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This guide is designed to assist users in navigating and functioning using Juris Suite for those who previously used
Timesheet or earlier versions of Myluris.

Juris Suite 2.0 is a single application that combines the features of the previously separate software
products, Myluris and Active Information. After 8/20/2008, all new installations will be of Juris

S Suite in lieu of Myluris and Active Information applications.

This document includes detailed instructions that will help you to get around Juris Suite.
NOTE TO USERS OF PRIOR VERSIONS OF MYJURIS

This guide will help you find all of the functions you were used to using in MylJuris. You will find that although the
interface looks quite a bit different, the functional areas will work much as they did before.

To summarize, the major interface changes are as follows:

e Theiconto login is now called Juris Suite instead of Myluris

e The Myluris tab is now called My Summary

e My Time and My Expenses are now called My Transactions

e Additional functions of My Reports, Budgeting, and Business Intelligence will be shown. Most former My
Juris users will not have access to these areas — they are typically available only to administrators.

e My Inquiry still contains the Client Matter Inquiry and Conflict Inquiry functions

NOTE TO TIMESHEET USERS

Your new time entry software looks quite a bit different than the software you are used to. Getting used to the
new look and feel will be challenging in the first few weeks, but as you acclimate to the software, we believe that
you will begin to appreciate the new functionality available to you through this system.

1. Click the Juris Suite Icon (shown below)

it

Jurissuite. exe
2. Login using your same ID and Password



FIRST STEPS

DEFAULT LOCATION

When you first log in (depending on your user settings) you will likely see the My Calendar screen within My
Summary. This view will show a summary of time and expense entries by day.
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CHANGING THE DEFAULT LOCATION

If you prefer that the system open to a different screen than the My Calendar screen within My Summary, then
you can set another screen to be your default. Each user can have their own default and order of screens. Let’s
say that you want to go straight into the time entry area when you log in, here is how you make that change:

1. Select Juris > Snap Ins > Snap In Manager

My Settings

Snap-Ins ) R
~ !

Adrnin

‘.a Juris Feedback

Help »

Hours Warked
Hours to Bill 0.00
Billable: 0.00

» [2BFirst Steps



2. The order in which items appear in the Snap In Manager determines the order in which they will be
displayed in the screen. The first item in the list is the default Snap In and the first function below that

Snap In is the default function.

Snap-In Manager

Instructions
)
K;)v This form allows you ta cantral the arder of snap-in items on the main form, disable snap-ins,

and save your settings For subsequent executions of the program.

Mavigation Items " Menu Ikems |

[=HTH My Summary

-[T%) My Calendar (Enabled)
- My Views (Enabled) |T|
@ My weblinks (Enabled) -
=} My Reparts

-~ Ackive Summaty (Enabled)
48 Distributions (Enabled)

- # Reports (Enabled)

[ Queries (Enabled)
Schemas (Enablad)

: 'y Transackions

= My Expenses (Enabled)
i) My Time (Enabled)
Budgeting

- Budgeting (Enabled)

(o]

o Inquiry
? Client/Matter Inguiry (Enabled)

----- i Conflict Inquiry (Enabled)
=+ Eusiness Inkeligence

Viewer (Enabled) L

HE -

Group: |My Transackions

&l

Tjj

[ Lock images

| Resat | | Save | | Cancel |

3. Click My Transactions and then click the up arrow until My Transactions is at the top:
er =

Instructions

N
"Q,,aw This form allows wou to control the order of snap-in items on the main form, disable snap-ir
and save your setkings For subsequent executions of the program.

Mavigation Ikems | Menu Ikems
[=H[TE) py Sumﬁy

E'ﬁ Iy _endar {Enabled)
L My Vifws (Enabled)

@ My Wblinks (Enabled)
=} My Repur'ts

. .ﬁ.ctive:Summar\,f (Enabled)
- M Distriutions (Enabled)

- @ Reporks (Enabled)
e Queriis (Enabled)

v Transactions )
My Expenses (Enabled)
Lo %) My Time (Enabled)

v |2BFirst Steps



4. Now click My Time and use the up arrow to move it above My Expenses

Mavigation Ikems Menu Ikems

(= My Transactigns

e (Enahled)

: I@EMV Time (Enabled) }-——
=1 My Summary

5. Save and close. The system will reload and place your default screen at the top.

ENTERING TIME
There are several methods for entering time in Juris Suite. The method shown here is the most direct.

1. Go to My transactions
2. Click the Time tab OR the My Time Panel

B ™ =
.
Expense

Delete

7

Calendar

Print  Expork

- 1

2w =

I or My Time
panel

T

<% My Fileers {1,070)
i f’) Iy Timers (00
3 Annveoesl l= oy

3. Click the NEW button

Delete  Print  Export

-

®=fresh  Save

My Transactions

) My Time Current Lavouk: -
PR 1 Time Today (1) | . Ert

"¢ My Filters {1,070) s IS
4. Notice that the NEW button offers alternate functions. Click the arrow below the NEW button to change

the function to Auto New, New w/Timer or Auto New w/Timer. Select your preferred setting. This setting
will remain in place on subsequent logins.
a. New: Opens a new entry with the date = today’s date and timekeeper = user currently logged in.
If user logged in is not a timekeeper then the timekeeper field remains blank.
b. Auto-New: Opens a new entry with some fields duplicated from the prior entry. To see which
fields are duplicated, open Juris > My Settings > My Time > Auto New Settings.
c.  New W/Timer: Same as New but the entry opens with the timer running.
Auto-New w/Timer: Same as Auto-New but the entry opens with the timer running.

o |2BFirst Steps



ENTERING EXPENSES

There are several methods for entering expenses in Juris Suite. The method shown here is the most direct.

1.
2.

3.

Go to My Transactions
Click the Expense tab OR the My Expenses Panel

m

ST H¥ > = O

Mew Refresh  Save Print  Export Grid | Calendar 1

-

$ My Expenses

My Transackions

urrent Layouk: < Mew =

»

@ My Time

Tasks ‘ Entry Key

Click Expenses tab
or My Expenses
panel

ﬁ My Expenzes

25 [oda

2)

o Sp My Filkers

@ Aporovals (00

Click the NEW button

My Transaction:

Notice that the NEW button offers an alternate function, Auto New. Click the arrow below the NEW
button to change the function to Auto New if desired. This setting will remain in place on subsequent
logins.
a. New: Opens a new entry with the date = today’s date
b. Auto-New: Opens a new entry with some fields duplicated from the prior entry. To see which
fields are duplicated, open Juris > My Settings > My Expense > Auto New Settings.

< [2BFirst Steps



FIND YOUR RECENT TIME

To enter open recent time:

1. Goto My Transactions

Click the Time tab OR the My Time panel
T -

Delete  Print  Export Calendar

" or My Time

panel

2 =

me Today (1)
Sy My Filters (1,070)
19 My Timers (0)
L Annwoesl l=

3. Click the My Time Today node (Notice that a number displays in parenthesis to show you how many time

records you have today)

4. If you prefer to see time for This Week, Last Week, This Month, etc. Right-click the My Time Today node
and select the preferred setting. (Watch the number of records change as you select more history to be

selected). This setting will remain in place on subsequent logins.
Current

o
-S¥ My Filters (1, i | Refrash
(%) My Timers (0 -
@ Approvals (0) = ¥
W Outbox (o) | [ vesterday
b Conflict (1) | —
ld onflict {0} | = S |
B | Lastweek

= My Expenses This Month

[ Last Month

Al

I
5. The entries will be displayed in the Grid. Double-click a row to open the entry. Alternatively you may

elect to display the Editor below the grid by clicking the Editor icon.

Mew Refresh  Save Delete  Prink  Export (i Calendar Tasks

3 = L Lists

sy

oo [2BFirst Steps



MY VIEWS SCREEN SETTINGS

The My Views area of My Summary allows the user to select how which views they would like to have displayed.
ADDING/REMOVING AN ITEM FROM MY VIEWS

1. From My Summary, select the My Views panel.
Click the Customize Layout button.

Customize
Layouk

3. Toadd anitem, drag and drop the item from the Customize layouts panel into the Views screen. To
remove an item, drag and drop the item from the Views screen into the Customize layouts panel.

'@ Heat Map by Amount (all Entries) :v) Last 4 Months Billed Amount
From 7/20/2008 to 8/30{2008

=

[:J Empty Space Item

4 splitter

ivity Codes Count

ivity Codes Hours to Eill

ivity Codes Hours Worked

-
Nﬁtlwty Codes-Top ¥ Activity Codes WIP Amount

@ Bill=d Time-Billed Amount Rea\izatiob

3 Bill=d Time-Billed Hours Realization

) Billed Time-Billd Rate Realization

] ) Billed Time-Lask X Manths Biled Hours Worked

) Billed Time-Lask X Mankhs Hours Biled

(=] |
To remove, drag back to the ! Billed Time-Last X Months Standard Billed Amount
Status Customize Iayout panel ylients-TDp % Clients Count

Diaft = " Clients-Top % Clients Hours to Bil
Fieady To 0.oo 0.00 0. ) Clients-Top ¥ Clients Hours Worked
Memaran 000 0.00 noo ) Clisnts-Top ¥ Clients WIP Amount
Recorded 0oo 0.0 noo

) Gauges-Hours to Eil

[T nnn Ann nan =

RESIZING/MOVING ITEMS IN MY VIEWS

1. From My Summary, select the My Views panel.
2. Click the Customize Layout button, this will show the gray lines that define the borders of the items in the
View.

© [3BMy Views Screen Settings



3. Dragthe gray line right or left to increase/decrease the width of a view. Drag the gray line up or down to

increase/decrease the height of a view.
[ |

@ Billed Time-Eils

© Eilled Time-Eils

@ Billed Time-Las

O Billed Time-Las
© pilled Time-Las

@ Clients-Top

@ Clients-Top

4. Click in the middle of an item and drag and drop to move that item to another area of the screen.

ALTERING THE DISPLAY OF AN ITEM

1. From My Summary, select the My Views panel.
Click the view that you wish to alter.

3. From the View Options panel, select or de-select Show Grid to show/hide the grid portion of the selected
item.

4. From the View Options panel, select or de-select Show Pie Chart/Show Bar Chart/Show Line Chart to
show/hide the chart portion of the selected item, or to change the chart shown.

5. From the View Options panel, select the Graphics Options function to change the colors or orientation of
the graphics shown in the selected item,

6. If any one of the above functions is disabled, that indicates that the function is not available on the
selected item (or that possibly an item within the view has not been selected for alteration).

M O i

Graphics || Show Grid|| Shaw Pie-chart| show Bar-chart | Shaw Line-chart
Options

Show Bar-chart
Toggles the bar-chart view,

£ Last 4 Months Biled Amount

Maonth Worked  Billed Variance Realiz.. |
i B 2ng zoos)
g (200 33750 33780 000 10000 : Wu 200
Jul (2008 375.00  375.00 000 10000 Wlun 2008)
; W iay 00g)
Jun [200 12.50 12.50 000 10000 -
May (200 0.00 0.00 0.oo 000z

Tatal 72500 72500 000 10000

3BMy Views Screen Settings
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MY TIME SCREEN SETTINGS

The My Time area of My Transactions (as well as My Expenses) allows the user to select how they would like their
transactional information to be displayed. Options are:

e  Grid view: Shows each entry as a line item in a grid that functions much like a spreadsheet.

e Calendar View: Shows each entry within a calendar view, using entry date and start time of entry to place
the items in the correct location within the calendar. Moving an entry within the calendar changes the
start time of the entry. Increasing or decreasing the size of the entry will increase/decrease the hours
worked for that entry.

e Tasks View: Shows all compliance violations for entries so the user can correct all violations and submit
time.

e  Editor Panel: Shows a single entry in a large editor window.

e Summary Panel: Shows summary values for the current user or selected team.

e Lists Panels: Shows lists of Clients, Timekeepers, Task Codes or Activity Codes that may be dragged into
an entry with the mouse.

THE GRID VIEW

Add/remove fields from the Grid
You may elect to add or remove fields from the time entry grid. Here’s how:

1. First open the Column Chooser

‘? Team-Me : Filter-(none)

Right-click in the gray bar
to access the layout menu

Lawnut Chonssr
oo Enkry Sta.., W £ w vatker .., Marrative
- - w| | Column Chooser |
4 ¢ /12008 Select Column Clear Sorting
% Posted 5712008 Chooser Clear Filters 1,25 Firnwide Meeting
Q) Draft 5f1/2008 no1o Clear Group By 4,50
Clear Summaries Review documents; conferel
@ Ready To 5., 5/1/2005 0300 Aabro aooa General 4,50 Skyler to review potential leg
Clzar Pinned Calumns strategies.
- Review documents; conferel
Q Posted 5f212008 0010 Joneskek onan General Best Fit Columns 4,50 Skyler to review potential leg
— 3 strategies,
— | J | Auka Fit Columns
— Review documents; conferel
0 Posted 5f212008 0010 Joneskek aoan General | J | AUkD Size Rows 4,50 Skyler to review potential e
T strategies.
- Mew Row Position 4 Review documents; confere:

ABMy Time Screen Settings
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2. Now add or remove fields

ek Siikat s

To show a field, drag it from Bl
the column chooser to the W &ctiviey Code

o Includ

— I. !
n @ @ @ s desired column in the grid Activity Code Description

@ Include Creatorgl

slete Print  Export || Grid | Calendar Tasks
v I & Includs Owiriersf Amaunt
f m . ] T A Amount Source
IS . Billable:
f Team-Me : Filter-(none) —r——
Y
Current Lavouk: Show entire narrative Code 1 =
=
Tasks  [Entry status Client Nick,.. | Matter C... | Matter Nic... e
A - " | - Code 3
v Silfzo08 - fabco 0000 B o |
Ereation Date
2 Posted \ \_ 5/1/2008 0010 Joneshet 0000 General IRP
(V] \ i N& 0000 General JR.P s
dones| EMEral
To hide a field, drag N —
| : ] _ r. G, Skyler
@ 1§ the column heading |aabc 000 General Rp — Aoty
for that field from the | L - r G, Skyler
2 i = Ioneshiet 0oon General JRP Entry Key i t i
grid back to the T ateges:
OUrs 20UrCe 3 1
] column chooser Joneshiet 0000 General P r;'tf'ii“'ler
. Hours ko Bill gles.
& Draft Sl2f2008 000 Joneset o000 General RP Last Modified By ID r‘;'tgg'isskl‘"er
& Draft 5j2/2008 0010 Joneshiet ooa General TP Last Modified By Mame r;'lfg'i;k‘"er
Mote
. L : . . G, Skyler
asted 5(5/2008 0010 Joneshet 0000 Genera R b
& Poste {5200 1 neshl neral P e rategies.
) Posted 5/5/2008 0010 Joneshiet 0000 General RP Cwirner Mame r:tfg'ii“"a'
@ Posted 5/5(2003 0300 Aabco 0000 General DM Rate h.
_ _ _ _ Rate Source Ms. R,
@ Posted 5/5/2005 0200 GenCo 0001 Copyright D . 195 and
Split Code r. P, Sams
Start Tirme o Mr. Ron
0 Posted 5/5{2005 0200 GenCo 0oan: General DM Lisition
. : b : Task Code
@ Posted 5/5(2008 0010 Joneshist o000 General RP Task Code Description m'lfg'issk"'er
N e - T T : e Timekeeper Mame ;
Timnet
x [V [client Code] Like ‘%' Edit Fiter

& Cache Enable:

Jirect Connection

Include Sums in the Grid

Each column may be summarized. Options vary based on column — but you may elect to sum, average, show
minimum value, show maximum value or count the rows. Here’s how:

1. Right-click the name of the column you wish to summarize.
2. Select Summary, then select the desired summary function from the Summary menu as shown:

Matter Code Hours

Sork Ascending

Sork Descending

Right-click here.
Clear Sorting
0000 Filter Editor
000+ Clear Filker
0000
Group By This Column
0ooo
0a0n -
0000 | Minirnum Fin Column Left
oooo Maximum Fin Colurmn Right
g Average Clear Pin
0002
i Count Best Fit
0000 Clear Summary 0.50

ABMy Time Screen Settings
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3. The system will show the total in the gray bar at the bottom of the grid.
bous orked s

0.00
0.00
0.00
0.0z
0.50
0.50
0.50
0.75
0.25
0.25
0.25
0.25
0.50
0.50
0.50

| Sum = 1963,95

‘View Entire narrative in the Grid

You may elect to increase the row size to accommodate the entire narrative in the time entry grid. Here’s how:

Right-click in
the gray bar

Lavout Chooser
imekeeper 1D £

nkry Date

Colurn Chooser

afzzlz00s
af21/z008 Clear Sorting
5/30/2003 MAR Clear Filkers
&/26/ 2005 BIS Clear Group By
5712008 MAE .

Clear Summaries
572003 MAE

Clear Pinned Colurmns
6/16/2005 MAE
&/12/200 I Best Fit Columns

Click Auto-
Size Rows

|Z| &ubo Fit Columns

Auko Size Rows [

e Row Pasitian 3

o oo o oo oo o O

6/19/2003 KAT

ABMy Time Screen Settings
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THE CALENDAR VIEW

Viewing time in the Calendar
Entries may be shown in a calendar mode. Here’s how:

1. Click the Calendar icon

Calendar
Show time entries in calendar mode

2. The entries will be displayed in the Calendar mode.

| 4 August B 4 zoos k| Friday,
S M TwW TF S

Mz7zaze a0 3 L2 N
3 485 6 7 o8 9 —
F 10011 12 13 14 15 16

17 15 19 20 21 23 -

3 o428 26 27 23% - [£3[2156 Draft] 030010000

3| 31 4PM Meeting with Mr. Fisher and Mr. Masters ko discuss incorporation.
| September 2008 | -

SMTWwW TF 35 -

# 1 2 3 45 & =

78 910 11 12 13 m[ZlSSDraft] 030010000

#1415 16 17 18 19 20 I Drafted Articles of Incorporation,

| 5 oo

21 22 23 24 25 26 27 —
“lze a0 1oz 3 4
M8 6 7 8 91011

Today

Modifying the Entries within the Calendar
When an item is resized or moved within the calendar, the entry itself is modified by that change.

1. Making a field taller or shorter will increase or decrease the hours on the entry. This is because the area
that the entry occupies in the calendar represents the time spent on that entry.

3 (2158 Draft] 030040000
Drafted Articles of Incorporation,

2. Dragging an entry from one area of the Calendar to the other alters the ‘start time’ of that entry. If you
drag an entry from 5pm to 9am, then the start time of that entry will change to 9am.

ABMy Time Screen Settings
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Modifying the Calendar View

The Calendar can be viewed with different time increments or viewing multiple days at a time. It is easy to change

the Calendar view to show these options. Here’s how:

Lo | | Wamman|
Grid

==
Calendar

[
Me =z Edit Fiters |

= {5 Summary || [ Spel Check
Tasks 5
L Lisks |1 ¥ Power Edit

dete  Prink  Export

-

7| Y Team-Me : Filter-(none)

[ 4

August b 4 zoog b |
S M TW T F 5

ez zazpan s 12 -
# 3 4 85 6 78 9
S0 11 12 13 14 15 16

Right-click here [ (2156 Draft] 030040000

4 M Meeting with Mr. Fisher and Mr. Masters bo discuss incorpe

| sSeptember 2005
S M T W T F 5 -

b

- - =] Mew Ay ink £
| Formatting options | | "= eeernimen

appear here. e &l Day Event ion.
A5 6 78 91011 — o Wiark Week Wigw
I _| Customize Time Ruler...
| Taday | ek View
] - g 60 Minutes Manth Yiew
1 30 Minutes Tirneline Wi
— & 15 Minutes
— 10 Minutes
R —————
% [2158 Draft] 030050000 3 Minutes

- —_ | I —— | —— | ey i e 1 | R |

THE TASKS VIEW

Entries may be shown in a tasks mode. This view shows one line item for each task (or violation of a compliance

rule.)

1. Click the Tasks icon.

Erid

-Me : Filter-(none)

ABMy Time Screen Settings
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2. The entries will be displayed in the Tasks mode.

‘?Team-l\a‘le . Filter-(none)

Drag a column header here to group by that column

Entry Key | Severity Field Mame Rule Tvpe Instructions

> '® Error Timekeeper T Juris

2157 E3 Error Timekeeper 9 Juris A valid Timekeeper is required. This erro
e E3 Error Matter 9 Juris & +alid Matker is required, This error mu:
] Z156 m Error Timekeeper O Juris A valid Timekeeper is required, This erro
N 2155 3 Error Timekeeper 9 Juris A valid Timekeeper is required. This erra
| |ztss E3 Error Matter 9 Juris & +alid Matker is required, This error mu:
] 2153 m Error Timekeeper O Juris A valid Timekeeper is required, This erro
|| 2153 B3 Error Client 9 Juris & valid Client is required, This error mus!
e E3 Error Matter 9 Juris & +alid Matker is required, This error mu:
|| 1388 3 Error Matter ) Juris & valid Matter is required. This error mu:
|| 1567 B3 Error Matter 9 Juris & valid Matter is required, This error mu:
| |1s6s E3 Error Matter 9 Juris & +alid Matker is required, This error mu:
|| 1565 3 Error Matter ) Juris & valid Matter is required. This error mu:

Dates Time: | spzzreoos -] | vooem 2 [(oo:o000 2 |§”E §|
Timekeeper: l:IAUU]

Client: A[1] Aabco

Matter: N[1] General

Task Code: l:lAFS]

Activity Code: l:IAUD]

Budget Phagze: l:l

T T e
Code 2 l:l Crafted Articles of Incorporation.

THE EDITOR PANEL

The Editor panel may be viewed in conjunction with the Grid, Calendar or Tasks view. It may also be hidden
altogether. The Editor panel displays a single time entry in full detail based on the fields that the user currently
logged in has rights to view.
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‘To View/Hide the Editor Panel

1. Click the Editor button in the Ribbon to hide the Editor panel.
2. Click the Editor button a second time to view the Editor panel.

Click here to view/hide
the editor panel.

© - H X & TR e WE”“-L, 557

Mew  Refresh  Sawe Delete  Print  Export Calendar  Tasks
2 sk o ey Pod

e - E——

. Filter-(non::)

Current Layout: < New >

o My Tlme Taday (09 Tasks | Entry ey | Entry Status ‘ Entry Date Timekeeper 1D Client Code
) 073) @ 133 Draft 5fzzjz008 IRP 0100
@ Aoorovals (0) &9 2t Draft 5(22/2008 IRP 0100
-8 Outbox (D) @ 1445 5162008 IRP 0100
ke conflict oy @ 1441 Ready To Submi 5/16j2008 IRP 0100
& 1281 Ready To Submi 5/162008 IRP 0100
b D 12m 5(16/2008 JRP 0100
i - & urwn FReady To Submit 5i16/2005 RP 0100
& um Ready To Submit 5162008 JRP 0100
@ 1438 Ready To Submit 5(15/2008 IRP 0100
& 1430 Ready To Submit S(15/2008 IR 0100
@ 1m: Ready To Submit 5(15/2008 IRP 0100
& 1266 Ready To Submit 5152008 JRP 0100
& Ready To Submit 5/15/2008 IRP o100
& 1085 Ready To Submit S(15/2008 P 0100

® [2158 Draft] 030010000

baertne | eoos | [1oomn 2| [foonon 2] [
Timekesper: ml:lmw] ‘
Clent om0 A asheo
Matter. Nm General
""" Activity Code: ’—'"|A”U] r

To Resize the Editor Panel

The mouse can be used to increase or decrease the size of the Editor panel. Please note that the system will
prevent the user from decreasing the size of the panel to any size smaller than the system can display all functions
of that panel. See View/Hide editor for instructions on eliminating the Editor panel altogether, if more space is
needed for the Grid, Calendar, or Tasks views.

9

1085 Ready To Submit 5/15/2008 JRF 0100

‘% [2158 Draft] 030010000

Date/Time: | 8fzzfz008  -| | Loopw 3| | oo:o0:d0 ||
Timekeeper: ml - |A[1':']

Client: 0300 - #1 Aabea

bd Atter loooo =[N Ganeal
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THE SUMMARY PANEL

Summary information is available to show Today, Week to Date, Month To Date and more in a brief summary

panel.

1. To Display the Panel, click the Summary button from the ribbon. A second click will hide the panel.

b |II a (P Editor| | <l [ Duplicate.
] summary | | (31 [ Spell Check

Click hereto E=—== he
open the panel.

Click agan to
hide the panel.

& riee -

g Edit Filters

Fit=ar-fnnang)

| a Include Timekeepers
& Include Creators
& Include Duaners:

Include Eilled
Entries

| &) Import Entries. ™4

(& Rule Designer
Figld

=3 Split Editar Access

Current List

Offent Layodt: = Mew

Count:

T Entry key Entry Status Enkry Date Timekeeper ID lient Code Matter Code Hours Worked Amount
% |25 Draft 8j22j2008 o100 0,00 Today
3 2153 Draft 821/2008 0.00 0.00 Count: o
2 1514 Draft 530/2008 MaB 0300 000 0.0z .00 | | Meekto Date =]
& 1536 Draft 5(28/2008 BIS 0100 0004 0.50 0.00 (e u
% 1606 Posted 5{7(2008 MAB 0010 0000 0.50 25.00 Month ta Date (=)
& o002 on Prehil Si7/z0nE MaB ooin nnnn 0.50 25.00 i D
S
@ 2132 Posted &/16/2008 MAE 5449 o000 0,75 B0y ||i=aulobate Y]
Gount: ]
& 2008 Recarded 6/12/2008 saT oo i 0.5 350 ot
7 i i [a
& 1543 Draft s{27/2008 sGT 010 0000 0.25 750 ||| Ekuentiscomtipa Sariod ko Rate JD
Count:
@ 1813 Posted 582008 SGT o100 0002 0.25 37.50
: = = iZurrent Accounting Year to Date [a]
2 1010 On Frebil 5/5(2008 SGT 0100 000z 0.25 37.50

2. To add/remove information from the panel:
a. First open the Panel

L4 Manager, System

b. Then select the appropriate settings according to your needs as shown:

You can view totals for
yourself (ME) or you may
select to view for the
currently-selected Team.

N Zurrent Lisk [a]
EI Count: 1.070
oJnt -

Today [a]
0.00 Count: 1]
0,00 Week ko Date [a]
0.00 Count: 1]
35,00 IMaonth to Date ||
2500 Count: u]
[ ]
Right click the panel to 7
open additional options. pae= [+
1]
unting Year to Date [a]

37.50

0.00 |7| Summarize for Me
S0.00

Summatize For Current Team

S0.00
Avvailable Views

Haurs Warked v ailable Fields

This function allows you to show or

hide individual sections of the Summary

i Hiurs to Eill
B Hours Variance
Arnounk

Counk

the Available Fields function allows you to select
onhe or more fields to be displayed in the
sections chosen to appear.

Select Al
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TIME ENTRY FILTERS

FILTERING TIME ENTRIES

Sometimes you may want to see other entries besides recently keyed entries (Today, This Week, etc.). In those
cases, a Filter can be selected to return entries that match other criteria for yourself or for other timekeepers you

may have rights to view via Teams.

NOTE: For firms on earlier versions — the user had to select a filter from below
the team node. In Juris Suite, both the Team and the Filter are selected on the

Ribbon

1. Click the My Filters node (notice that a number displays in parenthesis to show you how many records

have been returned by your selected filter.)
2. The Filter options on the Ribbon are used to select the Team and the Fllter

Expense

Mew  Refresh  Save De\ete Print  Export - | IF= Include Billed
3 | ; w3 5ok Ec

Entry Date Matter Code

8jzzfzo0s

& o 0 aiss Draft. Bfz1j2008
EPIRE T Y e e o P

3. Click the Drop-down on the ME item if you wish to run the Filter for a specific Team (a group of people
whose time entries you have permission to view and/or edit)

e "3 Edit Filters ||~
[a]

4. Click the Drop-down on the Filter item to select a filter from your menu (if you have no filters on your
menu, see the topic Creating a Filter). Select the filter you wish to apply to ME or the selected Team.

=T (& Include Timeke

‘\f (none)
.\f All Unsubmitked Time

{R Time by Timekeeper

-
\f By Client
.\f By Client Matter

-
\ﬁ By Creation Date
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NOTE: Some filters will force a prompt, asking you to supply information to
complete the filter. If you see a prompt, supply the requested information.

5. The Applying Filter status will appear

Al
EA
-

Applying filter ___

)

ms

6. The system will return the results of the selected filter. Notice that the count shown on the My Filters
node will have changed to reflect the number of items selected by the filter.

; My Time Today (1)
' Filters (534)
I&} My Timers (0}
2 approvals (0

NOTE: You must be on the My Filters node to see the results of your filter. If
you are on My Time Today, My Timers, Approvals, Outbox of Conflict, the
system is returning your filter results as you run a filter, but those results are
not displayed until the My Filters node is selected.

CREATING A NEW FILTER

Sometimes the filter you need does not exist. Filters are easy to create. Here’s how:

1. Select the Edit Filters function from the Ribbon

i

e

Mew Refresh  Sawe Delete  Prink  Export

(mm @ 8 [Zednor| || 4o ouplcate ; 7 Al Unstibritted Tie -

[Esummary || 1 [&Spell Check
Grid | Calendar Tasks B
&P Lists | %y Power Edit

Me =z Edit Fiters

<N
.

2. A panel will open showing all of the current filters.
3. Select the NEW icon to create a new filter.

E E 2 R T:r‘e Copy Iterm ~  Publish Ikem ~
~

F e Instructions
B ‘fou can define filters with this screen. Mark as Favorite to have the filter display in the ribbon menu and the right-click menu on My Filters. Mark as
Visible to have the filker only display in the ribbon menu, Mark as Hidden to not display the Filker,

All Unsubimitted Time By Creation Date [Editable]
e by Timekeeper
Creation Date Name: ‘ By Creation Date |

o | )
|Craatinn Date v||= v| |{Prompt}- - |

4. Give the filter a descriptive name
< MNew Filter > [Editable]
< MNewFiter > e Enter name here

Marme:

., S

[ Trvazkinm naka - [ R IT=—
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5. Define the criteria for the filter. For example, perhaps you need to pull all time entries for a particular
Client — but you wish for the system to allow you to enter a client code at runtime. Define as “IF Client =

{Prompt}”
By Client [Editable]
Marme: | By Client |
T I———
[ ||areationpate  -|[= - |[Prompt} -] [
Budget Phase -
Client Code
Client Matter El
Codel
Codez
Code3
Creation Date -

6. Click the save icon. Now you will have this filter available in your Filters drop-down list.

DEFINING FAVORITE FILTERS

If you use a filter often — define it as a Favorite. This places the filter in the top section of your Filter drop-down list
and it makes the filter available as a right-click from the My Filters node. Here’s how:

1. Select the Edit Filters function from the Ribbon

O T EEREL o | ot 8 LT

Mew  Refresh  Sawe  Delete Print Export || Grid | Calendar  Tasks »
LR Lists |1 W Power Edit
=

7 Edit Filters

isplay

2. A panel will open showing all of the current filters.
3. Click the name of the filter you wish to have as a favorite and select the star icon as shown.

Edit Filters ...

= kW & | ER ﬁl@ @ Copy Iter

Insktru 5

<
H\r) Yau define filkers with this scr
Wizible ko hawe the filker only displ

7 Al Uns mltted Tirne:

i
4. Now the filter is defined as a favorite. To check that it appears correctly:

a. Isitshown in the top section of the Filters drop-down?

Y ocesinoss

TR et

b. Isit available as a right-click from the My Filters node?
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HIDING A FILTER

If someone publishes a filter - the recipients of that filter will not have rights to alter or delete it. If they choose
not to utilize the filter published to them, they may hide that filter. Here’s how:

1. Select the Edit Filters function from the Ribbon

2 Edltwl
|2 | summiary
L Lists

* [ Duplicate: a
@ | & Spell Check

gl "] Power Edit

il el T

Grid | Calendar Tasks

@&L—J“@@

Mew Refresh  Sawe Delete  Prink  Export

=7 Al Unsubmitted Time ~

A panel will open showing all of the current filters.

3. Click the name of the filter you wish to have as a favorite and select the “Set as Hidden” icon as shown.
Edit Filters ...

L;Hx @ i’}l@ Copy Ikem

Instructions

<
‘Wf ‘ou can defingffilbers with this scre
Visible ko hawge the Filker only displa

‘.ﬂs Al Unsubmltte%me ]

Mar

]

4. Now the filter is defined as hidden. It will no longer appear in the filter’s drop-down, but it will be
available from the Edit Filters menu in case you elect to set the filter as visible at some point in the future.

CLIENT/MATTER LOOKUP

Using the lookup form

The Client/Matter Lookup is available from the Client field in the Grid or the Editor form. Click the lookup icon (the
ellipses button) or press F3 to open as shown:

Click the Iookup button or f Using click or F3 to

press F3 to open the T open the finder
Client/Matter finder window. =l works in the Editor
Ready To Sub 15/2008 0100 form and in the Grld
— All It All Items
Ready To Submit 52008 0100 Code Mickname Code Mickname
_| 0100 Avant Technologies 0000 General
o001 Av-wiare
000z Myawant
* [#[Client Code] Like %' 0a4 Avanformation
D85 Ready To h R\ - 010010000
DateTime: 00AM - Il
Timekeeper: JRP - 4 Perra, J "
Clignt 0100
kistt=s 0000 Enetal W srarts with | [0100 Litem
Task Code: B | T
Budget Phase: I:I Favorites | Mumeric Hl 4 items
Most Recents All Items
Code 1: Marrative:
Code 2: l:l Review revisions ko agreems
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Once within the lookup, you can elect to search by beginning characters or by items containing the characters you

enter.

If | am searching for Jane Smith Enterprises, | can perform a “Starts With” search and type in “Jane” as long as the
Client Code or Client Name begin with JANE it will find the match.

E Choose Client/Ma

Clients

All Items All Items
Code Mickname Code Mickname
o100 Avant Technologies oo0o General

ullu}} Av-wmare
ooz My avant
0004 Avanformation

Click the "Starts

With" button and it The button will state

"Numeric" if your

changes &9 codes are numeric
"Contains" : :
i but click button and
_ it also changes to
[ Starts with | [0100 | 1item "Contains"

All Items

Favori | Numetic || |4items

"Starts With" and "Numeric" will find matches for items where
the Code or Name begin with the letters or numbers you type.
"Contains" will find matches for items where the Code or
Name contains the string of letters or nhumbers you type.

|

Now let’s suppose that Jane Smith also has her personal estate plan with your firm. A “Starts With” search for Jane
might not work if her matter is entered as Smith, Jane. However, click the “Starts With” button and it will change
to “Contains”. Now if you perform a search for Jane, both Jane Smith Enterprises and Smith, Jane will be returned

as matches, as well as any other client that contains the name Jane.

E choose Client/Matter

Clients BEEREE ]m g © i

All Ite \ \‘1 All Items

Select Clients for a Select "Matters" for a
client-centric search matter-centric search
(select a Client first, (select a Matter first, then

I then choose a Matter) accept the related Client.)

i

You may elect a client-centric or matter-centric search by selecting frim within the lookup form using the buttons
shown above. Once you make this setting, it remains in this setting until you change it, so searches in the Grid and
Editor will remain using that setting even without having to open the lookup form.

5BTime Entry Filters

N
W



Clients

Items

Only Matters
open to Time

Selectto search |
within all matters §

Only Unlocked
Matters

Only Matters
open to Expense

Quick Lookups without opening the Lookup form

From within the Editor

-

Date/Time: | spspzoos ~| [ sooam %) [ onomoo 2

o | A0 Pema Juan R

FIRM

Timekeaper: JRP

Client:

b atter:

Taszk Code: ;Am]

Aty L ’ the system found 2
:;L 'Itgebcégﬁstt;’;i:\]ﬂ;?ﬁ; Clients that begin with
first letter or letters of s,fg;,'fg; rthz n?,?nlger

the code or name. Here, listed in the brackets

I typed in "F".

Simply press the up and down arrows on your keyboard to
scroll through potential matches. Pres the tab key once
you see the correct item displayed and the system will
populate the Client field with that item.

From within the Grid

You can select Clients/Matters similar to the workflow shown above, but you must use the Ctrl + Up Arrow or Ctrl +
Down Arrow keystroke combination to scroll through the potential matches for Client or Matter.
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SPELLING/SPELL CHECK

Pressing F7 or clicking the Spell Check icon &% cheek | il spell check all entries selected. You must select all entry
rows to spell check a group of entries. Spell check works as shown in the screen below:

Speling

Motk in Dickionary

Clicking IGNORE
skips that word and
leaves it as-is.

| se \B penovete

b

Clicking REMOVE
removes that word
from your entry.

Clicking ADD adds
the word to your
personal dictionary.

Change will replace the word in the
entry with the Change To word shown
(you may elect to click an alternate
suggestion to replace the system-
selected Change To item with the
appropriate dictionary item.)

Removing an item added to your dictionary:

If you add a word to your dictionary by mistake — it can be removed. You must open your dictionary file, find the

word and delete it. Here’s how:

1. Locate your dictionary file
e  For XP machines, the file will be located in
C:\Documents and Settings\{YourNetworkID}\Local Settings\Application Data\Juris\Dictionary
e  For Vista machines
C:\Users\{YourNetworkID}\Local Settings\Application Data\Juris\Dictionary
e  For Citrix users your Dictionary will be on your personal profile. This profile will likely be located
on one of the Citrix servers and not your local machine so you will need to ask your network
technician to locate the dictionary file and make the change for you.
2. Open using NOTEPAD (not Word, WordPerfect or WordPad)
3. Find the word you wished you had not added and delete it from the file
4. Save the file and close.

5BTime Entry Filters
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CLIENT/MATTER INQUIRY

The Client/Matter Inquiry area allows a user to view detail about all Matters for a selected Client, or only specific

Matters for a selected client.
ACCESSING CLIENT/MATTER INQUIRY

1. InJuris Suite, select the Inquiry snap-in

[¥) My Transactions

[*1 My Summary

# My Reports

m
fawmer )

Y1 Business Intelligence [
2.  From within the Inquiry snap-in, select Client/Matter Inquiry.

(R T Canfiict Tnquiry

Ll es

Top S00| All Records Refresh  Reset
Records Default

File

Client 0300
Matter

Results - 5 record(s)

Prepaid Balance

Last Bill Date (

#- Clignk Details
Matker Details

Last Payment Received |
Last Time Date [

ClientfMatter Inguiry Conflict Inquiry

ety LTy LT s

Print  Print | Export |(Top 500/ All Records Refresh  Resst
Preview Records Defaults

Pivotarid  Resat Figld
Fields Pivotorid Permissions

ma Client/Matter Inquiry

Criteria

y Client/Matter Inquiry

[E58 Ceneral Client
& Fees Matter L
- Expenses Select the Client here
g“ E"s 5 Results -5 record(s)
= T::Z'D 3 Prepaid Balance $350.00 ed - 05/09/2008
Bi-Clent Delnts gl Dt Bl Leave Matter blank and all Matters for the
[+ Matter Details i ¥ E o
_ - ayme;::e‘e'“d E:ﬁii?ﬂ: selected client will be included. Enter a

i Conthct Inauiy - Matter to limit the inquiry to a specific matter.

riginati EELS

=Y ; _ Timekeeper Harcentage
Select the area of Inquiry

to be viewed here.

Reailts

6BClient/Matter Inquiry

N
(@)



VIEWING RECENT RECORDS/ALL RECORDS

When viewing a Client and/or Matter, the system will load the recent records first. This is because many times,
the user is only interested in the recent history (bills, fees, etc.). The All Records button may be selected to load
the remaining records for the Client and/or Matter, when all history is needed.

Client/Matter Inquiry

Print Prink
Preview

»  Simply click All Records to load the
= complete history, when needed.

Wa Client/Matter iniguiry

I_nquiry

By default, the first 500 records for the
select Client and/or Matter will be displayed.

i Results - 5 record(s)
[# Receipts -
& Trust Prepaid Balance $350.00 Date Opened © 05/09/2008

CONFLICT INQUIRY

ACCESSING CONFLCIT INQUIRY

1. InJuris Suite, select the Inquiry snap-in

[¥) My Transactions

[?_T] My Summary

# My Reports

m
(amewr )

4 Business Intelligence |—

2. From within the Inquiry snap-in, select Conflict Inquiry.

< H & |y

Refresh Save Results Delete | Prink | Export  Emal

Inquiry

|
| My Conflicts
Run Date

¥ Client/Matter Inquiry =
Fees

Expenses

Bills

Receipts

Trust

Client Details

Matter Detals

&, Conflict Inguiry Conflict |nqu

Keywords

7BConflict Inquiry
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PERFORMING A CONFLCIT INQUIRY

Performing a Conflict Inquiry is easy. Simply enter keywords and click the Search icon,

Conflict Inqui S
s IEnter criteria here

Kevwords |Av* and copyright _—q Click Search icon E‘FBD
| watches [ ustem [ Hits are displayed here. |
Conflict Results Keywords found are highlighted.

8/25/2008 Av* and copyright z

Matter

Matter Avant 5 E
Deseription 9100 0001 Technologies  A¥7Ware 5/9/2008 Open oam Marrizs, Douglas 1, Aw-ware Copyright
Matter Avant 5
Dasaription U190 0004 Tl suvanformation  S5/9/2008 Open Dam Marriz, Douglas ). Awanformation Copyright

Boolean operators and wildcards can be used in searches as follows:

1. AND: Instructs the system to return a match when one keyword and another keyword are both present

within a field. The search John Smith would find all instances of John or Smith. The search John and Smith

would only return matches when both keywords John and Smith are present.

2. OR: Instructs the system to return a match when either one or another keyword are present. The search
Jill or Smith would return matches when either Jill or Smith is present. The search Jill and (Smith or Jones)
would return a match for Jill Smith or Jill Jones.

3. AND NOT: Instructs the system to eliminate a keyword from the search. The search Jones and not Allen
would return all records that contained the word Jones unless the field also contained the name Allen.

4. * (asterisk): A wildcard that represents an unknown number of unknown characters. The search ABC*
would consider a match anything that began with ABC (ABC Co,. ABC Company, ABC Consulting, etc.)

5. ?(question mark): A wildcard that represents a single unknown character. The search Sm?th would
consider a match for Smith or Smyth.

6. Date: Most information in the Juris database are stored as text strings. When a date is stored in the
database as a date field, it has to be searched for in a specific way. For example, the information on most
available search fields in Juris, such as Notecards, Remarks, etc., are stored as text strings. Searching for a
date that is entered in one of these fields would be performed in the same way as any other text string
and would be done using the typical search rules. However, a UDF (user defined field) that is defined as a
date field must be searched for in a different manner since it is formatted as a date and stored as such in
the database. Dates must be searched for using the date format of MMM DD YYYY. (Three character
month, two character day, four character year.)

7. Quotes: Placing quotes around search criteria will search only for that specific string. For example, the
search “John Smith” would return a match only for fields containing John Smith in that specific string.
Smith, John would not be considered a match.

7BConflict Inquiry
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