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INTRODUCTION

The purpose of DocketEase is to make keeping track of clients, files, due dates, dockets,
invoices and payments quick and easy such that invoices can be produced in minutes,
thereby simplifying the time-consuming, tedious task of invoicing.

This document outlines the basic features and functionality of DocketEase.

SUMMARY OF FEATURES

Features

Manage Clients and Files: Client information is entered only once, regardless of the
number of files there are for a given client. Files are then associated with an existing
client. File numbers can be auto-generated or can be manually entered.
Printable/saveable client/file reports are available at the click of a button for a particular
client’s files, all clients/files, open files only, and closed files only. Transfer (closed) file
numbers are auto-generated, but can be disregarded if desired.

Manage File Due Dates: An unlimited number of due dates and/or reminder dates can be
entered for each file. Outstanding Due Date reports are available for a daily, weekly (7
day) or monthly (31-day) period.

Manage Dockets: Dockets for time, flat fees, and disbursements are entered against their
respective file as they occur. Printable/saveable docket reports are available at the click
of a button (i.e. dockets for a particular client, on a particular file, for a particular lawyer or
on a particular date.) Old dockets can be ‘purged’ (removed) from DocketEase as
desired.

Manage Invoices Rendered and Monies Received: Invoices rendered and monies
received are entered against a particular file. Printable/saveable ledger reports are
available at the click of a button for all clients/files, a particular client or a particular file.
Produce Invoices: Invoices are produced (and completely calculated) by the click of a
single button. Time and flat fee dockets are itemized in the invoice; time is totalled by
lawyer fee schedule; flat fee items are totalled; disbursements are grouped by
disbursement type and totalled; GST and PST are added as applicable; and trust balance
is deducted from invoice total amount. Invoices can then be printed to send to the client
and keep in the file and/or exported to (saved in) Word format for further editing or saving
to disk.

Generate Form Letters: Form letters are generated by the click of a button. Additional
form letters can be added as required.

Conflict Search: At the click of a button DocketEase will produce a list of all files
containing a particular string of characters (i.e. a name) for conflict purposes.

Searches: DocketEase has a number of built-in searches making it quick and easy to find
a particular client, a particular file, or even a particular telephone number (for telephone bill
reconciliation).
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Accessibility

DocketEase was developed for the small office; however, it has been developed such that it
can be accessed by a number of people (professionals and support staff) at the same time
without difficulty in a networked environment. It is highly recommended, however, that access
be limited to 10 users in order not to hamper speed or cause sharing conflicts.

Flexibility
Personal information such as firm name, address; GST and PST percentage; lawyers names;
fee schedule, etc. can be easily changed at any time.

Safeguarding of Data

It is extremely important to safeguard the data entered into DocketEase in case the

computer on which the data resides ‘crashes’ as a loss of such data would most certainly

constitute a loss of income. However, only the data portion (‘back-end’) of DocketEase need
be safeguarded. There are a number of very simple ways this can be accomplished:

e Manually copy the DocketEase data file (DocketEase_be.mdb) to another networked
computer or CD at the end of each day;

e Set up an automatic Windows Backup copy the DocketEase data file
(DocketEase _be.mdb) to another networked computer or CD at the end of each day;

o Export all data to Excel spreadsheets: at the click of a button all data is exported to Excel
spreadsheets which can then be printed or copied to diskettes or CD or stored on another
computer.

e Run and print client, file and docket reports on a regular basis.

Security

o User-specific access security: In order to access DocketEase, a userlD and password are
required. There are three user access levels built into DocketEase, they are:

- Administrator: Can access/edit everything (users/passwords, picklists, and data);

- Editor: Can create new entries (clients, files, dockets, etc.), and can view and edit
existing entries; and

- Viewer: can view all entries, but cannot edit anything.

Users can be easily added, removed, or changed by the DocketEase Administrator.

Users can change their own password as desired.

e Protection of Data from Direct Access: The data portion (‘back-end’ tables) of DocketEase
are split apart from user portion (‘front-end’ forms and reports) and password protected
such that the data tables can only be accessed via the built-in forms/reports and cannot,
therefore, be inadvertently tampered with. This will help ensure the integrity and overall
performance of the application.

e Protection of Application Code from Direct Access: The user portion (‘front-end
forms/reports) has been ‘locked’ and password protected such that the forms and reports
cannot be inadvertently tampered with. This will help ensure the integrity and overall
performance of the application.
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TECHNICAL REQUIREMENTS

DocketEase requires Windows 2000 or higher (i.e. 2000, ME or XP). Alternatively,
DocketEase can be made to run on Windows 95/98 with the addition of MS Access 2000 or
higher.

TECHNICAL SUPPORT

Technical support is available by writing to Daigle Computer Intuitions Inc. at
support@computerintuitions.ca or by calling 613-832-9325.

INSTALLATION

A.

In a single-computer environment: Run the DocketEase.exe file on the CD provided.
DocketEase will be installed in a new folder created in ‘My Documents called DocketEase
and a DocketEase Icon (shortcut) will be added to your Windows Desktop for convenient
access. Both the ‘back-end’ (data tables) and ‘front-end’ (forms/reports) will reside in the
DocketEase folder in My Documents. DO NOT uninstall or reinstall DocketEase from
the CD provided once DocketEase is in use as doing so will remove/replace any
existing data. If, after using DocketEase in a single-computer environment it is
subsequently desired to share the application (in a networked environment), the current
‘back-end’ (data tables) must be copied to a shared (networked) computer, then the
current single-computer environment version can be uninstalled and the network
environment version installed as outlined below. It is highly recommended that you
contact DocketEase Technical Support for assistance before attempting to change from a
single-computer environment to a network environment.

. In_a multiple-computer (networked) environment: Installation in a networked (shared)

environment is a two-part process:

- On the Server/Shared Computer: Create and share a folder that will contain the
shared ‘back-end’ data file, and then Copy the DocketEase ‘back-end’ file from the CD
provided to the newly created folder.

- On EACH User Computer: Map Y: drive to the shared network folder, then run the
DocketEase.exe file on the CD provided. The DocketEase ‘front-end’ file will be
installed on the user’'s computer (in C:\Program Files\DocketEase) and a DocketEase
Icon (shortcut) will be added to the Windows Desktop for convenient access.

For assistance in setting up the network shared folder, mapping the Y: drive on the user’'s

computers, and installing DocketEase, please contact DocketEase Technical Support.
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OPENING AND CLOSING DOCKETEASE

To open DocketEase, double-click the DocketEase Icon (shortcut) on your Windows Desktop.

DocketEase

DocketEase will then prompt you for your User ID and Password, enter your User ID and
Password in the appropriate boxes, and then click the OK button. Note that the password IS
case sensitive. If you do not have a User ID or Password, contact your DocketEase
Administrator. If you do not have a DocketEase Administrator and need assistance accessing
DocketEase for the first time in order to set up Users and Passwords, contact DocketEase
Technical Support.

DocketEase - [DocketEase Login] ;|g|5|
J File Edit Insert Records ‘Window Help il
J Return bo Main Menu iclase REFORT |:|" Maximize ‘Window 5 Speling. .. &Print Prewiew 72 Help)Tips B
J &% Eind... ‘.?_,, Find ezt '?f_;ag Replace. .. %l Satt ascending El Stk Descending ‘@ Filker By Selection F Export To word 22

DOCKETEASE"

A Client, File and Docket Managment System

Yersion: 2.0 Yersion Release Date: 10-Dec-2005

DocketEase is a Product of Da lq[e o
Daigle Computer Intuitions Inc. ﬁ COMPUITER

& Paigle Computer Infutions fne, - 2005 THc.

Welcome to DOCKETEASE, a database that makes
tracking clients, organizing files, and managing
dockets, invoices and payments easy.

Access to the data in DocketEase is restricted by
way of User accounts and designated account
access levels {administrative, edit or view only .

Please enter your User ID and Password to connect
to DocketEase. If you do not have, or have
forgotten your User ID or Password, please contact
the DocketEase Administrator.

Uszer ID: ||

Password:
{Password IS case sensitive)
ok | cANCEL |

User ID | l—’_| | Wl l— A

DocketEase User Manual December 2005
© Daigle Computer Intuitions Inc. - 2005



-5-

To close DocketEase, click the Exit DocketEase button on the Toolbar or click the Close button
in the upper right corner. ¥ Exit DocketEass | X|

In order for a database to continue to perform well, it should be compacted and repaired on a
regular basis. Therefore, DocketEase will automatically compact each time it is closed which
may cause an apparent delay in closing. The word ‘Compacting’ will appear on the left-hand
side of the Status Bar (at the bottom of the DocketEase window) while the database is being
compacted. If more than one person has the database open at the same time, the database
will only compact when the last person closes it.

If on closing DocketEase a message appears advising that ‘Microsoft Access cannot delete
... db*.mdb” (usually db1.mdb); OR that Access ‘Could not use DocketEase’, it simply means
that the compacting of DocketEase on close was not successful. This does NOT create any
problem with respect to the running of DocketEase as it is not necessary to compact every
time DocketEase is used and it will be compacted the next time it is used.

In either case, simply click the OK button to close the message and DocketEase will close.

Microsoft Access x|
Microsoft Access can't delete ... ... dbl.mdb.

If wou compact a database using the same name, Microsaft fccess creates a new compactked database and then deletes the original database,
In this case, however, the original database wasn't deleted because it is read-only,

\!J) If wou can, remove the read-only status, delete the original database, and then rename the new database using the original name.
If wou can't remove the read-only skatus, inform vour warkgroup administrator,

Microsoft Access |
"j Could not s« e . s s DocketEase.mdb'; already in use.
-

Help |

However, when this happens a db*.mdb (usually db1.mdb) file will be ‘left behind’ in the same

location as the actual DocketEase file. Any such file(s) should be deleted as they are of no
use whatsoever.
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CHANGING USER LOGIN PASSWORD

A user may change their password at any time when logged into DocketEase. To change
your password, click the Change Login Password button on the DocketEase Main Menu.

E DocketEase - [MAIN MENU] (=] 4]
J File Edit Insert Records ‘Window Help i||

J Return ko Main Menu iclose REPORT |:|’ Maximize \Window ":.9 Spelling. .. @ Print Previews B Page Setup... % Print... 7% Exit DocketEase & Help/Tips

J @& Find. .. "‘_, Find fdext '?..ﬁg Heplace, .. %l Sort fscending El Sork Deseending @ Filter By Seleckion W Remove Filter(Sort W Export To Word =

DOCKETEASE™

A Client, File and Docket Managment Systein

Clients and Files [Add / Review / Manage]

Add New Client
Dockets [Add / Review / Manage / Print]
Invoice and Payment Information (Add / Review / Manage / Print]

Reports [File Lists; Dockets Lists; Invoice: Invoice/Payment Ledgers; Client Labels]

Form Letters (Letters to Clients)

Searches [Client: Conflict: Telephone Number: New File Humber; Hew Transfer Number]

=
3
El
3
3
3

General Office Notes

Change Login Password

Help File

Manage PickLists [Lawyers, File Types, Docket Types]

Manage User Accounts [Add/Remove Users: Change User Password or User Access Level)

Change Lawfirm Information [Address. Telephone Mo, Invoice Interest Rate. GS5T Mumber, etc.)

@ |@ |@ |@ |a

About DOCKETEASE

FPurge Old Dockets [Remove/Delete Dockets Invoiced Prior to a Desired Date]

|Ga Ta Clisnts and Files | | | o o) I

This will open the CHANGE PASSWORD form wherein the User ID of the currently logged on
user will be displayed in the User ID box.
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In order to change your password, enter the desired new password in both the New Password
and Confirm New Password box and then click the OK button. Click the CANCEL button to
cancel the change of password request (and leave the password as it is).

DocketEase - [Change Password] - |EI|5|
&l

J File Edit Insert Records Window Help
J Return ko Main Menu iclnse REFPORT |:|P' Maximize \Window 'LB/"“ Spelling... & HelpiTips -

J &k Find. .. ‘.?_, Find | Mexk @ =-’B Replace... %l Sort Ascending il Sort Descending F Export To Word -

o

CHANGE PASSWORD

Enter Desired New Password (twice)
then click OK

Uszer ID: I

Mew Password: I

Confirm Mew Password: I

0K CANCEL

Mew Passward | | [ | UM | | S

If either the New Password or Confirm New Password were left blank a message will appear
advising accordingly. Clicking the OK button will return you to the CHANGE PASSWORD

form.

Microsoft Access 4|l Microsoft Access x|

Plzase enter desired new Passwaord, Please canfirm desired new Passward,
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If the New Password and Confirm New Password do not match a message will appear

advising. Clicking the OK button will return you to the CHANGE PASSWORD form.

Microsoft Access

x|

Mew Password and Confirm Mew Password D0 MOT MATCH, Please try again.

GENERAL TIPS REGARDING THE ENTERING OF INFORMATION

Entering Dates

Dates can be entered into a ‘date’ field by:

- clicking the date-time picker to the right of the date field, then selecting (by clicking) the
desired date in the pop-up calendar, which will enter the selected date into the date field;

Date Closed

nfict)
(flance)

vl By
Jaohn

OR

@ |

[+
| Movember 2005 _* |

Transferz
Site

Moved Of
L

Fax Numoens): |

Date Became Client:

24-Mive-2 -

Lasl Lpoarte:

Updated By:

B7 8 3

20 021 2 23 4 % 2
2 o2 23 ;o1 2

3 Today: 16-Jan-2006

N1 2 2 4 5
m 1 12
13 14 15 16 17 18 13

10

Hew File

File Type
Farmily

-
4| Movember 2005 |

w12 3 4
B 7 &8 3 10 N
1z 14 15 16 17 18
0 N 22 23 2 25
27 28 23 30 2

} 5 B 7 8 &
— 3 Today: 16-Jan-2006

Clien

5
12
13
26
3
10

- clicking in (or tabbing into) the date field to position the flashing insertion point therein,
then typing the desired date, keeping in mind that dates must be entered using the dd-

mmme-yyyy format (i.e. 1 jan 2004 or 01-jan-04)

Note: Some dates are auto-filled (with ‘today’s date’) when the item is created (i.e. new
client, new file or new docket), but these auto-filled dates can be manually changed as

desired.
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Using Pick-Lists

A number of fields are controlled by pick-lists in order to ensure that the value entered in the
field is correct. To change a ‘pick-list’ field (i.e. Responsible Lawyer, File Type), click the
down arrow I to the right of the field and then click on the appropriate information in the list.
‘Pick-list’ fields help ensure the integrity of the information entered for the purpose of
searches and reports. If a desired item is not in the picklist it can be easily added. (See
MANAGING PICK-LISTS more information in this regard.)

Responsibic Lower: (IR Fie Type Resp Lawyer
Jog Blow
an John R. Dough ' : Real Estate
|[F'|a'.'inc,-5] Jane Doe S HE” DateMaoved ]j Corporate Jann B Ciough
= Jane Doe
Last Updated: 16-/an-2006 fre Fife)
Updated By:  Dough, Jofhn ing et for 16 Moy 05

Moving between fields

1. To move forward between fields using the keyboard, tap the Tab key.

2. To move backward between fields using the keyboard, hold down the Shift key and tap the
Tab key.

Spell-checking data in a field
To spell check data in a field, highlight the text (or the entire field) and either tap the te
F7 key on the keyboard or click the Spelling button on the Toolbar.

Undoing/reversing changes

As long as you remain in a given form and do not make changes to a subsequent record in
that form, ‘Undo’ (Ctrl+Z, Edit/Undo or the Undo button on the Toolbar ¥?) can be used to
undo all changes made to the last worked on record. Therefore, it is important to ensure
that you have made the changes in the correct field/record before exiting the form or making
changes to a subsequent record. Once you make changes to a subsequent record or exit the
form ‘Undo’ will not change the information back.

Screen goes blank (grey) after clicking the Close Report button on the Toolbar.
Although this Close Report button can be used to close forms, it is recommended that the
Return to Main Menu button be used to close forms so that the DocketEase Main Menu
screen (form) opens in place of the closing form. Using the this Close Report button will NOT
cause the DocketEase Main Menu to open when the other form is closed and the screen
will, therefore, be blank. In this case, click the Return to Main Menu button on the Toolbar,
which will open the DocketEase Main Menu. The Close Report button on the Toolbar is
there to close reports, which do not have a Return to Main Menu button on them.
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MANAGING CLIENTS AND FILES
Viewing, adding or editing EXISTING Client and File information

To view, add, or edit Client and/or File information for an EXISTING client or file, click the
Clients and Files button on the DocketEase Main Menu screen (form).

Ed DocketEase - [MAIN MENU] o =] |
J File Edit Insert Records ‘Window Help i||

J Return ko Main Menu iclose REPORT |:|’ Maximize \Window '39’ Spelling. .. @ Print Previews B Page Setup... % Print... 7 Exit DocketEase & Help/Tips

k]

J @ Eind. .. ‘.L Find Mexk ﬂ»B HEplace, .. %l St Ascending El Sort Descending Y$ Filber: By Selection; W& Remayve FilberSort F Export To Ward

DOCKETEASE™

A Client, File and Docket Managment System

Clients and Files [Add / Review / Manage]

Add New Client

Dockets [Add / Review / Manage / Frint]
Invoice and Payment Information [Add / Review / Manage / Print)

Reports [File Lists; Dockets Lists; Invoice: Invoice/Payment Ledgers; Client Labels]

Form Letters (Letters to Clients)

Searches [Client: Conflict; Telephone Humber; Hew File Humber: Mew Transfer Humber]
General Office Notes

Change Login Password

Help File

Manage PickLists [Lawyers, File Types. Docket Types]

Manage User Accounts [Add/Remove Users: Change User Password or User Access Level)

Change Lawfirm Information (Address. Telephone No.. Invoice Interest Rate. GST Humber. etc.)

About DOCKETEASE

8|2 |a |a |a |« |a |a |@ |a |a |a |

Furge Old Dockets [Remove/Delete Dockets Invoiced Prior to a Desired Date]

|GD To Clients and Files I_I_I_I—I—WI—I_ A

This will open the ADD/EDIT (or VIEW) CLIENT AND FILE INFORMATION form, which will
NOT immediately display any client or file information.
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To select an existing client, click the down arrow in the Existing Clients box to reveal a ‘pick-
list’ of existing clients (in alphabetical order).

DocketEase - [Add / Edit Client and File Information]

=] 3]
J Ele Edit Insert Records ‘Window Help i||
J Return ko Main Menu @ Close REPORT 0 Maximize Windaw 5 Speling... @ Print Presiew B Page Setup... &Print... ¥ Exit DocketEase 72 Help/Tips
J @& Eind... ‘.9_. Find eyt 4 53 Replace... %l Sork Ascending %l Sort Descending v$Filter By Selection 9% Remove FilterfSort 7 Filter Excluding Selection F Export To Word bt

Prepare Dockets Heport [this Client] | Prepare Ledger [thiz Client] | Add/Edit Invoices/Fayments [this Client]

ADD / EDIT CLIENT AND FILE INFORMATION

CLIENT INFORMATION:

Select an EXISTING client from the ‘Existing Clients" drop-down list - OR - . | ot ; Click o 1 izt of existi lients | =
Click the 'Mew Client' button then enter new client information below. (e (Ee 2y Bl I ok dlovin arvow o see list of existing clents |
Client Name: | Client No.:lxutoNumber] Contact: | Responsible Lawyer: | =1
[Surname, First M ame] fi.e. Mr. Smith]
5 alutation: I Address: | |Canada
[Street &ddress] [City/ T own] [Province) [Country] [Postal Code]
Tel. Humber(s): | Fax Numhel[s]:l eMa“l
Referred By: I Date Became |:“'ﬂltl I 'I Prepare eMail to this Client re file BELOW |
HOTES [re Client]:
Last Updated: Updated By:

CLIENT FILE(S):

Add/Edit Dockets [this File] | Prepare Dockets Report [this File] | Prepare Ledger [this File] | Prepare Invoice [this File] I Prepare Form Letter [this File] |
Select an EXISTING file from the ‘Client Files® list - OR - . = = | - . - .

Click the "New File' button then enter file information below. Mew File | Yiew/Hide Due Dates Client Files: |CI|ckthe o arroy o see ligtof o x|

Fife No. File Description Client Ref. File Type Resp. Lawyer Date Opened

Legal Aid File Closed Date Closed Transfer # Moved Off Date Moved Off Site Facility

O O [=] T Site [ -

Other People On File (re conflict) Notes (re File)

Bifling Address Same *“es ;l -0R - Alternate Billing Address (Note - use Ctri+Enter to

As Client Address? put hard return between lines in the address)

Spared (text- 50 char) Spare2 (text - 150 char) Spare? (text - 250 char) Last Updated Updated By

Return to Main Menu

o T
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Then select a client from the pick-list by either clicking (once) on the client’'s name in the pick-
list or by typing the first few letters of the client’s name in the Existing Clients box (which will
cause the pick-list to jump down the list to the first matching client name.)

DocketEase - [Add / Edit Client and File Information]

o [=] 3]
J File Edit Insert Records ‘Window Help

H

J Return ko Main Menu @) Close REPORT [0 Maximize Window "5 Speling... [ & Print Preview B0 Page Setup... & Print... 7 Exit DocketEase 72 Help(Tips

J @ Find... 9, Find flest ?-;’B Replace. .. %l Sart Ascending %l Sork Descending @Filter By Selection T Remave FikeriSort 7 Filker Excluding Selection W Expart To Word bl

FReturn To Main Menu Prepare Dockets Report [this Client] | Prepare Ledger [thiz Client]

Add/Edit Invoices/Fayments [thiz Client]

ADD / EDIT CLIENT AND FILE INFORMATION

CLIENT INFORMATION:
Select an EXISTING client from the 'Existing Clients' drop-down list - DR -

Click the 'Mew Client’ button then enter new client information below. ml Existing Clients NONEBILLAELE ‘\S.'..l
Client Mame: | ] Client No.:lxutoNumber] Contact: I Regpg Black-ConsuIting Inc.

[Surnarne, First Name] [i.e. M. Smith) Brown, Jackson
S alutation: l— Address: | Dy, Sandia

[Street Address] [CityT awn) [Provinc&\

Fax Mumber[z]:

Johnston, Howard
Tel. Number(s): |

eMail

Date Became Clienl:l I 'I Prepare eMa iz Clienl 2 LOW

Referred By: |
HOTES [re Client]:

Last Updated: Updated By:
CLIENT FILE(S): EERULEELR pdated By

Add/Edit Dockets [thiz File] | Prepare Dockets Report [thiz File] | Prepare Ledger [thiz File] | Prepare Invoice [thiz File] I Prepare Form Letter [thiz File] |
Select an EXISTING file from the 'Client Files' list - OR -

Click the "New File® button then enter file information below. Mew File | Yiew/Hide Due Dates | Client Files: ICIickthe dowen arrowy to seelistof ¢ = |
Fife No. File Description Client Ref. File Type Resp. Lawyer Date Opened
Legal Aid File Closed Date Closed Transfer # Moved Off Date Moved Off Site Facility

O O |:[ T Site O -
Other People On File (re conflict)

Notes (re File)

Billing Address Same ‘“es -l -oR-

Alternate Billing Address (Note - use Ciri+Enter to
As Client Address?

put hard return between lines in the address)

Sparef (text - 50 char) Spare2 (text - 150 char) Spare3 (text - 250 char) Last Updated Updated By

Drop-Down List of Existing Clients

) | )
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The ADD/EDIT CLIENT AND FILE INFORMATION form will then be populated with the
information of the selected client in the CLIENT INFORMATION section (in the upper half of

the form) and the selected client’s first file in the CLIENT FILE(S) section (in the lower half of
the form).

DocketEase - [Add / Edit Client and File Information]

~1ol x|
J Ele Edit Insert Records ‘Window Help

2

J Return ko Main Menu @ Close REPORT 0 Maximize Windaw 5 Speling... @ Print Presiew B Page Setup... &Print... ¥ Exit DocketEase 72 Help/Tips

33

J @& Eind... ‘.9_. Find eyt ?-EB Replace. .. %l Sart Ascending %l Sort Descending v$Filter By Selection 9% Remove FilterfSort 7 Filter Excluding Selection F Export To Word

Return To Main Menu Prepare Dockets Heport [this Client] | Prepare Ledger [thiz Client]
ADD / EDIT CLIENT AND FILE INFORMATION

CLIENT INFORMATION: )
Sele i e ‘Exizting Clients" drop-down list - OR -

Add/Edit Invoices/Payments [this Client]

Click the 'Mew Client' button then enter new client information below. wl Existing Clients I =
Client Name: |Feene}l,Jeremy Client No.:l f Contact | Responsible Lawyer: |Joe Bl =1
[Surname, First M ame] fi.e. Mr. Smith]
5alutation: IMr. Feeney Address: |?89 Tenth Streest |Dttawa |DN |K1K 1K1
[Street &ddress] [City/ T own] [Province) [Country] [Postal Code]
Tel. Humber(s): IEE?-SS‘ID Fax Numhel[s]:l eMaiI|ifeeney@yahoo.ca
Referred By: I Date Became |:“'ﬂltl D?-Nov-2005| 'I Prepare eMail to this Client re file BELOW |
HOTES [re Client]: |
- T - -
L~ Last Updated: 16-bar-2006 Updated By: Daugh, John
[CLIENT FILE(S): )

A Edit-Buckets‘ftﬁfgﬁle] | Prepare Dockets Report [this File] | Prepare Ledger [this File] | Prepare Invoice [this File] I Prepare Form Letter [this File] |

Select an EXISTING file from the ‘Client Files® list - OR -

Click the 'Mew File® button then enter file information below. Mew File | View/Hide Due Dates | Client Files: [Click the down arrow to seelistof ¢ = |
Fife No. File Description Client Ref. File Type Resp. Lawyer Date Opened
1000 Divorce and Child Custody Farmily j Joe Blow j 12-Apr-2005 IZI
Legal Aid File Closed Date Closed Transfer # Moved Off Date Moved Off Site Facility

| 06-Sep-2005 [<] T1002 Site 07-Mov-2005 [~ Boyds
Other People On File (re conflict)

Notes (re File)
Cheryl Sheen {xwife); Joe Smith (+-wife's new partner)

Bifling Address Same *“es ;l -0R - Alternate Billing Address (Note - use Ctri+Enter to
As Client Address? put hard return between lines in the address)
Spared (text- 50 char) Spare2 (text - 150 char) Spare? (text - 250 char) Last Updated Updated By

12-Mar-2006 Dough, John

Drop-Down List of Existing Clients

o T
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To select a different file for the current client, click the down arrow in the Client Files box to

reveal a ‘pick-list’ of the current client’s files (in chronological order), then select a file from the
pick-list by clicking (once) on the file.

DocketEase - [Add / Edit Client and File Information]

=] 3]
J Eile Edit Insert Records “Window Help i||
J Return ko Main Menu @ Close REPORT 0 Maximize Windaw 5 Speling... @ Print Presiew B Page Setup... &Print... ¥ Exit DocketEase 72 Help/Tips
J @& Eind... ‘.9_. Find eyt ?-EB Replace. .. %l Sart Ascending %l Sort Descending v$Filter By Selection 9% Remove FilterfSort 7 Filter Excluding Selection F Export To Word bt

Return To Main Menu

Prepare Dockets Heport [this Client] |
ADD / EDIT CLIENT AND FILE INFORMATION

Prepare Ledger [thiz Client]

Add/Edit Invoices/Payments [this Client]

CLIENT INFORMATION:

Select an EXISTING client from the ‘Existing Clients" drop-down list - OR - . | ot ; Click o 1 izt of existi lients | =
Click the 'Mew Client' button then enter new client information below. (e (Ee 2y Bl I ok dlovin arvow o see list of existing clents |
Client Name: |Feene}l,Jeremy Client No.:l f Contact | Responsible Lawyer: |Joe Bl =1
[Surname, First M ame] fi.e. Mr. Smith]
5alutation: IMr. Feeney Address: |?89 Tenth Streest |Dttawa |DN |K1K 1K1
[Street &ddress] [City/ T own] [Province) [Country] [Postal Code]
Tel. Humber(s): IEE?-SS‘ID Fax Numhel[s]:l eMaiI|ifeeney@yahoo.ca
Referred By: I Date Became |:“'ﬂltl D?-Nov-2005| 'I Prepare eMail to this Client re file BELOW |
HOTES [re Client]:
Last Updated: 16-Mar-2006 Updated By: Daugh, John
CLIENT FILE(S):
Add/Edit Dockets [this File] | Prepare Dockets Report [this File] | Prepare Ledger [this File] | Prepare Invoice [this File] I Prepare Form Letter [this File]
Select an EXISTING file from the ‘Client Files® list - OR - . - 2 . ’ f—_ ™.,
Click the 'Mew File® button then enter file information below. New File | View/Hide Due Dates | Client Files: IDQH‘. =]
- : — - - |00 Divvarce and Child Custady
File No. File Description Client Ref. File Type Respd1nn1 Reqister Business Mame (Franklin &
1000 Divorce and Child Custody Farmily j Joe Al 100z Purchase of property at Lot 1, Conc. !
N 5 — 3 — 1003 'Will For Joseph Franklin
Legal Aid File Closed Date Closed Transfer# | Moved Off Date Moved Off Site Facility 1004 will For Robert (Bob) Franklin ibrather
| 06-Sep-2005 [<] T1002 Site 07-Mov-2005 [~ Boyds 1005 Purchase of Condo Apt. ak 23 WestFor
_ - _ 1008 Sale of Condo Apt. At 23 WestFard Dy
Other People On F"‘e (re co.lr@c() . Notes (re File) \\ 1007 Purchase of property ak 658 Bayview
Cheryl Sheen {xwifel; Joe Smith -wife's new partner) Prenupbual Agreement
100 Trademark Search (Franklin S4&Ssoc. )
Bifling Address Same *“es ;l -0R - Alternate Billing Address (Note - use Ctri+Enter to -“""-—-—._.—--""‘_
As Client Address? put hard return between lines in the address)
Spared (text- 50 char) Spare2 (text - 150 char) Spare? (text - 250 char) Last Updated Updated By
12-Mar-2006 Dough, John

|Drop—Down List of Files for Current Client

o T

To select a different client, click the down arrow in the Existing Clients box and select the
desired client.

The client and file information can be edited by any user having Administrator or Editor
access, but cannot be edited by users having only Viewer access.

To return to the DOCKETEASE Main Menu, click the RETURN TO MAIN MENU button in the upper
right corner of this form.
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Notes:

These screens are called “forms” because, like a paper form, there are generally
places/boxes in which to enter information. The boxes in which information is entered are
called ‘Fields’ (but are commonly referred to as ‘boxes’ or ‘cells’.)

Most DOCKETEASE forms do not support the use of the mouse wheel. In this case, use
of the mouse wheel (to scroll down) will simply scroll to a new (blank) form similar to when
the form was first opened. To return to the previous (not blank) form, mouse wheel back

up.

Adding a new File

New files can only be added by Administrators and Editors. To add a new file for a particular
(existing) client, first locate the desired client as outlined in the View, add or edit EXISTING
Client and/or File information section above. The first existing file for the selected client will
automatically appear in the CLIENT FILE(S) section (in the lower half of the form). Then click
the New File button (in the CLIENT FILE(S) section).

DocketEase - [Add / Edit Client and File Information]

~loi x|
J File Edit Insert Records Window Help i||
J Return ko Main Menu iclose REPORT D’ Maxirize \Window "f? Spelling. .. @Print Preview B Page Setup... @Erint... A Exit DocketEase 72 HelpiTips |

J @& Eind... ‘.?_. Find|fext ?-EB Replace. .. %l Siork Ascending El Sart Descending @ Filter: By Selection W& Remove FilterfSort 57 Filter Excluding Selection F Export To Word )

Return To Main Menu

Prepare Dockets Report [this Client) | FPrepare Ledger [this Client] | Add/Edit Invoices/Payments [this Client] |
ADD / EDIT CLIENT AND FILE INFORMATION

CLIENT INFORMATION:

Select an EXISTING client from the ‘Existing Clients’ drop-down list - OR -
Click the 'New Client® button then enter new client information below.

New Client |

Existing Clients ICIiCk clown arrow to see list of existing clierts = |

Client M ame: IFeeney,Jeremy Client No.:l E  Contact: I Responsible Lawyer: IJoe Bilowy ;I
[Surname, First Mame] (i.e. Mr. Srrith)
Salutation: IMI. Feaney Address: I?SS Tenth Street IDttawa IDN IK‘IK 1K1
[Street Addresz) [Cityw T awar) [Frovince] [Country] [Poztal Code]
Tel. Number(s]: IEB?-SS‘ID Fax Numhm[s]:l eMaiIIifeeney@_l,lahoo.ca
Referred By: | Date Became [Zlienl:l D?-Nov-2005| vl Prepare eMail to thiz Client re file BELOW |

MOTES [re Client):

CLIENT FILE({S):

Last Updated: 16t ar-2006

Updated By:  Dough. John

Add/Edit Dockets [this File) I Prepare Docketz Report [this File]) | Prepare Ledger [this File) | Prepare Invoice [thizs File] | Prepare Form Letter [this File] |
Select an EXISTING file from the ‘Client Files® list - OR - . e - . .
Click the ‘Mew File' button then enter file inf ion below. @Vlew!mde Due Dates I Client F'IBS:I =
File No. File Description Client Ref. File Type Resp. Lawyer Date Opened
1007 Furchase of property at 658 Bayview Drive, Constance Bay, OM Real Estate J Jane Doe j 23-Moy-2005 E
Legal Aid File Closed Date Closed Transfer # Moved Off Date Moved Off Site Facility
O O [=] T Site [ =
Other People On File (re conflict) Notes (re File)
Billing Address Same “es J -0R - Alternate Billing Address (Note - use Ctri+Enter to
As Client Address? put hard return between lines in the address)
Sparef (text - 50 char) Spare2 (text - 150 char) Spare3 (text - 250 char) Last Updated Updated By
07-Dec-2005 Dough, John

Drop-Dioven List of Files For Current Client

T o
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A prompt will appear advising that the next available file number will be auto-generated. Click
the OK button to proceed.

Generate Next Available File Number x|

‘fou musk enter a File Mumber ko create this new file .., Click the Ok button o determine the next available File Mumber,

DocketEase will then display the last used file number and the next available file number (i.e.
the file number to be used for the new file). Clicking the OK button will create the new file and
enter the new file number in the file number field of the ADD/EDIT CLIENT AND FILE
INFORMATION form. Clicking the CANCEL button will cancel the creation of the new file and
return to the ADD/EDIT CLIENT AND FILE INFORMATION form.

ﬁ DocketEase - [New File Number] 101 =l
J Fil= Edit Insert Records Window Help )=l

J Return ta Main Menu 07 Maximize Windaw 5 speling... &Print Preview B0 Page Setup... B Close (ReportfForm) # Exit DocketEase &2 Help|Tips =

-

J & Find. .. %l Sark Ascending El Sart Descending @ Filter By Selection & Remove Fiter/Sort W Export To Word 28 Export to Excel =

-

NEXT AVAILABLE FILE NUMBER

NEXT (NEW) FILE NUMBER TO BE USED IS:
1020

Click OK to create a new file and accept this file number {which
file number can be manually changed afterward)

- OR_

Click CANCEL to return to the Client/File page without entering a

file number (a new file WILL NOT be created)
.-.
m
e

|Return Ea Main Menu l_l_l_l_l_lml_’_ /

Note: The file number can be manually changed after it is auto-generated by DocketEase.
Therefore, if it is desirable to create a new file with a file number other than that
suggested by DocketEase, still click the OK button, then change the file number
manually, keeping in mind that file numbers may ONLY contain numbers (i.e. they may
NOT be alpha-numeric).
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Once the new file number has been entered into CLIENT FILES(S) section of the ADD/EDIT
CLIENT AND FILE INFORMATION form, the file has been created and cannot thereafter be
removed. [fitis thereafter decided that the new file is not required, leave the rest of the file
information blank to be used the next time a file for the current client is required. Otherwise,
enter the remaining file information with respect to the new file.

DocketEase - [Add / Edit Client and File Information] - | Ellil
J File Edit Insert Records ‘Window Help

=1
J Return ko Main Menu @) Close REPORT [0 Maximize Window "5 Speling... [ & Print Preview B0 Page Setup... & Print... 7 Exit DocketEase 72 Help(Tips
J @ Find... 9, Find flest ?-;’B Replace. .. %l Sart Ascending %l Sork Descending @Filter By Selection T Remave FikeriSort 7 Filker Excluding Selection W Expart To Word bl

FReturn To Main Menu Prepare Dockets Report [this Client] | Prepare Ledger [thiz Client] | Add/Edit Invoices/Payments [this Client]

ADD / EDIT CLIENT AND FILE INFORMATION

CLIENT INFORMATION:

Select an EXISTING client from the 'Existing Clients' drop-down list - DR -

i isti i Click cowen arrowy to see list of existing clients
Click the 'Mew Client’ button then enter new client information below. (e (Bl E i I g =
Client Mame: |Feene_l,l,Jerem_\J Client No.:l E Contact: I Reszponsible Lawyer: |Joe Blow =1

[Surname, First M ame] [i.e. Mr. Smith]

S alutation: IMr. Feeney Address: |?89 Tenth Street |Dttawa |DN | |K1K 1K1

[Street Address] [CityT awn) [Provinee) [Cauntry] [Pastal Code)

Tel. Mumber(s): IEE?-ES‘I 1] Fax Number[s]:l eMaiI|ifeeney@yahoo.ca

Referred By: | Date Became Clienl:l U?-NDV-2UUE| - Prepare eMail to this Client e file BELOW |
HOTES [re Client]:

Last Updated: 16-Mar-2006 Updated By: Dough, John
CLIENT FILE(S):
Add/Edit Dockets [thiz File] | Prepare Dockets Report [thiz File] | Prepare Ledger [thiz File] | Prepare Invoice [thiz File] I Prepare Form Letter [thiz File] |
Select an EXISTING file from the ‘Client Files® list - OR - - P . “ = .
Click the 'Mew File' button then enter file information below. VYiew/Hide Due Dates | Client Files: I(:"thh'3 down artow to seslistof ¢ |
Fife No. File Description Client Ref. File Type Resp. Lawyer Date Opened
\1018 | -] 18-Mar-2006 [
Legal ﬁ'd File Closed Date Closed Transfer # Moved Off Date Moved Off Site Facility
O O E T Site O -
Other People On File (re conflict) Notes (re File)
Billing Address Same “Yes j -0R - Alternate Billing Address (Note - use Ciri+Enter to
As Client Address? put hard return between lines in the address)
Sparef (text - 50 char) Spare2 (text - 150 char) Spare3 (text - 250 char) Last Updated Updated By
|add a Mew Client TR 4
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After the file information has been entered, a file information sheet can be produced for the
file fly from the REPORTS Menu.

il ]
J File Edit Insert Records Window Help ;[il
J Return to Main Menu iclose REPORT |:|F Maxirnize Window v spelling. .. @. Print Previess B Page Setup. .. %Erint... 72 Help/Tips &
J @ Eind... ‘L Find ezt ?-;’B Replace... %l. Sart Ascending §$ Sort Descending @Filter By Selection 0 Rernove Filter/Sork P Expart To Wward =

Heturn To Main Menu;

Client and File Lists

Docket (\W-1-P} Reports

{For a particular day. a particular lawyer. a particular client, or a particular file)

Ledger Reports (Invoices and Payments)
(For all clients. for a particular client, or for a parncular file)

Due Date Reports (Outstanding Due Dates and Reminder Dates)
(For a 7-day period or a 31-day period)

Invoice Reports
{Unpaid Invoices)

Form Letters
{Letters to Clients)

MISCELLANEOUS REPORTS:

@ = =2 = ==

.| Invoice {by File Number)

(Prepare an invoice for a particular/selected file)

File Information Sheet (for file fly)

Client Address Label

Law Society Annual Report Statistics (for a particular professional)
{Ontario; Other than Ontario; Real Estate; Professional Development)

CNERELEE]

Export Clients. Files. Dockets. Invoices and Payments to EXCEL

(To My Documents: DocketEaseClients xls; DocketEaseFiles.xls;
DocketEaseDockets xls; DocketEaselnvoices xls: and DocketEasePayments xls; etc.
- REPLACES ANY EXISTING FILES WITHOUT PROMPTING)

Return to Main Menu 1 T [ [ M| [ Y
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This information sheet can be printed by clicking the Print button on the Toolbar.

DocketEase - [File Information Sheet (for file fAy)] - |EI|5|
J B Fle window Help 1=l
J Return ko Main Menu B Close REPORT O Maximize Window & speling:, . &Print Preview O Page Setup... &print... & HelpfTips =
J @ Eind... *4, Find next ?.;-’B Replace. .. %l Sork Ascending %l Sark Bescending @Filter By Selection & Remove Filker/Sort I Export Ta Word =

[

Client Feaney, Jeremy
Client Contact
Address 789 Tenth Street
Cittamea, O,
KAk KA
eMail Address [feeneyi@yahoo.ca
Telephone No. 567-8810
Fax No.
Client Notes
File No. 1000

Client Reference

File Description

File Type Farnily
Date Openned 12-Apr-2003
File Notes

Other People on File

(to consider re corflidt)

Other Info

Billing Address

(if different from dient address)

Due Dates Due Date
21-Apr-2006

Page: Hl*” e LI

Divorce and Child Custody

Cheryl Sheen f-wifa); Joa Smith fewifa's new partner)

Reminder Date
14-Mar-2006

Due Date Notes Done
Send Fin Statement to O

Opposing Counsgel
| _>l_|

[Ready

[ T
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Adding a new Client
New clients can only be added by Administrators and Editors. A new client can be added

directly from DocketEase Main Menu or from the ADD/EDIT CLIENT AND FILE
INFORMATION form.

From the DocketEase Main Menu, click the Add New Client button

DocketEase - [MAIN MENU]

=0l x|

J File Edit Insert Records Window Help i||

J Return ko Main Menu iclose REPCORT D’ Maximize \Window 39’ Spelling. .. @ Print Previews B Page Setup. .. % Print... 7% Exit DocketEase &2 Help/Tips

J @& Find. .. “_, Find Mdext '?--EB Heplace, .. %l Sort Ascending El Sork Descending @ Filter By Selection W Remove Filterfsort W Export To Word =

|
A

About DOCKETEASE

DOCKETEASE™

A Client, File and Docket Managment System

Dockets [Add / Review / Manage / Print]
Invoice and Payment Information (Add / Review / Manage / Print]

REpDI"ls [File Lists; Dockets Lizts; Invoice; Invoice/Payment Ledgers; Client Labels]

Form Letters (Letters to Clients)

Searches [Client: Conflict: Telephone Number: New File Number: New Transfer Number]
General Office Notes

Change Login Password

Help File

Manage FickLists [Lawyers, File Types, Docket Types]

Manage User Accounts [Add/Remove Users: Change User Password or User Access Level)

Change Lawfirm Information (Address, Telephone No.. Invoice Interest Rate, GST Humber, etc.)

8 |2 |a e |a|<|a |a & |a

Purge Old Dockets [Remove/Delete Dockets Invoiced Prior to a Desired Date]

|GD To Clients and Files

[ T

OR

DocketEase User Manual December 2005
© Daigle Computer Intuitions Inc. - 2005



-21 -

From the ADD/EDIT CLIENT AND FILE INFORMAT/ON form, click the New Client button

DocketEase - [Add / Edit Client and File Information]

=] 3]
J Ele Edit Insert Records ‘Window Help i||
J EZ) Rekurn ba Main Menu @ Close REPORT 0 Maximize Windaw 5 Speling... @ Print Presiew B Page Setup... &Print... ¥ Exit DocketEase 72 Help/Tips
J & Find.. # ' Find Mexk »B Replace... zl Sork Ascending %l Sort Descending v$Filter By Selection 9% Remove FilterfSort 7 Filter Excluding Selection W Export To Word bt

iHeturn To Main Menu; Prepare Dockets Heport [this Client] | Prepare Ledger [thiz Client] | Add/Edit Invoices/Fayments [this Client]

ADD / EDIT CLIENT AND FILE INFORMATION

CLIENT INFORMATION:

Select an EXISTING client from the ‘Existing Clients" drop-down list - OR - m’ et i Click o t list of exizti [
Click the 'Mew Client' button then enter new client information below. 2y Bl I ok dlovin arvow o see list of existing clents |
Client Name: | Client No.:lxutoNumber] ContacE Responsible Lawyer: | =1

[Surname, First M ame] fi.e. Mr. Smith]
5 alutation: I Address: | | |Canada

[Street &ddress] [City/ T own] [Province) [Country] [Postal Code]

Tel. Humber(s): | Fax Numhel[s]:l eMa“l
Referred By: I Date Became |:“'ﬂltl I 'I Prepare eMail to this Client re file BELOW |
HOTES [re Client]:

Last Updated: Updated By:
CLIENT FILE{S):
Add/Edit Dockets [this File] | Prepare Dockets Report [this File] | Prepare Ledger [this File] | Prepare Invoice [this File] I Prepare Form Letter [this File] |
Select an EXISTING file f the ‘Client Files' list - OR - " . .
Eﬁciclhé:an'New File" hl.:t‘laor:c;::en inlelleale iln?som:ilion el Mew File | Yiew/Hide Due Dates | Client Files: |Clickthe o arroy o see ligtof o x|
Fife No. File Description Client Ref. File Type Resp. Lawyer Date Opened
Legal Aid File Closed Date Closed Transfer # Moved Off Date Moved Off Site Facility
O O [=] T Site [ =
Other People On File (re conflict) Notes (re File)
Bifling Address Same *“es ;l -0R - Alternate Billing Address (Note - use Ctri+Enter to
As Client Address? put hard return between lines in the address)
Spared (text- 50 char) Spare2 (text - 150 char) Spare? (text - 250 char) Last Updated Updated By

|Return to Main Menu

o T

In either case, a blank ADD A NEW CLIENT form will open on which you can enter the new
client information and, thereafter enter new file(s) for the new client. The first new file
information can be entered into the blank CLIENT FILE(S) space already visible. To add

additional file(s), click the New Files button (to produce a new blank CLIENT FILE(S) space)
and then enter the new file information.

Notes: The client’'s name must be entered first as all other items (files, dockets, payments,
invoices, etc.) are connected by the client name.

This ADD A NEW CLIENT form does not support the use of the mouse wheel. Use
of the mouse wheel (to scroll down) will simply scroll to a new (blank) form similar to

when the form was first opened. To return to the previous (not blank) form, mouse
wheel back up.
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Deleting Clients or Files

In order to prevent the accidental deletion of clients or files, clients and files cannot be easily
deleted once they have been added to DocketEase. If it does become necessary to remove
Clients or Files, you should contact DocketEase Technical Support for assistance in this
regard.
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VIEWING, ADDING, EDITING, AND MANAGING DUE AND REMINDER DATES

An unlimited number of due dates and/or reminder dates can be entered for each file. Due
dates and reminder dates can only be edited or added by Administrators and Editors.

To view existing due dates on a given file:

A. Locate the desired file from the ADD/EDIT (or VIEW) CLIENT AND FILE INFORMATION
form (see View, add or edit EXISTING Client and/or File information for more information
in this regard); OR

B. Search for the desired file by its file number using the File Search feature (see File Search
for more information in this regard).

In either case, once the desired file information is on the screen, click the View/Hide Due Dates
button to show existing due dates and reminder dates for the selected file. To remove (hide)

the file due dates, in order to see the other file information click again the View/Hide Due Dates
button.

DocketEase - [Add / Edit Client and File Information] — |EI|5|
J File Edit Insert Records Window Help i||

J Return ko Main Menu B Close REPORT @ Maximize Window 5% Spelling... [ &), Print Preview B Page Setup... & Print... # Exit DocketEase 72 HelpfTips

J @ Find... ¥, Find fext ?-EB Replace. .. %l Sart: fscending El Sork Descending @ Filter By Seleckion T Remave Filter/Sort 7 Filker Excluding Selection I Export To Ward bt

Return To Main Menu Prepare Dockets Report [this Client) | Prepare Ledger [this Client] | Add/Edit Invoices/Payments [thiz Client]

ADD / EDIT CLIENT AND FILE INFORMATION

CLIENT INFORMATION:

Select an EXISTING client from the ‘Existing Clients" drop-down list - OR - o | et ; Click d 1 list of existi lierts | =
Click the 'Mew Client' button then enter new client information below. Hewiilicot iy Gl I ok down arow o see st of exsting clerts < |
Client N.ame: |Feene_l,l, Jeremy Client No.:l & Contact: | Responsible Lawyer: |J oe Blow =1

[Surname, First Hame] fi.e Mr. Sith]
S alutation: IMr. Feeney Address: |?89 Tenth Street IDttawa IDN | IK‘I K 1K1

[Street Address) [City/ T own] [Province) [Cauntry] [Postal Code]

Tel. Mumber(s): ISE?-BS‘ID Fax Numhm[s]:l eMaiIIifeeney@yahDo.ca
Referred By: | Date Became Clientl D?-NDV-2DD5| -1 Prepare eMail to this Client re file BELOW |

HOTES [re Client]:

Last Updated: 16-+ar-2008 Updated By:  Dough, John
CLIENT FILE(S):

Add/Edit Dockets [this File] | Prepare Dockets Report [this File) | Prepare Ledger [this File] | Prepare Invoice [this File] I Prepare Form Letter [this File] I

Select an EXISTING file from the "Client Files® list - OR -

Click the "Hew File' button then enter file information below. New File Client Files: [Click the down arraw to seelist ofc -]
File No. File Description Client Re;—_‘_ File Type Resp. Lawyer Date Opened
1000 Divorce and Child Custody ___— L ~ || Joe Blow j 12-Apr-2005 E
Fife No. Due Date mder Date Due Date Details/Notes Resp. Lawyer ted Date Completed « |
1000 2006 [ =] 14-Mar-2006 [=] Send Fin Statement to Opposing Counsel Joe Blaw [=] O [=1

=l =l =

Record: I<| 4 | ‘| _’I_
|View,|’Hide Due Dates ,—,—I—,—,—W,_,_ V
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All due date information except ‘Last Updated’ and ‘Updated By’ can be modified (by an
Administrator or Editor). To make changes, simply click on the information you wish to
change and make the desired changes. When a due date is modified the ‘Last Updated’ and
‘Updated By’ fields change automatically to indicate the date and time when the docket was
last modified and the name of the logged in user who made the change.

To add a new due date or reminder date, first locate existing due dates as outlined above. If
a blank due date® does immediately not appear on the screen then it is necessary to advance
to the end of the Due Dates list to a blank due date — this can be accomplished in a number of
ways:
- Drag the vertical scroll bar (to the right of the Due Dates list)? to the bottom such that
the last (blank) due date is visible; OR

- Click the New Record button® »#|, which will cause the list to jump to the last (blank) due
date; OR

- Click on any existing due date and then tap the Page Down key on your keyboard until
the last (blank) due date is visible;

DocketEase - [Add / Edit Client and File Information]

-loix]
2|

J File Edit Imsert Records ‘Window Help

J Return to Main Menu @5 Close REPORT [0 Maximize Window %% Speling... [& Print Prewiew B Page Setup... &hPrint... # Exit DocketEase 72 HelpfTips |

J @& Find... %, Find fext ?-EB Replace. .. zﬁl Siork fscending El Sark Descending @ Filter By Selection W Remove Filker/Sort “7 Filter Excluding Selection I Export Ta Word >

Return To Main Menu Prepare Dockets Report [this Client) | Prepare Ledger [this Client] | Add/Edit Invoices/Payments [this Client] |
ADD / EDIT CLIENT AND FILE INFORMATION

CLIENT INFORMATION:

Select an EXISTING client from the “Existing Clients® drop-down list - OR -

Click the 'New Client' button then enter new client information below. ml Existing Clients IC"Ck down aitor o see st of existing clerts = |
Client Mame: |Feeney,Jer§my Client No.:l—B Contact: l— Responsible Lawyer: |Joe Blow ;I
[Surname, First Mame] (i Mr, Smith)
Salutation: IW Address: [783 Terth Street [Dttawa oN KIK 1K1
[Street Addresz] [Citys T o] [Province] [Country] [Postal Code]
Tel. Number(s): IEB?-SS‘ID Fax Numhm[s]:l— eMail[ffeeney@yahon.ca
Referred By: | Date Became Clienlzlmg Prepare eMail to this Client re file BELOW |
MOTES [re Client]:
Last Updated: 16-Mar-2008 Updated By: Dough, John

CLIENT FILE(S):

Add/Edit Dockets [this File] | Prepare Dockets Report [thiz File] | Piepaie Ledger [this File) | Prepare Invoice [thiz File] | Prepare Form Letter [thiz File] |
ik the New Fle button then enter e information beiow. __ New Fie Olient Files: Gk re v rrow 1o see et o = =1

File No. File Description Client Ref. File Type Resp. [ awyer Date Opened

1000 Divorce and Child Custody Farmily d Joe Blow j 12-Apr-2005 |z

File No. Due Date Reminder Date Due Date Details/Notes Resp. Lawyer Completed Date Compli -

1000 21-Apr-2006 [=] 14-mar-2006 [+] Send Fin Statement tn Oppasing Coungel Jog Blov - O

< - N ) -l

T ——
{1}
recard: 14|« ([T T D[m}*l of 1 4 |

[Views/Hide Due Dates

o 4
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Then enter the new due date information in the blank due date space. A new blank due date
will automatically appear as soon as any information is entered into the previously blank due
date. Do not despair, this new blank due date has no bearing (does not exist for all intents
and purposes) unless due date information is entered into it.

Notes: It is important to mark due dates completed as they are completed (by entering a
check-mark in the ‘Completed’ box/field) so that they will not thereafter appear on
outstanding due date reports.

All due dates (and reminder dates) are included on the Client/File information sheet
(see Client/File Information Label (for file fly) for more information in this regard.)

Outstanding Due Date reports are available for a weekly (7 day) or monthly (31-day)
period (see Due Date Reports for more information in this regard.)
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SENDING AN EMAIL TO AN EXISTING CLIENT

An email to an existing client, regarding an existing file, can be produced directly from
DocketEase, saving time, and eliminating the need to duplicate the entry of client email
address information into your email system’s address book.

To create an email to a client regarding a particular file:

Locate the desired client and file from the ADD/EDIT (or VIEW) CLIENT AND FILE
INFORMAT/IONform (see View, add or edit EXISTING Client and/or File information for more
information in this regard).

Once the desired client and file information is on the screen, ensure an email address exists

in the eMail field of the ADD/EDIT (or VIEW) CLIENT AND FILE INFORMAT/ON form, then
click the Prepare e-Mail to this client re file BELOW button.

DocketEase - [Add / Edit Client and File Information] — |EI|5|
J File Edit Insert Records Window Help i||

J Return ko Main Menu B Close REPORT @ Maximize Window 5% Spelling... [ &), Print Preview B Page Setup... & Print... # Exit DocketEase 72 HelpfTips

J @ Find... ¥, Find fext ?-EB Replace. .. %l Sart: fscending El Sork Descending @ Filter By Seleckion T Remave Filter/Sort 7 Filker Excluding Selection I Export To Ward bt

Return To Main Menu Prepare Dockets Report [this Client) | Prepare Ledger [this Client] | Add/Edit Invoices/Payments [thiz Client]
ADD / EDIT CLIENT AND FILE INFORMATION

CLIENT INFORMATION:

Select an EXISTING client from the ‘Existing Clients" drop-down list - OR - o | et ; =
Click the 'Mew Client' button then enter new client information below. Hewiilicot iy Gl II =l
Client N.ame: |Feene_l,l, Jeremy Client No.:l & Contact: | Responsible Lawyer: |J oe Blow =1
[Surname, First Hame] fi.e Mr. Sith]
5 alutation: IMr. Feeney Address: |?89 Tenth Street IDttawa ICIN | |K1 K 1K1
[Street Address) [City/ T own] [Province) [Cauntry] [Postal Code]

L ——
Tel. Mumber(s): ISE?-BS‘ID Fax Numhm[s]:l iTfeenev@yahoo.ca
Referred By: | Date Became Clientl D?-NDV-2DD5| | Prepare eMail to this Client re file BELOW _p
NOTES [re Client): S

Last Updated: 16-+ar-2008 Updated By:  Dough, John

CLIENT FILE(S):

Add/Edit Dockets [this File] | Prepare Dockets Report [this File) | Prepare Ledger [this File] | Prepare Invoice [this File] I Prepare Form Letter [this File] I

Select an EXISTING file from the "Client Files® list - OR -

Click the "Mew File' button then enter file information below. New File View/Hide Due Dates | Client Files: [Click the down arrow to see listof e = |
File No. File Description Client Ref. File Type Resp. Lawyer Date Opened
1000 Divorce and Child Custody Farmily - || Joe Blow: j 12-Apr-2005 E
Leagal Aid Fife Closed Date Closed Transfer # Moved Off Date Moved OFf Site Facility

| 0B-Sep-2005 ] T1002 Site 07-Mow-2005 [-]  Boyds
Other People On File (re conflict) Notes (re File)
Cheryl Sheen {(=wife); Joe Smith {+wife's new parner)

Billing Address Same ‘Ves ;| -0R - Alternate Biffing Address (Note - use Ctri+Enter to
As Client Address? put hard return between lines in the address)
Sparef (text - 50 char) Spare? (text - 150 char) Spare3 (text - 250 char) Last Updated Updated By
12-Mar-2006 Daugh, Jahn
Drop-Down List of Existing Clients I_ FLIM v
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ADDING OR EDITING DOCKETS (Time, Flat Fees or Disbursements)

Viewing Existing Dockets

Existing dockets can be viewed by all DocketEase users. To view existing dockets on a given
file:

A. Locate the desired file from the ADD/EDIT CLIENT AND FILE INFORMATIONform (see
View, add or edit EXISTING Client and/or File information for more information in this

regard), then click the Add/Edit Dockets (this File) button;

DocketEase - [Add / Edit Client and File Information]

=] 3]
J Ele Edit Insert Records ‘Window Help i||
J Return ko Main Menu @ Close REPORT 0 Maximize Windaw 5 Speling... @ Print Presiew B Page Setup... &Print... ¥ Exit DocketEase 72 Help/Tips
J @& Eind... ‘.9_. Fimd Mex! __fg Replace. .. %l Sart Ascending %l Sort Descending v$Filter By Selection 9% Remove FilterfSort 7 Filter Excluding Selection W Export To Word bt

Prepare Dockets Heport [this Client] | Prepare Ledger [thiz Client] | Add/Edit Invoices/Fayments [this Client]

J;DD / EDIT CLIENT AND FILE INFORMATION

CLIENT INFORMATION:

Cick the "New Client buton then enter new cliont mformation below. __Mew Cient | Existing Clients [Fick down o to ee s of exictng clers <]
Client Name: | Client No.:lxutoNumber] Contact: |

FResponzible Lawyer: | ;l
[Surnarne, First Narme) [i.e. Mr. Sraith)

5 alutation: I Address: | | |Canada

[Street &ddress] [City/ T own] [Province) [Country] [Postal Code]
Tel. Humber(s): | Fax Numhel[s]:l eMa“l
Referred By: I Date Became |:“'ﬂltl I 'I Prepare eMail to this Client re file BELOW |
HOTES [re Client]:
Last Updated: Updated By:
CLIENT FIlL E{S}):
] Add/Edit Dockets [this File_r[Bepare Dockets Report [this File) | Prepare Ledger [this File) | Prepare Invoice [this File] I Prepare Form Letter [this File] |
Select an EXISTING file f the 'Client Files® list - OR - " . .
Eﬁcicthé:sn 'Mew File" hu_:t‘taor:cmen inlelle;:h les st~ redfer, New File View/Hide Due Dates | Client Files: [Click the down arraw ta seelistofc x|
Fife No. File Description Client Ref. File Type Resp. Lawyer Date Opened
Legal Aid File Closed Date Closed Transfer # Moved Off Date Moved Off Site Facility
O O [=] T Site [ =
Other People On File (re conflict) Notes (re File)
Bifling Address Same *“es ;l -0R - Alternate Billing Address (Note - use Ctri+Enter to
As Client Address? put hard return between lines in the address)
Spare (text- 50 char) Spare2 (text - 150 char) Spare? (text - 250 char) Last Updated Updated By

|Return to Main Menu

o T

OR
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B. Search for the desired file by its file number using the File Search feature (see File Search
for more information in this regard), then click the Add/Edit Docket(s) for this File button;

DocketEase - [File Information] 101 x|

J File Edit Insert Records MWindow Help = |ﬁ||l||
J Return b Main Menu B8 Close REPORT 7 Maximize Windaw % Spelling... &Print Preview B Page Setup... &hPrint... ¥ Exit DocketEase 72 Help/Tips

g b5

J @ Eind... 9%, Find pext ?_;B Replace. .. %l Sort Ascending %l Sort Descending @ Filter By Selection T Remove Filter/Sort N7 Filker Excluding Selection W Export To Word et

Return To Main Menu Return To Searches Prepare Dockets Report [this Client) | Prepare Ledger [this Client] | Add/Edit Invoices/Payments [thiz Client]

FILE SEARCH RESULTS

Client Hame: |Feene}',Jerem}l View/Hide Due Dates |

Add/Edit Dockets [this File] D Prepare Dockets Report [this File] I Prepare Ledger [this File] | Prepare Invoice [this File] | Prepare Form Letter [this File]I
— ——

File No. File Description Client Ref. File Type Resp. Lawyer Date Opened
1002 Furchase of property at Lot 1, Conc. 10, RR1 Dunrohin (for busir Real Estate ;l John R. Dough ;l 23-Aug-20045 E
Legal Aid Fife Closed Date Closed Transfer # Moved Off Date Moved OFf Site Facility
O O [T Site =]
Other People On File (re confiict) Notes (re File)
Robert (Bohb) Franklin throther and business partner) Commercially zoned property - intents to build for business (Franklin & Assoc.)
Bilfing Address Same “Yes ;| -0R - Alternate Billing Address (Note - use Ctri+Enter to
As Client Addrass? put hard return between lines in the address)
Sparef (text - 50 char) Spare? (text - 150 char) Spare3 (text - 250 char) Last Updated Updated By
10-Feb-2006 Ciough, John

The number of files matching your request are shown below.
To see a particular file, click the 4 | ¥ (Forward/Back) arrows.

Record: |<|<|| 1 v ] of 4
[Hame of OfF Site Storage Failty [ HUM [ z

OR
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C. Click the Dockets button on the DocketEase Main Menu

Ed DocketEase - [MAIN MENU] o =] |
J File Edit Insert Records ‘Window Help i||

J Return ko Main Menu iclose REPORT |:|’ Maximize \Window '39’ Spelling. .. @ Print Previews B Page Setup... % Print... 7 Exit DocketEase & Help/Tips

J @hEind... ., Findinext # pRenlace... &1 Sort ascending %4 Sork Desgending 9 Filber By Seleckion. W& Remaye Fiber/Sort I Export To Waord =

DOCKETEASE™

A Client, File and Docket Managment Systein

Clients and Files [Add / Review / Manage]

Add New Client
. Dockets [Add 7 Review / Manage / Print]
S

Invoice and Payment Information [Add / Review / Manage / Print)

Reports [File Lists; Dockets Lists; Invoice: Invoice/Payment Ledgers; Client Labels]

Form Letters (Letters to Clients)

Searches [Client: Conflict; Telephone Humber; Hew File Humber: Mew Transfer Humber]
General Office Notes

Change Login Password

Help File

Manage PickLists [Lawyers, File Types. Docket Types]

Manage User Accounts [Add/Remove Users: Change User Password or User Access Level)

Change Lawfirm Information (Address. Telephone No.. Invoice Interest Rate. GST Humber. etc.)

About DOCKETEASE

Furge Old Dockets [Remove/Delete Dockets Invoiced Prior to a Desired Date]

8 [@ |a |a |8 |« |@ |@ |8 |8 |8(a)s

|GD To Clients and Files l_ I_ I_ l— I— W l_ I_ 5
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Then select an existing file in the Existing Client Files drop-down ‘pick-list’ (files appear in
the pick-list in alphabetical order by client name). If you know the file number of the
desired file, you can type the file number in the Existing Client Files box (while the pick-list
is visible), which will cause the pick-list to jump down the list to the matching file, then
either type the Enter key on your keyboard or click on the desired file.

DocketEase - [Add / Edit Dockets]

=1oix]
J File Edit Insert Records Window Help i||
J Return ta Main Menu 3 Close REPORT O Maximize Windaw % spelling... &Print Preview B Page Setup... &hPrint... # Exit DocketEase 72 Help/Tips
J &4 Find. .. ‘.?_. Find Hext ?-EB Replace... %l Sark Ascending %l Sork Descending % Filter By Selection & Remove FilterfSort S Filker Excluding Selection F' Export To Word bt

Return To Main Menu Return To Client Information Prepare Dockets Report [thiz File])

FPrepare Ledger [thiz File] Prepare Invoice [thiz File]

Select an Existing Client File from the drop-down list. Ezisting Client Files:
Profeszional Development
Client Mame: | Client Mo._: |[&utakumb Incarporation Ine.
Client MHotes: Prenuptual Agreement Brawin, Jacksal
Purchaze of property at 617 East 39th ! Erown, Jackzon
“willz [Jackson Broven and Penelope Dy Brown, Jackson
1014 Registration of Trade-Mark "Day's Desi Day, Sandra
File Description: File No.: I 1015 Purchaze of property at 888 Miagara S5t Day, Sandra
File Closed [ (oo Divorce and Child Custady Feeney, Jeremy
~ 100 Fiegister Buzsinezs Mame [Franklin & As: Feeney, Jeremy
File Notes: 1002 Purchasze of property at Lot 1, Conc. 10 Feeney, Jeremp
1003 Wiill For Jozeph Franklin Feeney, Jereny
1004 will For Robert (Bob] Franklin [brother a) Feeney, Jeremy
Purchaze of Condo Apt. at 23 Westfore Feeney, Jeremy
QOUTSTANDING DOCKETS Sale of Condo Apt. At 23 Westfard Driv Feeney, Jeremg
= — Purchaze of property at B58 Bayview D Feeney, Jeremy
Fife No. Type of Docket ({ﬂﬁo TG Docket Description GST H 1 Prenuptual Agreement Feeney, Jeremy
Amount Trademark Search [Franklin & Assoc.] | Feenep, Jere
Docket Date (Dish or Flat Rate Fees) 1018
| - v 1mo il
16Mar-2006 EI | 1017 Cuztody _—

Record: |<|<|| 1 b|»||ne| of 1

|Exxisting Files Pick-List

S S ) ) ) I
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In any case, the ADD/EDIT (or VIEW) DOCKETS form will open and be populated with the
docket information for the selected file.

DocketEase - [Add / Edit Dockets] =181 x|

J File Edit Insert Records MWindow Help il|

J Return b Main Menu B8 Close REPORT 7 Maximize Windaw % Spelling... &Print Preview B Page Setup... &hPrint... ¥ Exit DocketEase 72 Help/Tips

J @ Eind... 9%, Find pext ?-EB Replace. .. %l Sort Ascending %l Sort Descending @ Filter By Selection T Remove Filter/Sort N7 Filker Excluding Selection W Export To Word )
Return To Main Menu Return To Client Information Prepare Dockets Report [thiz File]) Prepare Ledger [this File] Prepare Invoice [this File]

Select an Existing Client File from the drop-down list. Existing Client Files: | Click the down arrow to see list of cliert files 3|
Client Hame: |Feeney,Jeremy Client No_: IB Rezponzile Lawyer [EIienl]:lJoe Blow
Client Hotes: I -
Motes re Clisnt ul
File Description: |Divorce and Child Custody File Ho.: |1 i} FResponsile Lawyer [File): |Joe Blow
File Closed [ Legal Aid [~ FileTppe: |Famiy
File Notes:
OUTSTANDING DOCKETS PREVIOUSLY INVOICED DOCKETS
Fife No. Type of Docket Time _ Docket Description GST PST Resp. Invoiced Invoice No. Last Updated = |
%m :‘; = G} Lawyer war sl oz
Docket Date (Dish or Flat Rate Fees) Invoiced _|lnvoice Date  Updated By
1000 [[TimeFees ~ |04 | [Letter ta client re change to Cadicil ICI| |JRD | I [[10-Jan-2008
25-Hov-2005] -] | [=]|Dauah. John
1000 TimeFees |02 Me_et with client to_ execute Codic:_il; prepare/esecute v I |JRD - | I 10-lan-2006
29-N0v-2005| - 7| Affidavit of Execution; Letter o client | +|[Dough, John
1000 Dizh - Court /Filing - Payment to Province of Ontario Court S ervices Division Iv Iv |JRD - | I 10-Jan-2006
30-Mov-2005 ¥ |E0sts $75.00 | | =||Dough, John
1000 Dish - Court JFiling = Payment to Ontario Court General Division Farnily Vv |JRD -1 I [[15-Feb-2006
13-Dec-2005| + costs $100.00 |j Daough. Jahn
1000 - T | I
16-Mar-2005 | ~ | ||=
&=
Recard: |1|{|| 1 »|>||He| of 4
[motes re Client [ hIM &

Dockets can then be edited (by Administrators and Editors) by clicking in the field to be
changed and making the desired change.

Editing Existing Dockets

Existing dockets can be edited at any time by an Administrator or Editor, but cannot be edited
by a Viewer. To edit an existing docket, first locate the desired file's existing dockets as
outlined in the Viewing and/or Editing Existing Dockets section above. All Outstanding
Dockets for the selected file will be displayed in the lower half of the ADD/EDIT DOCKETS
form. Then simply click on the information you wish to change and make the desired
changes. All docket information except ‘Last Updated’ and ‘Updated By’ can be modified.
When a docket is modified the ‘Last Updated’ and ‘Updated By’ fields change automatically to

DocketEase User Manual December 2005
© Daigle Computer Intuitions Inc. - 2005



-32 -

indicate the date and time when the docket was last modified and the name of the logged in
user who made the change.

Creating New Dockets
Dockets can only be added by Administrators and Editors. To add a docket to a particular
file, first locate the desired file’s existing dockets as outlined in the Viewing and/or Editing
Existing Dockets section above. All Outstanding Dockets for the selected file will be
displayed in the lower half of the ADD/EDIT DOCKETS form. If a blank docket' does not
immediately appear on the screen, it is necessary to advance to the end of the Outstanding
Dockets list to a blank docket — this can be accomplished in a number of ways:
- Drag the vertical scroll bar (to the right of the Outstanding Dockets list)? to the bottom
such that the last (blank) docket is visible; OR
- Click the New Record button® »#|, which will cause the list to jump to the last (blank)
docket; OR
- Click on any existing docket and then tap the Page Down key on your keyboard until
the last (blank) docket is visible;

DocketEase - [Add / Edit Dockets] i ] ]
J File Edit Insert Records ‘Window Help i||
J Return to Main Menu i Close REFORT D’ Maximize Window ":? Spelling. .. & Print Preview B Page Setup. .. @ Prink... ¥ Exit DocketEase 7 Help/Tips
J &% Find. .. ‘.?_. Fimd Mext ?-EB Replace... %l Sort Ascending il Siork Descending V%Filter By Selection ¥ Remove Fiter/Sort 57 Filter Excluding Selection F Export To Word bl
FReturn To Main Menu FReturn To Client Information Prepare Dockets Report [this File] Prepare Ledger [this File] Frepare Invoice [this File]
Select an Existing Client File from the drop-down list. Existing Client Files: | Click the doven arrow to see list of client files =1
Client Mame: |Feeney,Jeremy Client Mo.: IB Reszponzile Lawyer [EIienl]:lJoe Blow
Client Notes: [ ﬂ
Maotes re Client =
File Description: |Divorce and Child Custody File Ho.: I‘IDDD Responsile Lawyer [File): [Jos Blow
File Closed ¥ Legal Aid [~ FileType: [Family
File Notes:
OUTSTANDING DOCKETS PREVIOUSLY INVOICED DOCKETS
File No. Type of Docket Time _ Docket Description GST PST Resp. Invoiced Invoice No. Last Updated { « |
%ﬁﬂr = Gl Lawyer tar: a1 oz
Docket Date (Dish or Flat Rate Fees) Invoiced  |Mvoice Date  Updated By
1000 [[TimeFees ~ ][04 Letter bo client re change to Codicil. M1 TR - I [[10-Jan-2008
25-Nov-2005] <] | [=]|Dough. Jahn
1000 | TimeFees -0z Mest with client to execute Codicil; prepars/execute A |JRD - I I | 10-Jan-2008
29-Now-2005 ~ | Affidavit of Execution; Letter to client | j Degh, Jam
1000 Dissl: - Court [Filing = Fayment ta Province of Ontario Court Services Divizion v I |JRD - I I 10-Jan-2006 2
30Mov-2005| v | 50=t5 $7500 | | =] Daugh. John
1000 Dish - Court /Filing = Payment ta Ontario Court General Division Family v v |JRD | I [ [19-Feb-2008
13-Dec-2005| - |50=ts Hpoan | | Dough, John
= || | | I
2202005 |+ | {1 =
———— J——
{3) |
Record: I<|<|| 1 ke f 4
[rotes re Client [ hUIM y
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Then enter the new docket information in the blank docket space. A new blank docket will
automatically appear as soon as any information is entered into the previously blank docket.
Do not despair; this new blank docket has no bearing (does not exist for all intents and
purposes) unless docket information is entered into it. As information is entered into the new
docket the ‘Last Updated’ and ‘Updated By’ fields change automatically to indicate the date
and time when the docket was last modified and the name of the logged in user who made
the change.

Entering Non-Billable Dockets

Non-billable dockets can be entered against client files or non-billable files (under, say, a
client called ‘Non-Billable’) if desired. It is particularly important to enter professional
development non-billable time dockets in order to produce an accurate ‘Annual Statistics
Report’ (see Annual Statistics Report for more information in this regard.)

MANAGING DOCKETS

Moving Dockets from one file to another

A docket cannot be moved from one file to another by simply changing the file number on the
misplaced docket. This protection is in place to ensure that dockets are not accidentally
moved or misplace because a file number is inadvertently changed or deleted. Therefore, if it
becomes necessary to move a docket from one file to another, the docket information must
be ‘copied/cut’ from its current incorrect file location and pasted into a blank docket on the
correct file. The old (now empty) docket can be left on the file for future use, as an empty
docket will not cause any ambiguities in reporting or invoicing.

Marking Dockets as Invoiced

Once a docket has been invoiced, it must be manually moved to ‘Previously Invoiced
Dockets’ such that it will not appear again in subsequent invoices. To mark a docket as
already invoiced and thereby move it to the ‘Previously invoiced Dockets’ tab, put a
checkmark in the ‘Invoiced’ field of the corresponding docket (by clicking once in the
checkmark box) and, if desired, enter an invoice number and invoice date.

All dockets on the ‘Outstanding Dockets’ tab can be quickly marked as invoiced by clicking on
the Mark All As Invoiced button and then entering an invoice number and date when prompted
if desired (rather than entering a checkmark in each ‘Invoiced’ field and entering an invoice
number and date for each docket).

Note: It is not necessary to enter an invoice number or date when a docket has been
invoiced and, in fact, may not be worthwhile if dockets are purged/deleted on a fairly
regular basis — see Deleting (Purging) Old Already Invoiced Dockets for more
information in this regard).

There may be a time when it is desirable to invoice only some of the existing (unbilled)
dockets. To do so, do the following:
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Move the dockets that are not to be invoiced to the ‘Previously Invoiced Dockets’ tab
by entering a checkmark in the ‘Invoiced’ field of those dockets (see Moving Dockets
from Previously Invoiced Dockets Back to Outstanding Dockets for assistance in this
regard); then

Prepare the invoice for the file — which will prepare an invoice for only those dockets

remaining on the ‘Outstanding Dockets’ tab (refer to REPARING AN INVOICE for

assistance in this regard); then

- Mark those invoiced dockets (currently on the ‘Outstanding Dockets’ tab) as invoiced

(as indicated above); then

- Remove the ‘Invoiced’ checkmark from the not yet invoiced dockets (currently on the
‘Previously Invoiced Dockets’ tab) this will cause them to return to the ‘Outstanding
Dockets’ tab to be invoiced at a later date (refer to Moving Dockets from Previously

Invoiced Dockets Back to Outstanding Dockets for assistance in this regard).

Viewing Previously Invoiced Dockets

When dockets are marked as invoiced (see Marking Dockets as Invoiced for assistance in
this regard), they are not deleted, but rather moved to the PREVIOUSLY INVOICED
DOCKETS tab on of the ADD/EDIT DOCKETS form. To see previously invoiced dockets,
click the PREVIOUSLY INVOICED DOCKETS button/tab. All previously invoice, but not yet
purged/deleted, dockets for the current file will become visible on the ADD/EDIT DOCKETS

form (and the outstanding dockets will become hidden).

=101
J File Edit Insert Records ‘Window Help il‘
J Rturn to Main Menu B Close REPORT [ Maximize Window %5 Speling,.. [& Print Preview B Pags Setup... &hErint... # Exit DocketEase 22 Help/Tips

J @ Eind... ‘L Fird ezt A:B Replace.., %¢ Sork Ascending %l Sort Descending %Fi\ter By Selection W, Remave Filter/Sort S Filker Excluding Selection F Export To ‘Word =

Return To Main Menu Return To Client Information Prepare Dockets Report [this File) Prepare Ledger [this File]

Prepare Invoice [this File]

Select an Existing Client File from the drop-down list. Existing Client Files: | Click the clovvn arrowe to see list of cliert files |

Client Mo.: B Responsile Lawyper [EIienl]:lJna Blow

Client Name: [Feeney, Jeremy

Client Notes:

File Description: |Divorce and Child Custody File No.: |WDDD Responsile Lawyer [File): |Jne Blow
File Closed [ Legal Aid [~ FileType: IFGW“}'
File Notes: ;I
=
QUTSTANDING DOCKETS [ PREVIOUSLY INVOICED DOCKETS
File No. Type of Docket Time . Docket Description GS T is Incoice Mo & "“‘,ﬂﬁ
%ﬁ ;’ - Bimin) Lawyer jgark o)l As
Docket Date (Dish o Flat Rete Fees) Invoiced |Mvoice Date  Updated By
1000 Time/Fees ~[[0.4 Letter to client re change to Codicil T TTRD < I 10l an-2006
25-Mov-2005 | - | ~||Dough, John
1000 TimeFees | Meet with client to execule Codicl: orepare/sxeculs T TR A I 10-Jan-2008
29Now-2005] ~ || el S e, Le"em = Daugh, John
1000 Dizh - Court [Filing = Payment ta Province of Ontaria Court Services Division Iv v |JRD hd | I 10 an-2006
30:Nov-2005] - |[=osts $7500 | ﬂ Dough, John
1000 Disb - Court [Filing = Fapment to Ontario Court General Division Family MV TRD -] I 15Feh-200F
13-Dec-2005 ~ costs $l00.00 | j Dough. John
1000 - Ca Wy | I
16-Mar-2006 | » | E
-

Record: 14 4 1 k1 MFI of 4 -

|Mates re File

S )
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To return to outstanding dockets, click the OUTSTANDING DOCKETS button/tab. All

outstanding dockets for the current file will again become visible (and the previously invoiced

dockets will become hidden).

DocketEase - [Add / Edit Dockets]
J File Edit Insert Records MWindow Help

=10l ]

2

J Return b Main Menu B8 Close REPORT 7 Maximize Windaw % Spelling... &Print Preview B Page Setup... &hPrint... ¥ Exit DocketEase 72 Help/Tips

J @ Eind... 9%, Find pext ?-EB Replace. .. %l Sort Ascending %l Sort Descending @ Filter By Selection T Remove Filter/Sort N7 Filker Excluding Selection W Export To Word

b5

Return To Main Menu Return To Client Information Prepare Dockets Report [thiz File]) Prepare Ledger [this File] Prepare Invoice [this File]

Select an Existing Client File from the drop-down list. Existing Client Files: | Click the down arrow to see list of cliert files 3|
Client Hame: |Feeney,Jeremy Client No_: IB Rezponzile Lawyer [EIienl]:lJoe Blow
Client Hotes:
File Description: |Divorce and Child Custody File Ho.: |1 i} FResponsile Lawyer [File): |Joe Blow
File Closed [ Legal Aid [~ FileTppe: |Famiy

File Hotes: I ;l

=l

...___._——
{ OUTSTANDING DOCKETS PREVIQUSLY INVOICED DOCKETS
Fife No. il - et Description GST PST Resp. Invoiced Invoice No. Last Updated = |
%m :‘; = G} Lawyer war sl oz

Docket Date (Dish or Flat Rate Fees) Invoiced _|lnvoice Date  Updated By
1000 [[TimeFees ~ |04 Letter to client re change to Codicil [T |JRD | I [[10-Jan-2008
25-Hov-2005] -] | [=]|Dauah. John
1000 TimeFees |02 Me_et with client to_ execute Codic:_il; prepare/esecute v I |JRD - | I 10-lan-2006
29-N0v-2005| - 7| Affidavit of Execution; Letter o client | +|[Dough, John
1000 Dizh - Court /Filing - Payment to Province of Ontario Court S ervices Division Iv Iv |JRD - | I 10-Jan-2006
30-Mov-2005 ¥ |E0sts $75.00 | | =||Dough, John
1000 Dish - Court JFiling = Payment to Ontario Court General Division Farnily Vv |JRD -1 I [[15-Feb-2006
13-Dec-2005| + costs $100.00 |j Daough. Jahn
1000 - T | I
16-Mar-2005 | ~ | ||=

&=
Recard: |1|{|| 1 »|>||He| of 4
[motes re File [ hIM &
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Moving Dockets from Previously Invoiced Dockets Back to Outstanding Dockets

A docket can be moved from PREVIOUSLY INVOICED DOCKETS back to OUTSTANDING
DOCKETS simply by removing the Invoiced checkmark. Itis recommended that the Invoice
Number and Invoice Date also be removed/deleted, if applicable.

DocketEase - [Add / Edit Dockets] 101 x|
J File Edit Insert Records ‘Window Help i||

J Return to Main Menu 5 Close REPORT [ Maximize Window %5 Speling... [& Print Preview B Page Setup... &hprink... 7 Exit DocketEase 72 Help/Tips

J @ Eind... #%, Find fext ?-EB Replace... %l Stk Ascending %l Sort Descending @ Filter By Selection T Remove Filter/Sort N7 Filker Excluding Selection I Export To Word bt

| Return To Main Menu | Return To Client Infmmationl Prepare Dockets Report [this File] | Prepare Ledger [this File] | Prepare Invoice [this File] I

ADD / EDIT DOCKETS

Select an Existing Client File from the drop-down list. Existing Client Files: | Click the down arrow to zee list of client files =1
Client Hame: |Feeney,Jeremy Client No_: IB Responsile Lawyer [EIienl]:|Joe Blow
Client Motes:
File Description: |Divorce and Child Custody File Ho.: |1 JaLaln] Responsile Lawyer [File): |Joe Blow
File Closed [ Legal &id [~ FileType: [Family
File Hotes: I ;I
[
OUTSTANDING DOCKETS PREVIOUSLY INVOICED DOCKETS
File No. Type of Docket Time Docket Description GST PST Resp. Invoiced Invoice No. Last Updated |
(in 140 hr - Gmin) Lawyer tgark ol &
Docket Date (e il |Invoice Dage  Updated By
1000 Time/Fees ~|[04 Letter to client re change to Codicil [CA| |JRD | 4 [[10Jan-2006
25-Mov-2005| - | ||z Dough. Jahn
1000 TimeFees ~ |02 Meet with client ta execute Codicil; prepare/execute Iv I |JRD - ||f I \'Ddan-2DDE
29-Nov-2005| - 7| Affidavit of Execution; Letter o clisnt | +||Bough. John
1000 Dizh - Court /Filing - Payment to Province of Ontano Court S ervices Division 3 v |JRD M | I 1P-Jan-2006
30-Mov-2005] v |E0sts $75.00 | | =/ Cfough. John
1000 Dizh - Court /Filing - Payment to Ontaria Court General Divizion Fanmily Iv Iv |JRD - I ||'_fS-Feb-2DDB
13Dec-2005| v|5osts $10000 | Jbough,John
1000 - L I T Fi
16:Mar-2006 | ~ -
.
™
Recard: |<|<|| 1 >|>||He| of 4 -
|N0tes re File l_ UM A
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Deleting (Purging) Old Invoiced Dockets

Dockets will never be automatically deleted. However, should it be desirable to remove old
(previously invoiced) dockets from the system, this can be manually done by clicking the
PURGE OLD DOCKETS button on the DocketEase Main Menu.

DocketEase - [MAIN MENU] - 10l x|
J Fila Edit Insert Records window Help i||

J Return ko Main Menu iclose REPCRT |:|" Maximize Window '35’ Spelling... @. Print Preview B0 Page Setup, . @ Print... # Exit DocketEase 2 Help/Tips |

J @& Find. .. ‘.?_, Finid fexk ﬁ:B Replace, .. %l Sort Ascending El Sork Descending @ Filter By, Seleckion, & Rermayve Filter Sork F Export To Word =

. DOCKETEASE”

A Client, File and Docket Managment System

Clients and Files [Add / Review / Manage]

Add New Client
Dockets [Add / Heview / Manage / Print)
Invoice and Payment Information (Add / Review / Manage / Print]

Reports [File Lists: Dockets Lists: Invoice: Invoice/Payment Ledgers: Client Labels)

Form Letters (Letters to Clients)

Searches [Client; Conflict; Telephone Number; New File Humber; Hew Transfer Number]
General Office Notes

Change Login Password
Help File
Manage PickLists [Lawyers, File Types, Docket Types]

Manage User Accounts [Add/Remove Users: Change User Password or User Access Level]

Change Lawfirm Information [(Address. Telephone No.. Invoice Interest Rate. GST Number, etc.]

About DOCKETEASE

(@) |0 |@ 8 | | |8 ¢ |a |a o |o |

| =] ' Purge Old Dockets [Remove/Delete Dockets Invoiced Prior to a Desired Date]
|Ga Ta Clisnts and Files T [rur [ 2
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Upon doing so you will be prompted for a date before which previously invoiced dockets
should be deleted. Enter the desired ‘prior to’ invoice date and click the OK button to delete
old dockets. Clicking the Cancel button will cancel the purge request and no dockets will be
deleted.

File Number x|

Enter Invoice Date (dd-rmmm-syyeyysl Prior bo Which K
Dockets Are to be Delsted -

(ALL dockets which were INVOICED PRIOR to this date Cancel |
will be deleted)

[1jan 05

After entering a date and clicking the OK button, you will be prompted for a confirmation for
the docket deletion, which confirmation will quote the deletion date requested for a final
check. Enter Yes to confirm the docket deletion or No to cancel the docket deletion. Leaving
the confirmation box blank will constitute a ‘No’ response and dockets will not be deleted.

Docket Deletion Confirmation £\ B0 ocket Deletion Confirmation x|

Are you sure you wish to remowve all dockets INWOTCED 0K, Are you sure you wish to remowve all dockets INWOTCED 0k,
prior ko 01-Jan-Z0057 - prior ko 01-Jan-Z0057 -

yes | noj Cancel | {yes | no) Cahcel |

IYea| IND

A subsequent message will appear confirm that dockets were, or were not deleted, as is the
case.

Microsoft Access 3|l Microsoft Access |
All Dockets INWOICED prior bo 01-Jan-2005 hawve been PERMAMENTLY deleted. Either the deletion request was nok confirmed,

OR.
The date entered was not in the correct Format (dd-mmm-weses or dd mmm s

MO DOCKETS HAYE BEEN DELETED

Notes: Dockets invoiced ON the entered date WILL NOT be deleted. For example,
entering 31-dec-05 will ONLY delete dockets invoiced on or before December 30th,
and not those dockets invoiced on December 31st, 2005. Once dockets have been
deleted in this manner, they CANNOT be undeleted.

If an ‘Annual Statistics Report’ is to be accurately generated, it is important that
dockets not be purged for any given year until after this report is run (see Annual
Statistics Report for more information in this regard.)
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PREPARING AN INVOICE

An invoice can be prepared directly from the REPORTS and FORM LETTERS Menu or from
the ADD/EDIT CLIENT AND FILE INFORMAT/ON form.

(1) FErom the REPORTS or FORM LETTERS Menus:
Click the Invoice (by File Number) button.

E2 DocketEase - [REPORTS MENU] =101

J File Edit Inserk Records Window Help _|5‘|‘

J Return to Main Menu iCIDse REPORT [l" Mazimize Window w Speling... @Print Preview B Page Setup... éErint..‘ # Exit DocketEase 72 Help(Tips

J @k Eind... “* Fimd fexk ‘-q_:B Replace... %l Sort Ascending il Sort Descending WF\Iter By Selection WK Remove FilterfSort 57 Filter Excluding Selection F Export To Ward gt

[Rehuin To Main Menu} m

Client and File Lists

Docket (W-1-P) Reports

(For a particular day. a particular lawyer, a particular client, or a particular file)

Ledger Reports (Invoices and Payments)
(For all clients, for a particular client, or for a parricular file)

Due Date Reports (Outstanding Due Dates and Reminder Dates)
(For a 7-day period or a 31-day period)

Invoice Reports

{(Unpaid Invoices) Ed DocketEase - [FORM LETTERS MENU] o [m] 34

B2 2 2=

Form Letters J Eile Edit Insert Records Window Help ;Iil
(Letters to Clients) J Return to Main Menu B Close REPORT [0 Maximize Window %% Speling... [&, Print Preview B Page Setup... &hErint... &2 HelpiTips b
MISCELLANEOUS REPORTS: J @& Find... #5, Find et ?:B Replace... %L Sart Ascending EL Sork Descending @Fi\ter By Selection € Remave Flker/Sork F Export Ta Waord b

Return To Main Menu Return To Client Information

Invoice (by File Number)
(Prepare an invoice for a particu

File Information Sheet (for f

Client Address Label

Invoice (by File Number)
(Prepare an invoice for a particular{selected file)

Law Society Annual Report :

{Ontario; Other than Ontario: Rea

Invoice Cover Letter (by File Number) o i
(Prepare cover letter on a particularfselected file to send invoice to client)

Letter to Client - blank (by File Number

(Prepare (blank) letter to client on a particular/selected file (to export to.
and compelte in Word)

Export Clients. Files. Docke
[{To My Documents: DocketEase
DocketEaseDockets xls; Docket
- REPLACES ANY EXISTING FILI

ENERERENE)

Return to Main Menu

THESE FORM LETTERS ARE PROVIDED AS EXAMPLES .. THEY
CAN BE CUSTOMIZED AS DESIRED ANDfOR OTHER FORM
LETTERS CAN BE ADDED AS REQUIRED.

Prepare an Invoice For a particular fils J | [0y [ A
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You will then be prompted for the file number of the file for which you wish to produce an
invoice. Enter the file number and click the OK button to produce a file invoice, or click

the Cancel button to cancel the invoice production and return to the REPORTS and
FORM LETTERS Menu.

Enter File Mumber

Cancel

x|
_ Caneel |

From the ADD/EDIT (or VIEW) CLIENT AND FILE INFORMATION form:
First, select an existing client and file (see View, add or edit EXISTING Client and/or File

information for additional information in this regard). Once the desired file is visible in

the CLIENT FILE(S) section (in the lower half of the form), click the Prepare Invoice (this
File) button.

DocketEase - [Add / Edit Client and File Information]

=0l x|
L]

J File Edit Insert Records ‘Window Help

J Return ko Main Menu iclose REPORT [|’ Maximize Window @Q Spelling... @Print Preview B Page Setup... @Erint... # Exit DocketEase 7 Help{Tips |
J @ Eind... #, Find e A5

Replace. .. %l Sort ascending i$ Sotk Descending @Fllter B Selection 9K Remove FilterfSort w7 Filter Excluding Selection F Export To Wword »?
Return To Main Menu Prepare Dockets Report [this Client] | Prepare Ledger [thiz Client] | Add/Edit Invoices/Payments [thiz Client] |
ADD / EDIT CLIENT AND FILE INFORMATION

CLIENT INFORMATION:

Select an EXISTIMG client from the ‘Existing Clients® drop-down list - OR - - | ot i -
Click the 'New Client' button then enter new client information below. e (et Ul I k2
Client Hame: |Feeney,Jeremy Client No.:l E  Contact: I Reszponsible Lawyer: IJoe Blows ;I
[Surname, First Mame] fi.e Mr. St
S alutation: IMr. Feeney Address: I?SS Tenth Street IDttawa oM K1k 1K1
[Street Addresz) [Cityd T o] [Frovince] [Country] [Postal Code]
Tel. Number(s]: FE?-BS‘ID Fax Numbel[s]:l eMailfjfeeney@yahoo.ca
Referred By: | Date Became Clienlzl U?-NDV-2005| hd Prepare eMail to this Client re file BELOW |
MOTES [re Client):
Last Updated: 16-Mar-2006 Updated By:  Dough, John
CLIENT FILE(S):

I e — SO
Add/Edit Dockets [thizs File] | Prepare Dockets Report [this File) | Piepare Ledger [thiz File] dPlepale Invoice [thiz File] Dlepale Form Letter [thiz File] |
e —

Select an EXISTING file from the 'Client Files® list - OR -

Click the "New File' button then enter file inf tion below. New File View/Hide Due Dates | Client Files: [Click the down arrow to see fistof |
File No. File Description Client Ref. File Type Resp. Lawyer Date Opened
000 Divarce and Child Custady Farmily d Joe Blow d 12-Apr-2005 E
Legal Aid File Closed Date Closed Transfer # Moved Off Date Moved OfFf Site Facility
| 06-5ep-2005 [-] 71002 Site 07-MNov-2005 [ Boyds
Other People On File (re conflict) Notes (re File)
Cheryl Sheen {e-wifel; Joe Smith {ewife's new partner)
Billing Address Same Yes ;l -0R - Alternate Billing Address (Note . use Ctri+Enter to
As Client Address? put hard return between lines in the address)
SpareT (text - 50 char)  Spare2 (text - 150 char) Spare3 (text - 250 char) Last Updated Updated By
12-Mar-2006 Daough, John

|Dr0p-D0wn List of Existing Clients

S S | )
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In either case, you will then be prompted for an invoice number. Should you wish to number
your invoices, enter the appropriate invoice number in the space provided and click the OK
button. Clicking the Cancel button has the same effect as clicking the OK button.

x

Enter Invaoice Mumber if desired {or else leave as nja)

Cancel |

22

An up-to-date invoice for requested file will then be produced. If an invoice number was
entered it will appear on the invoice, if it was left as ‘n/a’ (or blank) nothing will appear in the
invoice number space. It will automatically list fee dockets; total hourly fees (by billing rate);
total hourly and flat-rate fees; calculate GST on fees; group disbursement dockets by
disbursement type; total disbursements; calculate GST on disbursements; calculate PST on
applicable disbursements; total invoice; and deduct any remaining trust/deposit on the file.

Copies of the invoice can then be printed to send to the client and keep on file by clicking the
Print button on the Toolbar, or can be exported to MS Word for editing or saving, by clicking
the Export to Word button on the Toolbar.

Notes: Invoices are NOT saved in DocketEase so if you wish to keep an electronic copy of
the invoice it should be exported to MS Word and saved in an appropriate place.
See Exporting Reports to Word or Excel for details in this regard.

Invoiced dockets are NOT automatically marked as ‘Invoiced’. Therefore, once an
invoice has been finalized and sent to the client, it is necessary to mark the dockets
pertaining to the invoice as having been invoiced. See Marking Dockets as Invoiced
for details in this regard.

Invoices rendered are NOT automatically entered into ‘Invoice and Payment
Information’. Therefore, once an invoice has been finalized, it is necessary to enter
the invoice information into ‘Invoice and Payment Information’. See ENTERING
INVOICE AND PAYMENT INFORMATION for details in this regard.
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hdarch 16, 2005

Feenay, Jaremy

-42 -

Your Arm Name

Your Finm's Street Address
Your Firm's City, Province
Your Firm's Postal Code
Your Finm's Telephone Number and Fax Number

789 Tenth Strest

Ottawa, OM
kA KA

Inwoice#: Z0O05 104
5. T.# ourGS5T Humber

Re: Purchaseof Condo Apt. at 23 Westford Orive, Apt 302, Ot awa, ON
Our File No. 1005

To prof essional

A7 -Maon- 2005
20-Mov- 2005
13-Dec-2005

20-Mow- 2005

fees for:

Telephone convers ation with client
Telephone conwvers ation with client

Telephone convers ation with client re possible
arrangementwith hush

M ebworking discournt

-0.80 hrs @ $E0.00 per hr= $42.00

Total Fees:

G5T [™a)on Fees:

Disbursemernts:

- Court /Filing costs
- Long D istance

- Photocopy

- Stamps=

Total Disbursements:

GET [ ™) on Disbursements:

FST [8%) on Applicable Disbursement =:
INWOICE TOTAL:

rOUR FIRM NAME

Fer: Jane Doe
E.&0O. E.

(0207
(0.10]
(0507

-F25.00

4000
F0.50
Fz.00
F5.50

Fzz.00

F1.61

F52.00
FA06

F0.42
F27 15

Cheques paid on account should be made payable to our Firm Mame; retainer cheques should be

made payable to

“four Firm Mame In Trust.

Fayment is due when this invoice is rendered towou. Pursuant to the Solicitars A, interest is
charged on outstanding accounts atthe rate of 2.6% per year. Interestwill be applied commencing
onthe F0th day after the date the invoice is Esued.
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ENTERING INVOICE AND PAYMENT INFORMATION

Invoices rendered are NOT entered into ‘Invoice and Payment Information’ automatically.
Therefore, once an invoice has been finalized, it is necessary to enter the invoice information
into ‘Invoice and Payment Information’ in order to be able to produce accurate
Invoice/Payment reports.

Invoices rendered and payments received can be entered directly from the Main Menu or
from the ADD/EDIT CLIENT AND FILE INFORMATION form.

(1) From the Main Menu:
Click the Invoice Payment Information button.

DocketEase - [MAIN MENU] -3 x|
J Ele Edit Insert Records “Window Help il|

J Reeturn to Main Menu i Close REFORT D" Maximize Window '{f}' Spelling... & Print Preview B[] Page Setup... % Print... # Exit DocketEase &2 Help/Tips

J @ Find. .. "_,, Fimd et 'q:B Replace. .. %l Sort Ascending il Sort Descending @ Filter By Selection W& Remove Fiter/Sort F Export To Waord &

A Client, File and Docket Managment System

Clients and Files [Add / Review / Manage]

| Add New Client

Dockets [Add / Beview / Manage / Print)
' Invoice and Payment Information [Add / Review / Manage / Print]

Reports (File Lists: Dockets Lists: Invoice: Invoice/Payment Ledgers: Client Labels)

| Form Letters (Letters to Clients)

| Searches [Client; Conflict; Telephone Number: Mew File Number: MNew Transfer Number]
| General Office Notes

T | Change Login Password

| Help File

| Manage PickLists [Lawpers, File Typpes, Docket Types]

| Manage User Accounts [Add/Remove Users: Change User Password or User Access Level)

| Change Lawfirm Information [Address, Telephone No., Invoice Interest Rate, G5T Mumber, etc.])

About DOCKETEASE | | Purge Old Dockets [Remove/Delete Dockels Invoiced Prior to a Desired Date]

|Go To Clients and Files l_ l_ l_ l_ l_ WI_ l_ A
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This will open the CLIENT ACCOUNT/PAYMENT INFORMATION form (below), which
will NOT immediately display any client account or payment information.

To select an existing client, click the down arrow in the Existing Clients box to reveal a
‘pick-list’ of existing clients (in alphabetical order). If you know the name of the desired
client, you can thereafter type the first few letters of the client name in the Existing

Clients box (while the pick-list is visible), which will cause the pick-list to jump down the

list to the first matching client. Then either type the Enter key on your keyboard or click
on the desired client.

L5
J File Edit Insert Records ‘Window Help i||
J Return ta Main Menu B8 Close REPORT @ Maximize Windaw % Speling. .. @ Print Preview B0 Page Setup... &hPrint... ¥ Exit DocketEase 2 Help/Tips

J @ Eind... M, Find fer ?-EB Replace. .. %l Sork Ascending il Sort Descending @Filter By Selection K Remove Filker/Sort 7 Filker Excluding Selection W Expart To Word bl

Return To Main Menu Return To Client Information Prepare Ledger Report [this Client]

CLIENT INVOICE / PAYMENT INFORMATION

Select an Existing Client from the drop-down list. f‘—'—_—\

Existing Clients: [+~ |
MOM-BILLABLE K
INVOICES to: I Black Consulting Inc.
File No. Paid Invoice Motes Invoice Mo.  Invoice Date Fees Feed G gr:;vg,;:dcil‘;son otal
IE [n7a TEMar2008 -] [ .
ohinston, Howard
Record; 14 4 | 1 [enlee] of 1 < | |
PAYMENTS by: |
File Mo. Payment D ate Payment Amount  Payment Motes

Last Updated Updated By

=1 |1B-Mar-2DEIB E |

Record: |<|<|| 1 >|>||>*|0F1

|Drop-D0wn List of Existing Clients I_I_I_I_I_IWI_I_ v
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(2) From the ADD/EDIT CLIENT AND FILE INFORMATION form:
First, select an existing client (see View, add or edit EXISTING Client and/or File
information for additional information in this regard). Once the desired client is visible in
the CLIENT INFORMATION section (in the upper half of the form), click the Add
Invoice/Payment for Client button.

DocketEase - [Add / Edit Client and File Information]

=10 x|
J File Edit Insert Records ‘Window Help il|
J Return to Main Menu @ Close REPORT [ Maximize Window 5 Speling... [ &), Print Preview B Page Setup... &hPrint... # Exit DocketEase 72 Help/Tips
J @hEind... M, Find Hext ?-EB Replace... %l Sart Ascending il Sark Descending @Filter By Selection T Remaove FikerfSort =7 Filker Excluding Selection I Export To Werd bt

FReturn To Main Menu Prepare Dockets Report [this Client] | Prepare Ledger [thiz Client Addedil Invoices/Payments [this Client _.

ADD / EDIT CLIENT AND FILE INFORMATION

CLIENT INFORMATION:

Select an EXISTING client from the "Existing Clients" drop-down list - OR - . | i ot B =
Click the 'Mew Client® button then enter new client information below. [ (Ee Al GlaE II =
Client Name: |Feene}l,Jerem}l Client No.:l 6 Contact | Responsible Lawyer: |Joe Bl |

[Surname, First M arne] fi.e. Mr. Smith]
Salutation: IMI. Feeney Address: I?BS Tenth Street IDttawa IDN IK‘IK 1K1

[Street Address) [City T owun) [Province) [Country] [Postal Code)

Tel. Humber(s): IEB?-ES'ID Fax Numhel[s]:l eMaiIIifeene_l,l@_l,lahDD.ca
Referred By: | Date Became Elientl U?-NDV-2DDE| -1 Prepare eMail to this Client re file BELOW |
MHOTES [re Client]:

Last Updated: 16-tar-2006 Updated By:  Dough, John
CLIENT FILE(S):

Add/E dit Dockets [this File] | Prepare Dockets Report [this File] I Prepare Ledger [thiz File] | Prepare Invoice [this File] | Prepare Form Letter [thiz File) |

Select an EXISTING file from the "Client Files® list - OR -

Click the 'New File' button then enter file information below. New File I View/Hide Due Dates | Client Files: [Cick the down arrow to seslistof ¢ x|
File No. File Description Client Ref. File Type Resp. Lawyer Date Opened
1000 Divarce and Child Custody Farnily j Joe Blow j 12-Apr-2005 IZI
Legal Aid File Closed Date Closed Transfer # Moved Off Date Moved Off Site Facility
O 06-Sep-2005 ] T1002 Site 07-Mov-2005 [-]  Boyds
Other People On File {re conflict) Notas (re File)
Chetyl Sheen (-wife); Joe Smith {-wife's new parner)
Bifling Address Same “Yes ;| -0R - Alternate Billing Address (Note - use Ctri+Enter to
As Client Address? put hard return between lines in the address)
Sparef (text - 50 char) Spare2 (text - 150 char) Spare3 (text - 250 char) Last Updated Updated By
12-Mar-2006 Dough, John

|Dr0|3-D0wn List of Existing Clients

) | )

In either case, the CLIENT ACCOUNT/PAYMENT INFORMAT/ON form will be populated
with the account and payment information for the selected client.
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To enter account/invoice rendered information, first click the down arrow in the File Number
field of the last (blank) row (record) in the ‘INVOICES to’ (top) section of the form to reveal a
‘pick-list’ of existing files for the displayed client (in chronological order by file number). Then
click on the file to which the invoice pertains in the pick-list, which will cause the file number to
appear in the File Number field, and then enter the rest of the invoice information in the
spaces provided (Invoice No., Invoice Date, Fees, Disbursements, Taxes and Invoice Total).

DocketEase - [Invoice and Payment Information for Client] i =] 4]

J File Edit Insert Records ‘Window Help il|

J Return ko Main Menu B Close REPORT O Maximize Windavw % spelling... @Print Preview EL)Page Setup... &Print... ¥ Exit DocketEase 72 HelpiTips

J @& Eind.... ‘.?_, Find Idexk ?-E‘B Replace. .. %l Sort Ascending %l Sort Descending @ Filter By Seleckion TK Remove Filker/Sort i Filter Excluding Selection P Export To Word g

Return To Main Menu Return To Client Information Prepare Ledger Report [thiz Client]

CLIENT INVOICE / PAYMENT INFORMATION

Feeney, Jeremy

Select an Existing Client from the drop-down list. Existing Clients: | Click the down arrow to see list of existing clierts 7]
INVOICES to: | =
File Ho. Paid Invoice Notes Invoice Mo.  Invoice Date Fees Fees GST Disb. Disb. GST Disb. PST Invoice Total
1000 -] ¥ nia 18Jul2005  |f[$300.00 £21.00 $10.00 $0.70 $0.00 $331.70
1000 -] M nia 17-Aug-2005 || [$100.00 $7.00 $50.00 $3.50 $0.00 $160.50
1000 -] W [Paid from retainer nia 18-Mov-2005  «|f[$100.00 $7.00 $20.00 $1.40 $0.20 $128.60
o] T [Test nia 03Feb-2006 || |$400.00 $£28.00 $0.00 $0.00 $0.00 $428.00
- nfa 16-Mar-2006 [ -
L"\-.._..-— oon Divorce and Child Custody Feeney, Jenermy
1001 Register Business Mame [Franklin & As: Feeney, Jeremy
1002 Purchase of property at Lot 1, Cone, 10 Feeney, Jeremy
1003 Wil for Joseph Franklin Feeney, Jerermy
will far Robert [Bob) Franklin (brather & Feeney, Jerery
1005 Purchaze of Condo Apt. at 23 Westfore Feeney, Jeremy
1006 Sale of Condo Apt. A 23 Westford Driv Feeney, Jeremy |
1007 Purchase of property at 658 Bapview [ Feeney, Jeremy -
Record: 14 1008 Prenuptual Agreement Feeney, Jerermy | »
T =009 Trademark Search [Franklin & Azzac] Fasney, Jeremy
PAY M Bl Sy ——eerrermeererer Feeney, Jeremy B
File Ho. Payment Date Papment Amount  Payment Motes Last Updated Updated By
1000 ] [135ep-2005 E $1.000.00 Depozit [in truzt] - Fetainer 12-bd ar- 2006 Doe, Jane
1000 _'I 18-Mow-2005 - [$160.50 Fapment of 17 Aug 2005 Invaice 11-Feb-2008 Draugh, John
1000 _'I 120ec-2005 - $331.70 Fayment of 19.Jul 2005 [nvoice 11-Feb-2006 Dough, John
[ =] [1EMar-2006
=
[Existing Files Pick-List [ hIM 4

Note: Itis important that invoices are marked ‘paid’ when payment is received (by entering
a check-mark in the Paid check-mark box/field) so that paid invoices will not appear
on Outstanding Invoice reports (see Outstanding Invoice Reports for more
information in this regard.)
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To enter payments received information, first click the down arrow in the File Number field of
the last (blank) row (record) in the ‘PAYMENTS by’ (bottom) section of the form to reveal a
‘pick-list’ of existing files for the displayed client (in chronological order by file number). Then
click on the file to which the payment pertains in the pick-list, which will cause that file number
to appear in the File Number field, and then enter the rest of the payment information in the
spaces provided (Payment Date, Payment Amount, and Payment Notes).

DocketEase - [Invoice and Payment Information for Client] i =] 4]
J File Edit Insert Records Window Help i||
J Return ko Main Menu B Close REPORT O Maximize Windavw % spelling... @Print Preview EL)Page Setup... &Print... ¥ Exit DocketEase 72 HelpiTips
J @ Eind... #%, Find fext ?-EB Replace, .. %l Sort fsscending %l Sort Descending @ Filter By Seleckion T Remove Filter/Sort 7 Fiter Excluding Selection W Export To Word bl
Return To Main Menu Return To Client Information Prepare Ledger Report (this Client)
~ T = ) | TN/ A o / a
CLIENT INVOICE / PAYMENT INFORMATION
- _ _ Feeney, Jeremy
Select an Existing Client from the drop-down list. Existing Clients: | Click the dowen arrow to see list of existing clients ;I
INVOICES to: | =
File No. Paid Invoice Motes Invoice No.  Invoice Date Fees Fees GST Dish. Disb. GST Disb. PST Invoice Total
1000 -] ¥ UE] 153-Jul-2005 $300.00 £21.00 $10.00 $0.70 $0.00 $331.70
1000 - M nia 17-Aug-2005 $100.00 $7.00 $50.00 $3.50 $0.00 $160.50
1000 -] W [Paid fram retainer nfa 18-Moy-2005 $100.00 $7.00 $20.00 $1.40 $0.20 $128.60
1003 -] T [Test hia 03-Feb-2008 $400.00 $28.00 $0.00 $0.00 $0.00 $428.00
-] B n/a TE-Mar-2008
B
Record: 14 4[] 5 o il of 5 < | v
PAYMENTS by: | =
File Mo Payment Date Payment Amount  Payment Motes Last Updated Updated By
1000 l;l 13-Sep-2005 | |[$1.000.00 Deposit [in trust] - Fetainer 12-kar- 2006 Doe, Jane
1000 v | [18Mow-2005 - $160.50 FPayrnent of 17 Aug 2005 lrvoice 11-Feb-2008 Daugh, John
[g.,]__ 120ec-2005 - [$331.70 Fapment of 19.Jul 2005 Invoice 11-Feb-2006 Crough, John
* [W1E-rar-2008 |-
0o Divorze and Child Custady Feeney, Jereny
100 Fegister Buzinezz Mame [Franklin & Az Feenep, Jeremp
1002 Purchase of property at Lot 1, Conc. 10 Feeney, Jeremy
1003 il for Joseph Franklin Feeney, Jeremy
1004 Wil for Robert [Bob) Franklin [brother a Feeney, Jeremy
Purchasze of Condao Apt. at 2 ¢ Feen Em b
Sale of Condo Apt. At 23 %Westford Driv Feer
1007 Purchase of property at B58 Eayview D Feeney, Jeremy = LI
1008 Prenuptual Agreement Feeney, Jeremy
’7. ——— 1004 Trademark Search [Franklin & Aszoc.] Feenep, Jersmy
(it ity 1018 Feeney, Jeremy I_ LI 4

PREPARING INVOICE/PAYMENT LEDGERS

There are three different Invoice and Payment Ledger’s available, all of which are totalled by
file:

1. All clients and their files — in alphabetical order by client.

2. Allfiles for a particular client — in chronological order by file.

3.  One particular file — Invoices and Payments.
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These reports are available directly from the REPORTS and FORM LETTERS Menu, from
the ADD/EDIT CLIENT AND FILE INFORMAT/ION form or from the CLIENT
ACOUNT/PAYMENT INFORMATION form. Once generated (on the screen), these reports

can be printed by

clicking the Print button on the Toolbar, or can be exported to MS Word or

MS Excel for editing or saving by clicking either the Export to Word or Export to Excel button
on the Toolbar. To close a report, click the Close (Report/Form) button on the Toolbar.

(1) From the REPORTS and FORM LETTERS Menu:

Click the Ledger Reports button on the REPORTS Menu, then click the appropriate
Ledger button, depending on which ledger report is desired (i.e. all clients, all files for a
particular client, or a particular file).

DocketEase - [REPORTS MENU] -0l x|
J Fil= Edit Insert Records Window Help i||

J Return to Main Menu iclose REPORT |:|" Maximize Window “JP Speling. .. &Print Preview B Page Setup... %Erint... 7 Exit DocketEase 72 Help)Tips

J & Find. ‘.?_. Fird Mt ?.EB Replace. .. %l Soft ascending El Sott Descending @ Filter By Selection & Rermoye Flter/Sort. W Export To word -

21

| Hetur

Ledger Reports (Invoices and Payments)
—— (For all clients. for a particular client, or for a parricular file)

MISCELLANEOUS REPORTS:

@ Client and File Lists

@ Docket (W-1-P) Reports

{For a particular day. a particular lawyer. a particular client, or a particular file)

ﬁl Due Date Reports (Outstanding Due Dates and Reminder Dates)
(For a /-day period or a 31-day period)

.| Invoice Reports

{Unpaid Invoices)

Form Letters
{Letters to Clients)

Invoice {by File Humber)
(Prepare an invoice for a paricular/selected file)

File Information Sheet {for file fly)

Client Address Label

Law Society Annual Report Statistics (for a particular professional)
{Ontario; Other than Ontario; Real Estate; Professional Development)

B = &2 |2

Export Clients, Files, Dockets, Invoices and Payments to EXCEL

(To My Documents: DocketEaseClients xls; DocketEaseFiles. xls:
DocketEaseDockets. xls: DocketEaselnvoices xls: and DocketEasePayments xls; etc.
- REPLACES ANY EXISTING FILES WITHOUT PROMPTING)

Return o Main Menu

N R R (Y1 O I
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DocketEase - [REPORTS - Invoice and Payment Ledgers] -0l x|
J File Edit Insett Records Window Help il

J Return ko Main Menu B3 Close REPORT @ Maximize Window % gpeling... @. Prirk Preview B Page Setup... &hPrint... 7 HelpTips -

J dh Eind. .. ‘.?., FEird ek P',B Replace... %l Sotk fscending El Sort Mescending V& Filter By Selection % Remave Flker/sort W Export Ta Word -

iReturn To M

REPORTS - Invoice and Payment Ledgers

Menui Return To Reports Menu

Ledger - All Clients (Invoices. Payments, Trust)
(All invoices and payments on all clients and files. grouped by client totalled by file)

Ledger - All Files for a Particular Client {Invoices, Payments. Trust)
(All invoices and payments for a particularfselected client, grouped totalled by file)

Ledger - A Particular File {(Invoices. Payments, Trust)
(All invoices and payments for a particular/selected file)

= 2 |=

Invoice {by File Number)
(Prepare an invoice for a particularf{selected file)

(@

|Return to Main Menu I_I_I_I—I—WI—I_ A

In the case of the All Clients report, the report will immediately be produced on the
screen. The report can then be printed by clicking the Print button on the Toolbar or can
be exported to Word or Excel for editing or saving.

In the case of a Client report, you will be prompted for any part of the client’'s name.
Enter part of the client’'s name and then click the OK button, or click the Cancel button to
cancel the report request. It is not necessary to enter the client’s full name, but keep in
mind the more characters that are entered, the more the chance of getting only one
client. If there is more than one client with the characters entered, the resulting report
will contain all clients matching the entered characters. If there are no clients matching
the string of characters entered a blank report will be produced.

x4
Enter &y Park of Client's Marme

Caricel

In the case of a File report, you will be prompted for the file number of the desired file.
Enter the file number and then click the OK button or click the Cancel button to cancel the
report request. The file number MUST be entered in its entirety, as a partial file number
will produce a blank report.
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Enter File Mumber

Cancel

X
_Cereel |

(2) From the ADD/EDIT (or VIEW) CLIENT AND FILE INFORMATI/ON form:

First, select an existing client and file (see View, add or edit EXISTING Client and/or File

information for additional information in this regard). Once the desired client and file are

visible in the ADD/EDIT (or VIEW) CLIENT AND FILE INFORMAT/ON form, click
either the Prepare Ledger (this Client) button (to produce a client report) or the Prepare
Ledger (this File) button (to produce a file report).

DocketEase - [Add / Edit Client and File Information]

J File Edit Insert Records ‘Window Help

J Return to Main Menu iclose REPORT D’ Maximize Window ":/Q Spelling. .. @Print Preview B Page Setup... @Erint... A Exit DocketEase &2 HelpiTips |

J @& Find. .. ’.?_. Find Mexk ?-EB Replace... %l Siork Ascending El Sark: Descending @ Filter By Selection 94 Remove FilterjSort 577 Filter Excluding Selection F Export To Word

Return To Main Menu

Prepare Dockets Report [this Client)] Prepare Ledger [this Client] [DAdd/Edit Invoices/Payments [this Client]

ADD / EDIT CLIENT AND FILE INFORMATION

CLIENT INFORMATION:
Select an EXISTING client from the ‘Existing Clients® drop-down list - OR -

New Client |

Click the ‘New Client' button then enter new client information below. Ezsbnaliient: II

Client Hame: |Feeney,Jeremy Client No.:l E  Contack | Responsible Lawyer: |Joe Blow
[Sumname, First Mame] fi.e. Mr. Smith)
Salutation: IMr. Feeney Address: |?89 Tenth Street |Dttawa |DN KK 1K1
[Strest Address] [City T owan] [Province] [Country] [Poztal Code)
Tel. Humber(s): IEB?-SS‘ID Fax Numhm[s]:l eMail [jfeeney@yahon.ca
Referred By: |

Date Became Clienl:l D?-Nov-2005| vl

Prepare eMail to this Client re file BELDW

MOTES [re Client):

Last Updated: 16-Mar-2006 Updated By:  Dough, John
CLIENT FILE(S):

Add/Edit Dockets [this File] | Prepare Dockets Report [this FiI{Plepale Ledger [this File]_:DPlepale Invoice [this File] | Prepare Form Letter [this File] |
Select EXISTIMG file F the ‘Client Files' list - OR - : - .
Cﬁciclhaen'New File' hl.:l‘laorzolr;en inlelle;:le informati below. New File | View/Hide Due Dates | Client Files: [Click the down arrow to see listof e = |
File No. File Description Client Ref. File Type Resp. Lawyer Date Opened
000 Divarce and Child Custady Farmily d Joe Blow d 12-Apr-2005 | x
Legal Aid File Closed Date Closed Transfer # Moved Off Date Moved Off Site Facility
O D6-5ep-2005[ -] T1002 Site 07-Mov-2005 [  Boyds
Other People On File (re confiict) Notes (re File)
Cheryl Sheen (xwife); Joe Smith (=-wife's new parner)
Billing Address Same ‘es ;l -0R - Alternate Billing Address (Note - use Ctri+Enter to
As Client Address? put hard return between lines in the address)
Spare (text - 50 char) Spare2 (text - 150 char) Spare3 (text - 250 char) Last Updated Updated By
12-Mar-2006 Dough, John

Drop-Down List of Existing Clients

S
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(3) From the CLIENT INVOICE/PAYMENT INFORMAT/ON form:

First, select an existing client (see ENTERING INVOICE AND PAYMENT
INFORMATION for additional information in this regard), and then click the Prepare
Ledger Report (this Client) button (to produce a client report). A file report is not available
from this form.

DocketEase - [Invoice and Payment Information for Client] _ ||:||1|

J File Edit Insert Records Window Help il|
J Return ko Main Menu iclose REPCRT D’ Maximize Window 'LR/Q Spelling. .. &Print Preview B Page Setup... @Erint... A Exit DocketEase & Help/Tips |
J @ Eind. ’.L Find ek ?_fg Replace... %l Stk Ascending El Sart Descending @ Filter By Selection & Remove Filter/Sort 57 Filter, Excluding Selection F Export: To Word bt

Return To Client Information

Prepare Ledger Report [this Client]

CLIENT INVOICE / PAYMENT INFORMATION

o : ) Feeney, Jeremy
Select an Existing Client from the drop-down list. Existing Clients:l Click the down arrow to see list of existing clients ;I

s

INVOICES to: Feeney.Jeremy

File No. Paid Invoice Notes Invoice No.  Invoice Date Fees Fees GST Dish. Disb. GST Disb. PST Invoice Total
1000 v n'a 15-Jul-2005 |:| $300.00 $21.00 $10.00 $0.70 $0.00 $331.70
1000 B L n'a 17-dug-2005 | [$100.00 $7.00 $50.00 $3.50 $0.00 $160.50
1000 =[ ¥ [Paidfrom retainer néa 18-Mow-2005  «| |$100.00 $7.00 $20.00 $1.40 $0.20 $128.60
1003 -] T [Test nda 03-Feb-2006 | |$400.00 $28.00 $0.00 $0.00 $0.00 $428.00
-] E néa 16-Mar2006
Recard: 14| « || 1 v |r#] of 4 < | _;I_
PAYMENTS by:  [Fesres. Jeremy =
File Ho. Payment Date Payment Amount  Papment Motes Last Updated Updated By
1000 ] [135ep-2005 IZI $1.000.00 Drepasit [in trust] - Retainer 12-bar-2006 Doe, Jane
1000 | [18Mow-2005  ~f [$160.50 Payment of 17 Aug 2005 Invaoice 11-Feb-2006 Drough, John
000 x| [12Dec-2005  ~f [$331.70 Payment of 19.Jul 2005 [nyvoice 11-Feb-2008 Drough, John
-] [16-Mar-2006 »

Record: 14|« || 1 e v e#] of 3

|ReturntDMainMenu ’_I_’_’_’_WI_’_ 4
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Sample All Clients and Files Invoice/Payment Report:

Invoice/Payment Ledger - All Clients

CLIENT: Black, John

File Na.: 1016
File Descriptiorr: Purchase of property at 999 Borland Dr., Ottawa, ON
Balance Owing: $0.00
CLIENT: Brown, Jackson
File No.: 1011
Fife Descripiors: Prenuptual Agreement
Balance Owing: $0.00
File No.: 1012
Fife Descriptiorr: Purchase of property at 617 East 39th Street, Hamilton, ON
Balance Owing: $0.00
CLIENT: Day, Sandra
Filz Na.: 1014
File Descriptiorr: Registration of Trade-Mark "Day’s Designer Nails ™
Balance Owing: $0.00
CLIENT: Feeney, Jeremy
File Na.: 1000
File Descriptiors: Divorce and Child Custody
INVOICES
Inwice e Fnvoice No. Tnvaice Nates Feex Dish Feoces Fated Paid
19-Jul-2005 (§TE 30000 F10.00 F21.70 §331.70 b
17-Aug-2005  nfa 10000 F50 .00 F10.50 16050 B
18-Mov-2005 nia Faid from retainer F100.00 $20.00 $0.60 $128.60 b
Invoices Total: $500.00 $80.00  $40.80 $620.80
PAYMENTS
Peoyrient Dede Peypnient Notes Peoyrrierit Amoirit
13-Sep-2005 Deposit {in trust) - Retainer $1.,000.00
158-Mov-2005 Payment of 17 Aug 2005 Invoice $160.50
12-Dec-2005 Fayment of 19 Jul 2005 Invoice $331.70
Payments Total: $1.492.20
Balance Owing: -$871.40
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Sample Client Invoice/Payment Report:

Client Invoice/Payment Ledger

CLIENT: Feeney, Jeremy

File No.: 1000
Filz Description: Divorce and Child Custody

INVOICES

Tnvaice e Tnvaice No.  Inwaice Nates Fees Dish Teexes Totel Pedd
19-Jul-2005 nfa $300.00 $10.00 %2170 $331.70 M
17-Aug-2005  nfa $100.00 $50.00  $10.50 F160.50
18-Mow-2005  nita Paid from retainer $100.00 $20.00 $3.60 $128.60 b
Invoices Total: $500.00 $80.00 $40.80  $620.80
PAYMENTS
Poyment Date  Paynent Notes Payment Amounl
13-Sep-2005 Deposit {in trust) - Retainer F1 D000
18-Mav-2005 Payment of 17 Aug 2005 Invaice F160.50
12-Dec-2005 Fayment of 19 Jul 2005 [nvoice 33170
Payments Total: $1,492 20
Balance Owing: $871.40
File No.: 1001
Fife Descriptionn: Register Business Name (Franklin & Assoc.)
Balance Owing: $0.00
Filz Ne.: 1002
Filz Descriptiorr: Purchase of property at Lot 1, Conc. 10, RR1 Dunrobin (for business)
Balance Owing: $0.00
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Sample File Invoice/Payment Report:

File Invoice/Payment/Trust Ledqger

CLIENT: Feeney, Jeremy
FILE NO.: 1000

FILE DESCRIPTION: Divorce and Child Custody

INVOICES

Inveice Date  Invoice No. Tnvoice Noles Fees Dish Teexes Toterl Pegd
19-Jul2005  nia $300.00 1000 $2170  $331.70 M
17-Aug-2005  nia §100.00 §50.00 $1050 $16050 O
18-Moy-2008  nfa Faid from retainer §100.00 2000 $360 $128.60 b
Invoices Total: $500.00 $80.00 $4080 $620.80
PAYMENTS
Poymient Date Paymnent Notes Praymerit Aot
13-Sep-200 Deposit (in trust) - Retainer 51 D000
18-Mov-200 Fayment of 17 Aug 2005 Invaoice $1E0.50
12-Dec-200 Fayment of 19 Jul 2005 Invoice F331.70
Payments Total: $1,49220
Balance Owing: -$871.40
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RUNNING A CONFLICT SEARCH

A conflict search will search through all ‘Client Name’, all ‘File Description’ and ‘Other People

On File (re conflict)’ fields for a string of characters as specified in the search request.

DocketEase - [Add / Edit Client and File Information]

=13
J File Edit Insert Records Window Help

J Return ko Main Menu B Close REPORT O Maximize Windavw % spelling... @Print Preview EL)Page Setup... &Print... ¥ Exit DocketEase 72 HelpiTips

J @ Eind... #%, Find fext ?-EB Replace, .. %l Sort fsscending %l Sort Descending @ Filter By Seleckion T Remove Filter/Sort 7 Fiter Excluding Selection W Export To Word

Return To Main Menu Prepare Dockets Report [thiz Client) | Add/Edit Invoices/Payments [thiz Client)
ADD / EDIT CLIENT AND FILE INFORMATION

FPrepare Ledger [this Client]

CLIENT INFORMATION:

Select an EXISTING client from the ‘Existing Ch
Click_the. 2 ot n i

ents" drop-down list - OR -

ent information below. wl Existing Clients II =l

{Client Name: |Feene_l,l, Jeremy lient No.:l & Contact: | Responsible Lawyer: |J oe Blaw =1
AIDANE [i.e. Mr. Smith]
5alutation: IMr. Feeney Address: |?89 Tenth Street |Dttawa |DN | |K1 KK
[Street &ddress) [ICiky /T o) [Province] [Country) [Postal Code)
Tel. Mumber(s): IEB?-BSW Fax Numhel[s]:l eMail [ifeerey@yahoo.ca
Referred By: | Date Became Clientl D?-NDV-2DDE| -1 Prepare eMail to this Client re file BELOW |
MOTES [re Client]:
Last Updated: 16-tar-2006 Updated By:  Dough, John

CLIENT FILE(S):

Add/Edit Dockets [this File] | Prepare Dockets Report [thiz File] | FPrepare Ledger [thiz File] | Prepare Invoice [thiz File] I Prepare Form Letter [thiz File] I

Select an EXISTIMG file from the ‘Client Files® list - DR - View/Hide Due Dates | Client Files: ICIic:k TR

Click the *Mew File' butt

New File

File No. { ile Description Client Ref. File Type Resp. Lawyer Date Opened

1000 %Ee_and Child Custody Farnily d Joe Blow d 12-Apr-2005 E

Legal Aid File Closed e ] Moved Off Date Moved Off Site Facility

0 w Site 07-Mov-2005 [-] Boyds
er People On File (re conflict) otes (re File)
Cheryl Sheen {(xwife); Joe Smith {+wife's new parner)
—__y

Billing Address Sar - -

Alternate Bifling Address (Note - use Ctri+Enter to
As Client Address? put hard return between lines in the address)

Spare1 (text - 50 char) Spare? (text - 150 char) Spare3 (text - 250 char) Last Updated Updated By

12-Mar-2006 Dough, John

Drop-Down List of Existing Clients

o T
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A conflict search can be run from the SEARCHES Menu (which is accessed from the
DocketEase Main Menu). On the SEARCHES Menu, click the Conflict Search button.

DocketEase - [SEARCHES MENU] - |EI|5|

J Fil= Edit Insert Records window Help

8|
J Return to Main Menu iC|DSB REPCRT |:|" Maximize \Window 'lf,;' Spelling... &Print Preview B[] Page Sstup... %Erint... A Exit DocketEase £ HelpTips
J @& Find... ﬁ_. Find fdexk ?.E’B Replace. .. %l Sort Ascending El Sark Descending @ Filter By Selection W& Remove Fiter/Sort. W Export To Word =
‘Heturn To Main Menu;

B4 | Client Search (by client name) i | File Search (by file description)

B4 | Client Search {by client number) i | File Search (by file number)

B4 | Unbilled Docket Search (by Client) i | Invoice{Payment Info Search {by Client)

P | Unbilled Docket Search (by Lawyer) 4 | ‘Spare’ Fields Information Search

Conflict Search i Y | Telephone Number Search

3% | Determine Next Available File Number h | Determine Next Available Transfer Number

|Return ko Main Menu I_ l_l_l— ’WI—I_ A

You will then be prompted for a string (series) of characters to be searched. Enter any part of
the name to be conflict searched and then click the OK button or click the Cancel button to
cancel the search request. It is not necessary to enter the person’s full name, but keep in
mind the more characters that are entered, the more the chance of getting a clear specific
search report. Entering less characters will produce a report containing all files matching the
entered characters anywhere in the three search fields. If there are no files with names
matching the string of characters entered a blank report will be produced.

Enter Parameter ¥alue El

enter any part of name to be conflick searched

K I Zancel

The resulting conflict report can be printed by clicking the Print button on the Toolbar, or can
be exported to MS Word or MS Excel for editing or saving, by clicking either the Export to
Word or the Export to Excel button on the Toolbar.
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Subsequent conflict searches can be requested by clicking the New Search button.

DocketEase - [Conflick Search Results] - |EI|£|

J File Edit Insert Records indow Help _I- _IE £I|

J Return to Main Menu iclose REPORT D" Maximize Window 55' Speling... &Print Freview B Page Setup, (@ Erintbx Exit DocketEase 72 Help)Tips |

J it Eind... “_, Fimd exk ?-EB Replace. .. %l Sort Ascending %l Sort Descending @ Filker By Selection ¢ Remove FiIterISort@Export To Wordl] 2% Export to E@
Y

Aeturn To Main Menu Return To Searches Menu [ Mew Search 3
Your Conflict Search Produced the Following Clients(s)/
Responsible
File No.  Client Name File Description File Type Lawyer Other People Named in File
' Feeney, Jeremy Register Buziness Mame (Franklin & Corporate John R, Dough  Rokert (Bok) Franklin (brother and business
Azzoc) partner)
1002 Feeney, Jeramy Purchaze of property st Lot 1, Conc. Real Estate John B Dowgh Robert (Bok) Franklin chrother and business
10, ER1 Dunrokin (for business) parner]
1004 Feeney, Jeretmy Vil for Rakert (Bok) Franklin (hrother Estate Joe Bllawy
and business partner)
1003 Feeney, Jeremy Trademark Search (Franklin & Assoc.) fisc. Joe Blowy Robert (Bob) Franklin (brother and business
partner]
=
Record: I<| Ll || 1k |>I|H&| of 4
|Fi|e Tumber I_NUM I_I_ V

CUSTOM SEARCHES
There are a limited number of searches built into DocketEase, they are:

Client Searches

Find a client (and all that client’s files) by entering either a string of characters which exists
somewhere in the Client Name field, but which are not necessarily the first letters of the
client’s name, or by the Client Number. This may be faster than searching through the
‘Existing Clients’ list on the Add/Edit (or View) Client and File Information form once there
are a large number of clients.

File Searches

Find a particular file by entering either a string of characters that exists somewhere in the File
Description field, or by the File Number. This is handy when you know the file number, but
not the client’s name.

Conflict Search

Search through all ‘Client Name’, ‘File Description’ and ‘Other People On File (re conflict)’
fields for a particular string of characters, see RUNNING A CONFLICT SEARCH for more
information in this regard.
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Invoice/Payment Information by Client Search

Locate all invoice and payment information for a particular client by entering a string of
characters which exists somewhere in the Client Name field, but which are not necessarily the
first letters of the client’'s name. This may be faster than searching through the ‘Existing
Clients’ list on either the Add/Edit (or View) Client and File Information or the Client
Account/Payment Information forms.

Unbilled Dockets by Client Search

Locate all unbilled dockets for a particular client (on all of that client’s files) by entering a
string of characters which exists somewhere in the Client Name field, but which are not
necessarily the first letters of the client's name. This may be faster than searching through
the ‘Existing Clients’ list on either the Add/Edit (or View) Client and File Information or the
Add/Edit (or View) Dockets forms. This is particularly handy when you wish to see a list of
ALL dockets for a particular client without having to check each of the client’s files individually.

Unbilled Dockets by Lawyer Search
Locate all unbilled dockets for a particular lawyer by entering the lawyer’s initials. This is
particularly handy when trying to determine which files should be invoiced.

Telephone Number Search

Locate the client belonging to a particular telephone number (where the telephone number is
in either the Telephone Number or Fax Number fields) by entering any part of the telephone
number. This is particularly handy when trying to reconcile (and docket) long distance
charges.
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To access these built-in searches, click the Searches button on the DocketEase Main Menu.

Ed DocketEase - [MAIN MENU] o =] |
J File Edit Insert Records ‘Window Help i||

J Return ko Main Menu iclose REPORT |:|’ Maximize \Window '39’ Spelling. .. @ Print Previews B Page Setup... % Print... 7 Exit DocketEase & Help/Tips

J @hEind... ., Findinext # pRenlace... &1 Sort ascending %4 Sork Desgending 9 Filber By Seleckion. W& Remaye Fiber/Sort I Export To Waord =

DOCKETEASE™

A Client, File and Docket Managment Systein

‘8| Clients and Files (Add / Review / Manage)

Add New Client

Dockets [Add / Review / Manage / Frint]

Invoice and Payment Information [Add / Review / Manage / Print)

| Reports [File Lists; Dockets Lists; Invoice: Invoice/Payment Ledgers; Client Labels]

Form Letters (Letters to Clients)

Searches [Client: Conflict; Telephone Humber; Hew File Humber: Mew Transfer Humber]
General Office Notes

Change Login Password

Help File

Manage PickLists [Lawyers, File Types. Docket Types]

Manage User Accounts [Add/Remove Users: Change User Password or User Access Level)

Change Lawfirm Information (Address. Telephone No.. Invoice Interest Rate. GST Humber. etc.)

About DOCKETEASE

8 |2 |a |a |a |< |a (@)

Furge Old Dockets [Remove/Delete Dockets Invoiced Prior to a Desired Date]

|GD To Clients and Files l_ I_ I_ l— I— W l_ I_ 5
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Then click the appropriate Search button on the SEARCHES form and enter the prompted for
search criteria (i.e. a string of characters or file number).

DocketEase - [SEARCHES MENU] — |EI|£|
J File Edit Insert Records MWindow Help i||

J Rekurn ko Main Menu iclose REPORT E|" Maximize Window “\59 Speling. .. @. Print Preview B0 Page Setup... @ Print... # Exit DocketEase & Help/Tips |

J @& Find... #, Findfext 25 Replace... &) Sort Ascending %) Sort Descending "9 Filier By Selection 5% Remave Filter/Sort W Export To Ward =

-

#4 } Client Search (by client name) ¢4 § File Search (by file description)

Client Search (by client number) File Search (by file number)

Unbilled Docket Search (by Client) nvoice/Payment Info Search (by Client)

Unbilled Docket Search (by Lawyer) Spare’ Fields Information Search

Conflict Search Telephone Number Search

= [z[x [=

2 [2[z [=

44 { Determine Next Available File Number 44 I Determine Next Available Transfer Number
[Return to Main Meno R 4

The Search Results form will appear on the appropriate format, showing all of the records
matching the search criteria.

Note: In the case of entering a string of characters, keep in mind that the more characters
that are entered, the more the chance of getting only information desired. If there are
more than one item/record (client, file, etc.) with the characters entered, the resulting
report will contain all items matching the entered characters. If there are no items
matching the string of characters entered a blank report will be produced.
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A navigation bar will appear at the bottom of the Search Results form, which indicates the
total number of records located which match the search criteria. To move from one
item/record (i.e. client or file) to the next, click the Forward/Back arrows in the navigation bar
(at the bottom of the form).

DocketEase - [File Information] ;IEIEI
J File Edit Insert Records Window Help ;Iillll

J Return ko Main Menu @ Close REPORT [ Maximize Window "5 Speling... [& Print Preview B Page Setup... &hPrint... ¥ Exit DocketEase 72 Help/Tips

J &% Find... ‘L Find Text ?-EB Replace. .. %l Sork Ascending El Sort Descending % Filter By Selection % Remove Filer/Sort N7 Filter Excluding Selection F Export To Wword »

Return To Main Menu Return To Searches

Prepare Dockets Report [thiz Client] | Prepare Ledger [thiz Client]

Add/Edit Invoices/Payments [thiz Client]

Client N ame: |Feeney,Jerem_l,l Yiew/Hide Due Dates |

Add/Edit Dockets [this File] | Prepare Dockets Report [this File] | Prepare Ledger [thiz File] | Prepare Invoice [thiz File] I Prepare Form Letter [this FiIe]l

File No. File Description Client Ref File Type Resp. Lawyer Date Opened
1002 Furchase of property at Lot 1, Conc. 10, RR1 Dunrobin {for husir Real Estate Ll John R. Dough ;[ 23-Aug-2005 E
Legal Aid File Closed Date Closed Transfer # Moved Off Date Moved Off Site Facility
| O [T Site =
Othver People On File (re conflict) Notes (re File)
Robert (Bok) Franklin (hrother and husiness partner) Commercially zoned property - intents to build for business (Franklin & Assoc.)
Billing Address Same ‘Yes ;| -0R - Alternate Billing Address (Note - use Ctri+Enter to
As Client Address? put hard return between lines in the address)
Spare (text - 50 char) Spare2 (text - 150 char) Spare? (text - 250 char) Last Updated Updated By
10-Feh-2006 Crough, John

The number of files matching your request are shown below.

To - orward/Back) arrows.
Trecord: e | <] 1 |[»1]r#| of 5
T [ | o

Information can be edited on the Search Results forms by Administrators and Editors as
applicable.
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FORM LETTERS

DocketEase is capable of producing form letters for a particular file. There are only two form
letters available in DocketEase as delivered, however, other form letters can be added as
required. To access the available form letters, click the Form Letters button on the
DocketEase Main Menu, and then click the appropriate form letter button.

DocketEase - [MAIN MENU] =olx]
J Fil= Edit Imsert Records window Help i||

J Return to Main Menu ] Close REPORT O Maximize Window 5% Speling... [ & Print Preview B0 Page Setup... &Print... % Exit DocketEase 72 Help(Tips ‘

J @R Eind... # Find Hext 25 Replace,.. 51 Sort sscending % | Sork Descending. "9 Filber, By Selection. B Remove Fiker/Sort & Export Ta Word =

DOCKETEASE" |

A Client, File and Docket Managment System

2] Clients and Files (Add / Review / Manage)

Add New Client

Dockets [Add 7 Review / Manage / Print]

Invoice and Payment Information [Add / Review / Manage / Print]

Reports [File Listz: Dockets Lists; Invoice: Invoice/Payment Ledgers: Client Labels]

' Form Letters (Letters to Clients)

Searches [Client; Conflict; Telephone Humber; New File Mumber; Mew Transfer Number]
General Office Notes

Change Login Password

Help File

Manage PickLists [Lawyerz, File Types, Docket Types]

Manage User Accounts [Add/Remove Users: Change User Password or User Access Level)

Change Lawfirm Information (Address, Telephone No., Invoice Interest Rate, GST Mumber, etc.]

About DOCKETEASE

Purge Old Dockets [Remove/Delete Dockets Invoiced Prior to a Desired D ate]

@ |a|a|a|a|-|a|a(s)

|Ga To Clients and Files A
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DocketEase - [FORM LETTERS MENU] =10 x|
J Fil= Edit Insert Records wWindow Help ==l
J Return ko Main Menu @ Close REPORT [ Maximize Window %% Speling. .. [ &, Print Preview B Page Setup... &hPrint... & HelpfTips =
J i Eind... #, Find text ?_;’B Replace. .. %l Sork ascending El Sork Descending @Filter By Selection W Remoyve Fiter/Sort W Export To Word B
| Return To Main Menu I Return To Client Infulmalinnl

FORM LETTERS

Invoice (by File Number)
{Prepare an invoice for a particularfselected file)

Invoice Cover Letter (by File Number] - ;
{Prepare cover letter on a particular/selected file to send invoice to client)

Letter to Client - blank {by File Number)

{Prepare (blank) letter to client on a particularfselected file (to export to.
and compelte in Word)

THESE FORM LETTERS ARE PROVIDED AS EXAMPLES .. THEY
CAN BE CUSTOMIZED AS DESIRED AND/OR OTHER FORM
LETTERS CAN BE ADDED A5 REQUIRED.

|Prepare an Invoice For a particular File l_ ML l_ S

Invoice Cover Letter
Prepare a cover letter to forward an invoice to a client on a particular file by entering the

desired file number.

Blank Letter to Client
Prepare a letter to a client on a particular file in which the body of the letter is blank, but the

client address, salutation, re line and signature block are entered. This blank letter can then
quickly be exported to Word for completion and saving.
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REPORTS
There are a number of predefined reports in DocketEase. These reports are available from

the REPORTS Menu, accessible from the DocketEase Main Menu, by clicking the
appropriate report button.

DocketEase - [REPORTS MENU] =0l x|

J File Edit Insert Records wWindow Help = |E’|
J Return ta Main Menu B Close REPORT 7 Maximize Windaw & speling. .. &Print Preview B Page setup... &print... 7 Help/Tips =
J @ Eind... #, Find et ?-EB Replace. .. %l Sork ascending %l Sork Descending @ Filter By Selection B Remove Filter/Sort I Export To Word =

iHeturn To

Client and File Lists

Docket (W-1-P) Reports

For a particular day. a particular lawyer. a particular client, or a particular file)

edger Reports (Invoices and Payments)
For all clients, for a particular client. or for a parricular file)

Due Date Reports (Outstanding Due Dates and Reminder Dates)
(For a /-day pernod or a 31-day pernod)

Invoice Reports
(Unpaid Invoices)

| Form Letters
(Letters to Clients)

MISCELLANEOUS REPORTS:

Invoice (by File Number)
{Prepare an invoice for a particularfselected file)

File Information Sheet (for file fly)

Law Society Annual Report Statistics (for a particular professional)
(Ontario; Other than Ontario. Real Estate; Professional Development)

Y
<y
@ Client Address Label
J=

Export Clients. Files. Dockets. Invoices and Payments to EXCEL
{To My Documents: DocketEaseClients xls; DocketEaseFiles xls;
DocketEaseDockets xls: DocketEaselnvoices xls; and DocketEasePayments . xls; etc.
- REPLACES ANY EXISTING FILES WITHOUT PROMPTING])

Feturn ka Main Menu 1 [ [ [ Y
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Client and File Lists

Various client and file list formats are available from the REPORTS - Client and File Lists
Menu:

- a Client/File List — all files (open, closed and moved off-site) in alphabetical order by client;

- a File List — all files (open, closed and moved off-site) in chronological order by file number;
an Open File List — open files only in chronological order by file number;

a Closed File List — closed files only (both on- and off-site), in chronological order by transfer
number; and

an Off-site File List — files which have been moved off-site only (in order by date moved off-
site).

A custom file list can also be created by clicking the Create Custom Client/File Report button on
the REPORTS - Client and File Lists Menu and then using Filter, to limit the report to
particular items, and/or Sort, to reorganize the list alphabetically/chronologically by a
particular field (see FILTERING INFORMATION IN A FORM and/or SORTING
INFORMATION IN A FORM for more information in this regard). Once the list has been
filtered and/or sorted as desired it can then be printed by clicking the Print button on the
Toolbar, or exported to Word or Excel for further editing and/or saving (see Exporting Reports
to Word or Excel for more information in this regard).

Due Date Reports

Outstanding due date and reminder date reports are available from the REPORTS - Due
Dates Menu:

- All outstanding due dates

- Today’s due dates

- Due dates on a particular file

- Due dates and reminder dates within 7 days of requested date

- Due dates and reminder dates within 14 days of requested date

A custom due date list can also be created by clicking the Create Custom Due Date Report
button on the REPORTS - Due Dates Menu and then using Filter, to limit the report to
particular items, and/or Sort, to reorganize the list alphabetically/chronologically by a
particular field (see FILTERING INFORMATION IN A FORM and/or SORTING
INFORMATION IN A FORM for more information in this regard). Once the list has been
filtered and/or sorted as desired it can then be printed by clicking the Print button on the
Toolbar, or exported to Word or Excel for further editing and/or saving (see Exporting Reports
to Word or Excel for more information in this regard).

Docket Lists

Various docket lists available from the REPORTS - Dockets (W-I-P) Menu:

- an All Dockets list (whether outstanding/unbilled or already invoiced/billed) entered on a
particular day

- an Outstanding (unbilled) dockets for a particular Client

- an Outstanding (unbilled) dockets for a particular Lawyer

- all Outstanding (unbilled) dockets
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File Invoice

An invoice can be prepared directly from the REPORTS - Invoice and Payment Ledgers
Menu if the file number for the desired invoice is known. See PREPARING AN INVOICE for
further information in this regard.

Invoice & Payment Ledgers

Various client and file ledgers are available from the REPORTS - Invoice and Payment

Ledgers Menu:

- an All Clients Ledger showing all invoices rendered to and payments made by all clients,
showing total invoices, total payments and balance owing for each file.

- aClient Ledger showing all invoices rendered to and payments made by a particular
client, showing total invoices, total payments and balance owing for each file.

- a File Ledger showing all invoices rendered on and payments made towards a particular
file, showing total invoices, total payments and balance owing for the file.

Outstanding Invoices Report

An Outstanding Invoices Report is available from the REPORTS - Invoices Menu. This
report shows invoices that are outstanding 30+, 60+, 90+ and 120+ days as of the date of the
report. In order for this report to be accurate, it is important that invoices are marked ‘paid’
when payment is received (by entering a check-mark in the Paid check-mark box/field) so that
paid invoices will not appear on Outstanding Invoice reports (see ENTERING INVOICE AND
PAYMENT INFORMATION for more information in this regard.)

Invoices Rendered Report

An Invoices Rendered Report is available from the REPORTS - Invoices Menu. This report
shows all invoices rendered between two specified (prompted for) dates. This report is useful
in determining income, GST and PST calculations for a given period.

Client/File Information Sheet (for file fly)
A file information sheet can be produced for a file fly from the REPORTS Menu.

Client Address Label

A client address label can be produced from the REPORTS Menu. The address information
can then be exported to Word using the Export to Word button on the Toolbar, where it can be
copied and pasted into another format as desired.

Annual Statistics Report

An annual statistics report can be produced from the REPORTS Menu. The information
provided in this report is helpful in completing the Law Society Annual Report. It sets out total
time and percentage of time spent on each ‘area of law’ in Ontario; in ‘other than Ontario’; in
Real Estate; and on Professional Development. If this type of report is to be accurately
generated, it is important that non-billable (professional development) time dockets be
entered and that dockets not be purged for any given year until after this report is run. The
resulting statistics report can then be exported to Word using the Export to Word button on
the Toolbar for editing or saving as desired.
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Note: Additional reports can be created as required. Contact DocketEase Technical
Support for more information in this regard.

Viewing and Printing Built-in Reports

The production of certain reports will require the input of information by the user. In this case,
when the report button is clicked, you will be prompted for the required information (i.e. client
name, file number, date, etc.). If a particular format is required for the information entered, an
example will appear on the prompt/input window.

x

Enter Drate (day) For which Dockets are to be listed

Format: day, month, wvear Cancel |
iseparated by dashes or spaces; month in lekters or
numbers; vear in bwo digits or Four)

Sometimes the requested report will appear in a smaller window within the PAMS window
such that it will not be ‘maximized’. In this case, click the Maximize Window button on the

. ‘ .. y b frfl -
Toolbar to restore the report window to the ‘maximized’ size. B Maximize ‘Winda

Some reports are created to use landscaped paper or smaller than normal margins.
However, sometimes the report will not be automatically formatted to these settings upon
production. In this case (when a report does not appear on the screen in the correct format),
use the Page Setup button to change the paper size, orientation and margins as required.

W | Page Setup...

To print a report in its entirety, click the Print button on the Toolbar when the report is open

S Print...
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To print only selected pages of a report, click File on the Menu Bar; then click Print on the
drop-down menu; then enter the desired pages to be printed; and then click the OK button.

print 2| x|

—Prinker

ame:; I'I,'I,COMPP.Q'I,CP.NON j Propetties |

Status:  Ready
Type: Canon Bubble-Jet BIC-210
Where:  VWCOMPAQLUCANON

Comment: I Print to File

—Print Fange —iCopies

" al Mumber of Copies: I 3
{% Pages Eru:um:l 3 L:u:l g

¥ Collate
= Selected Record(s)

Setup,., | | O I Zancel |

To close a report, click the Close Report button & Cless REPORT on the Toolbar. The previous
Report menu will then reappear, from which the Return to Main Menu button

Return To Main Menu -5 he used to return to the Main Menu if desired.

Exporting Reports to Word or Excel

Reports can be exported to Word or Excel for editing by clicking the Export to Excel

S8 ExporttaBxeel or Export to Word J¥ Expart Taword buttons on the Toolbar. When working with an
exported document in Word, it is recommended that Paragraph markers be ‘shown’ because
there are often many surplus tabs when an Access report has been exported to Word, which
may make editing the report somewhat cumbersome/dangerous. To turn Paragraph markers
on, click the Paragraph marker show/hide button on the Word Toolbar. 41
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Exporting Reports to Acrobat Reader Format

If it is desired to send a report (in a non-editable format), the report can be exported to Adobe
Acrobat format. This feature is, however, only available on computers where the Adobe
Acrobat Distiller is installed.

e Open the report to be converted O 2|
(printed) —Printer
Name: Acrobat Distiller Properties |

e Click File on the Menu Bar Status:  Ready
Type: AdobePs Acrobat Distiller

. . . where: D ks and Settingstall Users\Desktopl* pdf
e Click Print on the drop-down list e Cboruments and Stinesal srspescopt'e

e I Print to Fil
e Change the printer Name to Acrobat [ FrineRange Capies
Distiller O] Hurnber of Copies: I 13:
" Pages Erom:l— Io:l—
. . . ¥ | collate
e Click the OK button (The file will be  Selected Record(s) ﬂ ﬂ

converted to *.pdf format.)

Setup,.. | Cancel |

Ml Printing x|
A Printing message will appear briefly, Mows printing
then the Save PDF F|Ie AS WindOW W|” 'File List - Grouped by Client' to the
open in front of the Printing message. acrobat Distiller on CDocuments and Setkingshall
In the ‘Save PDF File As’ window: 21
Savein: [ (L) My Documents =l « & ckE-

@My Music

My Photos
aMy Pictures

e Choose a Save In location

e Enter an appropriate File Name for the
new Acrobat file

e Click the Save button.

File name: IAII Active Report, pdf ﬂ Save I

Save as lype | PDF files (“FDF] 4| Cancel /|

i
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EXPORTING ALL TABLES TO EXCEL

At the click of a button, all DocketEase data (Clients, Files, Due Dates, Dockets, Invoices,
Payments, etc.) can be exported to Excel spreadsheets. This is handy for producing custom
reports such as a report showing all GST collected on invoices during a particular period. To
export all DocketEase data to Excel spreadsheets, click the Export Clients, Files, Dockets,
Invoices and Payments to Excel button on the REPORTS Menu. All data will be exported and
saved in My Documents with filenames starting with ‘DocketEase’. Any previously existing
‘DocketEase...’ files (created by having previously clicked the Export... button) will be
replaced WITHOUT prompting. For further assistance in this regard contact DocketEase
technical support.

Ed DocketEase - [REPORTS MENU] =]
J File Edit Insert Records ‘Window Help _|E’|

J Return ta Main Menu B Close REPORT 7 Maximize Window & speling. .. & Print Previews B Page Setup... &hprint... & Exit DocketEase £ HelpiTips

J ik Eind. .. ’.L FEimd ek ?-E‘B Replace... %¢ Sort Ascending ﬁl Sort Descending @Filter By, Selection & Remove Filter/Sark F Export To Word =

Retuin o Main Menu!

@ Client and File Lists

@ Docket (W-1-P) Reports

(For a particular day. a particular lawyer. a particular client, or a particular file}

gl Ledger Reports {Invoices and Payments])

{For all clients. for a particular client, or for a parnicular file)

gl Due Date Reports (Outstanding Due Dates and Reminder Dates)
{For a /-day period or a 31-day period)

.| Invoice Reports

(Unpaid Invoices)

Form Letters
(Letters to Clients)

MISCELLANEOUS REPORTS:
@ Invoice (by File Number)

{Prepare an invoice for a particular/selected file)

@ File Information Sheet {for file fly)

@ Client Address Label

El Law Society Annual Report Statistics (for a particular professional)

(Ontario; Other than Ontario; Real Estate; Professional Development)

' Export Clients. Files. Dockets. Invoices and Payments to EXCEL
«~— (lo My Documents: DocketEaseClients xls: DocketEaseFiles.xls:;
DocketEaseDockets xls; DocketEaselnvoices xls: and DocketEasePayments.xs; etc.
- REPLACES ANY EXISTING FILES WITHOUT PROMPTING)

[Return ta Main Menu [ [ [ Y
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SORTING INFORMATION IN A FORM

The Priority Area Name, Objective Description, Strategy Description and Activity Description
are text fields (allowing only up to 250 characters) so that they can be 'sorted' in the various
form views. However, the Activity Comment field is a Memo field, to allow for lengthy input,

and therefore it cannot be 'sorted'.

To sort a form by a particular field (alphabetically for text fields, chronologically for date fields,
or numerically for numeric fields), click in the desired field (i.e. Activity Description, Status,
Team, Date Started, etc.) and click one of the sort buttons on the Toolbar (i.e. Sort Ascending

21 or Sort Descending il )

DocketEase - [Lawyer's Dutstanding Dockets] 101 x|
J File Edit Insert Records MWindow Help il|
J Return b Main Menu B8 Close REPORT 7 Maximize Windaw % Spelling... &Print Preview B Page Setup... &hPrint... ¥ Exit DocketEase 72 Help/Tips
J @ Eind... 9%, Find pext ?-EB R@Iace..@Sort &scen@z—l_sort Desgen_di@@ Filter By Selection T Remove Filter/Sort N7 Filker Excluding Selection W Export To Word )
Return To Main Menu Return To Searches Menu Mew Search Pl
aval ra 1
UNBILLED DOCKETS
Unbilled Dockets for Lawyer JRD
Dish / Flat
Client Mame File Ho. File Description Docket Date Docket Type Docket Description Time HRate Fees GS5T PST
NOM-BILLAELE 1 Professional 1EB-Aug-2005 Time/Fees Fead Self-Study katerials re ADFR 2 O O
Development
MOM-BILLABLE 1 Prafezzsional 14-Sep-2005 Time/Fees Fiead Self-Study katenals re Bankruptcy 05 O O
[revelopment
MOM-BILLAELE 1 Professional 2R-Oet-2005 Tirls/Fees Attend CLE “Woarkshop re Construction Law 15 O g
[evelopment
Black Conzulting Inc. 1016 Incorporation 15-Dec-2005 Dizh - Court / Land Tranzfer T ax $1.025.60 O O
Filing costs
Black Consulting Inc. 1016 Incorporation 15-Dec-2005 Fees/Flat Rate  Property Lien Search; Prepare Clozsing Documents; Attend $350.00 O
with client to execute documents; file documents with
Land Titles Office: letter to client advizsing
Black Conzulting Inc. 1016 Incorporation 15-Diec-2005 Dizh - Photocopy 45 copies - re Land transfer documents $11.25 O
Black Comzulting Ine. 1016 |reorparation 15-Dec-2005 Time/Fees Matarize clisnt Affidavit far batik 02 $0.00 O
Black Consulting Inc. 1016 Incorporation 19-Dec-2005 Time/Feez kdeet with client to dizcuss preparation of a ness Wil vz a 03 O
Codicil to existing "ill
Black Consulting Inc. 1016 Incorporation 19-Dec-2005 Fees/Flat Rate  Prepare and execute Codicil $25.00 O
Brown, Jackson 1m3 Wills [Jackson Brown  14-Feb-2005 Time/Fees Telephone conversation with client re Wil detailz 01 O
and Penelope
[ravidzon-Brown
Brown, Jackzon 1013 Willz [Jackzon Brown  13-Jul-2005 Time/Fees teeting with client to execute Wil 0.4 O
and Penelope
Dravidsan-Brown)
Brown, Jackson 1013 Wwillz [Jackson Brown  17-Aug-2005 Time/Fees Telephone converzation with client regarding how to 0.2 O
and Penelope zafeguard ‘Wil
Dravidsan-Brown)
Dray, Sandra 1014 Registration of Trade-  15-Dec-2005 Fees/Flat Fate  Filing Trade-tark Application and letter ta client advising $50.00 O
Mark "Day's Designer
Mails"
Day. Sandra 1014 Registration of Trade-  15-Dec-2005 Fees/Flat Rate  Review issued Trade-Mark Registration Certificate and $20.00 O
tark "Day's Designer fonward same to client
Mails"
Feeney. Jeremy 1004 WwWill For Robert (Bob]  15-kar-2004 Time/Fees et with client to dizcuss changes to Will; Prepare Codicil 02 O
Franklin [brother and b il
business partner]
Feeney. Jeremy 1002 Purchase of orooerty  18-Jan-2005 Disk - Lona 1-613-123-4567 ;I
Recard: 141 « ] 3 v [ »1]r#] of 30
[Tvpe of Docket [ M &
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FILTERING INFORMATION IN A FORM

If a list appears appear on the screen (i.e. in a Docket Search by Lawyer or a Conflict Search)
which is very long and is obviously showing items which are irrelevant, the list can be filtered
to either include only items containing particular (selected) information in a particular field, or
to remove items containing the particular (selected) information.

To filter a list (to include or remove) by matching information in a particular field, first select
(click in) a field containing the ‘to be matched’ information’. Then click either the Filter By
Selection button on the Toolbar? (to remove items not matching the selected item) or the Filter
Excluding Selection button on the Toolbar® (to remove items matching the selected item). To
remove the filtering and return the list to its original (full) state, click the Remove Filter/Sort
button on the Toolbar*.

DocketEase - [Lawyer's Dutstanding Dockets] o |EI|£|
J File Edit Insert Records Window Help il|
J Return to Main Menu @ Close REFORT " Maximize Windaw % spelling... &Print Preview B Page Setup... &hPrint... ¥ Exit DocketEase 72 Help/Tips |
a ) 1)
J @& Find. .. ‘.?_. Find eyt ?_;B Replace. .. %l Sort Ascending El Sork Desgendin@:ilte! B\'ﬂ §eIeE@Eﬂl&emove Filter_%er Eﬁc‘u?lcring Selection, F Export To Word bt
Return To Main Menu Return To Searches Menu Mew Search st
LT 1
UNBILLED DOCKETS
Unbilled Dockets for Lawyer JRD
Disb # Flat
Client Mame File Mo. File Description Docket Date Docket Type Docket Description Time Rate Fees GST PST
MOM-BILLABLE 1 Professional 16-Aug-2005 Time/Fees Fiead Self-Study b aterials re ADR 2 O O
Development
MOM-BILLABLE 1 Prafeszional 14-Sep-2005 Time/Fees Fiead Self-Study katerials re Bankptoy 05 O O
Developriant
MOM-BILLABLE 1 Prafeszional 25-0ct-2005 Attend CLE “Workshop re Construction Lav 15 O O
Development
Black Comzulting Ine. 1016 |nearparation 15-Dec-2005 [iz=em Land Transfer Tax $1.025.60 O g
Filing costs
Black Conzulting Inc. 1016 Incorporation 15-Dec-2005 Fees/Flat Rate  Property Lien Search; Prepare Cloging Documents; &ttend $350.00 O
with clignt ko execute documents; file documents with
Land Titles Office: letter ta client advizing
Black Conzulting Inc. 1016 Incorporation 15-Dec-2005 Disb - Photocopy 45 copies - re Land transfer documents $11.25 O
Black Consulting Inc. 1016 Incorporation 15-Dec-2005 Time/Fees Motarize client Affidawvit for bank 02 $0.00 O
Elack Conzulting Inc. 1016 Incorporation 15-Dec-2005 Time/Fees Meet with client to discuss preparation of a new Wil vs a 03 O
Codicil ko existing 'Wwill
EBlack Conzulting Inc. 1016 Incorporation 19-Dec-2005 Fees/Flat Rate  Prepare and execute Codicil $25.00 O
Brown, Jackson 1m3 Wills [Jackson Brown  14-Feb-2005 Time/Fees Telephone converzation with client re Wil details 01 O
and Penelope
D avidson-Brow
Brawn, Jackzsan 13 Willz [Jackzon Brown  19-Jul-2005 Time/Fees Meeting with client to execute Wil 0.4 O
and Penelope
D avidzon-Brownl
Brown, Jackzon 13 Willz [Jackson Brown  17-Aug-2005 Time/Fees Telephone converzation with client regarding how to 0z O
and Penelope zafeguard il
Davidson-Brownl
Day, Sandra 1014 Registration of Trade- 15-Dec-2005 Feez/Flat Rate  Filing Trade-tark dpplication and letter to client adwvizing $50.00 O
Mark "Day's Designer
Mailz"
Day, Sandra 1014 Registration of Trade-  15-Dec-2005 Fees/Flat Rate  Review izzued Trade-Mark Fegistration Certificate and $20.00 O
Mark "Day's Designer forward same ta client
M ailz"
Feeney, Jeremy 1004 Wil for Robert (Bob] — 15-kar-2004 Time/Fees et with client to discuss changes to *Will; Prepare Codicil 02 O
Franklin [brother and to Will
business partner
Feenew. Jeremy 1002 Purchase of oroperty  18-Jan-2005 Lisk - Lona 1-613-123-4567 LI
Record: |<| 4 || 3k |>||He| of 30
|Type of Docket I_ FLIM v
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SEARCHING THROUGH A FORM

The Search button on the Toolbar #4End... can be used to search for particular word(s) in any
form view. When doing a search, be sure to:

» Change the ‘Look In’ box to the name of the form, rather than the name of a particular
field; and

» Change the ‘Match’ box to ‘Any part of field’, rather than ‘Whole Field’ (in order to find the
word(s) wherever they may occur on the form).

> Click the Find Next button

Find | Replace I

Find what: |will >| | EindMext |
Cancel |

Look In: FrmSearchbocketsByLawyer -
Match; Arey Part of Field = More =2 |
Notes:

1. Upon clicking the Find Next button, the searched text will become highlighted. If there
does not appear to be any text highlighted on the form, the highlighted may be covered by
the ‘Find and Replace’ window. In this case, move the Find and Replace window to a
place on the screen where text will not be obstructed (by clicking on the Title Bar at the top
of the window and dragging it to desired location.)

2. This Search feature is not available in Reports

MANAGING PICK-LISTS

A pick-list is a drop-down list of possible values for a given field. A pick-list is provided when
the value for the field is to be limited to particular items. A pick-list helps to ensure that the
value entered in a field is correct. If a desired item does not appear in a picklist it can always
be added.
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MANAGING USER ACCOUNTS

In order to access/use DocketEase, a userlD and password are required. There are three
user access levels built into DocketEase, they are:
- Administrator: Can access/edit everything (users/passwords, picklists, and data);
- Editor: Can create new entries (clients, files, dockets, etc.), and can view and edit
existing entries; and
- Viewer: can view all entries, but cannot edit anything.
Users can only be added, removed, or changed by the DocketEase Administrator.

To add, change or remove a DocketEase user, click the Manage User Accounts button on the
DocketEase Main Menu.

DocketEase - [MAIN MENU] - 10l x|
J Fila Edit Insert Records window Help i||

J Return ko Main Menu iclose REPCRT |:|" Maximize Window '35’ Spelling... @. Print Preview B0 Page Setup, . @ Print... # Exit DocketEase 2 Help/Tips |

J @& Find. .. ‘.?_, Finid fexk ﬁ:B Replace, .. %l Sort Ascending El Sork Descending @ Filter By, Seleckion, & Rermayve Filter Sork F Export To Word =

4 8 DOCKETEASE” |

A Client, File and Docket Managment System

Clients and Files [Add / Review / Manage]

Add New Client
Dockets [Add 7 Review / Manage / Print]
Invoice and Payment Information (Add / Review / Manage / Print]

Reports [File Lists: Dockets Lists: Invoice: Invoice/Payment Ledgers: Client Labels)

Form Letters (Letters to Clients)

Searches [Client; Conflict; Telephone Number; New File Humber; Hew Transfer Number]

General Office Notes

?ﬁg_
%
“"_!

kS

Change Login Password

Help File

8 |= |5 |a |a|a|a|a o

Manage PickLists [Lawyers, File Types, Docket Types]

. Manage User Accounts [Add/Remove Users: Change User Password or User Access Level]

| Change Lawfirm Information [(Address. Telephone No.. Invoice Interest Rate. GST Number, etc.]

About DOCKETEASE | Purge Old Dockets [Remove/Delete Docket: Invoiced Prior to a Desired Date]
|Ga Ta Clisnts and Files T [rur [ 2
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The MANAGE USERS form will open to show a list of all of the current DocketEase users.

The following information is required for each DocketEase user:

User Login ID — used to log in to DocketEase

Password — used to log in to DocketEase;

User Access Level — used to determine/limit the extent of the user’s access once
logged in to DocketEase; and

User's Name — used to track changes made to DocketEase in the various ‘Updated By
fields).

To change existing user information, simply click in the applicable field and edit the
information. Keep in mind that:

No two Login ID’s can be the same;

The User Access Level field is a pick-list field, therefore, click the down-arrow and
select an access level from the list

The ‘password’ is not really a ‘word’, but rather a string of numbers that represents the
‘word’. ltis, therefore, recommended that when setting/resetting passwords they be
set to -24145’, which is the keycode for ‘welcome’ and then the user can log in using
the password ‘welcome’ and change his/her password to a preferred/private word.

Other password keycode examples are available, in the event that you prefer not to use
‘welcome’, by clicking the Show Other KeyCode Examples button.
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CHANGING LAWFIRM INFORMATION

DocketEase will be delivered/installed without Lawfirm information having been entered. This
Lawfirm information (Lawfirm name and address, GST number, staff hourly rate, invoice
interest rate, PST rate and GST rate) is used in the generation of invoices. This Lawfirm
information should, therefore, be changed before generating any invoices for the first time or
whenever the said information changes. The Lawfirm information can only be changed by an
Administrator.

To change any Lawfirm information, click the Change Lawfirm Information button on the
DocketEase Main Menu.

E DocketEase - [MAIN MENU] -0l x|
J File Edit Insert Records ‘Window Help i||

J Return ko Main Menu iclose REPORT |:|’ Maximize \Window '39’ Spelling. .. @ Print Previews B Page Setup... % Print... 7 Exit DocketEase & Help/Tips

il b1

J @ Eind. .. ‘.L Find Mexk '?.;B HEplace, .. %l St Ascending El Sort Descending Y$ Filber: By Selection; W& Remayve FilberSort F Export To Ward =

. DOCKETEASE"

A Client, File and Docket Managment Systein

Clients and Files [Add / Review / Manage]

Add New Client

Dockets [Add / Review / Manage / Frint]
Invoice and Payment Information [Add / Review / Manage / Print)

Reports [File Lists; Dockets Lists; Invoice: Invoice/Payment Ledgers; Client Labels]

Form Letters (Letters to Clients)

Searches [Client: Conflict; Telephone Humber; Hew File Humber: Mew Transfer Humber]
General Office Notes

Change Login Password

Help File

Manage PickLists [Lawyers, File Types. Docket Types]

Manage User Accounts [Add/Remove Users: Change User Password or User Access Level)

2 | ) Change Lawfirm Information (Address. Telephone No.. Invoice Interest Rate. GST Humber. etc.]

8 (@) | | |« [ | |3 [ || | [©

About DOCKETEASE

Furge Old Dockets [Remove/Delete Dockets Invoiced Prior to a Desired Date]

|GD To Clients and Files l_ I_ I_ l— I— W l_ I_ 5
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The current Lawfirm information will show in the left-hand column of the Change Lawfirm
Information form. To change a particular information item, click in its corresponding space in
the right-hand column and enter the new (correct) information, either then tab or click into
another field to cause the change to be made. The new (correct) information will then show in
the left-hand column of the Change Lawfirm Information form.

DocketEase - [Change Company Information] _ ||:||5|
J File Edit Insert Records Window Help iliﬂ

J Return ko Main Menu B Close REPORT @ Maximize Window 5% Spelling... [ &), Print Preview B Page Setup... & Print... # Exit DocketEase 72 HelpfTips

J @4 Find... ¥ Find fext ﬁ.B Replace. .. %l Sork Ascending %l Sart Descending @ Filter By Seleckion T Remave Filter/Sort 7 Filker Excluding Selection I Export To Word bad

Return To Main Menu

Change Lawfirm Information

(This information is used in the production of an invoice)

Lawfirm Mamne — [Your Firm Marme Mew Lawfirm Mame ||

Address Line 1 |Y0ur Fitrn's Skreet Address Mew Address Line 1

Address Line 2 |Y0ur Firm's City, Province Mew Address Line 2

Address Line 3 |Y0ur Firrn's Postal Code Mew Address Line 3

Address Line 4 |Y0ur Firm's Telephone Mumber and Fax Mumber Mew Address Line 4

GST Humber [¥our GST Number Mew GST Murmber I

Staff Hrly Rate |$D.DD Mews Staff Hrly Rate I

Invaice

. ) Mew Interest Rate I

PST Rate |EX] Mews PST Rate |

3T Rate | Mew G5T Rate |

Note: Toleave aline blank (i.e. an Address Line which is not required), enter something/anything in the corresponding 'New Address
Line', then immediately remove it (to leave it blank) ... in the case of a 'New Interest Rate', be sure to enter a number (NOT a letter).

|New Lavafirm MName I_I_I_I_I_WI_I_ A
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GENERAL OFFICE NOTES

There are likely office notes, practices, procedures (such as photocopy costs, voice-mail
password, office intercom numbers, etc.) which all members of the office need to know. Such
notes can be stored in DocketEase for easy access. These notes can only be added to or
edited only by a DocketEase Administrator, but can be viewed by all DocketEase users.

DocketEase General Office Notes can be accessed by clicking the General Office Notes button
on the DocketEase Main Menu.

DocketEase - [Office Notes] I ] S|
J File Edit Insert Records “Window Help i||

J Return bo Main Menu B Close REPORT 3 Maimize Window 25 Spelling... [ & Print Preview B[ Page Setup... &hPrint... # Exit DocketEase 7 Help/Tips

by

J &4 Eind. .. ‘.L Firnd ext '?..E'B Replace... %l Saort fscending El Sort Descending ‘@Filter By Seleckion 9% Rermove Filker/Sort F Expart To Word =

-

Return To Main Menu

SUBJECT NOTE
Photocopey Cnstl Ten cents (500107 per copy for Legal Aid - Twenty five cents ($0.25) per copy for non-Legal &id files
Fa Cost Tweenty five cents (50,257 per page for Legal Sid - One dollar (81.00) per page for non-Legal &id files
Lawwyet's Fees W = $135.00 per hour Regular ARD 567 .00 per hour Legal Aid
LR = $110.00 per hour Regular .
Dekails
Taix ST charged on everything (fees and dishursements)

P=T charged on long distance and stamps ORLY

oice-hail To access voice-mail = 245-0721; Password = e

Intercome Extensions

Record: 14| <[ 1 |ri]e#|of & =
Subject ) ) |
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DOCKETEASE HELP

Limited DocketEase help notes/tips are available by clicking the Help File button on the
DocketEase Main Menu. These notes can be added to as desired by a DocketEase
Administrator, but can be viewed by all DocketEase users.

DocketEase - [Help / Tips] ] 1
J File Edit Insert Records ‘Window Help i||
J Rekurn to Main Menu i Close REPORT |:|P Maximize: Window 35’ Spelling. .. @_ print Preview B Page Setup, @ Print... # Exit DocketEase 72 HelpTips

J &% Find.. .. Find et ,B Replace. .. ""l Sort Ascending EJ, Saort Descending ? Filker By Selection 9% Remove FilkerSort F Expart To Ward =

Return To Main Menu

USER HELP / TIPS

-

FILTERIMG ITEMS IMN & FORM
[Limiting items displaved ko those
matching a particular iselected
parameter, ]|

‘o can limit items displayed {on a Form) to those matching a particular/selected parameter, To doso:
1, Click on the desired paramater {in any Field/columnirow on the screen),

2. Click the 'Filker' (Funnel) buttan on the Toolbar.

To remove the Filker (and display all list items), click the ‘Remove Filker/Sort’ button on the Toolbar,

SORTIMG ITEMS IN A FORM
[Rearranging items in & Faorm
alphabetically or chronologically by
3 parkicular Fieldfcolumn.]

Rearrange ikems alphabetically/chronologically by a particular figld/colurn,

1. Click arywhere in Ehe Field/column ba be sarted by

2, Click one of the 'Sort’ buttons {A-Z or Z-A) on the Toolbar,

To remowe the sort (and display list ikems in their original order), click the 'Remove FilteriSort' button on the Toolbar,

EXPORT TO WORD

The data from any Form or Report can be exported into Word For editing or saving. To do so:
1. Open Desired Form or Report,
2, Click the 'Export to Wword' button (Elue ") on the Toolbar,

3. Should vou be prompted with the message "The File ... Already Exists. Do you want to replace the existing file?", it
A vimn mrbo=dlo

e mmie 1 s e memeebn A e Fownn femmmik s ol pebimd b s Fhs s simn el meemmeb oA Foern, ik e

EXPORT TO EXCEL

The data from any Form or Report can be exported into Excel. To do so:

1, Open Desired Form ar Repaort,

2. Click the 'Expart to Excel' butkon (Green X) an the Toolbar,

5. Should vou be prompted with the message "The File ... Already Exists, Do you want to replace the existing File?" It

e memim wma s b im sk A Fis Fmvrn bemm sk e i =l Ll-\..J iman mmbmll sk s d ke e Fem memdimn el sk A B R

SEARCHING THROUGH & FORM
[Mote: This Search feature is nok
available in Reports]

The "Search’ (binoculars) button on the Toolbar can be used to search For particular wordi(s) in any Farm view, When doing
a seatch, be sure to:

“hange the Look In’ box ko the name of the Form, rather than the name of a particular Field; and

“hange the Match’ box ko “any part of figld’, rather than “whele Field' {in order ko find the word(s) wherever they maw

e e Rl Fmers

SPELLCHECK

‘fou can spelicheck individual words or entire fields on a Form, To do so:
1. Highlight a particular word or an entire field,
2. Click the 'Speling' (ABC Checkmark) button on the Toolbar,

FRIMTING | PRIMT PREYIEW

It is recommended that prior to printing & Form/Repart you first preview it using the 'Prink Previes' bukton {on the
Toolbar), IF the Formfrepart is ‘cut off', it may be necessary to use the 'Page Setup’ button on Taolbar) to change the
page margins, paper size, and page orientation prior to prinking so that the contents of the Report/Form appear as
desired,

T mnsibk Mleimb Memsimans e cmbem bm Cmern M mmmek siime =l Fem Pleimk Plemaiiman bbb —m i

REMONE AN ITEM FROM & PICKLIST
(i.2. a name was added, then the
person has left the company so that
narme needs to be removed.)

This Function can only be performed by & DocketEase Administrator, Picklist items (i.e. Lawwyers, File Types, Dacket Tvpes)
are added/changed)removed on the 'Manage Picklists' Form (by clicking the Manage Picklists button on the Main Menu,) It
i= recommended that if vou want ko remove a name, the name just be deleted and the record/ling be left blank For use in

the future, Therefore, when ad-:hng a rnew name ko a picklist, check Flrst for a blank record and use blank records First
ettimm klaeml

vmbhme e mvm m ke = e vm e, vmmmeds i = mieLlisk il mmk m e s i mem bl

I=|

Record: 14| 4[] 1 »

Kl |k#| of 8

[Tip Title

[ I T

[ 4

REMOVING UNREQUIRED (OLD) DOCKETEASE FILES FROM ‘MY DOCUMENTS’

When DocketEase forms, reports or data (tables) are exported to Word or Excel (by clicking
either the Export to Word or Export to Excel button on the Toolbar or the ‘Export Clients, Files,

DocRkets,

" button on the REPORTS Menu), files are automatically created in ‘My

Documents’. These files are not required by DocketEase and can be deleted as desired.
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GLOSSARY OF TERMS

Button

Database

Field

Form

Maximize

Menu Bar

Mouse wheel

Pick-list

Query

Record

Report

An item (in a Form) which, when clicked, performs a function, such as
opening a subsequent form, running a query, or producing a report.

A collection of information that is related to a particular subject or
purpose. Within the file, the data is separated into separate storage
containers called Tables. The data in these tables is added to, viewed
and updated using forms; is quickly found and retrieved using queries;
and easily analyzed or printed in a specific layout using reports.

A ‘container’ for a single piece of information. Often referred to as a
‘cell’.

Forms are used to view and/or update data in the database. Most of
the information in a form comes from an underlying source (table).
Other information in the form is stored in the form's design.

To make a Window completely fill the screen, such that only that one
Window is visible.

The (grey) bar just below the Title Bar (at the tope of a Window) on
which there appear words (i.e. File, Edit, ... Help) each which, when
clicked, produce a menu of available functions.

A ‘wheel’ on a computer mouse, located between the left- and right-
click buttons which, when rolled, causes the information on the screen
to scroll.

A drop-down list of possible values for a given field. A pick-list is
provided when the value for the field is to be limited to particular items.
A pick-list helps to ensure that the value that is entered in a field is
correct.

A question about the data stored in the tables, or a request to perform
an action on the data. A query can bring together data from multiple
tables to serve as the information source for a form or report.

A group of Fields relating to a specific database ‘item’.

A report is an effective way to present data in a printed format. The
creator of a report has control over the size and appearance of a
report so the way the information is presented is very flexible. Most of
the information in a report comes from an underlying source (table).
Other information in the report is stored in the report's design.
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Shortcut An icon, generally on the Windows Desktop, which links to
a file (item) saved elsewhere on the computer (or
network). Shortcuts are distinguishable from the original DocketEase
item by a small black arrow in the lower left corner of the
icon. Deleting a Shortcut does not delete the item to which
the shortcut points.

Table A collection of data about a specific topic. Using a separate table for

each topic means that data is stored only once, which makes the
database more efficient and reduces data-entry errors.

Title Bar The (normally blue) bar at the top of any given Window on which it is
stated the title (name) of the Window.

Toolbar The (colourful) bar just below the Title Bar on which there appear
small pictures which, when clicked, each performs a different function.
Often referred to as the ‘Button Bar’.
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