entry Advisor window opens, displaying the Uncharged Time tab.

3. Optionally, enter criteria in the Filter by area and click Update List to show only records that match
your criteria.

4. Select the check box beside each record you want to bill.
5. Click the Send to Billing button.

6. If multiple records were selected, select either the option to confirm each record before billing or the
option to process all the selected records without confirmation. Click OK.
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Time Matters for Microsoft Office

Overview of Time Matters for Microsoft Outlook

Time Matters for Microsoft Outlook gives you access to information about your Time Matters Contacts and
Matters while you work in Outlook.

When this feature is enabled, the Time Matters pane appears on the right side of the Outlook window. On the
Time Matters pane, you can:

= View summary information about the Contacts and Matters related to an Outlook email or appointment
m Search for Contacts and Matters in your Time Matters database

m Open a full Contact or Matter form for editing

s Entertime and expenses

m Create a new email to send to a Contact

Company Confidential. ® Copyright © 2013 LexisNexis. B All rights reserved. 93 0f 102



LexisNexis® Time Matters® and Billing Matters® User Guide

Overview of the Time Matters pane in Outlook

You can expand and collapse the Time Matters pane by clicking the arrow beside the pane's label: l@

When collapsed, the Time Matters pane shows the following:
m The Time Matters login currently in use

m The currently selected Outlook contact (by default, the sender of the selected Outlook email or the organizer
of the selected Outlook appointment)

= The number of Time Matters Contacts and Matters related to the selected Outlook Contact
= Buttons to show details of related Contacts and Matters
When expanded, the Time Matters pane shows the following:

= A Search box to find Time Matters Contacts and Matters

= Tabbed views of related Contacts and Matters

m Options to open the full Contact or Matter form, and to enter time or expense for a Contact or Matter

Collapsed pane Expanded pane

4 Time Matters » Time Matters

= RSB = RSB

Graham estate planning
2012-241

= Matter Ref: Graham estate planning
Matter Ho:  2012-241
Code: EST
Staff: RSB
Client: Chandra Graham

[&] = Client ID: 00014
- Mema:
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Install Time Matters for Microsoft Outlook

Requirements
To use Time Matters for Microsoft Outlook, you must have the following:
= Microsoft Outlook 2007 with Service Pack 3, Microsoft Outlook 2010, or Microsoft Outlook 2013

= Microsoft Windows XP (32-bit only), Windows Vista, Windows 7, Windows 8, Windows Server 2003,
Windows Server 2008 R1/R2, or Windows Server 2012

How to enable Time Matters for Microsoft Outlook

Time Matters for Microsoft Outlook might have been enabled during the installation of the Time Matters client. If
it is enabled, the TM for Outlook tab on the Outlook ribbon will include a Show /Hide Pane button to hide or
show the Time Matters pane.

If Time Matters for Microsoft Outlook is not already enabled on your computer, perform the steps in the
following sections.

Enable the feature

1. InTime Matters, click the File menu, point to Setup, point to General, and click Program Level.
The Program Level Setup window opens.

2. On the General tab, select the Enable Web Access check box.

3. Click OK.

4. Click the File menu, point to Setup, point to General, and click Workstation Level.
The Workstation Level Setup window opens.

5. Click the Additional Program Setup button.
The Additional Integration Setup window opens.

6. Select the Time Matters for Microsoft Outlook check box.

7. Click OK.

8. Click OK to close the Workstation Level Setup window.
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If the Time Matters pane does not appear in Outlook

If all the requirements are met and you have enabled the feature in Time Matters, but the Time Matters pane
still does not appear in Outlook, try the following:

= Ifthe TM for Outlook tab appears on the Outlook ribbon, click the Show Pane button.

m Check your Outlook Add-Ins settings. "LexisNexis Time Matters for Outlook Add-In" should appear in the list
of active add-ins. If it is listed as inactive or disabled, use Outlook's add-in management tools to make it
active.

m» Make sure that the LexisNexis Practice Management Commmon API service is installed and running on your
computer.
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Log in to Time Matters for Microsoft Outlook

1. Expand the Time Matters pane.
2. Enteryour Time Matters user ID in the User ID box.

3. Enteryour Time Matters password in the Password box.

4. Clickthe "% |putton.
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View Contacts and Matters in Time Matters for Microsoft
Outlook

Outlook Contacts versus Time Matters Contacts

Two different types of contacts are displayed on the Time Matters pane:

» Outlook Contacts are the persons or groups that appear in the header area of emails (the sender and
recipients) or appointments (the organizer and attendees).

= Time Matters Contacts are a separate set of records, stored in your Time Matters database.

Typically, an Outlook Contact is related to only one Time Matters Contact. That Time Matters Contact, in turn,
might be related to one or more Matters. So when you select an Outlook Contact on the Time Matters pane, it is
typical to see one related Time Matters Contact and a small number of related Matters.

When you synchronize Time Matters with Microsoft Outlook, many of your Outlook Contacts are matched to
Time Matters Contact records. When Contacts are matched, selecting the Outlook Contact will make its Time
Matters Contact counterpart available to view, along with any Matters related to it.

Only Contacts and Matters assigned to you are visible in Time Matters for Microsoft Outlook. This means that
the Staff associated with your user ID must appear in the Staff box of the Contact or Matter record.

View Contacts and Matters

In Outlook, click an email or calendar appointment to highlight it.

The Time Matters pane displays the number of Outlook Contacts on the email or appointment. It also displays
the number of Time Matters Contacts and Matters related to the active Outlook Contact (the one whose name
is displayed).

You can change the active Outlook Contact by pointing to the arrow beside that Contact. A flyout window
opens, displaying a list of all the Outlook Contacts on the email or appointment. Click a Contact to make it the
active one. The related Time Matters Contacts and Matters will be updated.

When the Time Matters pane is collapsed

» Point to the Contact button to view a flyout window with a list of Time Matters Contacts related to the active
Outlook Contact. Click a Time Matters Contact in the list to display details in the flyout window.

= Point to the Matter button to view a flyout window with a list of related Matters. Click a Matter in the list to
display details in the flyout window.
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When the Time Matters pane is expanded

m Click the Contact tab to view a list of Time Matters Contacts related to the active Outlook Contact. Click a
Time Matters Contact in the list to display details for that Contact.

» Click the Matter tab to view a list of related Matters. Click a Matter in the list to display details for that Matter.
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Search for Contacts and Matters in Time Matters for
Microsoft Outlook

1. Expandthe Time Matters pane. (When the pane is collapsed, clicking the Search button will expand it.)
2. Click the arrow beside the Search box and select Contact or Matter.

3. Type a portion of the Contact Name or the Matter Reference in the Search box.

4. Press ENTER or click the =% button.

A list of records matching the search text appears.

¥ Time Matters

= RSB Time Matters

— .

[ | Matter Reference [ ] Client Mame

A

2 Search Results Found

Graham estate planning
2012-241

Matched on 2 fields
Matter Reference, Client Name

Graham Matter
2012-234

KMatched on 2 fields :
Matter Reference, Client Name

Only Contacts and Matters assigned to you are visible in Time Matters for Microsoft Outlook. This means that
the Staff associated with your user ID must appear in the Staff box of the Contact or Matter record.
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Enter time and expense using Time Matters for Microsoft
Outlook

You can enter time and expenses for a Contact or Matter that you are viewing in Time Matters for Microsoft
Outlook.

1. Expandthe Time Matters pane.

2. Locate the Contact or Matter for which you want to enter time or expense. You can do this by selecting
an email or appointment related to the Contact or Matter, or by using the Search feature to find the
Contact or Matter.

3. Double-click the Contact or Matter to display its details.

4. Click the S button to display the time/expense entry form.

5. Atthetop of the time/expense entry form, select Add Time or Add Expense.

Add Time Add Expense

» Time Matters ¥ Time Matters

& RSB = RSB

Chandra Graham Chandra Graham
Graham Matter Graham Matter

@ Add Time () Add Expense Private ) Add Time @ Add Expense Private
Description*: Description*:

Document preparation Package mailing

100 Character Limit 100 Character Limit

Date*: | October 17, 2012 [35] Date®: |October 17, 2012 [73]

Start Time: | 2:00 PM = Quantity: I:l
End Time: | 3:00 PM = Price:
Duration (hrs): Code: |E‘5:'PE|E5:'PE II_Q.

Code: |DOCP | DOCP Qa Mema:

Memo:

5001 Character Limit

To add time, do the following:
a. Inthe Description box, enter a short description of the time entry.

b. Optionally, enter a different date in the Date box (the current date is used by default).

Company Confidential. B Copyright © 2013 LexisNexis. B All rights reserved. 101 0of 102



LexisNexis® Time Matters® and Billing Matters® User Guide

c. Enterastarttime and end time in the respective boxes.

d. Enteracodein the Code box. You can click the Q- button to select the code from a list.
e. Optionally, enter additional information about the time entry in the Memo box.

To add expense, do the following:
a. Inthe Description box, enter a short description of the expense entry.
b. Optionally, enter a different date in the Date box (the current date is used by default).
c. Inthe Quantity box, enter the number of expense units.

d. Inthe Price box, enter the price per unit.

e. Enteracodein the Code box. You can click the Qh button to select the code from a list.
f. Optionally, enter additional information about the time entry in the Memo box.

6. If you want to mark the time or expense entry as Private, select the Private check box at the top of the
time/expense entry form.

7. Click Save.
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