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Practice Management Face-Off:
Time Matters vs. Amicus Attorney

By Brian Cameron, David J. Bilinsky and Daniel E. Pinnington

Session Description

Practice management software goes far beyond its case management roots:
it is now the killer software application. Take control of your time and
practice with this powerful tool. Practice management software helps you
better serve and communicate with your clients, and complete all tasks
necessary to handle legal matters and manage a law office. It can also help
you avoid malpractice claims. See a side-by-side comparison of two of the
more widely used case management products handling four common tasks.
Regardless of which practice management product you ultimately use, this
session will demonstrate why you can't afford not to use it.




Introduction

Practice management software should be operating as the central nervous
system in every law office or legal department. Why? Quite simply, because
there is no better way to supercharge your practice or department by
putting all the key information on every matter at the fingertips of every
lawyer and staff person in the office. This software will make your office or
department more profitable by making everyone more effective and
efficient. As an added bonus, it can help prevent common errors and
mistakes, including those that can lead to malpractice claims.

The presentation for this session will feature a side-by-side live
demonstration of how two widely used practice management products

handle four common series of law practice related tasks. These task
scenarios are as follows:

1. Taking a call from potential client, checking for a conflict of interest,
getting basic information and scheduling a meeting;

2. Using document assembly to generate an initial client meeting
confirmation letter to the new client, and docketing the time to do this;

3. Receiving an e-mail document from a client, filing the document in the

matter, checking the status of the matter and responding to email, and
docketing time; and

4. Showing the routine lawyers go through at the start if a new day in
terms of reviewing deadlines, limitations, outstanding communications and
to-do’s.

This paper covers what is presented in the session, including screen shots
showing in detail what you would see as you complete these four task
scenarios.

Practice Management Products Compared
The two case management products demonstrated in this session are:

e Versions V+ and X of Amicus Attorney by Gavel and Gown Software
(www.amicusattorney.com). Version V+ has just recently been
released and is an upgrade to the traditional Windows line of Amicus
Attorney (comprising the Organizer, Advanced and Client-Server
versions). Version X is a new version that runs within Internet
Explorer. In this paper we will deal with Version V+, as that is the
version that is being used by the vast majority of users.

e Version 6.0 of Time Matters (www.timematters.com) by DATA.TXT
Corporation. The screenshots in this paper are of Version 5.0, which is
not substantially different than Version 6.0. Version 6.0 included a
BlackBerry® link, an easy to use Outliner/Case Planner, a whole new
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level of Outlook® integration including background AutoSync, and
more.

These two products were chosen for the face-off demonstration as they are
currently the two most widely used case management products in the legal
profession. This is not meant to be an endorsement of either of these
products relative to the dozens of other similar products that are available;
rather it is intended to give session attendees an idea of the features and
abilities of practice management software.

Other popular practice management products include:
» Prolaw or Prolaw Ready (for smaller firms) (www.prolaw.com/)

» PracticeMaster (www.practicemaster.com/) from the makers of Tabs3

» Client Profiles (www.clientprofiles.com) an integrated legal accounting
and practice management system.

» Computer Law Systems, Inc. (www.clssummit.com)
Corprasoft (www.corprasoft.com) — Corporate Law Departments

A\

» LawStream (www.lawstream.com) — an integrated legal accounting
and practice management system.

» LAWTRAC (www.lawtrac.com) — Corporate Law Departments

» Legal Easy, Inc. Attorney's Assistant (www.legaleasy.com) — Family
Law Office Suite

» Legal Files (www.legalfiles.com/)

» LextraNet (www.lextranet.com) — Web-based litigation support and
case management

» Needles (www.needleslaw.com)

» PCLaw (www.pclaw.com) — this is a legal accounting system that has
added practice management features in their latest version 7.

» Perfect Law (www.perfectlaw.com)

» ReallLegal Practice Manager (www.reallegal.com)

Study the examples and features covered in the presentation and these
materials as aids that help you focus on how practice management
applications might improve the productivity of your office. To discover more
about the competing products, visit the vendor websites and the Technology
for Lawyers exhibits.

Practice management products have each has grown and expanded their
scope — partly as a result of the intense competition among them. Some see
the environment as one of co-opetition: all users of practice management
software products stand to benefit when products integrate as much as
possible with other common software applications such as accounting
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systems, document managers, document automation systems and the like
so that practice management software products as a class become the nerve
centers of a lawyers' desktops. The continual leapfrogging in new
developments, the introduction of customer-requested additions, the
enhanced abilities offered by new operating systems — all of these and more
have allowed the practice management applications to continue to grow and
to offer more and more features and functionality to practicing lawyers.

The Major Premise of this paper is that there is never one product that is
best for all situations — each practice manager on the market has its own
strengths and weaknesses. What is important is to evaluate each of the
products in light of your practice and determine the best choice for you.
While the core functionality of all practice management products is
essentially the same, their features vary a great deal. They have very
different screen interfaces, require different network hardware and software
configurations, and vary in the other software products they interface or link
with, a key factor with respect to accounting and billing. Ultimately anyone
looking to purchase practice management software should carefully review
the available products to determine which one best suits their individual
needs.

Following the task comparison, we summarize Amicus Attorney and Time
Matters, looking at issues such as cost, versions available and other
comparison data.

Finally, there is a detailed discussion of how to select and implement
practice management software.

Practice Management Software - The Basics

This section of the paper reviews some basic background information about
practice management software.

Practice management software, originally called case management software,
is a powerful tool for bringing efficiency to any size law practice or legal
department. While it got its start in the world of litigators, hence the
original "case management” label, practice management software has
evolved to the point that it is for everyone, litigator and solicitor alike, and is
equally useful for those in corporate legal departments.

There are many lawyers using Microsoft Outlook for e-mail, and a significant
portion of those lawyers also use it for contact management or as a
calendar. While Outlook is a reasonably good general-purpose personal
information manager, it is not specifically designed for use as a law practice
management tool. It is contact centric, not matter centric. Lawyers work
and think in terms of matters. There are several excellent case or practice
management programs specifically designed to help lawyers manage their
law practices. These programs are matter centric, not contact centric.



Ultimately anyone using Outlook should seriously look at moving to one of
the law office specific practice management products.

Practice management programs are more than fancy calendars, with
collections of e-mails and addresses. They have evolved into complex
"practice management systems" that contain, in one database, almost all the
information you need to run your law practice. When used properly, a case
management program unifies all the data about a client, potential client or
matter into a single point of reference. What this means for the practitioner
is the ability to draw relations between events and information gathered
over long periods of time by matter, documents or people, and bring them
to bear on a particular issue or matter in an instant.

For example, Time Matters uses the metaphor of a time-line. From the
time-line tab on a particular matter, the entire history of a particular matter
can be viewed. The time-line displays all billing, email, notes, phone calls,
documents created, documents scanned, legal research, events, and to dos
(open and completed), showing the state of these items, who did the work,
how long it took, and when it was done. See Task 3 at page 48 for the
Timeline. Other information pertaining to a matter or contact can be viewed
through the related tab.

Amicus Attorney presents all matter information using the metaphor of a
traditional paper-based calendar and contact book. You can easily see this
from the screenshots of Amicus Attorney throughout the paper.

The ability to quickly identify all of the people related to a given matter, to
review the history of e-mail communications and notes related to that
matter, to view all of the past and upcoming events and deadlines, brings a
high degree of efficiency to these necessary if mundane tasks. The status of
a given matter can be assessed with a few clicks of a pointing device,
without the need to find and review a physical file.

For those willing to put more effort into customizing a particular application
the rewards can be even greater. Practice management programs can be
customized to create rules based scheduling. For example, when a matter
has been set for trial, the program can calculate all of the case management
deadlines based on the trial date. Changing a “contact” record from a
potential client to a client code can launch a word processing application,
prepare an engagement letter and even a first set of draft documents for a
particular type of client.

Most of the practice management programs allow for quick and easy
synchronization of the information hosted on the office server with a remote
version of the program run off the network while away from the office.
Taking a synchronized data set on a laptop computer generally provides far
more case management information than can be synched to a personal
digital assistant. Of course, you can still synchronize to a PDA if the laptop
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is too bulky to carry. Many of the practice management products now have
Web versions that give you full access across the Web through a Web
browser to all information, just as if you were sitting at your desk.

Not only can case management software help you better manage your
practice and be more profitable, it can help minimize the chance of a
malpractice claim. To understand why this is so, here is a quick review of
the most common types of mistakes that lawyers make - it is not a failure to
know or apply the law.

The Types of Errors Lawyers Make

Chart 1 - Comparison of Claim Count,
by Description of Loss, 1989-2003

All Other T
Inadequate Discovery of Facts/Invest
Fail to Know/Ascertain Deadline
Failure to React to Calendar F———
Fail to Obtain Clients Consent s
Failure to File Docs &=
Failure to Know/Apply Law &=
Poor Communication w Client ==
Failure to Calendar ==

Conflict of Interest , >1 Party ==

Procrastination

Fail to Follow Client's Instruct.

0.0% 10.0% 20.0%

Chart 1 contains claims count percentages by description of loss for the
Lawyers’ Professional Indemnity Company (LAWPRO). LAWPRO is the sole
provider of professional malpractice coverage to lawyers in the province of
Ontario. Ontario lawyers in private practice are required to have professional
malpractice coverage. Malpractice errors in the US have a similar
distribution.

At the end of 2003 there were about 20,000 lawyers in private practice in
the province. The claims represented in Chart 1 occurred over a 14-year
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period, from 1989-2003. These claims number in the thousands and
represent many millions in dollars of claims costs. Under the LAWPRO
program, all claims are categorized with a description of loss representing
the type of error that was made. From this information it becomes apparent
where the common mistakes are being made.

Most lawyers are surprised to learn that a failure to know or apply the law
only accounts for about 7% of malpractice errors.

The most common error is a failure to follow client’s instructions, which
accounts for almost 23% of errors. This description of loss category is
perhaps a bit of a catchall for other types of errors. However, in essence, on
these matters it was unclear as to what instructions where given or not
given by a client. These types of claims usually occur because there are no
notes in the lawyer's file and/or no letter to the client confirming
instructions, and the client’s recollection is different than the lawyer’s
recollection as to what was said or done.

The second biggest cause of claims is procrastination. It accounts for just
over 15% of the errors that occurred. The predominance of this type of
claim is not a surprise to most lawyers - it is human nature.

The next three most common types of errors are conflict of interest/acting
for more than one party, failure to calendar, and poor communication with
client, respectively at approximately 9%, 8% and 7%. Notwithstanding that
they are easily preventable, together these three errors account for almost
25% of LAWPRO’s claims portfolio.

The most common malpractice errors share a number of common
characteristics relevant to the discussion in this paper. In particular, they
are all easily preventable through the use of practice management software.
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Face-Off: Handling Common Tasks

These are the tasks we ask the spotlighted practice management products,
Time Matters and Amicus Attorney, to perform:

1. Initial Contact with a Client

Taking a call from potential client, checking for a conflict of interest, getting
basic information and scheduling a meeting

2. Send a Letter

Using document assembly to generate an initial client meeting confirmation
letter to the new client, and docketing the time to do this

3. Respond to a Client Email

Receiving an e-mail document from a client, filing the document in the
matter, checking the status of the matter and responding to email, and
docketing time

4. Start a New Day

Showing the routine lawyers go through at the start if a new day in terms of
reviewing deadlines, limitations, outstanding communications and to-do's

In the ensuing pages, you will see step-by-step, illustrated descriptions of
how lawyers and staff can accomplish these tasks aided by Time Matters,
Amicus Attorney and other applications to which they link.
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TASK 1 — Initial Contact with a Client

Take a call from a potential client, check for conflicts and
schedule a meeting

This is a basic function that is performed in law offices hundreds of times a
day. Failure to pick up on a conflict of interest can result in the
disqualification of a firm from continuing to act on a current file — potentially
costing the firm not only thousands of dollars but also resulting in the loss of
a client and gaining the firm an ethical violation in the process.

Accordingly, any practice management product must be able to surface
potential conflicts quickly and easily — hopefully before matters progress
beyond the disqualification point. Here is how both Amicus Attorney and
Time Matters would handle this task:

Task 1 — Time Matters:
Assistant takes a call from a prospect

The assistant in our example, Allison Monroe, starts with the Contact List on
her screen. When she answers a phone call from Jane Doe, Allison just starts
typing the last name.

=]

indow Process Help - g

28 Time Matters 5.0 - Training Mode - Active Practice LLC - [Contact Name]

&I
BT oep: 585Ela A6 3560

Inbox [aily Contacts Matters  Phone  ToDo's | AddDoc AddEma  AddMot AddPhoddTod Alerts  Conflict AddBil TSheet  Help

'1: File  Edit  Wiew  Calendar  Database Mail Billing Report  Search

Contacts Ad Phone Message Options

| Filter [&1l Records

|| View [Summan View

Click the Add Phone Msg icon

Al |Elient Address | Clients | Courts | Experts | Fatential |Vend0rs | A5k |

Last First Firm tdain — Jane Doe Main £12-791-5555
D'ambrose M T h 561-555-82 A - Fax 612-791-5556
Damigella A ype the name 954-555-71 1 —_ _ wells Fargo & Company Alt

Digtrict Court Tor ... 301-555-89 7 |= 700 Marquett Ave,

oe ahe ‘wiells Fargo & Company 512-555-55] ——— =  Minnepolis MM 55402

Englizh Migel Slale Allorney s Office 305-555-64

(1) At the Contacts list, Allison begins typing the caller's name. Instantly
Jane Doe’s name is highlighted. (2) Allison clicks the Add Phone Message
icon.
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1 Phone Call - &dd
File  Edit  VYiew Process Help

E Save & Close E Save ik < x Delete F:]J ag [ - @ % b:| Eﬁ =) @ @ Cancel @

1

Date 1/15/2004 2] #|Thu Time [ 1 0:52am I | #] Code [PCLIPH Client R |
Subject | | Staff CHF  Conference A g
) ExP Expert
Fiegarding [Jane Doe I FCLl  From Clients 3
FLU  Follow U
Y P
M | ” |; IMFO  Info Request E
Phanel [ | 2] Phone2 | NV Investigator ]
. . . . _ |OPC  OppCnsl
Reminders |:| [ Folow [ Done [ Matify [ Hide [ Trigge 8 e OROR DrpdperF'n;ts :l
SendTa  [B5M |£| Frarn | PER  Personal i‘! v =

Message  [Phone Call - - _‘!‘I v Avtobsg
2 3 Choose a Code
" Bead ™ Unread [ Perzonal [~ Hoald [ Urgent [~ OnHald [ will Call

B Memo

The Phone Call form pops up. (3) Allison selects a Code that best describes
the type of Phone call. Choosing PCLI for Potential Client automatically
causes several other fields to fill in.

>

=

#1 Phone Call - Add

Fil=  Edit  Wiew Process Help d h P
H savesClose B save | <5 40 and whom itis To

1

Select who the call is In From

Date [ 17152004 =] #|Thu Time | 11:15am [l | #] Code [FCLIPtH Cliert
Subject  [Fotential Clent | Staff [A5MIAllison §. Monroe
Regarding  |Jane Doe ||

[ From I | é:]’ | [\w/ells Fargo & Comparny

Phonel B12-655-5005 Q Phone2 |612-555-5556

Reminders | | I Fallow [ Done ™ Matify [ Hide | Trigger | Feview | Bilable [ Priva
SendTo  [RSE | #] Fom [258 ] W Msg [ Emal [

hMezzage |F'h|:|ne Call from Jane Doe - B12-555-5655

(4) Allison selects Jane Doe’s name from a pop-up list in the In From field
and (5) types the initials of the person to whom the call was made, RSB, in
the To field. Based on these two entries, the rest of the Phone message fills
in automatically with Jane’s company, phone numbers, and a Time Matters
Message for RSB, the attorney Jane Doe was calling. Allison saves the Phone
Call record and it is automatically sent to the attorney, Robert S. Brown,
with a Time Matters Message.
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Attorney opens the Phone message and looks up the caller

‘& TM Messenger - RSB |Z| |E| E|
ECABEREee AxlEla o
From Date Time | Meszage
| 141572004 12:10PM . Phone Call from Jane Doe - 612-555-5555
15 BEA 11572004 11:07AM Phone Call from Betty Arthur - 305-555-9033
L& BEA 1415/ 200 4t CLE AR =
E ™ 113200 Time Matters Message arrives
Tl VCM 34264200 :
%] RSB /20,901 on attorney s screen hin?
< [ >

Robert S. Brown, the attorney Jane called, receives a Time Matters Message.
This message window can be set to pop up when a new message arrives so
Robert will not miss an important message. He double-clicks it to open it.

Robert sees on the message that Jane Doe has called as a potential new
client. He opens up her Contact record in Time Matters to see what
information the firm has about her.

Attorney checks for conflicts

B Contact Form - Change The Related tab of the Contact Form shows
Fle Edt Wew Process HA the other Contacts and Matters Jane Doe is

H savetClose | 5ave | & related to.

Prirnany | Secondarny |5|:||:Iiti|:|nal | Cuztom HELﬂtEdliNnt_es | Documents | Phonhe | E il | b il |"i'-.-"E|:l | Billing | Timeline |

Ful Mame | [Jane Doe Wy | Code [BEMERIEanker
Last [Doe | First [Jane || | Staff  [adHIAbert & Howell
Sal | \ | | Main [F12-655-6555 | Fax [612-555-55565 | ar |
MatterRef | [ | #| I Matity I Trigger I~ Review [ Billable [
Related

Event  ToDo | Contact | Matter Specified | Automatic i G| M- @. - & &

al | |Jane Doe has referred two Matters

Al Relation
[Bg= Fclated Becords

................... — T
L E7 ‘Wells Fargo - Mpls MM office.  Firm

and is employed by Wells Fargo -
Minneapolis MN Office

COR
218 b atter Records [2) .
G418 Arthur Patent - 01-4873.1 ReferredBy R5SE PAT Betty Arthur
212 Goodich E state - 0315331 ReferedBy RSE EST Sarah Goodrich

Based on Jane Doe’s employment information and her status as someone
who has referred business to the firm, Robert sees no apparent conflict of
interest. But to be sure, he runs a comprehensive Conflicts Search covering
all the information that has ever been entered into Time Matters excluding
what has been specially flagged as Private.
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=% Time Matters 5.0 - Training Mode - Active Practice LLC - [Contact Mame] i i fg|

Tob Ele  Edit Wiew Calendar  Database  [Mail Billing Report  Search Window Process Help -8 x

BT Loy aBlseh AMe 3 -

Inbiox D1 aily Contacts Matters  Phone  ToDo's | AddDoc AddEma AddMot AddPho  AddTod Alertz= | Conflict | Day File AddBil

Robert clicks on the Conflict button to bring up the Conflict Search window.

Conflict of Interest - Global Search

Enter Search Name or Text m

Each Record will be searched far a match with the Mame or Test entered belov.,
Thiz will be a "direct character” match zearch. Enter az few characters az pozsible
that are still most likely to be unique to the Record(s].  Generally, it iz better to not
uze multiple *ordz or Mames since even small variations can cause the match
gearch to fail and a Record to be miszed.

Thiz approach will tetd to error on the side of finding Records rather than miszing
them, which iz valuable to a Global Search.

Mame or Text  [Jane Dod |

Advanced
Help ¢ Back | MHest > Cancel |

After clicking through the first windows, Robert types “Jane Doe” into the
Name or Text field. The search can be refined using the Advanced button,
which supports and/or searches, “sounds like” searches, and keyword
searches.
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= Conflict of Interest - Global Search

EaofE® oo

Results FN
[ 1 Search Besu H=
] [ b atter Active Hecords =
Goodrich Estate 0315331 RSE Sarah Goodrich
- S8 Atk Pater 01-4878.1 RSB Eetty Arthur
S18 Matter Archived Records z . .
= Biling Active Fecoids Conflict Search for "Jane Doe" finds:
L e st 2 Matters already listed on Jane's
=5 Lontact sctive Recards
0 Doe, Jane Contact record; -
, - CEREETETEEE A EEES the Contact record already
(] Document Active Records . )
I Docurnent Archived Records FEUIEWEd,
B Event Active Fecords 2 MNotes records: and
B Event Archived Fecords h h :‘j . ]
=] Mai Active Fecords the Phone record just received.
= Mail Archived Records

(4 EMail Active Recaords
(] EMail Archived Records

BT ES LI E

—=F| | Motesz actve Records
[l Goodrich Estate alue of certificates of deposits | RSB FA1/2003 24240
_____ [ IRS . Freedman Report from Wells Fargo RsSE FA2252003 8458M
| WS H =8 Sl LI 9
—H& Fhone Achive Records
-2 Jane Doe A5M 1/15/2004 11:154M

& | TS .!.ILFI LKA=i=m =i

e

Robert double-clicks on each Note record to check for any problems.

All

= = Cloze - o
= Search brings up separate windows. |
Matter E Note Form -
- j;ah;lc‘;l':tgle.;zlttiie Records File  Edit B
510 Goodhich Estate Two Note records are open here.
18 Arthur Patent E Save & Clos ﬁ
—aiE Matter Archived Records 1 ]
F=Ei Biling Active Records D_ate |: i i . -
a3 st fecnts | Deseipion 2 They document discussion t_he potgnhal =
E%ﬁ;&,ﬂmed Recorts | Fezmine G Client had on other matters in the firm. |5
— Document Active Records 5

Docurnent Archived Recon : vI = i =
—HE Event&ctive Records Font Arial M B/U ¥ =
B Event drchived Records
=1 Mail Active Records
—[=1 Mail Archived Recards
B4 EMail Active Recondg
B4 EMail Archived Fiegds

= | = HEN Color

Spoke with Jane Doe about the CDs purchased at the Palm Springs CA branch of Wells Fargo. We wi
7A16/20035.

B Note Form - View

OO0 EEEENEOEEEEOORE

EHE
; Fil= Edit Wigw Process Help
I — : -
= L&hone.&ctive Records Hsavetlose Hsave | & & Xoeete | S LB @8 & A
O 1
Q| L) Phone Archived Flecords Date 77222003 2] %|Tue Time | Bd5am Il | %| Code [CHATIC
‘ .
Description [Report from wells Fargo | Staff [RSERoH
een Sally Regarding  [Teri Freedman | [IRS v. Freedman
llerman Deborah 5
Finarndez Anthony Fort [&ial -] B7U % || === i mENn
oper Gale —
onking Eugenes HDD*}in Wvells Fargo's Jane Doe provided = statement that the funds in the George Freedman accoun
panems hary Puiblic O 2065074331 an 6/2/2001.
5 Internal




Neither of the two Notes suggests any basis for a conflict of interest, so
Robert calls the prospective client, Jane Doe.

Attorney calls and schedules a meeting

The Contacts list is again visible and Jane Doe’s record is still highlighted, so
Robert clicks on the Add Phone record button to start a call to Jane Doe.

% Time Matters 5.0 - Training Mode - Active Practice LLC - [Contact Name]

T=p File  Edit  View Calendar Database il Billing Report  Search irdcn

8 s dg E d}@j}tﬁﬁjﬁ

Inbo Draily Contacts  batters F'hu:une ToDo's | AddDoc AddEma AddMot | AddPho, AdDdTod

Contacts Click the Add Phone

. : button to call the
Filter |&ll Records | View (5 =
|  Fter| = g highlighted person. - |

B [ss0s

Al |Elients | Courts | E xperts | Patential |‘Jendurs | RSB |

Last Firzt Firmn b air 3

. : - ane
DAmbrose M aria Johnzon, Hart & Johnzon 5B1-555-827% ~ .
D amigella Anthorny  Broward County Attorney 954-555-7127 !!: T ells A
District Court for C... District Court for Charles County  901-555-5354 A 700 Ma

[ Jane |'wells Fargo & Company E12-555-555E —— Minnep

E nglizh MHigel State Attorney's Office J05-555-644-
Finckler Fary 305-555-5567 | Mame Jane Coe

A Phone Form appears. Robert fills it in and clicks the Dialer button.

Fle  Edt  view ErnceJAttDrne'f ptiﬁkS a Code,
I savesClose | 5ave t",.r'pES s ﬂ_| L'E a = 5|

picks the person to call,

Date 1715/2004 plcgs I‘_‘"“'ED ;L'S[E'folmr S Cods [CLITa Clients
: TY—T— and ClICES e LMaler Dutton to
Subject . : Staff —
. | automatically dial the telephone.

Regarding (Jane Doe |
Out Ta | | ['well: Fargo & Compary | #| From [[RSE
b in [512-555-5555 [ | Fax  [612-791-5556 | |  Home

Rernind . 7
;mm s || & Dialing Selected Number, [z|
" Bead ™ Urread |
E Memo

Dialing... 1612 5555555

e
‘E—-':' Wit far the gound of the Dialing to stop...
then pick up Handset... then press OF.

After Time Matters dials the phone, Robert talks to Jane Doe making notes
of the call on a scratch pad. When done, he summarizes the important facts
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from the call in the Memo section of the Phone record, marks it Done, then
clicks Save & Close.

Jane Doe agreed to meet with Robert five days later, so Robert asks an
assistant to enter the appointment with his new client in the Calendar.
Allison highlights Jane Doe on the Contact list, then clicks on the Add Event
button to bring up an Event Form with Jane’s name already filled in.

= Event Form, - Change

Fill in just the Start Time
and the Code for Initial Mtg.
All the other fields fill in A o e

File Edit Wigw Process Help
E Save & Cloze E Save L & X Delete .
_ automatically
Frimary |Egstu:um | Related | Motes |D|:u:uments | Phone | Em TG |

Date [ 1/20/2004 %] #|Tue Time[ Z00pm-245pm  |[ 0.75 | #| Code [INITlritial Mtg
Description (Initial meeting with client | Staff ||FISEIFI|::I:uertS. Brown

Fegarding  [Jane Doe I |
Feminders |71 | T~ Follow I~ Done | Matify [~ Hide |~ Trgger [ Review I Bilable I~ Priv

Event Form

Time Matters tracks the flow of communications within an office. It helps to
ensure that phone messages are routed and handled. It checks for conflicts
of interest, dials the phone, and records important notes on each call.
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Task 1 — Amicus Attorney:
This section will highlight the new version of Amicus Attorney V+

When you first start Amicus Attorney (“AA”) version V+, you will see the
following:

fomee  __ _____ EFEREREFREETIE LEX

File Edit Amicus Tools OFFICE Help

v Bobby Donnell Y
= — i

Library Dailies

If you are familiar with Amicus Attorney V, you will notice a new icon has
been added — the Notes icon. Otherwise the Office Screen and toolbar
appear similar to the Office and toolbar in prior versions of Amicus Attorney.

Notice the row of buttons on the top right of the screen — this is your Office
Toolbar. The toolbar provides you with a quick way to access the different
modules in AA. If you look closely, you should see:

Filas Contasts Calendar TimeShoot Motes ComTenter Library Crailies [HFice Timer Phane I

‘ b
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Each of these icons or ‘buttons’ opens a different module of AA. For the
moment in this task we are going to concentrate on the ComCenter button —
which opens the Communication module in AA.

Now let’s return to our task. Let us assume that someone in your office took
a phone call message for you from Jane Doe. They would have used AA’s
phone message slip within the ComCenter module. The phone message
then shows up on your desktop within your ComCenter module. To check for
your new or unreturned phone messages, the first thing you would do in AA
is to click on the COMCENTER button on the toolbar to open up the
ComCenter module. You should see:

li. Bobby Donnell's ComCenter,
File Edit Amicus Tools COMCEMTER Help

Ik

Outstanding | ' Today | | Search

br. Fred Jamizon bon Oct 26404 2:654 PR Jarnizon Inc, +1 [41E] BEE-57EE
Mesds ta talk bo pou today!
[ Mzq From tr. Philip J. Agrarian ton Oct 26/04 171:40 AM Wwidgetco Share Purchase 997-6398

[ Mzq From s Jane Woo ton Oct 26/04 11:16 AM Cooperman v, Cooperman 24 977665
Wwants to dizcuss the file before her meeting tomarrow with the zocial worker,
Sun e

416 337 BR4 3

- new client - would like ta ¢ 3

tr. Jonathan Fly FriOct 22/04 2:52 PM Buzinesz Development
whould like to arange dinner for late nest week. Please get back ta him tomorraw;

[ Msg From Mr. David B arrett Fri Oct 22504 11:39 AM Business Development +1 [313] 555-9499 x384

Would like to set up a meeting for next week to discuss the possibility of having you do their corporate. .

556-5555

This is your Communications center within AA — allowing you to track all
incoming and outgoing telephone calls and messages, emails, faxes and
letters. For the moment we will concentrate on phone calls and messages
only.

Since this is a telephone call you wish to return, you would want to first look
at the phone message. Double-clicking your mouse while pointing anywhere
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within the phone call note will open the phone call message. You should
see:

Phone Mezsage

To Eobby Dornel | Today |02:05 PM

From: m|.]ane Doe 2| E||415 957 6543
Fie: D) 5]

[ Call waz Returned [ Do nat Purge [ Dealt with

b |Plzaze call - new client - would ke ta dizcuzs her situation
E

5

5

&

G

E
IRGEMT Pleasze Call [J Returned vour Call [ will Call Again [

Delete | Faorward | Make Thiz a To Do | %lg OF. | Catizel |

Taken by: Bobby Donnel

The first thing a prudent solicitor would do is check to ensure that they
would not be in a conflict by talking to Jane Doe about her case. So what do
you do? Check to ensure that no one in your firm has acted for Jane Doe!

0
So how can you do this? Click on the “™== jcon — this will bring up the
Contacts Module. Now click on Contacts and then Check Conflicts from the
menu as follows:
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ji, Bobby Donnell’'s Contacts

File Edit Amicus Tools ReellifAees Help
Mews Contack. .. Chrl+M
B ontac " AN 81 Conta
Show, ..

Name = Show Al Chrl+
Fhilip J. Agrana  show Marked
b athew Alladin BRE-0703
fmicus Attome. E'ark CkD :Tl‘ﬂs 977-6633
Jaret Baily rimar 5550044
D avid Barrett Check Conflicts 5553439 Ext ..
Samuel Beatty T H5-0505
Arie Becker | Search Team 977-6633
Jimrny Berluti 200
Gary Berwaaod Generate a Document,., Ckrl+D EEF-9999
Jonathon Bittle hhh-8E75
Bornie B. Blacl Dot centact 5559628
Harold Blank. Small Contacts Yiews 5h5-4343
tdaude Blank . ’ h5-4349
Fionald Blatchty ¥ 11edm Contacts View 59595 E 4t 34t
Douglas Bracks  -arde Cantacts Yiew FR5-1288
City Treaswrer's Office Municipal Tax Oftice 1 [418] B55-5339
“Whipper Cone City of Bozton 1 [E17) 565-8844

You will notice the following dialogue box opens:

Check Conflicts

Enter the name you wish to check for a possible conflict:

Doe

[The last name, company name, address and notes fields will be
searched across all contacts in the database |

¥ Also check Contact Relationships

DK Cancel

When you click on the OK button, you should see the following:

24



Showing Conflict Search - 0 Contacts

Mame  © J Company Mame J Phare J Flagged Relationship I Contact Date

Amicus Attorney @

Contacks with matches For vour search, and related Contacts, are listed in the Contacts Index. Please remember that
searches cannot locate information which was not entered ar which is misspelled.

¥ou musk make your own independent determination as bo whether all relevant information has been searched and as to
whether there is any conflict of inkerest in the circumstances of each case,

Al Bl ¢ o El Fl 6] Hl 1] of & L M Nl of P{ 8 Bl S| T Ul ¥ W Xl ¥ Z
2 New Q  Find | )(Delem| Openl

£ P

You can see that the conflict check came up negative.

If you had located a match, you could then open Jane Doe’s entry in AA to
see if she is an existing client (which is just fine) or a party adverse in
interest or simply someone in the firm's database that happens to have the
same name. If you don’t find Jane Doe, then you know that no one in your
firm has dealt with anyone of that name.

Having determined that Jane Doe is someone to whom you can speak, you
click on the telephone icon next to Jane Doe’s telephone number.

B +16 387 6543

This opens the telephone message dialogue box (and if you have Amicus’
Telephone Pro installed, it will dial the number for you as well). You should
see:
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Mew Phone Call

|T|:. ﬂ m|Jane Doe
File: E|

Phane: B |[416 387 6543
Wwihen: E| Today 229PM |00:00:04

Spoke j Show Calls

el

o

dﬁ' Callback Reminder | &h  Print Memo I #=] Do a Time Entry |

Delete ﬂ ] | Cancel |
.

In this box you can see the Call Summary area where you can record the
notes of your telephone conversation. There are several reasons for doing
this. The first and foremost is to have a permanent record of this call within

AA. This allows you to click on _ ™"t | {5 pring up the notes of all past

telephone calls with Jane Doe while you are still making small talk with her
on the line. This is a very useful way to quickly ‘come up to speed’ without
having to go on a hunt for Jane’s file. This allows you to always appear to
be ‘on top of things’ whenever a client or another lawyer calls. The second
reason would be that AA is most useful when as much information is stored
within it as possible — such as the record of all past conversations and
communications. This allows you to use the search features of AA to find all
past communications (and attempts to communicate such as notes of
leaving messages) with any person without having to find the paper file. |
use this feature constantly in my practice at the Law Society where | must
constantly give advice to lawyers (ie our clients). My AA contact database
contains 6900+ people; and | NEVER have to go in search of a paper file to
determine what advice | gave to any of them at any time over the last 5.5
years.

Having determined that you do not have a conflict, the next thing is to make
an appointment with Jane Doe to discuss her new file.
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@ Callback Reminder |

Notice the button and click it. This opens up an Event
Details dialogue box. In the example below, | have entered the purpose of
the meeting in the Title area, used the drop down menu to select
“Appointment”, scheduled the time for the meeting to be from 10:30 to
12:00 PM for Nov. 25, 2004 and created an email reminder for Jane Doe
located the meeting at my office.

Event Details n

Title: |J ane Doe Appointrment [ Crtical |&ppointment -

Date: | ThuMNov 25, 2004 Time: (5 [[10:30 M to [12:00 PM

File: E| gl Fiemind me: |1 1] |minute[3] befare j

Contact: g| gl Categony: |I:Iient wiork - general j

Azzighed: |E|:|I:|I:|_I,I Dronnel

I atify: | Contact j

Repeat: |N.;. repeat j Lirk: OO Mot Linked

Azzisk: Q Send e-mail to janedoel 2@ hotmail. com Azzistance Setup... |

Maotes: |Regarding call on October 24, 2004 at 2:35 P - Spake - 416 987-4321 ﬂ
Delete | @l ﬂ ﬁ | ok | Cancel |

Last modified on Sun, Oct 24, 2004 2:41 PM

On clicking “OK” this event will be scheduled in my calendar and the Event
Dialogue box will disappear. A couple of things — one, we have indicated
that a reminder is to be sent to the Contact (ie Jane Doe) to automatically
send an email to Jane Doe the day before the appointment to remind her of
the appointment with you. You could also have clicked on the "Assigned:"
button to schedule this appointment with your associate to attend the
meeting, if you wished.

One matter remains: making a time and billing entry for all of this. Notice
that the telephone call dialogue box is still open and contains the button:.

;ED”TimEE”tr’rlcnck on this button. You will see a time entry dialogue box
open as follows:
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Time Entry Details n

File: E‘IDDE,Jane - Commercial leaze matte 2' B Today

Clignt;
b atter:
Clignt 10 b atter 0

Cateqgary: Billing F ate:
Billable v| |Nomal [Defaul Rate] = |

Bctivity code:
| Maore ‘I’I

Activity D ezcription:
Telephone call to Jane Doe ﬁ

Delete @I ﬂlﬁ OF. | Carizel |

Entered at 14:56PM Oct 24

In this case | have created a new file for Jane Doe and entered this info into
the Matter field. The billable time entry will be complete when you click on

“OK”.

28



Task 2 — Send a Letter

Use document assembly to generate an initial client
meeting confirmation letter to the new client and docket
the time

This is another basic function that is performed in law offices hundreds of
times everyday. Lawyers and law office staff spend much of their time
generating documents. Anything that will allow them to do this more
efficiently should be welcomed with open arms. Most practice management
software now includes advanced document assembly and automation
functionality. This allows you to easily and almost instantly create generate
documents from precedents that include client specific information. Don't
forget to docket your time. Here is how both Amicus Attorney and Time
Matters would handle this task.

Task 2 — Time Matters

After entering the Initial Meeting with Client in Robert Brown’s calendar
(described in Task 1, above), assistant Allison merges a confirmation letter.
She still has the Event Form up on her screen.

Z Event Form - Change

Fle  Edt  Wiew Help To merge a letter,
i save t Close I Shaw an Day File L | click on Process, 2HE RH

then click Merge

Copy ko Clipboard | |

Frimary |Egstu:um | Fielz :
i i
— 7 Eerl;let kg 200pm- 2450m_ |[ 075 | #| Code [INITliritial Mtg
- xpor
Description | Initial mes g | Staff ||FESEIF||:|I:|ert 5. Brown
i Send to Billing
Regarding  |Jane Doe | | |

Reminders |71 Archive ane | Mobfy [ Hide | Trgger | Bewview [ Billable [ Priv
2 Select Me rge Template
Program Uszer Eoth v Select *  Cancel @

[ Event Merge Templates
[ Estate Planning
[~} ] General
(B - Iritial b
[ Patent

Double-click on the
Merge Template for
Initial Meeting Letter

eeting Letter - to Client
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Time Matters Merge
Jarmary 19, 2004 .

\lr) Merge Complete,
Jane Dioe

00 Mlarcpuette Lo,
Ilitmepols, W 55402

Fe:  Inttal Meetmg with Robert 5. Brown on 012002004 at 2:00:00F
Diear Jare:
I arn very pleased that wonhave decided to meet with me concernng the legal matter we discussed
briefhy on the telephone recently, We are scheduled to meet at our offices at the above date and firne, If

for arer reason this firne should becorne incorrerdent, please call our office so that we can reschedule
ot weeting. Encloged are directions to our offices and suggested place to parlk.

Feel free to call roy assistant or me with arsy guestiors.

— The merged letter appears in the word
processor. In this screenshot, we have
gﬁlﬂ;ﬂ 5. Brown highlighted the text that was merged from
i Time Matters

EEK

In MS Word, Allison clicks the special Time Matters button, “TM Save,” to

save document and link it to Jane Doe in Time Matters.

=l Initial Meeting Letter - to Client.doc - Microsoft Word

File Edit W¥iew Insert Format Tools Table Quickword SWindow Help

D d &a < B Paste Special... [ B 9 7

B Insider [ TM Open [ TM Save Mormal + Times MewRoman = 12 =

L 1...,...5.......@......2.......3...,...4...,

Save hs TMDDcumentl

- Janmary 19, 2004 Click the T™M Save
button in MS Word

Jane Dioe
700 Ilarequette Love.
Ilirmepols, W 55402
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“2 Document Form, - Add

File  Edit  Miew Process Help

E Save & Cloze E Save L r X Delete rf._]J |ﬂ =] E"}) % [ @ E] Cancel @

1

Date [ 1/19/2004 2] #|Mon Time 3 00ar- 3 12am 2 | #| Code [CORRIComespond

Dezcription |Initial letter to client Choose a Code for the t'-f'pe of document. —
Regarding  [Doe. Jane Enter amount of time to be billed for it. i
File Name  [2Doe. JaneInitial letter to clent.doc | Type a descriptive file name in Description. [
Reminders | | ™ Follow T 3
4 Time Matters fills in the rest, linking the

Iritial letter ta clent. Document to the Cl ient.

In the Document Form, Allison chooses a Code that best describes the type
of document, CORR for Correspondence. She enters the amount of time to
be billed to the client for the document then types a descriptive file name
that Time Matters will use when it saves the document to disk.

- Billing Item Form - Add
File Edit Wiew Process Help

While on the Document record, click the

E savetCise EH save | & & | Kbeete | B | Billing icon. It automatically fills in ®
Billing Dietails everything except for a detailed
Clent I Description of the work done.

Time Code | [DOC PREFIDocument Preparation of [+] #| Phase | [~] Staff [RSERohert 5. Brown

Drescription |Initial meeting letter - to Client

Tatal Dur 0.20] [Howrs 'IQ Start Time: | |ﬂ Charge Status [Billable I
BilDate [ 1/19/2004 2| 4| Man
tMemao

Allison records a time record for preparation of the letter to the client.

Task 2 — Amicus Attorney

So you have had your first meeting with the new client. You need to send a
confirmation letter to the client — confirming as Abe Lincoln said, that they
have a lawyer and you have a client. For the rest of this paper, you can
follow along on your computer in Amicus Attorney version V+ by launching

Amicus Attorney and clicking on the Office button ®%*  on the toolbar.

This launches the office module — you should see:
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Fon, e T T

File Edit Amicus Tools OFFICE Help

v Bobby Donnell Y
1Y IS
e i =
Contacts Calendar Time Sheets MNotes ComCenter i Dailies

Now click on the word OFFICE jn; e Edt Amicus Tools OFFICE Help oy the upper
left of the Office module. This will bring down a menu as follows:

= Office - running offline
Fil= Edit

Amicus  Tools

Dpen Tukarial Office

Remote Update

Go Online
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Now click on Open Tutorial Office. You will see a further pull-down menu as
follows:

Open a tutorial office: §|

Blank Databagze
Calendar B azice Tutarial
ComCenter Tutarial
Files Tutarial

Tutorial with Sample D ata

Open | Cancel |

Click on “Tutorial with Sample Data” and click “Open”. Now your office on
the screen will match the rest of this paper and you will be able to follow this
demonstration exactly on your computer.

Let’s go back to our task at hand. We need to send a confirmation letter to
our new client. How can you do this quickly and efficiently? First, click on the

tenmtzzt= . phutton on the toolbar. This opens your list of contacts:
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Showing All - 81 Contacts

MName  © ] Compariy Name 1 Fhare ] Group 1 Contact Date
Clark k. Adrmiral Admiral Heating [532) 555-9354 Clients 01/19/2004
Fhilip J. Agrarian Agrarian, Billman & Ca... 555-6398 Lawyers Personal.Op... 01/15/2004
tathew &lladin 1(312) 555-0708 Clients 014012004
Amicus Attorne Gavel & Gown Softwa... 1 (416] 977-B633 Clients, Suppliers
J: ily ant 4
David Barrett Brown & Co. 1[313)555-9499 Ext ... Prozpects 12/02/2003
Samuel Beatty Beatty & Perrin [312) BR5-8585 Lawyers,Opposing C... 01/19/2004
Aynie Becker Gavel & Gown Law Firm 1 [416) 977-6633 Lawyers,Opposing C...

Jimry Berluti Donnell, Young, Frutt ... 1 555-8800 Internal

Gary Berwood Berwood Construction... 1 [212) 555-9939 Clients 01/419/2004
Jonathon Bittle 1[541) 585-8875 Partiez

Eonnie B. Black Kitchen Stuff Galare 1[715] 565-9628 Other, Personal 01/19/2004

Harold Blank Blank Industries 1[312) B55-4549 Clignts 11/29/2002

taude Blank [312) 555-4943 Clients 01415/2001

Ruonald Blatchford R. T. Industries Ltd. [312) 555-9593 Ext 345 Clients 1141042003

Douglas Brackman McKenzie Brackman 1[212) 5851286 Lavyers, Parties 01/19/2004

City Treasurer's Office  Municipal Tax Office 1 [416] 555-5339 Municipal Offices 01416/2004
whipper Cone City of Boston 1[617) 555-8844 Judges 01/412/2004

Jim M. Cooperman The Mega Bank 1[225)585-3342 Ext ... Clients 0141242004

Tanya Cooperman 1[333)555-7634 Parties b
< | &

tﬁ.@lﬁmﬂﬂ_ﬁjﬁjﬂJJEHMJMEJEJEIBJEJJJ_LHEJM&XJZJ
£ New | Q  Find | x De_leml Open |

For this example, double-Click on Janet Baily or highlight her and click
“Open”. You should see:
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s Bobby Donnell's Contacts

File Edit Amicus  Tools

CONTACTS Help

Showing All - 81 Contacts

Mame  +

Company Mame | Phone

Group

Contact Date

Clark M. Adrniral
Philip J. Agrarian
b athiew Alladin
Amicus Attorme,

-Janet Baily
Ciawid Barrett

Samuel Beatty

Armie Becker

Jimrny Berluti

Gary Berwood
Jonathon Bittle
Bonnie B. Black
Harald Blank

M aude Blank.

Fonald Blatchbord
Daouglas Brackman
City Treazurer's Office
‘Whipper Cone

Jim M. Cooperman

T anya Coopermat

<

Admiral Heating [532] 555-9354
agrarian, Billman & Ca... 555-5332
11[312] 555-0708
Gavel & Gown Softwa.. 1 [416] 977-6E33
Hou f Grant 161 44
Browun & Co.
Beatty & Perin [312] 555-8585
Gavel & Gown Law Firm 1 [416] 977-6633
Dannel, voung, Frott ... 1 555-88300
Berwood Construction... 1 [212] 555-3939
1[541] 555-8875
1[715] 555-9628
11312] 555-4949
[312] 555-4949

Kitchen Stuff Galore
Blank Industries

R. T. Induztries Ltd.
ok enzie Brackman
tunicipal Tax Office
City of Boston

The Mega Bank,

1(212) 5551286
1 (41E) 555-5333
1(E17) 555-6244

113331 5557634

1 [1 31 555-9459 Ext ...

[312) 585-3533 Ext 345

1[220) 595-3342 Ext ...

Clients

Lawyers Perzonal.Op...
Clisntz

Clientz, S uppliers

[l

Prozpects

Lawyers Oppoging C...
Lawyers Oppozing C...
Internal

Clisnitzs

Partiez

Other Perzonal

Clients

Clietts

Clisttz

Lawyers Parties
tunicipal Qffices
Judges

Clients

Partiesz

10/26/2004
10/26/2004
10/08/2004

4
10/26/2004

10/26/2004

1042672004
09/08/2003
104237200
03M17/2004
10/26/2004
10/25/2004
10415/2004
10/13/2004

|

b

'l 8] ¢l of £ Fl & A 1 31 6 4 v N ol B o Bl sl 1) uf v ¥l x| ¥ 2
Openl

Newl

Q,Find|

)(Delete|

Now, click on Contacts — you should see a pull-down menu.
Generate a Document within that menu:

File Edit Amicus Tools

Mame %
Clark. k1. Adrmirz
Philip J. &graria
M athew Alladin

Amicus Attorne

Dravid Barrett
Samuel Beatty
Arnie Becker
Jirnrmy Berluti
Gary Berwood
Jonathon Bittle
Bonnie B. Blacl
Haraold Blank.

b aude Blank
Raonald Blatzhfs
Dauglas Bracki

Ji. Bobby Donnell’s Contacts

COMTACTS Mgl

Mew Conkack...

Shiow,
Shio Al

Shiow Marked
Mark. Conkacks
Unmark All

Check Conflicks
Search Team

: 3 Document. ..

Gener

Delete Conkack

Small Contacks Yiew
v Medium Contacks Yiew
Large Caontacks View

Chrl+M

Chrl4+-a

kel

Click on

35



You should see a dialogue box open, asking you to select a Master
Document:

Generate Document FX| 2004

Fange of contacts 2004
" &l Shown ™ Selected 0 Marked 004
2003
t azter Document 2001
i 2004
Click here to select ‘I'I 004
Accounts (3 2004
Contack Reports L4 Cancel 2004
2004
Fax Covers » w
File Reports L 3.
| ﬂ L General Documents  # Power of akkorney (HD-Wiord)
= Letters and Labels ¥ Retainer
Eired Litigakion » Retainer (HD - WH
Mermos » —
Tukarial » r)

Click on the down arrow and the pull-down menu appears. Click on General
Documents which produces the sub-menu. Click on Retainer, and you will
see that “Retainer” is now shown as the Master Document [Retainer (HD-
WP) is a retainer agreement precedent for use with Hot Docs and
WordPerfect].

Generate Document P§|

Range of contacts

" Al Shown ™ Selected  Marked

b azter Document

|Hetainer TI

OF. | Cancel |

Click on the OK button. Now you have to tell Amicus the name under which
you wish to save the retainer letter.
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Save the file as

Savein | 3 DOCUMENTS ~] = E-

] pofps. bt 2] will.bxt
[Z] autharization bxt

[Z] Dacktr kxt

E] Juryntice, bzt

E] Opinion,xk

[Z] Resolution.txt

File: narne: |B ailey Retainer Letter.tst
Save as lype: |Te:-ct filez [* kat] j Caneel

Click “Save” and the retainer letter and agreement are created (in this case
in Notepad):

B Bxley Rctaiser Letlerinl - Malepad | = . ey
it famaton o v D N RO -
i T cernEl 1, Yoy, Erft & Dola . 3 U
#hone; GL7-355%-7775 a7 -555-8787

Jpraary 18, 200

M, Jatst maily

oL G A

maple aldge cars

elonan, oH

«1%¢ SR

TEAF 2RneD

ag: slest gdivion sunlisneg

Thank you for cataining v to Fesrsaent yoa in ehla matear. On

seconbpr 0§, 2003 we obewd a el CITigaTion STl in wour s,

Epr pour referense, un T1le mes s pa pa TR Plegne

rafer to thla runber 15 @11 your cormponderce with uas

e hawe enolosed & Formal cetainer docusent oonfirmdng oo STATUS A%

o lagal represestes ivsd. =lesss 3iga thia decament, haes 18 i crmssed

and ratirn 1T To us At wour patliesn CovwenlEnce,

cus akandesd retalres cequicennts e SRt e g ide thia Firm with

the suh o 35,000 tefore ek Co0 CommEnce Tak g any SEI‘RS o ;I-:-u" penale,

Thim sum w917 Ba held 24 ue An wruee For wou, And w11 he spadisd By e

agaloat yoar escourka, @ and whim & ary recdhrad, From ek to Tias v

-1-:1,.- azi oo To refeesh oels serainee 1T oo 011900 ewced The assurn redaladog

n Eruss,

we Tooh Torsard To pepresensing pod in ohds T,

s ety Beuly,

=othy Tonnel 1

ARTHERFR
To: tomnell, voung, Frect & Cale

[, Jones Bod 1y, Feraty recadsoand dneccoce

pird L0 FEPFRSNR R T e aatCes of First Bdiclen pallshing, ad o fomdelt
such acmions and ©0 TaNE Zudn c-':-cm:"us iz I:-u 1:; conslder recEssary

o prpeer, ad £ swaloy puch agente acd racaln ruch coumeel ab you e i
wnzardlamt.

DATE:

witnes Jacat Gwily

You can create an unlimited set of precedents that can be merged from
within Amicus Attorney: using Notepad if you wish, or Word or WordPerfect
merge; or Hot Docs with either Word or WordPerfect; or by using Amicus
Assembly — an add-on product that is a full featured document assembly
application (Ghostfill is the document generation engine, adapted to work
with Amicus Attorney).
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Here is the same letter and agreement if you had generated it in Word
merge format:

=< EE&X
t rhelp = x

Timer  Phana

b | Baily Retainer Letter. doc (Read-Only) - Microsoft Word TIRE \{
Fils Edit View Insert Format  Tools Table  Amicus Assembly  Window  Help  Adobe PDF  Acrob = @ ':Q “ M;m g
DeEay SRy B - e BB e -@). R . Lol [ o8 5
24 Normal + Wide - Wide Latin BT u|= : =i= |- 2 oA LR
(@) . TN T W | FnalShowingMarup - Shows Er @R G- (2. 2 B, W

il
|
I
o
/]

R R R AR R N R AR = % r
Hage, Disk & Thomas
Amrneys

bl 14100

Septenther 24,1995

Ms. Janet Baily
124 Maces Avems
Torcnto, Ortario
W4T 3E3

Dear Janet;;
Re: First Editton Publishing

Thank you for retainting us o represent yon in this matter. On Wednesday, Angust 12,
1358 we opened a Civil Litigation file in your name. For yonr reference, onr file mumber
is BALJA/2345. Please refer to this murrber in all your sorzespandence withus

We have enclosed 2 formal retainer document confinming onr status as your legal
representatives, Pleass sign this dooument, have it witnessed and retum it to us at your
earlisst comvemiance.

Owr standard retainer requirernerts are that you grovide this fen with the sum of §5,000
befors we can conmence taking avy steps cn your behalf, This sum will be held byus in
trust for yon, and will be applied by us against your acoounts, 25 and when they are
rendered. From time to time we may ask you to refresh this retainer if our billings exceed
the amourt remaining in trast

We look forward to representing you inthis matter.

Yours very truly,

Ally McBean

Exg..

Page Bresk

RETAINER

To: Gavel & Gown Law Firm

1, Janet Baily, hersby retain and struct you to 3epresent me in the matter of Fizst
Edition Publishing, and to conduct such actinns and o take such proceedings as youmey
comsider necessary ox proper, and to employ such agents and retain such counsel as you
comsider expedient

DATE: |
o -
o
s

[Elz == 4 | 2

Page 1 Sec 1 1jz At 25m  Lnl Cal 1 EC T T P English (0.5 30

Now that we have the letter and retainer agreement, we need to docket our
billable time. Go back to Janet Baily’s contact listing by clicking on the

Contacts button on the toolbar === _ You should see her ‘rolodex’-like listing
— notice the grey area on the right hand side of her listing — this is the ‘brad’
and clicking on it brings up different sub-pages of info relevant to Janet and
her files as follows:
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\| Motes ‘II -

Jamet Baillyiz 2 pokes pstery stories.

Her latest wark GlGIES
Team Members

"The mystenies  Contact Groups

"Mightmare wit

WIEC and the Related Contacts
Events 3

Likes red wine|  Communications — »

Custaom 3

Click on “All Files” — this brings up the brad of all the files for Janet Baily:

Mew | \| &l Files 'I/ Inquir_l,l"

Baily re Kipling
Balla/ 2345 - Client on thig file.

Double-click on the Baily re Kipling file — this is the file on which we have
been working — this highlights how in Amicus you can start with a contact
and go to any file relevant to that contact. If you wish, you could have
started from the “Files” button on the toolbar and looked for the “Baily re
Kipling file” — but in our case starting from the contact listing for Janet is
faster since we are already working from here.

Double-clicking on the “Baily re Kipling” entry on Janet Baily’s contact brad
opens this file as follows:
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i Bobby Donnell's Files

File Edit Amicus Tools FILES Help
’ Baily re Kiplin - -
4 pTing ] File Surmrmary 'l/
Add | Penple on this File: | Remove | : —
[ur client Janet Baily iz a lavyver and an author of mysteny
MName staries based in the exciting environment of a legal practice.
Douglas Brackman Lawmer Janet's publizher, First Edition Publishing, has refuzed to
l_: First Editior Publiz... [Kipling) Party release her latest book, and haz withheld a promised
advance on royalties.
- Janet has retained us to bring an action against Fisrt Edition
and itz editor Mr. R, Kipling for breach of contract,
Ewpert testimony iz going to be required to deal with the
i M defence allegation that the staries were unpublishable due to
@ Janet Baily being unrealistic, alegedly because no lawyer's life was ever
m a3 exciting as dezcribed in these works,
= House of Grant A
IMaple Ridge Farm A
Picton O KA SRS
‘B 1(613) 555-8844 v
W (613)555-8574
janet@houseofgrant. co Ll

On this File this Person is & | Cliznt

Client is: *  an Individual

" a Corporation

SFEZ /W Twd

-

Now, click on the ‘brad’ for this file and you will see a drop-down menu —
click on “Documents” in this menu and you will see a sub-menu appear —
click on “All Documents” in the sub-menu:

%] File Summary

v, I

Our client Ja|  Administration 3

stories based  File Summary b ol

eneral Motes

Janet's publi;

release her |l Status Report

advance an Events 4
Time Spent 4

Janet has rel F -

and itz editar Communications  #
Diacurnents 3

Experttestim  chranalogical List
defence aller R h '
being unreali EsEard

as exciting a Civil Litigation 4

This will open up the brad containing all documents

as follows:

authar of mysteny

f a legal practice.

. has refuzed o
a promized

againzt Figrt Edition

coabract

Carrespondence

Mermaos

Pleadings

Transcripts

Evidence

Web Research
uments

associated with this file
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What you should see is a listing of the document that you have just created
on the file — in my case (below) you will see multiple documents since | have
created the Retainer letter in Word, WordPerfect and Text-only formats:

ﬂ \l &l Documents "'I/ Mew |

Baily Retainer Letter - Tue May 13, 03
Retainer Letter in wiordPerfect format
Bagust 8 draft bill - SunJan 18, 04
Aricus generated document,

B ailey Retainer Letter - Mo Jan 13, 04
Retainer in TAT format

B aily Retainer Letter - Maon Jan 19, 04
Fetainer Letter in Word format

Click on any of the entries — you will see a document profile dialogue box
open as follows:

! Detailz
Title: |Bai|_l,.l Retainer Letter
Document Groups: | Comespondence
Summary
Fietainer Letter in "W ard format ﬂ
Authar: Tutarial
Ej |Mon Jan 13, 2004 |04:44 P
Location
C:\Program Files\AMICUSEOATUTORIALADOCUMEMTE Browse. ..
* File " Falder  'WebPage/URL ¢ Other Wiew
&h  FrintMemo #5] Do & Tirne Entry |
Remove ok, | Cancel |

Notice the “Do a Time Entry” button on the lower right side of the dialogue
box — click on it. This brings up a time-entry dialogue box as follows:
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Time Entry Details n
File: E‘]Bail}l re Kipling gl ﬁhoda}l

Client: Janet Baily
b atter: First Edition Publizhing
Clignt ID: - BALIA Iatter ID: 2345

Category: Billing R ate:
[Billable v |Momal Defaut Rate) ~|

Activity code;
|None "I

Activity Descnption:

et with client: discuzzed new claim, discussed legal basis for claim, ﬂ
tirming of litigation and possiblities of setflement prior to trial; discussed

need for retainer and amount and need to refresh from time ta time as

accounts are rendered; generated retainer letter and agreement; review

and signature and forwarding zame to client

Delete i@l HIT Cancel

Entered at 11:134M Jan 18

In this case | have filled in the details of the meeting and what was
discussed as well as the details of the retainer and refreshment of same. |
also entered the time that this took — 1.5 hours (another method to do this

would be to start a “timer” = Tmr  within Amicus at the start of the meeting —
and use the timer to generate a Time Entry..). Once you click “OK” the time
entry is entered into your time sheet in Amicus. To confirm that this has

TIHE

occurred, click on ™ in the toolbar. You should see your daily time sheet
with the Bailey time entry as
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follows:
_]i Bobby Donnell's Time Sheets

File  Edit

Amicus  Tools  TIME SHEETS  Help

Unposted Monthly Search

Today

Duration

| Description

rizcellanenus

1.50 Billable Sorted by time of entry Fost | Mew
0.00 Mon-billable

1.50 Total Hours

Notice a few things while we are here. First, your time is accumulated and
tabulated as you make time entries during the day. Secondly, the time
sheet keeps tab on your billable and non-billable time during the day —
allowing you to have ‘real time’ feedback on how you are doing in terms of
meeting your minimum billable time entry requirements. Bu there is more —

click on the Statistics tab in the timesheet at the upper right-
hand side. You will see a summary of how you are doing from a time-billing
standpoint, that is kept up to the minute:
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]i_ Bobby Donnell's Time Sheets
File Edit Amicus Tools TIME SHEETS  Help

v Include Unposted Time

Unposted

Last vear
This "Week This Manth Thiz Y'ear Thiz D ate
Actual Billable: 38.90 104.00 1547.00 0.00
Actual Mon-hillable: 1.90 13.60 12760 0.00
Actual Total: 40.80 117.60 1674 60 0.00
Billable Hours Goal: 37.00 151.08 1813.00 1712.00
Hourz Remaining to Reach Goal: 1.90 47.08 26600 1712.00
Percentage Achieved To-date: 105.14% 60.84% 85.33% 0.00%
Projected Hours at Current Pace: 38.90 144.00 185033 1712.00
Percentage that would be of Goal: 105.14% 95.31% 102.06% 100.00%
This Year Goals Lazt “rear Actuals
Billable Hours Total: | 1813 | 1712 Current average billable hours per
Mon-billable Hours Total: | 147 | 164 business day:
7.658
Avwerage Billable Hours per Month: | 151.08 | 142 67 . .
Average Billable Haurs per Week: | 37.00 | 15 67 bverage lequned tar ac:h@v_e goal for the
A0 working days remairing bo you
Avg Billable Hrz per Business Day: | 7.40 | 713 thiz year;
Wacation Days: | 10 | 12 6.65

This sheet assists in goal-attainment and income-fulfillment! You can see
that Amicus keeps tab no only on your billable time for the day, but also for
this Week, this Month, This Year and compares this with last-year’s data (for
comparison’s sake). Amicus also provides you will forward-looking data: the
box in the lower-right tells you what you have to do to keep on track from a
billable-time standpoint:

Current average billable hours per
buziness dayw:

7.58

Average required o achieve goal for the

40 working days remaining to pou
thiz year:
6.65

In this case, Bobby Donnell is ahead of his billable hours target of 7.4
hours/day.
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Task 3 — Respond to a Client Email

Receive a client document via Email, file the document in
the matter, check the matter status, respond to Email, and
docket time

Undoubtedly lawyers and law office staff will tell you they are overwhelmed
with trying to keep up with e-mail messages. Practice management
software is updated immediately as it is used by everyone in the office.
Armed with the current status of a matter, a task such as promptly
responding to a client Email may be performed without ever looking at the
paper file. Here is how both Amicus Attorney and Time Matters would handle
this task.
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Task 3 — Time Matters
9% Time Matters 5.0 - Tutor C - Active Practice LLC - [Inbox - Inbox] |Z||E|r5__<|

File  Edit  Miew Zalendar Database Mail Billimg Report  Search Windo Process
Help

— - JEr s = [T s T -
MY Ly e e @ A

[nbo Draily Contactz Matters  Phone  TaDo's | AddDoc AddEve AddMat AddPho  AddTod Alerts

Personal Inbox Options
= @ Change E [elete Qﬂ Feply ﬁ] Freply Al D‘Q Farward @ - H z @ T = @ =

Folders Al |

TH Ernail - &l Fram Subject Date Tirne
5 Inbox (2] Signed Fee Agreement 1192004 10:00AM
£ Outbox a TM \ Test of attachment 11/20/2003 5:02PM
B9 Sent ltems VCH Documents for review 872772003 12:29PH
© Deleted ltems YIM b eeting tormarrouw 8/27/2003  12:29PM
1| Draft
B3 Archive
+ Spam
1 »
From:  A4aH

Subject: Signed Fee Agresment B ceipting WAL L)

Robert, A

Attached please find the fee agreement that we have signed,
scanned, and digitally signed.

Please let me know if vou are awvailable for a meeting with two of
our scientists on Thursday morning, 1/29/2004.

Fred Sherman

W

C:MrrwShbubor RSE [R5E] 2 27AM 1413/2004

Alerted by an optional sound or flashing icon that he has new Email, Robert
Brown opens his Personal Inbox by clicking the Inbox icon on the toolbar.

An Email has arrived with an attachment regarding a Signed Fee Agreement.
Robert can scan the contents of the Email message in the Preview Pane

below the list of Emails. It is important, so he double-clicks on the Email to
open it.
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E! Time Matters Email

File  Edit  ‘Wiew Process Help

E Save & Cloze v R X Drelete Qﬂ Fieply ﬁ] Feply &l DQ Fomward F_]J ap | ¥ - E} % ﬂ

1

Date [ 1/19/2004 2] #|Mon Time | 10:00arn \ | #| Code [|
Subject  [Signed Fee Agresment | Staff [RSERobert 5. Brown
Regarding  [MegaT ech Computers, Inc. KE——Z'——-Sl [teqaTech - Patert
F : o :
T'Dm The Client and Matter fill in automatically because
u}

_ the sender's Email address was entered in the
Reminders \Natter earlier.

ZF mond Click on the Attachment button to open it.
* Hea

iewe | Billable [ P

It Priority

B

Meszage Attachments [1] §
|
Robert,

Attached pleaze find the fee agreement that we have signed, scanned, and digitally signed.

Fleaze let me know if you are available for a meeting with bao of our scientistz on Thureday moming, 1/29/2004,

Time Matters Email message

Because the sender’'s Email address matches the Email address entered in
the MegaTech - Patent matter, the client name and matter name are filled in

automatically by Time Maters.

Robert clicks on the Attachments button to bring up a list of attachments.

Meszage Attachments [1] EE open [ Save EH TMSave [ Delete
=

Attachment List

The Attachment list appears with options to Open, Save, TM Save or Delete.
Robert clicks the TM Save button to bring up a Document Form used to link

the document to a matter and to save it.
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= Document Form - Add
File  Edit

Document Form automatically fills in the
Date, Time, Client and Matter.
Document is auto-assigned to a Matter
folder within a Client folder.

Wig Process Help

E Save & Cloze E Save <r ip X
1

Date [ 1A9/2008 2] #|Mon Time | 11:00am [ 000 | #| Code|
Description ] | Staff |
Regarding  [MegaT ech Computers, Inc. | [MegaTech - Patert |

File Mare |&MegaTech Computers, Inc.\MegaT ech - Patenth DOC

Document Form

The Document Form has already filled in the Date, Time, Client and Matter
Name and a filepath (the folder and subfolder where the document will be
stored). When Robert fills in a descriptive name in the Description field, Time
Matters will complete the File Name. Robert clicks Save & Close to save the
Document Form and the document file to disk.

Returning to the client’'s Email message, Robert now opens the attachment
and reviews it. No action is required on the agreement, so Robert deletes
the attachment, knowing he already linked it to the matter and saved it.

Before replying to the request for a meeting contained in the Email, Robert
opens up the MegaTech Patent matter to check its status.

" Matter Form - Change

File Edit = Process Help

b savetCose Ed Save | ¥ # | XDeete 5l fa B -F[EIE | B2 B | X Cancel

Prirnary | Secondary |gdditiu:unal | Custom | Related | Motes |D|:u:uments | Phone | E mail | b il |"i\-"el:| |Eilling TimE'Pf |.-'1'-..-"F| |

MatterFief  [MegaTech - Patent | Code [FaTlPatent Wy

MatteNo  [02-1435.5 Cout — —

F'Ia' Trﬂ § |M — | | Cou Clicking on the Timeline tab of a Matter

EI.E"m CEHEEIEr Rl shows all the dated information in the _

T.'En':. =R e e tE A system regarding a Matter listed from |
IMelne

oldest to newest,

B FAIE O A B eoo————
x-‘«lll

=7 Biling

G/04/2003 Charge far Expenses

& Phone 10742003 Meed to reschedule \Wed meeting FCLI
1[I Mote 1/12/2004 Scientific expert opinion received from A CMMT
[ =] EMail 1/19/2004 Signed Fee Agreement
| E| Docurment 1/19/2004 Fee Agreement - zigned
1017 Mote 12/20/2004 Digcuszion re; priar art CHMT

Timeline Tab on Matter Form
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Robert reviews the Timeline, a chronological listing of records of all sorts —
phone calls, notes, Emails, documents — that relate to the matter. Having
refreshed his memory about the matter from the Timeline, Robert closes it
and returns to the Email from his client.

EJ Time Matters Email
File Edit Wigw Process Help

ave & Cloze elete eply eply araar |
I saverr & & | X Qﬂth D Replptl ©Q Forward | (]

1 3

Date 1/19/2004 _#|tdon Time éﬂew to Gender | [ 4
Subject  [Signed Fee Agresment |
Fegarding  [MegaTech Computers, Inc. | [MeqaTech - Patent

Clicking the Reply button starts a new Email message with everything filled
in except what that Robert has to say to his client. Robert types his reply in
the new Email message, acknowledging receipt of the document.

Before sending the Email, Robert clicks the Send to Billing button. When
Billing Matters is activated with Time Matters, a complete timekeeping and
billing systems is available with the Time Matters program. The Billing Item
form appears.

X Billing Item Form, - Add

File  Edit  Yiew Process Help \

E Save & Close E Save | Lb 4P )( Delete | (5]l AL ] 52 @ v % Send Eill @; = @ () Cancel @

Billing Details EJ

Regarding  [MegaTech Computers, [ne. | [MegaTech - Patent | [02-14356 | £ ?

Time Code | [CORR-CLICamespondence to chent_[x] #| Phase | [=] Staff [RSERcbertS. Brown -] o | =

Description |Canespondence to client - g
oAl —

Total Dur 0.30|Hous -] @] StatTime [ | #] Charge Status  [Billable | I {HeoidFecord | 2

Bill Date T/15/2004 =] #| Mon

Billing Item Form

On Billing Item Form all the information is inherited from the record Robert
was working on. All he has to complete is complete the details of the
Description that will appear in the invoice.

Before moving on to the next task, Robert decides to check where he is in
terms of billable time.
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2% Time Matters 5.0 - Tutor € - Active Practice LLC - [Quick Item Entry]

Ef File  ‘iew Calendar Database Tail Billing Report  Search indom Help
— o P T e T ey | e
8 nldeg £ B ez A
Inbox Daily Contacts Matters  Phone  ToDo's | AddDoc AddEve AddMot AddPho AddTod Alertz  Conflict
Time Expenses E G| = | B Close @ Options
Periad [&ll ] [ 1/01A900 £ #|Mon to [ 123172050 2| #|Sat  Staff [RSEFcbert S. Brown  [~] 4|
Bill Date Desc I atter Billable | ManBill Total | Status Ciur Type. | Basis
1/19/2004  Phone call with Fred re: scientific studies palech - Patent Billable  Hours A
1/19/2004  Initial meeting letter - to Client 0.20 0.20 Billable  Hours 4
1M15/2004  Teleconference with assistant attomey ge... Able v. State of Florida 1.25 1.25 Billable  Hours St
11419/2003  Conference with client Goodrich Estate 0.80 0.80 Bilable  Hours St
11/419/2003  Preparation of documents Goadrich Estate 3.00 3.00 Billable  Houwrs St
11/19/2003  Prepare estate planning documents Goodrich Estate 0.20 0.30 Bilable  Hours St
11419/2003  Mest with 3 sons to discuss wil Goodrich Estate 0.80 0.80 Bilable  Hours St
11/18/2003  Conference regarding estate planning; pre... Estate Flan 3.00 3.00 Billable  Houwrs St
8/25/2003 Meet with Jeremy Baird - investigator Able v. State of Florida 1.00 1.00 Billable  Hours St
~
< >

Billable Ho
Billable E

Hon Billable
MHan Billable

Ho 200
0.00

1.50 Tokal Hovrs
0.00 Tatal Expe

Mo Charge Hou
Mo Charge E:

E:

[ C:MmnAtor RSB [RSBI | 326AM | 1192004 |

Quick Item View — a Spreadsheet for Time and Expense Entry

Quick Item window is available when Billing Matters is activated with Time
Matters. It resembles a spreadsheet for entering time and expense records.
This window supports the rapid entry of time records. For example, by
starting to type the name “MegaTech,” the rest of the first matching name
appears highlighted in blue after the cursor. The Quick Item view also shows
total hours and expenses for items entered in the list.

2% Time Matters 5.0 - Tutor € - Active Practice LLE - [Timesheet]

% File  Wiew Calendar Database Tail Billing Report  Search Window Help -8 x
a L = i v 3 - - P »
2 R g E e w A BT

Inbox Draily Contacts Matters  Phone  ToDo's | AddDoc AddEve AddMot AddPho AddTod Aletz Conflict  Day File

Date [4/03/2003 =] Stalf [FSBIRcker s Bown 7] EE @ | @

Man, 7 Tue. 8 wed APR 92003 Thu, 10 Fri. 11

Hrs Desc Hrs Desc Hrs Desc Hrz Desc Hrz Desc
1.00 Settlement Confd | 10.00 Prepare pleading 050 Meet with Staff to prepare far hearing 1.00 Meet with client 050 Patent infringers
200 Megatiation with 0.20 Beginworking o Brubaker Bankruptey; 02-1113.1 1.50 Meeting with clig|  1.50 Pre-trial Hearing
350 File an appeal 200 Meet to go over tial strategy 1.00 Staff Meeting 010 Call client ta reg
8.00 Motice of Hearin| Florida . Sanders; 03-1231.1 1.00 Signing of [rewval 0.40 Notice of Hearin|
310 Draft Notice of H 060 Motify all 3 sons of upcoming meeting 0.70 Send Motice of | 225 File Schedules o

Goodrich Estate; 0315931 260 Send Interrogatd
17.60 10.20 310 780 475
C: b Sbutor RSE [RSE] 11:034M 142042004
Timesheet

The Timesheet is another option for entering time records using the Time
Matters - Billing Matters combination. It shows five days of time records for
one timekeeper together with daily totals.
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Task 3 — Amicus Attorney

While the earlier section of this paper had us generate a letter and retainer
agreement to be mailed to a client, personally I find that | am generating
hardly any hard-copy documents today. My world has become increasingly
electronic — and | am continually exchanging communications by email.
Documents are exchanged in PDF format (Adobe Acrobat’s Portable
Document Format) rather than on paper or in Word or WordPerfect format—
indicating that the people with whom I communicate largely have become
electronic rather than paper-oriented. Indeed even the ‘papers’ for this
conference are not printed but rather burned into a CD-ROM — which allows
for the inclusion of live hypertext links or interactive spreadsheets. In our
jurisdiction, we are now filing land transfer documents electronically in PDF
format, and we are already filing documents in the Corporate registry
electronically. The greater utility of electronic communications reflects how
lawyers are operating in an increasingly digital environment — and how our
systems and applications have to adapt accordingly.

So let’s start with email. Amicus Attorney works well with Outlook — sharing
emails, contacts, calendar appointments and to-do’s bi-directionally. In our
office, we use Outlook — fortunately, since Amicus ‘sits’ on top of Outlook,
this allows everyone in the office to use Outlook while | use Amicus —
allowing me to fully integrate with them (and them with me) but giving me
access to all the additional features and functionality available in Amicus
Attorney but not in Outlook. In a very real sense, | have much greater
functionality than they do — due to the fact that Outlook is contact-centric
but Amicus Attorney is file-centric — and lawyers work from files, not
contacts.

Where do emails go in Amicus? They come into the Communications

module. Let us click on the ComCenter button on the toolbar comcaner.
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= Bobby Donnell's ComCenter
File Edit Amicus Tools COMCENTER Help

| Oijltshnding | ' Today || ' Search

E-Mail From Gary Benwood “Wed Oct 2704 5:20 PM Benvood we Wright

RE: Progress on Bemrwood v 'Wiight
E-Mail From Anne Meighbor Tue Oct 26/04 5:59 P Meighbor re Roads
RE: Deposition [ate
[ M=q Fram tr. Fred Jamizon Tue Oct 26/04 2:54 P Jamizon Ine. +1 [41E] BEE-57ES
Meeds bo talk to pou boday!
[ M=a From tr. Philip J. Agrarian Tue Oct 26/04 17:40 Ak ‘widgetco Share Purchaze 997-6393
[] M2q Fram =z Jane Woo Tue Oct 26/04 11:16 AM Cooperman v. Cooperman 24 »97 7665
Wants to discuss the file before her meeting tomorrow with the social worker,
[ M=a From tdr. Jonathan Fly Mon Oct 25,/04 2:52 P Buzinesz Development BBE-5555
wiould like to arrange dinner for late nest week. Please get back to him tomarmow;
[] Msqg From Mr. David Barrett Mon Oct 25704 11:39 AM Business Development +1 [313) b55-9499 »x384
Would like to set up a meeting for next week to discuss the possibility of having you do their corporate. ..
E-Mail From Jinn Cooperman Fri Ot 15/04 E:01 P Cooperman v, Cooperman =]

RE: Information required

.

COMGENI I =)

Notice the pull-down menu in the upper left hand side. By clicking on the
down-arrow, you can pull up down the menu that allows you to select to see
just “Messages”, just “Saved E-mails” or “Messages and Saved E-Mails”. For

our purposes, click on “Messages and Saved E-Mails”.
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lﬁ_ Bobby Donnell’s ComCenter

File Edit Amicus Tools

COMCENTER  Stickies  Help

Hs)

| Outstanding | ' Today | |

E-Mail

E-tail From
1 Mz From
[ Mzq From
[ Msg From
[ Msg From
[] Msg From

E-tdail From

. ¥
s -

Meszages & Saved E-mails

COoMEENTE:

an 20/04 5:20 P B
RE: Frog on Berwood v WWright

Anne Meighbo Maon Jan 1904 5:59 P Meighbour re Roads
RE: Deposition Date

Aright

Mr. Fred Jamizon Mon Jan 1904 254 P Jarizon Ine, +1 [416) BEE-E7ES

Meeds to talk bo pou todap!

Mr. Philip J. Agrarian Mon Jan 19/04 17:40 AM ‘Widgetco Share Purchase 997-6398

Mz Jane Wwoo kon Jan 19/04 11:16 Ak Cooperman v, Cooperman 24 =37 7EER

Ywants to discuss the file before her meeting tomorrow with the social worker.

br. Jonathan Fly FriJan 16/04 2:52 P Buziness Development BRE-5EE5

YWWould like to arange dinner for late next week. Pleaze get back to him tomorrow;

Mr. David Barrett FriJan 16704 11:39 AM Busineszs Development +1 [313) 555-9499 x384
Would like to et up a meeting for next week to discuss the possibility of having you do their corporate._
Jim Cooperman Thu Jan 8/04 B:07 P Cooperman v. Cooperman j=|

RE: Information required

You can see how Amicus brings in telephone messages (“Msg From”) and
emails into one communication center (Version X extends this to include
letters and faxes as well). Double-click on the first E-Mail from Gary
Berwood. This opens up this email in Amicus Attorney:
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E-mail Details

Fieply | Fieply To Al Forward

Fram: Gary Berwood Feceived Tue.Jan 20, 2004 5:20 PM
To: Bobby Dannell

(Cez

Beoco:

Subject:  RE: Progress on Berwood v YWWight

Contact: m | QI File: ﬂ |

Bobby, I'l be travelling tomorrow so your best method of contacting me is by cell phone 617-555-8844

Gary

From: Bobby Domnell

Teo: Gary Berwood

Subject: Progress on Berwood v Wright

Gary, just a reminder that [ will be prepaning for the cross tomorrow and tay need to contact you on a few points.
Eegards

Bobby

[~ Dealt'with Aftachment: 0

Notice a few things. First, you have all the usual buttons at the top that you
would expect with email — Reply, Reply To All and Forward (View opens the
email in Outlook). Notice the Amicus Attorney icons — one for the link to the

Contact module ml showing that this email is shown from Mr.
Gary Burwood - but clicking on the icon would allow you to select anyone
from your contact database (for example, where the sender may not be the
person with whom you wish to associate to the email). The File icon:

ﬂ' shows that this email is linked to the Berwood vs Wright file
— and will show up on the ‘brad’ in the Berwood vs Wright file. If this field
was blank, clicking on the file icon would bring up the Files module —
allowing you to select the file on which the email would be filed. Amicus will
try to do as much work for you as possible — if the sender is in your Amicus
database, then the down-arrow in the Files section of the email will bring up
a short list of the files on which the sender is associated — and you can
select the right one by a quick mouse click.
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=1 k=)
Just a few other things to note. See the - r E IE icons at the

bottom of the email box. The @ sends the email to the printer in case you
need a hard-copy. The ﬂ allows you to toggle this email as being visible
only by assigned team members (for privacy reasons).

Restrictions §|

I~ Wizible only by Azsigned Team Members
-~

L]

(] 4 | Cancel

The ’% icon allows you to do a time and billing entry for handling this email.

Lastly the @ icon opens an Event dialogue box, allowing you to create a To-
Do, or an appointment from this email, thereby taking the email and making
it into an ‘action item’.

Now we have already ‘filed’ the email on the Berwood vs Wright file (or
rather Amicus Attorney has done this for us). Our next task is to check the
status of the file, responding to the email and making a billable time entry.

Click on the QI (or information) icon within the email. This opens the
Berwood vs Wright file:
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& Bobby Donnell’s Files
File Edit Amicus Tools FILES Help

’ B d vs Wright
erwood vs wng N File: Surnmary TI/

Add People on this File: ll Remove

Harald wight is a farmer emploves of Berwood Construction,
,,,,,,,,,,,,,,,,,,,,,,,,, zuitg for wrongful dismizzal

Diouglas Brackman Lavaper
Harold “wright Party

‘We act for the defendant company.

Gary Berwood
President
= Berwood Construction Ltd. v

1230 Mugget Road L
Long Island MY 10202

‘B 1(212) 555-9999 v
B (212) 555-9500

gami@benwood.con

On thiz File thiz Persan iz a | Client ﬂ

Cligrt is: " an Individual {+ & Corporation ‘

Now click on the Brad — you will see the Status Report in the pull-down
menu:

66649 4 0435

\l File: Summary ‘l'l/

Harold wiigh ~ Administration ¥ Emwood Construction,
suing for wig File Surmmary

(3 | Mok
e act for th snerd hoLes

Ewents

Time Spent
Carmrmunications
Documents
Chronological List
Research 3
Civil Litigation »

- v v w

Double-click on the Status report — you will see:

\| Status Report ‘I'I/

¥ he other side has served an affidavit in support of their
motion for particulars. We are cross-examining o that
affidavwit prior bo arguing the motion.
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The Status Report is an area on the Brad for the file where anyone who has
worked on the file can continually update the status of the file for everyone
in the firm to review (*just in case someone was confined due to SARS or
was hit by the proverbial bus on the way to work¥*).

There is another way to quickly come up-to-speed on the file — click on the
brad and then on “Communications” then on “All Communications”:

\_| Statuz Feport 'I/
aid Administration ¥ §support af their
PE  File Summary inirg o that

General Maokes

Stakus Repork

Ewvents k

Time Spent g

Communications My Calls
Documents ¥ My E-mails
Chronological Lisk My Communicakions
Research r All File Calls

Civil Likigakion r Al File E-rails

Al Cammunications

This brings up a list of summaries of all the communications logged on this
file — allowing you to scan the telephone calls, messages and emails and get
a sense of what is happening on the file (this is my favourite way to stay on
top of a file since most lawyers usually confirm when something is to be
done on a file by way of a telephone call or email). If your practice is to send
these confirmations by way of letter, you would review the “Documents” on
the brad instead. Here are the communications on the Berwood vs Wright
file:

ﬂ \l My Comrunications ‘l'I,

Tue Jan 20, 04 - 05 20 - Benwood vs Wight =]
BED E-MaAIL FROM Gary Benwood
RE: Progress on Benwood v WWright
Mor Jan 19, 04 - 07 @ 07 -- Bensood ws bwiight 2|
ED E-tAIL TO Gary Benwood
Frogresz on Bemnvood v Wright
edJan 14, 04 - D4 : 12 -- Berwood vz Wright
BD CALL TO Mr. Gary Benwood--Spoke
Dizcuzzion regarding varous matters;
IMon Dec 23, 03 - 02 : 38 - Berwood vws Whight
BD MSG FROM kr. Gary Benwood

Fri Dec 26, 03 - 01 : 37 - Berwood vs Wright =]
BD CALL TO Mr. Gary Berwood--Left Message

Fri Dec 26, 03 - 01 : 36 - Benwood vs % right
BD MSG FROM Mr. Gary Benwood
Flzaze call to zet date to review testimony

Clicking on any of these short entries will bring up the full communication for
an in-depth review. You can read any of the information on the Brad and do
a full overview of the status of the file within Amicus.
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Let’'s return the email. Having reviewed the status of the file, click on
“Reply” within the email message. This opens up a reply email within
Outlook. In this example, I have typed a reply and | am ready to hit
“Send”:

™ RE: RE: Progress on Berwood v Wright - Message (Plain Text) E
v
File Edit ‘ew Insert Format Tools  Actions  Help e
[=]5end =h R B Il Toattach as Adohe POF €. g% Y 3 v [gogtions.. & (7).

¥ This message has not been serk,

Subject: |RE: RE: Progress on Berwood v Wright

Craty:
I will call srons at 2:00 am - if T miss you then call the office and have me paged. I will instnact the staff to watch for your call.
Regards,

Bobby Donnell

From: Gary Berwrood

Sent: Tuesday, Tanary 20, 2004 520 PRI

To: Bobby Donnell

Bobby, I'll be travelling tomorrow so your best method of contacting me is by cell phone 617-555-8544

Gary

From: Bobby Donnell

To: Gary Berwood

Subject: Progress on Berwood v Wright

Craty, just a remuitider that T will be preparing for the cross tomorrow and may need to contact you on a few points.

Hegards

Bobby

This shows the seamless integration between Outlook and Amicus Attorney.
The last part of the task is to create a billable time entry. Click on the Time
Sheet icon within the email in Amicus Attorney. This opens a Time Entry
dialogue box:
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Time Entry Details n
File: E'.lﬂerwnl:ud w3 'wiright gl Ehnda}l

Client: Berwood Construction Lid.

b atter: Berwood Construction we Harald \Wiight

Client ID: BERCO Matter [D:  EF333
Cateqgaory: Billing F ate:

Billable v| ' |Nomal (Default Rate] - |
Activity code:

| Mane ‘I'I

Bctivity Description:

E-mail corespondence with Gary Benwood, review of status of file, email ﬂ
reply to Gary Benwood]

Delete @l QW ] | Eanu:el|

Entered at 20006 Jan 18; lazt modified 20:08 Jan 18

In this case | have entered a description of the tasks and entered 0.4 as the
billable time — you could also have used the Timer within Amicus to track
this time as well by clicking it ‘on’ at the start of the task and allow it to
collate the time on this file/task. This task is now complete when you click
on “OK”. All emails have been logged within Amicus Attorney for future
reference, the billable time is entered on the daily billable time sheet and
Outlook is used for sending and receiving all email, integrating this
information with the files maintained in Amicus Attorney.
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Task 4 — Start a New Day

A lawyer’s routine to start the day reviewing deadlines,
limitations, communications and to-do’'s.

Keeping up with multiple deadlines and tasks on many different tasks can be
very difficult. Practice management products excel in their ability to neatly
organize and manage the tasks and deadlines that must be handled to
complete all work necessary on a legal matter. Here is how both Amicus
Attorney and Time Matters sort and sift through all your files and give you,
all in one place, all the information you need to complete all current tasks
and meet all imminent deadlines:

Task 4 — Time Matters
At the start of your day, you want to know:

» What is important now?
» What is right around the corner?

Three views in Time Matters help you start your day. In the next few pages,
we highlight these individually customizable views. Using menu-driven
settings, we have tailored some of the views. All three are shown in the
screenshot, below.
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Hil SiMlennena Do O
BaboraE. Angela 0. Brckiip by | Desc

Weekhy  Montbly Sl Copsact Able, Bary
[wed, Jan 14 TeDo T/14/2004 1 Gt te insurance declarationt pags

W W Chert bo sion divonce

G e B/ s, RemNGers, ana WalEnes r)(l |

....... Alerts, Reminders, and Watches

BEAR 2 a0 WROHTOMN-B-F60 B om
------------- Stall [ASBRcbel 5 Brown_ [=] (3 Date[in272004 8| @E DO D EE2E@ 5
Tupe Dats Time  Daws  Descriplion
Ewanl e 1l
O E Ackwal 11272004 & 00am CONF - Case Management Confesence - Moling v, Urited Suiders ||
OB Actual 171272004 11:00am DEFD - Deposition - Reed v. Aubomated Machine
OB Acus 1A2/2004 1:Zpm MTHG - Meet valh Jeremy Bard - invesligaler - bl v. State of Flos
OB Achal 171202004 *00pm MTHG - Mesting - Reed v futomated Mackine
) @ Reminder 11342004 ZMpn MATHG - Mest Chant - Revievs Schedues - Bnbaker Banknaptcy
| B Reminde 171472004 &0z TRI - Taial - MY Slabe v. Theodaee Boland
Tolo's

1272004 LETT - Chert \wrap-up Lether & Docs - Brubaker Barknphcy
11252004 LETT - Serd Documerts b Chent - Brubaker Bardouphey

5/ 1/2002 226 Bawtenr v A Jenking Engiresring LLC - 01-7450 22 - PAT
6072003 222 Chelseav. City of Hisleah - 0312521 - PUP
B/04/2003 222 Cily ol 'WPE v. Hopkinz - 01-1342.4 - CY
] B/2002 222 Fleany v, Floury - 0212917 - DIV
5 Wahch 6,04/ 2003 222 Floada v. Sandeis - 1312311 - CRI

™ &l LLF ko = wimba .

Calendar — See today’s Events and look ahead to the week.

Day File — A personal list, like a yellow sticky

Alerts, Reminders, and Watches — A “fail-safe” hot list
To-Do's — Tasks scheduled for this date

We will look at what these Time Matters tools can do for you.
Calendars in Time Matters

You choose your main calendar view: Today, Multiple Days, a Week, or a
Month. The calendar can show just your schedule, just your workgroup’s
schedules, just the lawyers’ schedules, or the entire staff’'s schedules.

P ONR

The 5-day view of one lawyer’s calendar may look like this:
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1. Your name appears in the Staff field. You can easily check other
people’s calendars by choosing another name here.

2. Your appointments appear in color-coded time blocks. Double-click
any one for full details. Drag-and-drop to move an appointment.

3. Each day’s ToDo’s appear at the bottom of the Calendar.

it Daily Calendar. Prbart §. Brown
Calendar ‘ﬂ

[~ EE A& £ i

Albert A Howell Al Staff(G)  Allzon 5. Monmoe  Barbara E. Angella D) Brickley  Dan T. Miller  Diawid B. Halomar
Draily m 7 Dapz 14 Dapz 21 Dayz Weekly  Monthly Scheduler

Eventz | Tue. Jan13 Wed, Jan 14 Thu, Jan 15 Fri. Jan 16

zzible Infringe

v, Theod
H W Client to sign divarce

M Conference with clent- G

W Monthly Partner Meeting

B Caito George Rand re- |

B FPlanning for Mest vear- |

B Frepare and attend hear

W Meet Client - Bewi

W Meet with 3 zonz to di §

M Meet with Staff - Re

W Initial Client Meeting || Il 5 |nitial Chen

J YWed, Jan 14 Thu, Jan 15 Fri. Jan 16
M File Anzwer toJenking $ Tl Discovery requests se § || @ Get medical records fnf || W Change para 5- A B
W Getthe inzurance decd || @ File &nzwer to Jenking § || @ Arange for dppraizal- §
W Setting Meeting with Clie

Part of the Multi-Day Calendar View
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The Day File — a Personal “Hot” List

When you want to focus on several important things each day, the Day File
can help you. It can be your “hot” list. The Day File can contain links to
Phone Calls, ToDo’s, Emails, Clients, Documents, really anything you need to
respond to.

m Day File M=1E3
Day File
HE SRS E S ®ose | @
Type Desc
Contact Ahble, Barry
ToDa 1/14/2004 1 Get the insurance declarations page
0| )| ¥
— —

The Day File — a “Yellow Sticky” hot list

In Time Matters you can Double-click on any item to see its details. After
you handle an item, you remove it from the Day File.

Alerts, Reminders and Watches

% plerts, Reminders, and Watches |_§|

Eile Edit Wiew  Search Process
Alerts, Reminders, and Watches Olptione

ER & &Y =D
Staff [FSBRoben 5. Brown | v] [#] Date

Reminders spotlight
future Events.

Typs Date Tirm= Dapz D

Eia : The Days column shows
0B Actual 1A414/2004 9:00arn how near thev are.
0B Actual 1/M14/2004 200pm
[ ] el (W 4./ 200 B b TMHG - Initial Client b aating
] Feminder 1152004 00arm 1 COMF - Conference with client - Gordon . Miami b anne

Reminder  1/159/2004 4:00prm T MTMG - Initial Client Meeting

Feminder  1/16/2004 3.30pm 2 MTMG - Meet with Staff - Revizions - Brubaker Bankruptcy

| alio's

Actual 11472004 DISC - Digcovery requestz zent aut - Brown v, Brawn

] Actual 1/14/2004 DISC - et the insurance declarations page - Lee v Al Counky (nzo

2/31/2003 Baster v. &, Jenkins Engineenng LLC - 07-74508.22 - PAT
] 15 'wiatch EA04 42002 224 Arthur Patent - 07-42872.1 - PAT
] 418 ‘watch EAD4.42003 224 Chelzea w. Citw of Hialeak - 0312521 - PLIP

Inactivity Watch list shows Matters, for example,
with no time entries or calls for 90 days.

The Alerts, Reminders and Watches window is available with one click.
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It allows you to focus on today’s activities as well as jog your memory about
other things that may need attention. As upcoming Events are entered into
your Calendar, you can have reminders set with varying lead times that
depend on the type of Event.

For example, you may want to be reminded of a CLE Seminar twice: once in
time to cancel and still receive a refund and again the day before. For a
major client meeting requiring extensive preparation, you set multiple
reminders, such as 14, 7, 3, 2 and 1 day in advance.

Keeping on Track during the Day with Time Matters

During your workday, you may spend most of your time at the PC with
Emails and documents. With Time Matters running, you can quickly switch to
your Calendar, Day File, and Alerts screens to keep your important priorities
in mind. You can be more relaxed when you do not feel as though you have
to keep everything in your head and are not at the mercy of sticky notes and
elusive paper lists.
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Task 4 — Amicus Attorney

Practice management software should give you the big picture, the 50,000
foot view, on your practice and firm. Here are Amicus Attorney’s ways of
doing this:

First we start with the Dailies. There are two screens to the Dailies — the
first is “Today’s Practice Reminders” that sums up “What’s Going on Today?”

Here is what it looks like:

]i_ Bobby Donnell’s Dailies
File Edit Amicus Tools DAILIES Help

Today's Practice Reminders Sunday October 24, 2004

What's Going on Today?

Today's Practice Reminders [Double-click aty iten for detailz)
Today's Overview You have unread phone meszages!
You have no appointments or deadlines today.
Firrn Mews Warning: You have spent mare than 12 hours on Alladin Purchaze.
Legal News You have not posted any time entries to accounting zince Wednesday, October 20, 2004.
There are unposted time entries for Monday, October 25, 2004 and 7 other days in your list.
Top Mews Stones There iz a lot of time that has not been posted. Mot only does this create the rigk of time being mizzed
‘weather by your accounting zyztem. but alzo it will unduly zlow down your Amicusz Attorney Time Sheets. IF pou

are not using Amicus Attorney’s abhility to send time electronically to accounting, you zhould still post it
using the "Manual Entry™ posting format.

Mo time entries have been recorded for January 2. 5. 6. 7. 8. 9,12, 13.14,.15.16_19, 20_ 21, 2223,
26, 27. 28, 29 & 30, 2004 and February 2, 3. 4. 5. 6.9.10,11,.12,13, 16, 17. 18, 19, 20, 23, 24_25,
26 & 27, 2004 and March 1.2, 3, 4. 5.8, 9. 10, 11,12, 15,16, 17.18.19, 22, 23, 24 25, 26,29, 30 &
31,2004 and April 1, 2, 5. 6. 7. 8 12 13, 14_15_16. 19, 20, 21, 22, 23, 26, 27, 28, 29 & 30, 2004 and
May 3. 4. 5. 6.7 10, 11,12 13. 1417, 18.19. 20, 21, 25, 26, 27, 28 & 31, 2004 and June 1. 2, 3, 4,
F.8.9.10.11, 14,15, 16,17, 18. 21, 22, 23, 24,25, 28. 293 & 30, 2004 and July 2. 5. 7. 8.9. 12, 16.
19,20, 21, 23, 27. 28. 29 & 30, 2004 and August 3, 4. 5.6, 9. 10, 11, 13. 16, 17. 18, 20, 23, 25, 26,
27 & 31, 2004 and September 1. 2. 3. 8.9, 10,13 14_15_16. 17, 20, 21, 22, 23. 24, 27. 28, 29 & 30.
2004 and October 1 & 4, 2004. Be sure you do not forget to record your time for these days. [If theze
days were vacation and iliness. recording that will ensure more accurate statistics.]

Golf

Personalize ]

The Dailies quickly gives you a summary of your day (phone messages that
you have not opened and read, upcoming appointments and deadlines from
your calendar and To-Do list) and of things that need doing — such as
posting unposted time to your accounting system. It also tells you when you
have forgotten or neglected to make any billable time entries for any
business days. It will also tell you that you have hit a billable time ‘ceiling’
on any files for which you designated such a limit — thereby warning you
that a discussion with your client about this file is in order. Double-clicking
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on any of these entries takes you to the details regarding these entries —
such as opening the Alladin Purchase file.

This is the default view for the Dailies — but if you click on “Dailies” in the
menu:

= Bobby Donnell's Dailies
Fil=  Edit il DAILIES

Amicus

Today's Practice Reminders

Wihat's Going on Toda)
Firrn News
Today's Practice Reminde Legal Mews

Today's Overview
Top Mews Stories

Weather
Golf

Firmn Mews
Legal Hews

Personalize Dailies. ..

and then click on “Today’s Overview”, you can open up a different view that
looks like this:

li_ Bobby Donnell's Dailies

Fille Edit Amicus Tools DAILIES Help

Today's Overview

What's Going or Today? R
Today's Appointments New
Today's Practice Reminders
Today's Dverview
Firm Mews
Legal News
T op ey 5 el Outstanding To Do's New
‘wieather
Golf
Dutstanding Phone Messages Mew
br. Fred Jamizon Tue Oct 26/04 254 prn +1 [416] BBE-57EE Meeds to talk to you today!
r. Philip J. Agrarian Tue Oct 26/04 17:40 am 997-6393
Mz, Jarne Wwioo Tue Oct 26/04 11:16 am 24 w87 7EER Wants to dizcuss the file b
Mr. Jonathan Fly Mon Oct 25/04 2:52 pm BAE-5555 whould like to arrange dinn...
Mr. David Barrett Mon Oct 25504 11:39 am +1 [313] 555-9499 x38. Would like to set up a___
Outstanding E-mails New
From: Gary Benwood Wwed Oct 27/04 5:20 pm RE: Progrezs on Berwood v Wright
From: Anne Meighbar Tue Oct 26/04 5:59 pr RE: Deposition D ate
From: Jim Cooperman Fri Oct 15404 6:01 pm RE: Infarmation required
Personalize ]
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As you can see, this view provides you with a detailed overview of today’s
Appointments, Outstanding To Do’s, Outstanding Phone Messages and E-
Mails. This view allows you to start visualizing your day and how to set and
attack your priorities.

These are the default views — however, “The Dailies” can be customized by
clicking on the FeSonaize | 1, \+ton on Preferences:

’ﬁ Office ] @ Calendar I [l Contacts - | & Files l
R Time Shests | i Library £ Dailies | T CamCenter |

Today's Practice Reminders | Dailiez Pages |
Calendar
Wdarmn me if | hawve mare than itenz on today's To Do list,

Wharm me if a To Do haz been on my list for more thard 2q daysz,

Files
[ Remove a File fram the Active list if there has been na activity for (30 days.
[ Fierind me about business development if | haven't opened a new File in [51 4ays

I~ Remind me about blank Full Matter or Client Mames

Time Sheets

v Remind me about Time Entries.

Library

I Remind me about Unshelved Librany M aterials.

Defaults ak | Cancel |

Here you can customize The Dailies (*and other aspects of Amicus Attorney
by using the other tabs). Let us overview what | have found are the more
important items:

1. Calendar: Warn me if | have more that 21 items on today’s To Do list:
The “warning number” can be designed by you — the idea is to prevent
your To Do list from growing to an unmanageable size. This allows
you to prevent your To Do list from becoming a parking lot of good
intentions...

2. Files: Check Remind me about business development if I haven’t
opened a new File in X (in this case, 21) days. Sometimes you can
get so caught up in working on current files that you lose touch with
the fact that you need to continually add new files to the hopper. This
is a marketing prompt!!
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3. Time Sheets: Remind me about Time Entries. This prompts you to
keep your time entries current (by not allowing business days to go by
without any billable time entries) and to post your time entries into
the accounting system.

You can explore the remaining tabs in this screen to customize any of the
other modules of Amicus Attorney.

Let us return to keeping a 50,000 ft view on your practice and firm. The
Dailies allows you to look at you own day — but the Group Calendar function
allows you to get a quick overview into everyone else’s calendar

appointments. Click on the Calendar icon in the toolbar e You will see:

{* Bobby Donnell's Calendar E‘ @| le
File Edit Amicus Tools CALENDAR

Sep <] October 2004 Hovember 2004 [> Dec ._ . Maon <] Tuesday October 26. 2004 D Wwed
F

MoT W T F WMoT W T 5
26 27 28 20 30 1 1.2 2 4 5 & )
4 5 6 7 = I T [ I R b R |Ea,|ie,|
0 1 12 13 14 15 15 18 17 18 19 20
18 19 20 21 22 2z 23 24 2/ 2 27 T o7
25 [26] 27 28 =20 70 030 1 oz 3 4

Hew | [ Toba 7] A
Top Benwood v Wwiight DEADLIME
O Prepare crozs-examination

High  “idgetco Share Purchaze Die How 2
O Finalize Shareholders Agreement ¥ days to do

Avg. Dom Coop/ Philips Shoes Eth day
O @ Research Supreme Court Fulings an list

xmmE

I-ZzoO=s

Avg. Cooperman v, Cooperman 1gt day
O @ Call Mz Jahe wWoo o list

Aug, Meighbor re Roads Z2nd day
O @ lzzue Jury Notice an list

Bug, Jamizan Inc. Eth day
O @ Diraft retainer o list

Ayg. Parker &igency 13t day
O @ Review Hubbard transcript & report of an list

Aug. Markham Realy re General 1zt day
O @ Ermnail Harold my findings an list

Soon | Personal 19th day
O @ Play Cards an list

Lo Technology Committee 138th day
O Decizion re new software o list

Notice the “Group” tab on the lower right-hand side. Click on it.
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i Bobby Donnell's Calendar,
File Edit Amicus Tools CALEMDAR Help

IPPPIPEFPEFFEFPFPEFPIFPFPFFPPEFPEPEFFPEFPP
SCHEDULE FOR: Bobby Donnell, Rebecca ‘W ashington, Lindsay Dole, Eugene Young

One Day Combined = EI q Tuesday October 26, 2004 D Profiles..

Combined Schedule Bobby Dornell Rebecca Washington Lindzay Dole Eugene Young
E] E] E E]

“Boa-

NTET tnavail oE TET Unavaldd

Unavailable 10 Unavailable

=mmE

il

TZEVER Tnavaiable [ TZEVEF Unavak

m

IHZos

0z 02

ey Tnavala e e TEY Unavaiable

Unavailable 04 04 Unavailable

05 05 05 05
L |7 - 8:30 Unavailable L L |7 - 8:30 Unavailablz

Prepare crozs-e... Berwood ve'Wi.. A Prepar... Bemwo.. A | Review .. RichterP...
Finalize Shareh... ‘widgetco Shar... Finaliz... ‘widget...
Rezearch Supr...  Dom Coop/ Phi.. Rezear... DomC...
Call Mg Jane... Cooperman v. ... Call k... Cooper...
lzzue Jurp Motice  Meighbor re Ro... lzzue ... Meighb...

Review agr't of ... Richter Purchasze Diraftr...  Jamiso...
Tir 2t rabaimar [ hs Dlovia  Parar

W

Here you see a combined schedule on the left-hand side and everyone’s
individual calendar on the right. The combined schedule can be used to
schedule group meetings (use your mouse to “click and drag” between 2 pm
and 3 pm and you will see that you have just created an appointment that
will be shown in EVERYONE’s schedule that is “Assigned” to the appointment
as follows:
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Event Details n
Title: It u:lir'ltn'lE:r'l [ Critical Appointrnent -
Date: [ Today Time: (B [[0200PM 1o [03:00 PM

File: E 2' Remind me: |10 |minutes before j
Contact: ﬁ QI Cateqgory: |Elient work. - general j

Azzigned: |Eh:bby Dannell, Rebecca Wazhington, Lindzay Daole, Eugene Young

Repeat: |N0 repeat j Link: CDl Mat Linked
Agzist: Do Assistance Setup... |
M abes: ﬂ

Delete @l ﬂ ﬂl | ok ] cenca |

Last modified on Mon, Jan 1 04 17:49 A0

This is a great way to save time scheduling an office meeting! (You can even
assign a client, a room, or an office administration file to the appointment,
such as “Alladin Purchase” or “Staffing” or “Holidays” etc...

Let’s go back to your own calendar for a moment:

li. Bobby Donnell's Calendar
File Edit Amicus Tools CALEMDAR  Help

October 2004 Hovember 2004 . Mon q Tuesday October 26, 2004

T W T
22 20 20

5 8 = | Eatlier |
12 13 |
19 =0 v o7

25 [28] 27

Mew | |
Top Benyood we wight DEADLIME
Prepare crogs-exanination
High  ‘widgetco Share Purchase Due Moy 2
O Finalize Sharehalders Agreement ¥ days to do

Awg. Dom Coopd Philips Shoes Eth day
O @ Research Supreme Court Rulings on list

0s

EmmE

I-<ZOs5

A, Cooperman v. Cooperman Tzt day
O (@ Call Ms. Jane Wao oh ligt

Awg, Meighbor re Roads 2nd day
O (D) 1szue Jury Motice on list

Awg. Jamizon Ine. Eth day
| (T) Draft retainer on list

Ay, Parker duigency Tzt day
O {T) | Review Hubbard transcript & report of on ligt

Awg, tarkham Realty re General st day
O () Email Harold my findings on list

Soon | Personal 19th day
O @ Play Cards on list

Lo Technology Committee 138t day
O Decision re new software oh ligt
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I would like to point out a few things: First the To Do’s: Note that Amicus
ranks the To Do’s in order of whether they are Past-Due (with a count on
how many days past-due), Due Today or due at some time in the future
(with a count up to the due date). There are also To Do’s that do not have
any assigned due date, in which case Amicus counts the number of days that
they are on the list (such as the Technology Committee decision on new
software that has been on the list for 138 days!).

Here is a quick way to schedule your To Do’s and make time to actually DO
them: Highlight a To Do with your mouse (such as the Berwood vs. Wright
prepare cross-examination entry) by clicking once on it with your mouse.
Now Click on this highlighted To Do and “drag” it with your mouse over to
your calendar and “drop it” into your calendar as follows:

~ Bobby Donnell's Calendar
File Edit Amicus Tools CALENDAR

Sep <] October 2004 Hovember 2004 D " Mo q Tuesday October 26, 2004
s M T w T F s M T w T F

6 27 28 23 30 1 1.2z 3 4 5 ;
3 4 5 &5 7 8 7 8 9 10 11 12 . |Earlier|
10011 12 13 14 15 14 15 186 17 18 12
17 18 19 20 21 22 21 2z 23 24 25 28
24 25[26]27 28 28 28 28 30 1 0z 2 4
1

Mew | | ToDo 'I :l J
High  ‘widgetco Share Purchase Due Mow 2 - 3195 -10:45
O Finalize Shareholders Agreement 7dapstoda 3
Awg. D'om Coopd Philips Shoes Bth day
0 @ Research Supreme Court Rulings on list

Awg, Cooperman v. Cooparman 1st day
O (@) Call Ms. Jane Woo on list

xmm=E

Prepare cross-examination
Benwood vz Wwiight

I-zZO=Z

Ay, Meighbor re Roads 2nd day
O (3) lssueJury Motice on list

Awg. Jamizon Inc. Bth day
O (T Draft retainer on list

Awg. Parker fgency Tat day
O @ Review Hubbard transcript & repart ap aon ligt

Awg, I arkharn Realy re General 1at day
O (3) Email Harold my findings on list

Soon  Personal 15th day
O @ Flay Cards on ligt

Lo Technology Committes 138th day
O D ecizion re new softwars ot ligt

Now double-click on the appointment (with yourself!) to work on the
Berwood vs. Wright cross-examination — this allows you to change the
default appointment time and schedule it instead from 9:15 am to 12:15
pm. Why do this? First, a good time management tip is to schedule To Do’s
as appointments — allowing you to manage your time by your priorities
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rather than otherwise. Secondly, because this time is shown in the Group
Calendar in the office, everyone can see that you have set aside this
morning to work on this file — and hopefully will respect this and check the
Group Calendar in Amicus Attorney before interrupting you — allowing you to
work in peace! This drag and drop feature is useful to take a phone call —
convert it into a To Do using the icon, then drag and drop it into an
appointment and then when you have finished, click on the little blue billable

time sheet icon shown in the upper right-hand side of the appointment
3:15-10:45 Prepare cross-examination =]
Benwood v \Wright

and that will create a billable time
entry. This is a great way to use the workflow features of Amicus Attorney to
save time and keystrokes!

This is a quick overview of how Amicus Attorney keeps you on top of your
Day, your To Do’s (including your limitation and Bring Forward reminders),
your appointments and communications. Of course, for a more detailed
overview of your day, you could open up the Calendar and the CommcCenter,
to review the details of your appointments and your outstanding telephone
calls, messages and emails. I generally find that | use this method — by
opening the Calendar and the CommCenter - to organize my day — by
quickly looking at my To Do’s, my appointments and my outstanding
telephone calls — and then deciding what it is that 1 should be doing to make
the best use of my time that day. And | do ‘drag and drop’ To Do’s into my
calendar — to reinforce that | want to use my day to attack that particular
task!
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Summary of the Products:

This section contains some basic information on the two practice
management products covered in this paper.

Time Matters Summary
By Wells Anderson (Updated by Dan Pinnington)
What versions of the product are available?

Version 6.0 of TimeMAtters was recently released. Improvements include a
BlackBerry® link that sets a new standard for handheld integration, an easy
to use Outliner/Case Planner, a whole new level of Outlook® integration
including background AutoSync, and more.

TimeMatters 6.0 Professional Edition

This Edition includes Time, Information, Billing, Document, and
Communication Management features, plus bulletproof networking and the
best links to industry-leading programs for billing/expense control, document
automation and management.

TimeMatters 6.0 Enterprise Edition

The Enterprise Edition of Time Matters running advanced client server
technology for large networks, or small networks with large databases.
Enterprise Edition is the same as the Professional Edition except that it uses
the Microsoft MSDE database or Microsoft SQL Server Version 7 or 2000
Database Engine.

BillingMatters 6.0 plus Accounting

Billing Matters™ 6.0 Plus Accounting adds full back office accounting to the
award-winning Billing Matters standard feature set. Get complete accounts
payable and receivable, a flexible general ledger, world-class check writing
and reconciliation, and more.

World Server 5.0

World Server 5.0 gives you access to your practice management information
through the Web. It has a nearly identical interface and the same core
functionality as the Time Matters desktop application, and they work
together. The World Server browser version shares your practice
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management database in real-time with your desktop version of Time
Matters.

What does Time Matters cost?

Pricing varies depending on which version of the software you purchase.
Basic standalone versions start at US$300 or so per user. More advanced
network and web-enabled version cost more. See the Time Matters website,
www.timematters.com/sales for details and the latest information.

What types of practice is the product suited to?
Time Matters is suited to law firms and departments of all sizes:

>

Small Firms — Time Matters handles a variety of practice specialties in
one application to serve each practitioner in the firm. No separate
database software needs to be purchased and updated: Time Matters
Professional runs on a shared network hard drive on Microsoft and
other networks or peer-to-peer on an available PC.

Solo Practitioners — A solo can take the law practice along anywhere
in a laptop. Over the Internet or back at the office, the attorney can
synchronize everything for the purpose of sharing with assistants and
backup.

Multiple-Office Firms — Time Matters can synchronize multiple
locations, including lawyers' home offices, using one of several
approaches. For larger firms, SQL databases can update each other
regularly. For smaller firms, Time Matters synchronization keeps far-
flung offices and laptops up to date.

Very Large Firms — Running on Microsoft SQL Server, Time Matters
handles hundreds of users in one or multiple locations. With World
Server, the firm can host the main Time Matters database on its own
premises and also make it available, subject to strong security, over
the Web.

Practice Areas — Time Matters includes customizations for the following:

>

V V V V V V

Bankruptcy
Construction Law
Corporate

Elder Law
Employment
Estate Planning
Insurance Defense
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Intellectual Property
Personal Injury
Real Estate

Tax Law

YV V V V V

Transactional
» Workers Compensation

Many other practice areas may be served using the customization features
that require no programming.

Implementation issues - can you install it yourself?
Installing Time Matters Professional

Yes. Installing Time Matters is easy. The program is very useful right out of
the box and most users do not hire consultants to do the installation. A new,
empty Time Matters database, along with a separate Tutor Database
populated with sample data, takes about five minutes to create.

As a part of a standard installation, Time Matters is ready to send
information into Microsoft Word and Corel WordPerfect. It can print
calendars, contacts lists, matter lists, invoices and other documents.

Ordinary users can learn the basics of customizing fields and other features
in Time Matters without spending too much time. The product includes a
large selection of narrated videos and a 582-page User Manual both as a
printed book and an Adobe Acrobat PDF file.

But a word of caution: If you do not invest the time necessary to understand
what you are doing when customizing software, you are likely to:

1. Miss out on many opportunities to save time and make more money;
and

2. Make mistakes that may take an unfortunate amount of your time or a
consultant's time to fix.

In most situations, law practices ranging from a solo practice to a very large
firm will benefit from hiring a knowledgeable consultant if only to provide
guidance and get the project off to a good start.

Installing Time Matters Enterprise

In the right circumstances, you can install the Enterprise Version yourself. It
comes bundled with Microsoft SQL Server 2000 Desktop Engine (MSDE), a
free version of Microsoft's main database product. Following the step-by-
step Installation Instructions, you can install Time Matters Enterprise and
MSDE from the installation CD. Because of the requirements for the
Enterprise version, the process can be more complex depending on the
setup of the firm's existing network server. MSDE needs to be install on a
Windows machine. If you have more than 10 users, you will need one of the
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versions of MS Windows Server on the network server and enough Client
Access Licenses for all your users.

For more than 25 users on a Microsoft network, you need to have MS
Windows Small Business Server or MS SQL Server installed. At this point it
makes sense to have a relationship with a networking specialist or company
for setup of the server software.

Time Matters Enterprise is also available for Linux. Expect to use the
services of a person familiar with Linux to get up and running.

Support is available at reasonable rates from Time Matters for all versions of
the program.

Importing Existing Information

Bringing existing information into Time Matters is not technically
"installation,” but it is a crucial step for most offices. Converting data from
and old system can require significant effort, not due to limitations in Time
Matters, but rather due to the usually less-than-perfect condition of a firm's
existing data. Often the information has been entered into the old system in
different ways. People have saved information in odd places in the old
program because of its limitations. These factors can complicate the
conversion process.

Time Matters has pre-programmed import routines for 21 different software
products including various versions of Amicus Attorney, Act, Goldmine,
Outlook, PCLaw, Timeslips, QuickBooks, Juris and TABS. You can save a
great deal of time and effort by importing your list of clients, matters and
other information using one of these imports. In addition, Time Matters has
a Custom Import feature for working with information that can be exported
from other software products.

You can save time and get better results by hiring an experienced Time
Matters consultant to assist you with importing information and customizing
Time Matters to the needs of your particular practice. Sure, you can take the
time to work through the manual and videos to master the tools for
customizing the product. The vendor also offers live training classes and
training over the Web. But if you do it yourself, you miss out on efficiencies
that a consultant can bring to your practice based on years of experience in
working with firms like yours.

How long does it take for people to get up to speed on it?

In our experience, most people get over their initial resistance to changing
to new computer software, including Time Matters, in less than two weeks.
By the end of that time, with a few exceptions, the users are glad to have
the new software and wonder how they ever got along without it. The results
depend to a great extent on these critical factors:
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1. Did the users spend at least 6 hours learning the basics of Time
Matters?

2. When everyone started using Time Matters, did it contain all the
essential information that was in the old system?

3. Was at least some customization done to address the firm's practice
area or areas?

4. Was someone available to answer questions and make necessary
changes while users were getting used to Time Matters?

5. Was everyone required to switch from the old system to the new
system?

The best way to minimize the amount of time for people to get up to speed

is to carefully prepare for the transition from the old ways of doing things to
the new ones.

How customizable is the product?

Time Matters is highly customizable without programming. Its power can be
magnified through the use of both simple and complex techniques for
adapting it to specialized uses.

Property Files — Time Matter lets you choose from among the 13 different
practice areas listed above. (Click here to see the list.) When installing Time
Matters, you choose the appropriate property file from the list.

Feature Packages — Some Time Matters consulting companies offer pre-
packaged bundles of features tailored to the needs of particular legal
specialties. These features can be imported into Time Matters, for example,
to change fields, set up options, merge information into form documents,
categorize contacts and matters, produce docket systems. See the Time
Matters Store under Categories / Feature Packages for available products
(www.timematters.com/store).

Program Level and User Level Setup - Time Matters allows you a wide
range of choices that may be applied to the entire system or individually for
specific users. Because different groups of users handle different kinds of
work within Time Matters, it is important to set up button bars, lists, reports
and other options that support each group of users.

= Program Level Setup E]

General |I=ists |El:urms |Eilling | Linksz |5udit | Fiegional ||:|pdate | Sunc | F.ewaord | E mail | Lexis |

Drefault Program 'Yersion

Frogram Seres (SRR e
Property File [Legal ] 4
b atter Label [M atter -]

Program Level Setup
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Lists and Quick Tabs — Record lists in Time Matters can be reconfigured to
show the information you need to see. Different lists may be designed for
different purposes and users, showing only records that meet given criteria.

| | Filter |21l Fecords || View [Surnmany View |

Al |Elients | Courts | Experts | Paotential |‘-.fenu:||:|rs | RSE |

Last Firzt Firm b ain

I M| R edmond State af Florida B2a7
Reed Leonard  Reed Electronics J05-555-3926
Sanders Gloria 913-555-6565
S avper Lavirie J05-555-0732
Shah R uidy Shah Unlimted a05-555-4541
Sharp Tormmy General Properties Development... 305-555-6333
Shearer Elizabeth  MegaT ech Computers, [nc. J05-555-4548
Shelby Luke Medical Caze Management, Inc.  612-555-1283
Sherman Fredernick MegaT ech Computers J05-555-4344

Quick Tabs on the Contact List

Templates — The appearance and content of different types of records —
Contacts, Matters, Events, To-Do's, Documents, Emails, Notes, Phone
Messages, Custom Forms and Websites — can be adapted for each practice
area and for special purposes. Clipboard templates can be created for
pasting information from Time Matters into documents and Emails. Merge
templates can be designed to create documents and envelopes
automatically. AutoEntry Forms may be designed to accelerate the partial
completion of frequently created records, such as time entries and phone
messages.

Security — A comprehensive set of security options can prohibit access to
sensitive information based on a wide range of criteria. Security can be
applied based on features, users, clients, matters, types of records, time of
day and more.

Coding and Color Coding — Four-letter abbreviations with understandable
labels are used throughout the program to classify information. You have
complete control over the addition, modification and deletion of these codes.
They may be used to color-code records by Staff or by type of record.

Integration with Other Applications — Time Matters includes links to a
variety of industry-leading third-party applications, including MS Word, Corel
WordPerfect, LexisNexis Research, MS Internet Explorer, MS Outlook, Palm
OS, Pocket PC, HotDocs, WORLDOX, iManage, Tabs3, PCLaw, Timeslips,
QuickBooks and Juris.

What kind of ongoing support do you need?

The amount of support you need varies with who you are, but everyone
benefits from devoting some uninterrupted learning time at the beginning. A
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variety of resources are available to facilitate learning and allow users to
answer their own questions.

Time Matters is designed for users to install and learn the program
themselves and that is what most users do. In order to achieve the
efficiencies that are possible with Time Matters and reduce the amount of
non-billable time getting started with it, users can take advantage of a
network of Time Matters Authorized Independent Consultants (AICs). A
directory of AICs is available on the Time Matters website
(www.timematters.com/consultants/). A number of these consultants work
with firms throughout North America and the world using Internet remote
control technology to share the user's screen, keyboard and mouse. By
working remotely, AICs can work with attorneys and staff to configure Time
Matters for their needs and to teach them the skills most important and
relevant to them and their office.

Most software programs need to be updated. With Time Matters, you can
apply an update to one computer on your network and all other computers
will be updated rapidly as users open the program. The Time Matters Service
Releases are not just bug fixes; each one adds new features in response
user requests and is available for download at no charge.

A variety of support resources for customizing and learning Time Matters are
available:

» The HelpCam CD videos introduce users to the program and show how
to customize it.

» Context sensitive Help is available throughout the program for basic
information about various functions and quick answers.

» The User Manual, included both printed and PDF formats, serves as an
extensive reference. It includes Frequently Asked Questions.

» On the Time Matters website, the Service Center has white papers
covering selected topics in depth and a searchable, indexed Knowledge
Base organized by topic and subtopic.
(www.timematters.com/support/servicecenter/)

» The AIC Solutions Forum is a place for Time Matters, Billing Matters
and World Server users and consultants to share knowledge about
these applications, tailor these applications to individual needs, and
develop specialized solutions. It is available to registered users via
Email, Newsreader and the Web and is accessible from the Service
Center.

» New purchasers receive 10 free support incidents to be used within 90
day of purchase. Additional incidents may be purchased. The Time
Matters support staff have earned a great reputation for quality and
responsiveness.
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What are the 3 main weaknesses of the product?

1. Although some are available through the Time Matters Store, a wider
selection of third-party guides and feature packages targeted at
particular practice areas and advanced features would allow users to
gain greater efficiency from advanced Time Matters features without
investing as much time.

2. Time Matters could benefit from more attractive cosmetics. The
program received an extensive makeover in Version 5, improving its
usability and aesthetics, but there is still room for improvement. A
popular recent addition was the inclusion of beautiful artwork as
optional backgrounds.

& f-*-

Time Matters Backgrounds

The current Power Views feature allows for the design of customized
record layouts for the display of information. Although all the standard
Time Matters data entry screens are customizable, we would like to
see the power of Power Views available for data entry screens, too.

3. Time Matters — and practice management applications generally —
suffer from an image problem among lawyers. Less than 50% of
lawyers are regular users of practice management software. Other
professions and businesses have fully embraced technology as a vital
key to their success. Many lawyers still view computers and software
almost as necessary evils. Though DATA.TXT, the maker of Time
Matters, and other companies are trying hard, we would like to see
even more effective communication about the differences that practice
management software can make to the practice of law. Lawyers and
staff are not the only beneficiaries of increased effectiveness and
productivity; legal clients benefit from faster and more economical
service.

What are the 3 main strengths of the product?
Time Matters Advantage 1: Choice

Choice has become almost a mantra with Time Matters. The answer to the
question, "Can it do this?" is almost always, "Yes. Which of these three or
four or five different approaches works best for you?" Need to track more
information? There are scores of customizable user fields on Contacts,
Matters, and other records. A record layout looks too busy? Change the
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layout and hide unneeded fields. Want to access your information from
another office, your laptop, Palm organizer, or any Internet-connected PC in
the world? You can.

One firm may simply want to share a calendar to coordinate their
appointments, a list of clients, and a list of matters with basic information
about each one. They can get up and running very quickly and, for example,
not touch the power of Time Matters to create and organize documents
automatically. Another firm may decide to systemize the way they handle all
communications to and from their clients, becoming more responsive and
generating new business through the helpful information they supply. Both
choices are equally workable with Time Matters. The Time Matters product
line offers a broad range of choices.

Time Matters Advantage 2: Stability

Each new release of Time Matters goes through extensive testing in-house
and throughout the network of Authorized Independent Consultants. Over
the years the company has focused on quality under the hood. The
Professional Edition comes with its own stable database technology that runs
on all popular networks; the Enterprise Edition runs on industry standard
Microsoft SQL server. Given the tremendous variety of available computer
hardware and software and the occasional susceptibility of MS Windows, it is
possible to experience a problem while using Time Matters. But it is
extremely rare for the cause to be traced to an issue within the Time Matters
program. When a problem does arise, it is extremely rare for any loss of
data to occur. Time Matters sets high standards for quality, reliability and
stability.

Time Matters Advantage 3: Community

Because of its popularity and large market share, Time Matters users benefit
from an extensive and varied community of people. The company actively
solicits new ideas from users (Email yours to ideas@timematters.com) and
incorporates them into new releases. As a result, all of the users benefit
from the ideas of their peers. The same process occurs on active forums
where questions and answers are posted. The AIC Support Forum, (available
through the Time Matters Service Center), the TechnolLawyer Community,
and the Time Matters Elder-Law Listserver are constant sources of
information about how to make better use of the program and how to adapt
it to particular legal tasks and specialties.

An active network of consultants assists firms with planning, installation,
data conversion, training and follow-up support. They produce learning
materials and feature packages available through Time Matters and they
volunteer answers regularly in the forums. Some have organized local user
meetings with presentations and open discussions among Time Matters
enthusiasts.
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Knowledgeable users, consultants, and experts at DATA.TXT contribute to
the resources in the Time Matters Service Center. It offers white papers and
a Knowledge Base that cover narrow topics in depth.

Perhaps the best aspect of the community is the way that Time Matters
people share and help each other. If you are new to Time Matters and have
the opportunity to visit another firm that has the product, be prepared for an
enthusiastic tour. If you call Tech Support, expect a call back within two
hours from someone who really knows how to help you. If you ask a
question in a forum, expect multiple answers without waiting long. The
company has experienced increasing sales every year right through the
technology recession, so expect the community to continue its strong
growth, too.

Amicus Attorney Summary
By Dave Bilinsky

A brief note for this part of the paper: 1 have no affiliation with Amicus
Attorney or Gavel & Gown software — other than as a user and sometimes
author of papers regarding their software (such as this paper, for which I
receive no remuneration from Gavel & Gown or anyone else for that matter).
I neither sell the product nor do | consult on the product. Accordingly, this
part of the paper reflects my opinions on the product — | have included
information from Amicus Attorney’s web site only because this is the most
efficient and effective way to gather and present this information.

With no further ado, here is a brief overview of different Q&A’s regarding the
product:

What versions of the product are available?

Currently Amicus Attorney V+ has three versions (Organizer edition, for the
single user, Advanced and Client-Server). As well, Amicus Attorney version X
is now available. Amicus Attorney X is a web-based version of the product
that is platform-independent (it will run on any computer running Internet
Explorer) with advanced features (see summary on the new version just a
little later in this paper).

A detailed feature comparison between the three V+ versions (Organizer,
Advanced and Client-Server) and Version X is as follows:
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Edition Matrix
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What does Amicus Attorney cost?

US pricing:

Amicus Attorney Software

Amicus Attorney X
Standard Edition
Premiurm Edttion

Add 0L to Premiurn Editicn

Amicus Attorney V'

Advanced Edtion

ClentServer Edition

Cirganizer Edition - Shipped
Cirganizer Editon - Downloaded

Amicus Assembly
Arricus Assembly End User Edition”
Arnicus Assembly Developer Edition

*First Licanss of Amices Assemily must be Developer Edifion

Amicus Attorney Upgrades

From Amicus Attorney X
Standard Edition to Premium Edition

From Amicus Attorney V'

Advanced Ediion to Amicus X Standard Editicn
Advancad Edtion to Amicus X Premium Edtion
ChentiServer Edition to Amicus X Premium Edition

Advanced Edtion to Amicus WV ClientServer Editon

1st License

3384
3500
3100

el
5580
§120
L2

MNiA
$100

1st License

§100

3184
3340
3220
§200

100

A
Mi&

190

Each Add’l

16D

148

190
iy
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From Amicus Attorney Version 4 or earlier

Advanced Edition to Amicus X Standard Edition 3240 L i)
Advanced Ediion to Amicus X Premium Edtion 3209 538
ChentServer Edition to Amicus X Premium Edition 3209 5240
Wersion 4 Advanced Edition to Amicus W Advanced Editon F188 5148
Version 4 Advanced Edition o Amicus W Client’Server Edition 04 52pB
Version 4 Client"Server Edition to Amicus V Client’Server Edition 200 S1BB
Ay Version 3 or earer to Amicus V Advanced Edition F249 5178
Ay Version 3 or earber to Amicus V Client'Server Edition 3429 532p

T upgrade from any Organizer Edition - subtract $100 from the new prodwct price.

Technical Support 1st License Ea‘.:h !
Annual Tech Support Plans

At tirne of software purchase 3148 550
After Purchass 3188 560
Individua! Pay-per ca’l senvce 305/ call A

All Pricing is in U5 Dollars and is subject to change without notice. Does not include shipping and
handling where applicable. For Canadian and International Pricing, please contact Gavel & Gown
Software directly.

Canadian Pricing (as of March 2004):



New Purchases Price

Organizer Edition Shipped in box $179 Juser
Advanced Edition 1%t yser $549
Each additional user in firm $399 Juser
Client/Server Edition $699 fuser
Edition Upgrades (within the same version) Price
Organizer Edition to Advanced Edition 1% User $419
Each additional user in firm $279 /user
Organizer Edition to Client/Server Edition $559 /user
Advanced Edition to Client/Server Edition $279 Juser
Upgrade From Version IV to Version V Price
Advanced Edition IV to Advanced Edition V 1%t User $279
Each additional user in firm $199 Juser
Advanced Edition IV to Client/Server Edition V $399 Juser
Client/Server Edition IV to Client/Server Edition V $279 fuser
Upgrade From Version III & Earlier to Version V Price
To Advanced Edition V 1%t User $349
Each additional user in first $249 Juser
To Client/Server Edition V $459 /user

Upgrade From Organizer Edition or Any Corel Edition?

Organizer Edition IV to Organizer Edition V Shipped in box $179 Juser
Organizer Edition to Advanced Edition 1%t User $489

Each additional user in firm $349 Juser
Organizer Edition to Client/Server Edition $629 Juser

New Developments:

There is one big development with regard to Amicus Attorney. Amicus
Attorney Version X has been released.

Here is an overview of what is new in Version X:

€

2
3)

4)

If your server is connected to the Internet, you can run from any
machine that is connected to the Internet — anywhere, anytime.
Nothing is installed on the local machine.

All existing functionality is preserved and in fact, enhanced.

Amicus Attorney is now built on Microsoft’s SQL platform, building
on this strong database foundation.

Now one phone call or appointment or email can be filed as being
relevant to multiple files (such as when you talk to a client about all
their files and not just one).
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)

(6)

Q)

(8)

©)

(10)

(11)

(12)

(13)

(14)

There is a new “Notes” module in Version X — that is free-form —
allowing you to jot down something and then go back and convert it
to a To Do, an appointment, a time entry etc...This will replace all
the sticky notes that you have on your monitor!!!

You can design custom pages (unlimited in the Platinum edition) as
well as having increasing customization with the addition of many
new custom fields in existing parts of Amicus Attorney.

There are custom records in Amicus Attorney for information that
you need collated (and totaled, if numbers are important, such as
$3$ spend on medical-legal reports).

Searching within Amicus Attorney has been enhanced.

Scheduling within the Calendar module has been enhanced — such
as having Amicus Attorney automatically remind a client by email
the day before an appointment.

Document management features have been enhanced by the
addition of Microsoft’s Indexing Service and the CommCenter now
includes letters and faxes with your emails and telephone calls and
messages.

The Contacts Module is now the People Module — and you can
include all your staff as ‘people’ on the file with associated roles and
responsibilities. You can attach a photograph to everyone in your
People Module — allowing you to associate a face with a name.

The Time Tracking and Accounting Links have been enhanced -
easing the creation of links with accounting systems using the new
‘wizard’ and the tracking of expenses on files.

Client collaboration features have been added that grant client
select access to their files and information (but only such access as
you choose). You can collaborate with a client on the drafting of a
document, for example, via Amicus Attorney.

Support for Hot Docs version 6.

Check the Amicus Attorney web site for full details on this new version:
Wwww.amicusattorney.com

What types of practice is the product suited to?

Amicus Attorney Organzier edition is well-suited to solo practitioners. The
Advanced version is for firms with up to 15 users. The Client-Server edition
is suitable for firms up to 500 users.

In terms of the types of practices that use Amicus Attorney, | have used
Amicus Attorney in my practice as a Pl lawyer and seen successful
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implementations in family law practices, in general litigation practices, in
corporate and commercial firms — in other words, in many, many small to

mid-size firms.

Amicus Attorney is most useful when it is paired with a legal accounting
system. In my experience, this is particularly true where Amicus Attorney is
paired with PCLaw as their accounting system, as | have seen that PCLaw
and Amicus Attorney work well together. However, Amicus Attorney is
designed to work with many accounting systems, in a dynamic mode, an
enhanced mode or otherwise as follows:

Dynamic Accounting Links

PCLaw

Timeslips

Timeslips

QuickBooks

The Dynamic Accounting Link with PCLaw® allows you to
automatically share your Client/File and Matter information
between the two programs, and allows you to post your
Amicus Attorney Time Entries directly to your Matters in
PCLaw. The links with PCLaw also features the Account
Inquiry option to access accounting information from a
particular Client or File in Amicus Attorney. Click here for
more information and a demonstration of the link.

The Dynamic Accounting Link with Timeslips® also allows you
to automatically share your Client and File information
between the two programs, and allows you to post your
Amicus Attorney Time Entries directly to your Clients in
Timeslips. Click here for more information and a
demonstration of the link.

The data sharing feature with QuickBooks® 2002 products
allow users to automatically share information between the
two programs, minimizing the amount of data entry.
Client/Files in Amicus Attorney exchange with Customer:Jobs
in QuickBooks, Vendors are exchanged between the two, and
Time Entries are posted directly to QuickBooks. Click here to
see a demonstration of the link.

Enhanced Accounting Links

Juris

Inme

The integration with Juris® allows time entries to be passed
to Juris and it allows both systems to share client and matter
details. The link also features the Account Inquiry feature to
displav accountina information on a particular Amicus
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Attorney Client or File. Click here to learn more about the link
with Juris.

TABS 111
The integration with TABS I1I® allows time entries to be

TA BS ’I’ passed to TABS Ill and it allows both systems to share client

and matter details.

Other Accounting System Options

Along with the Dynamic and Enhanced Links, Amicus Attorney also works with the
following accounting programs: Brief Accounting®, Cognito®, Dexco®, Elite®, ESI
Law®, Laserform Legal Accounts®, LegalPRO/SoloPRO®, Lagalmaster®, Legal Vision®,
Canterbury Lighthouse®, Manac®, Quicken®, Quill®, Solace Accounting®, Solace
Millennium®, SOS Practice Manager®, and Verdict®.

If you don't see your accounting system in the list, you can still have it work with Amicus
Attorney. If your accounting system has the ability to import, then you can create a
template in Amicus Attorney that will allow you to post your time entries to your
accounting system.

Implementation issues - can you install it yourself?

In every case but one, | have installed Amicus Attorney myself (advanced,
and client-server. In most of these cases, | have taken advantage of Amicus
Attorney telephone and email support — why not? — it is free to you with
every new purchase and upgrade. However, | believe that lawyer time
should be spend on what lawyers do best — lawyering — and we should leave
the technology and implementation issues to those who do this work best.
The time that you invest in installing a software package — Amicus Attorney
or any other system, can be better put to lawyering. Furthermore, if you
were to run into a technical glitch (after all, computer hardware and
software can be finicky) the time you spend can be many more times the
cost if a knowledgably person was used. | happen to be fortunate — there is
a certified Amicus Attorney consultant in my area who is rumoured to walk
on water — at least that is what everyone says after they use her (you can
find an Amicus Certified consultant in your area by going to:
http://www.amicusattorney.com/consultants/index.asp.) She also has her
credentials with PCLaw, which may also explain why | have so many lawyers
in my area who are happy with the combination of Amicus Attorney and
PCLaw.
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Accordingly, 1 recommend that you use an Amicus Attorney certified
consultant to set up any third-party software links and any customization for
you.

In terms of links with third-party applications, Amicus Attorney will work
with the following products:

Court Docketing

Automatically schedule your court dockets according to State
and Federal court rules. By licensing CompulLaw's court
engine for use with Amicus Attorney, you can schedule
Cm"‘aw hundreds of related dates in just seconds. All the appropriate
e deadlines are instantly entered on your calendar and in your
client's file. Order your copy of CompuLaw from Gavel &
Gown.

Handheld Organizers

HotSync your Palm™ OS Organizer with a single button.
Amicus Attorney provides a direct real-time bi-directional
synchronization with Palm™ OS organizers. It transfers your
calendar appointments and to-do's with Client File references
Select as well as your complete contact list.

Alliance Member

Client/Server Edition users can synchronize with other hand-

Pwket PC held devices through Microsoft® Outlook® by enabling
Outlook Synchronization in Amicus Attorney.

E-mail Integration

E-mail messages can be attached to your Files and Contacts,
so the history of e-mail communications is at your fingertips
. when and where you need it. Save e-mails individually, or
M&ﬁ%‘ have Amicus Attorney do it for you automatically. E-mail can
be sent, received and managed from the new ComCenter
module. Amicus Attorney helps you follow up on your e-mails
Novell as well. Attach documents to files. Convert e-mails into To
GroupWise: Dos. Get reminders in your Daily Report. And of course
generate automatic time entries for your e-mail
correspondence. Amicus Attorney's e-mail integration works
with both Microsoft® Outlook® and Novell® GroupWise®.

Scanned Documents

ScanSoft’ A convenient link with PaperPort® automates the process of
paperport attaching scanned documents to your Client Files in Amicus
Attorney
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Document Management

":\\1‘"‘. LTy et ot i

F‘i}?@'—" T _"*"\r”:‘T ) @ The popular WORLDOX® document management system
ENTERPRISE DOCUMENT MANAGER® integrates with Amicus Attorney.

Medical Record Retrieval

Online integration with RapidRetrieve™ by MediConnect.net™
RAPI DPETHIEUE allows for easy online medical record retrieval. Click here to
learn more about the integration.

Writs of Execution and Property Searches

Online integration with BAR-eX™ Search services for users in
Ontario Canada

e BAR-eX Property Search using POLARIS™
e WritSearch™ by name or by number
e OWL™ (Ontario Writs Locator)

Click here to learn more about the integration.

How long does it take for people to get up to speed on it?

Amicus Attorney’s graphical interface and ease of use results in a very flat
learning curve. A few hours is all that it would take to grasp the core
functionality of Amicus Attorney — that being the Calendar, the Time Sheet,
the CommCenter and and the File modules. Customization work — such as
implementing your letterhead format for merge features with Amicus
Attorney and your Word Processor will take some understanding of how the
program works — | would not recommend jumping into this until you have
worked with Amicus a little while. However, this is not difficult — I am just
not recommending that you try to do everything at once. After all, it is
easier to swallow an elephant if you do it a little bit at a time.
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How customizable is the product?

I have tried to outline how you can customize the program through the
Office module — by going into Setup and into Preferences. You can set up
Amicus to track custom fields in the file opening process. You can set up
linked events — for example to generate reminders for a upcoming trial —
that will generate all reminders for the production of expert reports, for
reminding your client to bring in a retainer prior to trial etc - that can be
designated a precedent and reused over and over again on different files.
However, to be fair, I have done little customization — finding that the
program suits my needs without much ‘tweaking’- and that is after using it
for 8+ years! Others may find that they want to highly customize the
program, and in this respect, | acknowledge that Time Matters has the edge
over AA version V. But version X of Amicus Attorney is very customizable —
and it maintains Amicus Attorney’s famous ease of use. You may in fact find
that you can get your cake and eat it too...

Wells has mentioned TM’s Feature Packages — Amicus has an equivalent
called Practice Packs.

In fact, if you are interested in how to customize Amicus Attorney in your
particular instance (and | recognize the inherent difficulty in writing a
generic paragraph on how to customize a program for a particular user), |
recommend that you call Amicus Attorney directly and speak to them. |
have found that they are more than willing to discuss their product and
whether the product is suitable for use in a particular instance — after all,
they don’t want unsatisfied purchasers out there.

What kind of ongoing support do you need?

Amicus Attorney comes with a free support period (90 days or 5 incidents
after shipping, 3 with the organizer edition) and you can elect to take out an
Annual Service Plan. | have such a plan and find that it is invaluable. | have
found that | have needed support — usually 1-2 times/year, either to assist
in migrating the system between computers or when the product undergoes
an upgrade, or unfortunately when the database gets corrupted (usually due
to an premature shutdown of the Windows operating system for reasons not
attributable to Amicus Attorney — hopefully with Windows XP being more
stable than prior Windows versions, this will not occur at all..).

When Windows did crash taking my database with it, Amicus Support took in

my database by FTP, fixed it and FTP’d it back to me so that | was back up
and operating with as little down time as possible. | have found that Amicus
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Attorney’s Support has always been very helpful and sympathetic — a nice
touch when you really need it — but no matter how fast the turnaround time
is, it is always too long when you are waiting for a problem to be solved...

What are the 3 main weaknesses of the product?

While Amicus Attorney links dynamically with many accounting systems such
as PCLaw, Timeslips or Quickbooks, in a perfect world, 1 would like to see
Amicus Attorney have a fully integrated Accounting Module providing general
and trust accounting functions all within one database.

Secondly, | would like to see the ability to resize the screens and dialogue
boxes within Amicus.

Thirdly, | always want systems to be more integrated than they are — and
this applies to Amicus Attorney as much as to all other software. 1 would
want the links with other products to be as simple and straightforward as
possible.

What are the 3 main strengths of the product?

Undoubtedly, the first and foremost major strength of Amicus Attorney is its
Ease of Use. The program has been designed by a lawyer to work the way
that lawyers need a practice management program to work. The modules
and screens have been designed to be instantly understandable to lawyers.
The program mirrors how lawyers work — starting from the Files orientation
of the program, and continuing through the Calendar, the Time Sheet and
the CommCenter. Each of these has been given careful thought to ensure
that they work ‘as they ought to’. And they work seamlessly together as an
integrated whole.

The second major strength would be Workflow - how Amicus Attorney
allows you to be efficient and effective by taking a telephone call message
and converting that to a telephone call record — and converting that to a To
Do — and converting that to a Calendar Appointment and converting that to
a Billable time entry that is in turn, sent to your accounting system. This
integration ability that saves keystrokes and allows you to keep progressing
with a file by working with the product is a major advantage over paper
systems or indeed, over systems such as Outlook. This workflow ability has
allowed me to take my practice virtually paperless — since | work with emails
and electronic documents rather than generate paper. All this electronic
information is stored within Amicus Attorney or linked to it (such as the
Outlook email integration)— allowing me to use Amicus Attorney as the
center of my practice.
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A third major strength is that Amicus Attorney’s Systems Approach.
Amicus Attorney maintains all of the systems (conflict checking, bring
forwards, ticklers and the like) that lawyers need to practice ethically and
competently - right to their desktop. There is no need to maintain separate
time wasting paper systems.

Selecting and Implementing Practice
Management Software

The best way to see the features of the practice management products is to
take an on-line demo or download trial versions. See the Amicus demo at
www.amicusattorney.com. On the Time Matters Website there are dozens of
multimedia files that demonstrate its features. (www.timematters.com/)

Other popular practice management products include:
» Prolaw or Prolaw Ready (for smaller firms) (www.prolaw.com/)
» PracticeMaster (www.practicemaster.com/) from the makers of Tabs3

» Client Profiles (www.clientprofiles.com) an integrated legal accounting
and practice management system.

» Computer Law Systems, Inc. (www.clssummit.com)

Y

Corprasoft (www.corprasoft.com) — Corporate Law Departments

» LawStream (www.lawstream.com) — an integrated legal accounting
and practice management system.

» LAWTRAC (www.lawtrac.com) — Corporate Law Departments

» Legal Easy, Inc. Attorney's Assistant (www.legaleasy.com) — Family
Law Office Suite

» Legal Files (www.legalfiles.com/)

> LextraNet (www.lextranet.com) — Web-based litigation support and
case management

> Needles (www.needleslaw.com)

» PCLaw (www.pclaw.com) — this is a legal accounting system that has
added practice management features in their latest version 7.

» Perfect Law (www.perfectlaw.com)
> ReallLegal Practice Manager (www.reallegal.com)

Ideally, you should also spend some time with a legal technology consultant
who can demonstrate the features of the software you are looking at, and
who can listen to your questions and provide one-on-one answers and
feedback. Talk to existing users of the products you are looking add, and
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ideally look for attorney in the same area of law. The services of a good legal
technology consultant can also help you sort out which product is best for
you. Law Office Computing Magazine (www.lawofficecomputing.com) is an
excellent  source of information, as are the  Technolawyer
(www.technolawyer.com) and ABA LawTech (www.abanet.org) Email lists.

When you are reviewing different products, make sure you consider whether
they are flexible enough to work the way you do. Can they be customized?
Do like the standard billing format and/or can accounts be customized. How
do they integrate with your existing software and what data sharing or
importing will be required(this can be time consuming and expensive)?
Ultimately, it should be about the product helping your practice, not about
making your practice adapt to fit the product. Although, in some cases, you
will have to change or adapt the way in which you do certain tasks or
processes. This may include how you handle information, who enters it in
the computer, how file materials are collected and stored etc. This will
require some thought on your part, and the input, participation and co-
operation of your staff. It is critical to get their input and have them
participate in the selection and implementation process.

The basic cost of practice management software products varies from a
several hundred to a few thousand dollars per user. Stand-alone versions
tend to be at the lower end of this range, versions that allow seamless 24-7
access over the Web tend to be at the upper end of this range. However,
the actual cost of the software will be a small part of your overall costs,
which will include implementation and training costs. To implement it, you
will likely need to hire the product vendor or a consultant, especially if you
have to convert data from an older system. All practice management
products are complex. Everyone in your office will require training.
Training is essential - if you don't properly train your lawyers and staff, they
won't use the product to its full advantage.

Summary

Technology has become an essential part of what is reasonably necessary to
practice law in a competent manner. ldeally, practice management software
should be in place as the central nervous system in every law office or legal
department. The ability of these products to share and manage the critical
information that lawyers and law office staff need is nothing short of
amazing. They can make an individual practice, and indeed an entire firm,
far more efficient and profitable, with the added benefit that they can help
implement basic practice management processes that can help prevent the
common types of errors that lead to errors or malpractice claims. While
Outlook can assist lawyers in managing much of the information they need,
and many of the tasks that must be completed, it is not a true substitute for
one of the law-office specific case management products.
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The level of integration that many of the Ilaw office specific case
management products have with other law office specific products, be it
timekeeping and billing, document management, issue management and
document assembly, along with their being tailored to how a lawyer works
and the systems that need to be kept and the tasks that must be done,
simply makes them unbeatable. These practice management tools can
become the ‘central nervous system’ for your practice — they can save time,
they can save money and they can save worry — by ensuring that all the
different systems of your practice are being maintained in a manner that
allows you to carry on the practice of law in conjunction with the application
and supported by it.

Ultimately, despite the leapfrogging that takes place between Amicus
Attorney and Time Matters in terms of “Who is Rated #1 or #2”, (Time
Matter was ranked #1 and Amicus Attorney #2 by a Law Office Computing
survey released in 2003, while Legal Assistant Today reversed these
rankings in their survey released in 2003), the best tool is ultimately the one
that is actually used. Accordingly, you are the final arbiter: Look at the
functionality that is most important to you and see which application meets
those needs best in terms of how you work. Then implement it — and join
the thousands of lawyers who now say that when it comes to Practice
Management Software, they simply could not imagine practising without it.

©2004 Dave Bilinsky and Dan Pinnington. This document was heavily based
on a paper prepared in 2004 for ABA TECHSHOW 2004 by Wells Anderson,
Dave Bilinsky and Dan Pinnington and the authors wish to gratefully
acknowledge Well's consent to the use of his original paper.
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