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Obtain the software

Because the majority of customer environments are unique and complex, we strongly
recommend Juris® Suite customers schedule assisted installations and upgrades with
LexisNexis Customer Support. To schedule an assisted installation or upgrade, call us toll
free at 877.377.3740.
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Login and password assistance
Login

1. Launch theduris ® Suite application.
2. Verify or change the company name in the Company box.

% Juris Suite Login

(TSN | exisNexis —g—— 2 -

5

3. Verify or change your User ID in the User ID box.

4. Enter your password in the Password box. Remember that passwords are case-
sensitive.

5. Click the Login button.

6. Ifthe Juris Suite application does not allow you to log in, contact your system manager.
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Change your password

You must have access to the password function to change your password. If you do not,

contact your system manager or administrator.

1. Launch the Juris application, login, and then select Setup and Manage, then Change

Password.

2. Enter your old password in the Enter your OLD password field.

5
]aI Setup apd Manage\Change Password =
Form Vigw Help

=

Changing password for SMGRH = Manager. System

Enter your OLD password

- 2
[ - 3

Retype MEW pazzword far verification - 4

Enter wour NEW pazsward

B
5
o

Far help, press F1

HUM

3. Enter your new password in the Enter your NEW password field.

4. Enter your new password again for verification in the Retype NEW password for

verification field.

5. Save your changes.
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Time management

Change the calendar date range
1. Launch the Juris Suite application.

2. Select the My Calendar function in the My Summary Snap in. A'Snap in' provides
additional functionality, but does not have to be used, if not needed.

3. Use the black arrows to navigate to the appropriate month and year.

Form  View. Toaols  Help

New—[ = Eé.i | X By e i

4. Click the appropriate day. The results are displayed.
5. Display the information in the My Calendar tab.

6. Click on the appropriate button to define the interval that will be displayed on your
calendar. Possible options are Today, Current Week, Current Month, Yesterday,
Last Week, or Last Month.

6
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Customize your time entry view

In the examples in this guide, it is necessary to select a view of the data to provide
instructions, but be aware that as you become familiar with the interface, you will select the
views that suit your needs.Launch the Juris Suite application.

1. Select My Transactions. If you do not see both the My Time and My Expenses Snap-
Ins when you select My Transactions, your administrator has not enabled those for you.
This will depend on the policy at your firm.

;1_‘.—,"" Tody (¥) Enwl!ahe |D:MEM |H|wwcnd= | Hours Warked H!n:tb_::
=¥ My Fitars (35)

5 —» ] Mr.'n‘.'hilm:l -

& Lpprovals (1)

—
2 B-| 1y Tramsactions

o7 Budgrting

[T My Summsry

o Inquiry

N Susissss Yetallcaa s

2. There are many ways to view your time information. In the Display area of the ribbon,
select Grid, Calendar, or Tasks.

3. Once you have selected a Display type that works well for the task you need to
accomplish, select the type of data to be included.
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4. In addition to specifying how the data will be displayed, you can select the type of data
to be displayed. In the My Time area on the left side of the window, select My Time
Today, My Filters, or Approvals.
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Create a new time entry
1. Launch the Juris Suite application.

2. Select My Transactions > My Time > My Time Today.

Current Layouts EZ

Entry Date | Client Code | Matter C

*r My Filters (55)
: QE’) My Timers (0)
a Approvals (0)

3. Click the Grid button.

4. Click inside the Quick Entry Layout and begin entering data. Some fields will be
populated automatically as you enter information. Enter a Client Code, and if
appropriate, a Matter Code. Enter the amount of time to be charged.

5. Save your changes.
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Submit a time entry for billing
1. Launch the Juris Suite application.

2. Select My Transactions > My Time > My Time Today.

3. Select the Grid method to display your time data. Remember that the fields that are
displayed in the grid are customizable.

4. Eachrow in the Quick Entry Layout window indicates a time entry for this timekeeper
for today.

Select one of the following methods for submission, depending on your current needs:

5. To submit a single time entry to billing, right-click the time entry record in My Time
Today and select Submit Entries from the pop up menu.
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® My Time Today

Current Layout: < New =

Tasks | Entry Key Entry Status Entry Date Timekeer
RS o ] H

Open Entries
[&  Spell Check

4 | Start Timer
i | Reset Timer
@) | Transfer Time
Mark as Memorandum
Mark as Ready to Submit
5 ——= [  Submit Entries

38  Delete

6. To submit multiple entries that are not together in the list, hold down the CTRL key while
selecting the entries to be submitted. Right-click any selected entry, and select Submit
Entries from the pop up menu.

7. Tosubmit a range of entries, click the first entry, then hold down the Shift key while
clicking the last entry in the range. Right-click any entry in the range and select Submit
Entries from the pop up menu.

8. Toselect ALL rows, click the gray square in the top left corner of the window. Right-click
and select Submit Entries from the pop up menu.

9. Note that the Entry Status changes to Recorded. The status of Recorded indicates that
the time entries are available to the Billing department to be posted and billed.

$ My Time Today

Current Layout: < New >

Tasks | Entry Key Entry Status Entry Date Timekeeper ID

n v |108s Rmrded 11/9/2011 -
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Correct a time entry
1. Launch the Juris Suite application.

2. Select My Transactions > My Time > My Time Today.

2 —»2
= iy Filters (26}
) My Timens (0)
& approvals (1)

3. Select the Grid method to display your time data. The fields that are displayed in the
grid are customizable. Each row in the My Time Today window indicates a time entry
for this timekeeper for today. For more information about using the Column Chooser
and the Filter Editor, see the detailed online help information.

4. If achange is needed to a time entry whose status has already been changed to
Recorded, the item can be recalled. Note that if the item has already been posted by
the Billing Department, a correction cannot be made.

5. To make a correction, right-click the item, then select Recall Entries from the popup
window.
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T
% My Filters (27) T 1066 siereded i

~~(¥) My Timers (0) 5
@ Approvals (0)

6. The item will be returned to Draft status, and the item can be edited. Make the
necessary changes, and then Save your changes. The item will need to be re-submitted
for billing.
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Set up and view a calendar

1.

Launch the Juris Suite application.

2. Select My Summary.

Vewby  [View by | Rours ||

w'!wlﬂaatu mu'ma_a___ ]

iﬁ My Calendar: by Creator [by Hours to Bil] -
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Verify that the My Calendar tab is selected.

Select the amount of time to be viewed in your calendar in the Select portion of the
ribbon. Options vary from Today to Last Month.

Select whether your calendar will be displayed by Timekeeper or by Creator in the View
portion of the ribbon.

Highlight the data that will be displayed on your calendar in the Fields portion of the
ribbon.

Select the type of data that will determine if a day on the calendar is highlighted in Red.
This is done in the Heat Map Display portion of the ribbon.

Select how you want statistics to be displayed in the Statistics Options portion of the
ribbon.
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9. Select the amount of time that will be displayed in the Calendar Options drop down
menu on the ribbon.

10. Select whether to Show Chart, Show Summary, or Show Teams in the Options portion
of the ribbon.
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View time and expenses from My Calendar

1. Launch the Juris Suite application.

2. Select the My Calendar function in the My Summary Snap-in.

My Summary

i My Calendar 2

4 Movember » 4 2011 »

SM TWTF §
a0 1R s
6 7 8 910 11 12
13 14[15 16 17 18 19
20 21 22 23 24 25 26
7B/2X/W 1 2 3

C

b

r My Views

=

3. Moving to the center of the window, hover over the upper left area of a calendar day to

reveal the Time (the clock icon) and Expense icons.

Thursday

4. Click the appropriate icon to reveal the associated form.

5. Edit as necessary and then Save your changes.

Copyright © 2021 LexisNexis. B All rights reserved.
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Expense management

Create a new expense entry
1. Launch the Juris Suite application.

2. Select My Transactions > My Expenses > My Expenses Today.

= ———
Enries |-='-wm |
“H—LJ.M ool

F T
' My Filters [3)
& tpprovale (1}
@ [1038 Draft] E106 . 020010001
— = ¥ [
g Bl L e
o= i —_—
o = L suchd
| R b T o)
— “.-:. > _I_
“ My Reports. PN, |_ B
2 |
O Codst: | 11| Mamstve: (] Fabe] [l
ez [ | [online research
= L
ity Svme oo [

3. Select the Grid method to display your expense data. Remember that the fields that are
displayed in the grid are customizable. Each row in the My Expenses Today window
indicates an expense entry. For more information about using the Column Chooser and
the Filter Editor, see the detailed online help information.

4. Click in the first available record row to create a new entry. Complete all fields that are
applicable for the new expense entry.

5. Click the Save icon to save the record.
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Submit an existing expense entry

1. Launch the Juris Suite application.

2. Select My Transactions > My Expenses > My Expenses Today.

[a 8] mport Enies
| e Desigrer @) Approval Exitor |

2 — -5 DTS |

¥ my Filters (0)
@ spprovals (0}

g~ [1038 Draft] E106 - 020010001

T N —
Chert: o200 A Gance Unts: 200 -
Mattesr [ooo1 [N Copyrght Mtighsr [ om0 -
Epanse Cods:  [E106 g e S Amourt:  mw-|a
Task Code [ | Summerize: [
Incured By: ane [ AT}
Butge Phase: | 9
s
L Code 1: Naratve: L] [abgiterrT]l
# My Reports Code2 | Online research / -
My Transactions ik -
o Budgeting
[T, My Summary

Editor | Tasks {0) | Status Details | Atachments | Splits

3. Select the Grid method to display your expense data. Remember that the fields that are
displayed in the grid are customizable.

4. Eachrow inthe My Expense Today window indicates an expense entry for this
timekeeper for today.

5. Note that the expense entry can also be edited in two additional portions of the window;
the detail section and the Notes section.

Choose the appropriate selection method below, depending on your needs:

6. To submit a single expense entry to billing, right-click the expense entry record in My
Expenses Today and select Submit Entries from the pop up menu.
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10.

#$ My Expenses Today

Current Layout: < New >
Tasks Entry Key Entry Status * Entry Date Expense Code Client Code Matter Code LUinits
B v |uos Draft 13/1/2011 E106 0200 - [ |
n Open Entries
[& Spell Check
Mark as Memorandum
Mark as Ready te Submit
B  Submit Entries -+— 6
l 3 Delete -

To submit multiple entries that are not together in the list, hold down the CTRL key while
selecting the entries to be submitted. Right-click while selecting any row that was
selected, and select Submit Entries from the pop up menu.

To submit a range of entries, click the first entry, then hold down the Shift key while
clicking the last entry in the range. Right-click any entry in the range and select Submit
Entries from the pop up menu.

To select ALL rows, click the gray square in the top left corner of the window. Right-click
and select Submit Entries from the pop up menu.

Note that the Entry Status changes to Recorded. The status of Recorded indicates that
the time entries are available to the billing department to be posted and billed.

® My Expenses Today

Current Layout: <New >

11/10/2011
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Correct an expense entry
1. Launch the Juris Suite application.

2. Select My Transactions > My Expenses > My Expenses Today.

Jurs Sulte: | Jums Test Datal - [MAH]

"ﬂ"_"i‘n: Curment Layout: < New >
Tasks | Entry Key Entry Status | Entry Date Expense Code Chent Codde: Matter Code Linits: Amount: -
v |0 Deaft 1100 Eide 0200 0001 200 200.00 -
2 —p S IIEENNET |
¥ My Filters (0}
& appravals (0}
% [1038 Drafi] E106 - 020010001
Date/Tme: | 1yl | | ra
Chert {0200 o A GenCo
Matter: o001 MO Copyright
Bgense Code:  [E106. == AT Oning ressarch
TaskCode: | s AT
TEeeE % "-7.,:.4{1"
-
T
<& Budgeting o _ ||| Morste: L babed bl |l
Codez | Online ressarch
[T} My Summary 5 1
S Coded |

3. Select the Grid method to display your expense data. Remember that the fields that are

displayed in the grid are customizable. Each row in the My Expenses Today window
indicates an expense entry.

4. If achange is needed to an expense entry whose status has already been changed to
Recorded, the item can be recalled. If the item has already been posted by the Billing
Department, a correction cannot be made.

5. To make a correction to an item that has been recorded, right-click the item, then select
Recall Entries from the pop up window.
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| Refiesh Save Delete Print

I

6. The item will be returned to Draft status, and the item can be edited. Complete all
necessary changes, and then Save your changes. The item will need to be re-submitted
for billing.
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Budgeting

Set up a new timekeeper budget

1. Launch the Juris Suite application.

2. Select Budgeting. (This option is available via a Snap-in.)

3

Save’ --.-w----—-..] Copy Y =
- | = ase
4 -ﬁ 2’ MNew Timekeeper Budget
: 1_0 Mew General Ledger Budget
E 3 New Client Matter Budget
B
= e

Ploiseirs ||
b General Ledger
Timekeeper
Chent Matter

| Budget Code | Diate Created

Last Modified By | Last Modified ...

3. Click the New Budget icon from the task ribbon.

Note that a drop down menu displays. Select the type of budget to be created. Click the
New Timekeeper Budget.

The Select Timekeepers window displays. Enter a name for the new budget in the
Budget Name field.
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11.
12.

13.

© © ® N o

Enter budget information and select Timekeepers.

§ ——— Budget Name |Reorg Budgst

7 ——— Budget Code |RB |

8 1> bodgetvear [t -]

9 — g Budget Description ‘ Rearganize cost functions -

-

| [ Import Actuals-¢—— 6

Select Additional Views

Expense View
Task View
Fee View

S cea—

> | (=) Views
- = Drag a column header here to group by that column
: Expense Codes Selact 1d | Timekeeper Personnel Type
= Task Codes g ] BIS Smith, Barjamin 1. —
|| |} DM Marris, Douglas J. Partner
|| [} FIRM FIRM, Timekeeper Other
] || JRP Perrra, Juan R. Assodate
B & KAT Takoma, Kimberly A, Paralegal
] |l LAH Herron, Lee Ann Assodate
B |l MAB Benova, Magda A. Legal Assistant
B || MAH Harrision, Mike A. Partner
BN | &} MEC Carter, Michelle E. Paralegal
B [} SGT Thomas, Susan G. Assodate
B [ TR Randall, Timothy L. Paralegal
12
13— ok || Cancel

Click to check Import Actuals if you want to import actual costs.

Enter a budget code in the Budget Code field.

Select a Budget Year from the pull down menu in the Budget Year field.

Enter a short description of the budget in the Budget Description field.

Using the check boxes, click to check the views to be included; Expense View, Task

View, or Fee View.

Highlight the view that you want to review under Select View.

Click to check the Timekeepers to be associated with the budget. Note that to change

the format of the Timekeepers view; you can drag any column header to the gray

column header portion of the Timekeepers pane.

Click OK to save the budget.
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Set up a new general ledger budget
1. Launch the Juris Suite application.

2. Select Budgeting. (This option is available via a Snap-in.)

Save Py op 5
ﬁ i % MNew Timekeeper Budget
4 _:, 0 New General Ledger Budget
'E 3 Mew Client Matter Budget
Bud|
Bud f
Plovcoess ||
| General Ledger
—  Timekeeper

|~ Client Matter

|~ Client Matter Phase
I~ showal

L nad

3. Click the New Budget icon from the task ribbon.
4. Note that a drop down menu displays. Click the New General Ledger Budget.

5. The ImportGL window displays. Enter a name for the new budget in the Budget Name
field.
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ImportGL
- Instructions
174 | Enter budget information and select GL accounts to impart.
5 ————# Budget Name |Relocation Funds | 7] 1mport Actuals4—— 7

6 —— Budget Code RLF |

81— oudgetvear @1 -]

9 ——# Budget Description |Relocation through 2012 -

b

10— b Accountievel (|| Drag a column header here to group by that column —|

jb =) Select Account Level _ | E||
3 .. Main Account I Selected Main Account Account Name —

bV 138 Cash - Operating

1002 Cash - Trust

1003 Cash - Petty

1004 Cash - Investments/Savings

1005 Cash - Prepaid

1010 Furniture and Fixtures

1011 Equipment

1012 Automobiles

1013 Real Estate

1014 Leasehold Improvements

1015 Library

1019 Other Assets =

—m OO0 O0EEO0E 3L

12— o || cancel |

o
-

6. Click to check Import Actuals if you want the General Ledger to import actual costs
during the creation of a new budget.

7. Enter a budget code in the Budget Code field.
8. Select a Budget Year from the pull down menu in the Budget Year field.
9. Enter a short description of the budget in the Budget Description field.
10. Select the Account Level to be viewed.
11. Click to check the accounts to be associated with the budget.

12. Click OK to save the budget.
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Set up a new client matter budget
1. Launch the Juris Suite application.

2. Select Budgeting (available through the use of a Snap-in).

% New Timekeeper Budget

i# 0 New General Ledger Budget

4 ‘_?] New Client Matter Budget [BudgetCode | Date Created
B |

Plovigeng

b General Ledger

- Timekeeper
Chent Matter

3. Click the New Budget icon from the task ribbon.
4. Note that a drop down menu displays. Click the New Client Matter Budget.

5. Inthe Client Matter Budget window that displays, select a Client and Matter.

Remember to use the ellipses icons (... button) to display a list of items from which to
select your entry.
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Cient Matter Budget

‘ Select the Client and Client Matter for the new budget. Add Budget Name and year. Optionally you may add
phase information and select additional views. Finally select the task codes for the budget.
Select Matter
5<I:Iult 0223 /A0 George Willis
atter |Dﬂﬂ1 ___|N{1} Copyright
Budget Information
Phase Options -————11
6 Budget Name | | 6w Fundsiliradang | =
¥ Budget uses Phases
7 Budget Code |GWF | Iludget"h{ar E_W_ 8
10 < Select Additional Views Phase Number 0 |
|| Expense View Start Date
11/10/2011 -
1|2 1|3 ] [¥]Fee View T
111/10/2011 -|
Select Task Code Description e
» B B100 Administrabon -
| B110 Case Administration
B B120 Asset Analysis and Recovery
B B130 Asset Disposition
| B140 Relief from Stay hil
14— o || cancel |

Enter a name for the new budget in the Budget Name field.
Enter a budget code in the Budget Code field.

Select a Budget Year from the pull down menu in the Budget Year field.

© © N o

Enter a short description of the budget in the Budget Description field.

10. Click to check the views to be included in the Select Additional Views field; Expense
View, or Fee View.
11. Click to check Phase Options if the budget uses phases. If the budget uses phases,

indicate a Phase Name, Phase Number, Start Date, and End Date. Refer to the detailed
online help for more information regarding using Phase Options.
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12. Select the Select Task Codes tab if the budget will be task based. Click to check the

task codes to be used.

13. Select the Select Expense Codes tab if the budget will be expense based. Click to

check the expense codes to be used.

14. Click OK to save the budget.

View existing budgets
1. Launch the Juris Suite application.

2. Select Budgeting (available via a Snap-in).

3. Highlight a budget type in the Budgeting menu.

!mpqu:t m.s*rmu:s || Rafn::l'\ or Unlack

4. Budgets are displayed in the Budgeting [My Budgets] window. Note that the type of
budget displayed is controlled by the type of budgeting selected.
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Reporting

Create a new reports folder
1. Launch the Juris Suite application.

2. Select My Reports(available via a Snap-in).

Active Summary

Add" Edt Copy Defele Previw

Wﬁ”m Delete
Falclers -
F=ite

1 Launch Juris Suite.

2. Select My Reports.

3. Click the New icon in the toolbar.

4 Select New Folder from the drop down menu.
5 Overtype the name for the folder.

3. Click the New icon in the ribbon.
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4. Select New Folder from the drop down menu.

5. Over-type the folder name, New Folder, with one that is more meaningful.

n Reports [My Favorites]

Folders + - | [ Report Favarites
I}, All Favorites
Il Agreements

Il Tax Alignments

e Focer | ol
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Rename a reports folder
1. Launch the Juris Suite application.

2. Select My Reports (available via Snap-in).

n Repori=z
- T
| i~ My Favorites

3. Highlight an existing report folder.

4. Click the Rename icon in the ribbon.
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5. Edit the report folder name as necessary.

6. The report folder name is changed.
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Delete a reports folder
1. Launch the Juris Suite application.

2. Select My Reports (available via Snap-in).

n Repori=z
- T
| i~ My Favorites

3. Highlight an existing report folder.
4. Click the Delete icon in the ribbon.
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4

l

e o 1 e i o
:Fnl-fr;:fs wa Rename Delete Lock Mar\age!

5. A pop up window containing a warning displays. Verify that the folder must be deleted
by clicking the Yes button in the warning pop up. If you do not want to delete the folder,
click the No button. Once you click the Yes button, the report folder is deleted.

Delete Folder

This action will delete this folder and all sub-folders. Any Favorites
! contained in this folder or any sub-folders will be unassigned.

This action cannot be undone, Do you want to continue?
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Review a client’s bill
1. Launch the Juris Suite application.

2. Select Inquiry > Client/Matter Inquiry pane (available via Snap-in).

ek atter Inquiry Conflct Inguiry

2 » OIS S S

Frnl: Espot |

o Fegs

& Expenses

=l Hl"i—
Unpaid Balls
:

- Receipts

& Tt

& Client Details

@& Matter Details

Clent ou-m e [T :>_ 4
Matter {l mn

F!uu!u- 1 record(s)

Dvag a column header here to group by that column

Code BlCate |Type |BiNumber | Amount | AR Eslance Dus | Comment |
¥ el 4302008 |0l 6 §21,000.00 $1.000.00 | From bil 25

* My Reports

T My Transactions

o5 Budgeting

T My Suminary

o Inquiry

" Busimess Intelligence

3. Inthe function ribbon at the top of the window, select a content request in the Content
area.

4. Select the client, or both a client and matter, record that you would like to view in the
Criteria area of the Client/Matter Inquiry pane. Note that if you leave the Matter field
blank, all Matters for the selected Client will be displayed. Either the Client name or the
code can be entered in the Client field; however, the client number will be displayed with
the results by the system.
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5. Right-click the bill record you want to view a copy of, and select View Bill from the pop

up menu.
wa Client/Matter Inquiry
Criteria
Clent (0010 - |ALT)
Matter |um|:| |N{2}

Results - 1 record(s)

Drag a column header here to group |

AR e g

View Bill —-a4——

5
Auto Size Columns

Auto Size Rows

6. The copy of the bill may be printed or e-mailed.

7. Close the window.
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Inquiry

Perform and review a conflict inquiry
1. Launch the Juris Suiteapplication.

2. Select Inquiry > Conflict Inquiry (available via a Snap-in).

Conflicts 1.1 ]
T Clicet/Malter Iy = ‘m N ..
] ‘ﬁl.l'l Date Search Text Description |

- | Conflict Inquiry ——i—

ER | Corlict Ingury Kenords [Court -—3 ] s seareh] 4

Conflict Results <¢——25
DateofSearch  SearchPattern  NemberofWits |
11/10/2011 Court 1

Matter Notes

#_ My Reports

R el 0410 0000 TachGroup General  1/1/20083/17/20090 Sourt man Hamslon: “’"‘"d""“ mavhars toba

™ My Summary

= wnquiry

1 Business Intelligence

3. Type your search criteria in the Keywords field.

® |f you want to search for any record that includes at least one of several criteria that
you specify, separate the search criteria by the word OR.

® |f you want to search for records that each contain more than one word, you must
include the word AND before each additional search criterion.

® |f you want to search for records that contain your search criteria, but not an
additional criteria that you specify, that criteria must follow the words AND NOT.
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® |f you are not sure of a single character within your search criteria, a question mark
(?) may be used in place of a character. You can use more than one question mark
(?)in a search.

® |f you are not sure of more than one character within your search criteria, an asterisk
(*) can be used in place of more than one character. You can use more than one

asterisk (*) in a search.

® Quotation marks (" ") can be used to surround a string to be used as search criteria.
B Special characters can be included in the search criteria.
4. When you have entered all of your search criteria, click the Search button.

5. The results are displayed in the lower portion of the window.
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Save, print, delete, or email conflict inquiry results
1. Torun a conflictinquiry, follow the steps in Perform and Review a Conflict Inquiry.

2. To save the results, click the Save Results icon.

Juris Suite: [Juris Test Data] - [MAH]

= My Conflicts

Run Date Search Text
11/10/2011 Court 3

[
?
i

BEEERBEBEBE B

3. The saved search results are available in the My Conflicts area.

4. To delete the saved search results, highlight the saved search results in the My
Conflicts area, then click the Delete Result icon.
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Save or delete a conflict inquiry search for re-use

1. Torun a conflictinquiry, follow the steps in Perform and Review a Conflict Inquiry.

2. To save the search pattern that was used in the Keywords field, click the Save Pattern
icon.

Conflict Results

3. The saved pattern will be displayed in the Conflict Inquiry area. Saving the search
pattern allows the search to be repeated easily on new data.

4. To delete the saved search pattern, highlight the saved search pattern in the Conflict
Inquiry area, then click the Delete Pattern icon.
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View a client’s account information
1. Launch the Juris Suite application.

2. Select Inquiry > Client/Matter Inquiry (available via a Snap-in).

Juris Suite:

[Qurs Test D

; ﬂ' ; A 7 U [ ———
eset | Fivotorid  Reset  Field
Defaults | Fielde  Divotorid Permissions

*| wa Client/Matter Inquiry

Criteria

2 i Client /Matter Inquiry
R General Client | |Nﬂ.‘r
Fees Matter | ...|N(ﬂ}
Expenses
Bills Results
Receipts
Trist Prepaid Balance Date Opened
Client Details Last Bil Date Billing Timekeeper
Matter Details Last Payment Received Practice Class
m (e %" || Last Time Date Last Expense Date
T e
| Timekeeper  Percentage Timekeeper  Percentage
Results
Drag a column header here to group by that column
# My Reports

3. Inthe function ribbon at the top of the window, select a content request in the Content
area.
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4. Select the client, or both a client and matter, that you would like to view in the Criteria
area. Note that if you leave the Matter field blank, all Matters for the selected Client will
be displayed. Either the Client name or the code can be entered in the Client field;
however, the client number will be displayed with the results by the system.

wa Client/Matter Inquiry

Criteria
Clent (0200 -+ | GenCo > 4
Matter (0000 - |N2  General
Results - 5 record(s) +—— 5
Prepaid Balance £0.00 Date Openad 05/09/2008
Last Bill Date 04/30/2008 Billing Timekeeper MAH
Last Payment Received  01,01/1300 Practice Class 20
Last Time Date 05/08/2008 Last Expense Date 05122008
Originating Timekeepers Responsible Timekeepers
Timekeeper  Percentage Timekeeper  Percentage
MAH 100.00%

[ Resits f&— 6

Drag a column header here to group by that column

121+ days $575.00 £108.70 $683.70 $1,025.00 £63.30 $1,088.30

5. The number of records returned is displayed in the bottom portion of the window.

6. The results of your inquiry are displayed in the Results pane. Select the Results tab to
display the selected records in a dynamic grid. Select the Analysis tab (not shown in the
example above) to complete a pivot analysis of the selected records.

7. Click the appropriate icon to print, export, or e-mail the results of your inquiry.
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8. You can indicate whether the first 500 results of the inquiry, or all of the results, will be
displayed. Select Top 500 Records to view the first 500 results or All Records to see
the entire set of results.
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Customize your client/matter inquiry results

1.

Before you can customize your inquiry results, an inquiry must be run. To run an inquiry,
follow the steps in View a Client’s Account Information.

To resize a column, click the column border and drag it to make the column larger or
smaller.

To rearrange the columns, click the column name and drag the name to the new
location, and then drop the column.

To sort the presentation order of the data, click the column header for the data that will
drive the re-sorting. The arrow beside the column header indicates whether the data
are sorted in ascending or descending order. You may toggle the sorting order by
clicking the column header again.

To add a new column, right-click in the header of any column, and select Column
Chooser.

On the Column Chooser window that displays, columns may be added to your display
by highlighting the column or columns, then clicking on the right arrow icon. Similarly,

columns can be removed from your display. Remember to click the Save icon to save
your changes.

To show data related to Sums, right-click in the top half of the gray bar at the bottom of
results display below the column you wish to total. Select Sum, Min, Max, Count, or
Average from the popup that displays. The sum information is displayed in the top
portion of the gray bar.

To filter your returned data, hover over the column heading for the column that contains
the data you want to use in your filter. The filter icon displays. Click on the filter icon, and
a popup containing the data in the selected column is displayed. Select the data that
you want to filter for. Only the data associated with the selection is displayed, and a
Filter Bar displays. To remove the filter icon, click on the filter icon and select Alll.
Alternately click the X beside the Filter Bar.

The results may be grouped, and sub-grouped by any column. To group by a column,
drag the name of the column to the area marked with the text Draft a column header
here to group by that column. Click the plus sign beside each group of data to view
the details. To show the data by sub-groups, click another column name to the same
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area of the window. Sub-totals can be added to each group by right-clicking in the
column where you want to display a sub-total. Select the type of data you want to see in
the popup menu.

10. Vertical and horizontal scroll bars allow you to view all of the data.

11. The changes you make will be available on future inquiries but are available only on
your display and do not affect other users. Also, any changes you make can be undone
easily by clicking the Reset Pivotgrid icon.
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Business intelligence

Create a dashboard
1. Launch the Juris Suite application.

2. Select Business Intelligence (available via a Snap-in).

H%ﬁ

Sauewml&h&lmnﬁm

—n]

Distrbuted Reparts

! Gauge

_l_..‘_ Image

[£F] =

EI Metric

1= Cache Uisabled "F- Grect Connector .1

3. Select theDesigner tab.

4. Selectthe In Progress tree category.
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5. Click the New button on the Dashboard tool ribbon.

6. Click inside the Name field within the Properties area. Enter a Name for the
dashboard by overtyping the temporary system-provided name.

= |

S Viewer 5

[SHizg Published
[=HE Juris Analytics
— B Biling Cyde
& Roling Realization Distributed Reports
& Frm Summary —
[=him InProgress Gauge
L4 EEEEr T ——

4 NewPage-—— 9 E'_; Image
D Copy Dashboard kPl

Delete Dashboard E‘ Catiis

Publish Dashboard

| QH = Reorder Page

B Misc -
Description on boarding i [costs

EC S 0 tosrding

OceanMist
User

7. Click inside the Description field and provide a brief description.
8. Select a Theme for the Dashboard from the pull down menu.

9. Create a new page by right-clicking the name of the dashboard and selecting New
Page.

10. The new page form displays. Use the Name field to rename the page.
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11. Once you have a Dashboard and at least one page, you can start using the Display Grid
and Visualizers.
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Add a Visualizer
1. Launch the Juris Suite application.

2. Select Business Intelligence (available via a Snap-in).

Jurss sute [Jurs Test Gata) - [SHGR]

Da e ey

Refresh || Impart Expert Update |
Visuslrers:

SN -
el

Bl Cooy Delete || Mew  Cooy  Delets

Should the cell be expanded. Only vald
if Wrap \With Border i true.

3. SelecttheDesigner tab.
4. Highlight the page on which a Visualizer must be added to the grid.

E Caleulstion
E Chart

Distributed Repans

Image
E KF1
E Metric
=7

|
o] o |

® fm T
i o
2]

5. Select the appropriate Visualizer with the left mouse click and drag it to the desired
location on the Display Grid. The Visualizer will appear with sizing squares. Adjust the

size.
6. Use the Properties node to make adjustments.
7. The Overview pane will show a miniature view of the grid.

8. Click the Save button on the Dashboard tool ribbon.
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Glossary

ABA — American Bar Association

UTBMS — Uniform Task Based Management System codes. A complete list of UTBMS codes
is located on the ABA web site.
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Shortcuts and navigation

Function

Delete

Duplicate the value from the previous entry

Expand a text code in time or expense narrative

Insert a new line in a narrative field

Navigate to a new field

New

Open

Open a new time entry form

Refresh current view

Save

Select Form

Spell Check

Accomplished By:

Alt+D
If available, the Delete icon
Form > Delete

F11

Ctrl + Spacebar
Ctrl + Enter
Ctrl + Tab

Enter key
Tab key

Ctrl+ N
Form > New

If available, the New icon

Ctrl+O
Form > Open

Ctrl+T

F5

Ctrl+S

Form > Save

Click the Save icon
Alt+F

F7
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