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PCLaw and Microsoft Office Timers
— Word Timer Toolbar

— Excel Timer Toolbar

— PowerPoint Timer Toolbar

— Internet Explorer

— LexisNexis Research

« PCLaw and Windows Explorer

« PCLaw and Document Management
— Word | Word Perfect

« PCLaw and Outlook

« PCLaw and Case Management

« PCLaw and HotDocs

« PCLaw Credit Card Processing

 PCLaw Payroll powered by ADP
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PCLaw Connection Settin

« Nothing connects to PCLaw Conpection Settings 7

without enabling Connection FETSGRAER |l HonE Se
Set'“ ngs IUse This Set of Books when Connecting with Cther Programs
Connection Login
« OPTIONS: CONNECTION e . |
SETTI NS Store Fassword  (weews ' |
* Workstation Specific
. Erable Connection with Windows BExplorer
b I nC| UdeS US|ng the I m port Enable Connection with Intemet Explorer |
Utl I Ity Enable Connection with Microsoft Word
* Includes using the new Auto- Enable Timer n Mizrssaft Excel
[ ] Enable Timerin Microscft PowerPoirt
BaCkup Features Of V. 10 [] Enable Timer in Microsoft Word
o M U ST E NAB LE Disable Time Matters Motfications
CO N N ECTIO N SETTI N GS [ Configure Bemote Client Server Settings..
» Connecting program should be
C LOS E D Whe n enabllng Close connections after I 1200 | seconds of no activity (D=never)
connection settings at first. T TS

_
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PCLaw and Microsoft Timer Toolbars

Add-Ins
™ Matters 1001 Start Pause Stop Cancel (00:00:00 Time Sheet Settings
™ Matters (1001 v | Contacts. Open ~ Save = Insert PCLaw™ Field » Update Show Codes Hide Codes

TIMER TOOLBARS

Benefit: Timer Toolbar to enable timekeepers to time themselves when
creating a document, email, spreadsheet or PowerPoint presentation;
Burden: Sometimes Microsoft Word or Outlook have so many other
“ADD-Ins” that PCLaw Toolbars will Error Out | Possibly Reinstall
Benefit: Increases productivity because users do not have to stop and
enter time in the application itself or have a nother “window” timer tool
running.

Toolbars available in Microsoft Word, Excel, Outlook and PowerPoint.

_
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Law Document Management Toolbars

Add-Ins
™ Matters 1001 Start Pause Stop Cancel (00:00:00 Time Sheet Settings
™ Matters (1001 v | Contacts. Open ~ Save = Insert PCLaw™ Field » Update Show Codes Hide Codes

Not “TRUE” Document Management ( but neither is TM );

Offers the ability to save, retrieve and index documents;

Quick Docs very clunky document assembly options;

Set up the Indexer on the firm’s server to start with Windows launch;
Use Document Manager to index invoices too;

Save Documents to the Document Manager

* Retrieve documents from the Document Manager | Matter Manager | or
from within Microsoft Word

* No connection to Adobe Acrobat | MS-Excel | MS-PowerPoint

_
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PCLaw and Windows Explorer

v | Enable Connection with Windows Explorer

« Add Documents, Pictures, PDF’s, virtually — < pmesen

any file, to the PCLaw document é:IE:R“ S
management indexing system 58 cettemen) 5 Combine supported fies in Acrobat..

« Manually place the document in the right @;gfd“ Open vt ,

place before making the connection as the & Useruics (A8 :nﬂznrmPCLa-f-ap“a)dwmpd
- - I T |userguide) s Wizar
profile will remember the location | network

. . Send To b
location important; ™
* Profile the document as if it was saved Copy

Create Shortcut

from within Word or Word Perfect;

. Delete
* Retrieve from Document Manager or Rename
Matter Manager | Docs Tab. Properties

_
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Windows Explorer — Slide B

Add PCLaw Document

Dlocument [nfarmation
ak.

Save Ta
Do Name% Fl - Interviem.pd |

[ Braowse... J

b atter | "| [ Contact(s) ]| | Cancel

Document Details

Authar !:-'-‘-.DMIN "E Docurment Type |

e

T
! ol

= [}
= =
,

Help

Description

Comrments

Creation Date IE.-’E#.-"EEIEIEI b TimeE'IEi:EIE Last Modified 849/2007 Vi Time; 16:54

Source I_E_:EDEIES-.":I-:'I - Interview. pdt Doc # i_|{ Mew> |

| M atter: Client; M ame:

| Re Line;

T/Bals:
| Inbd O &/R: Gen Btnr; Truszt;
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PCLaw and Internet Explorer

WEB IMAGES VIDED LOCAL SHOPPING (L[]
E| Tools |[PCLaw ~ YAHOO! |
Web Timer
Iy ¥ ahoo Surf the web fearles=ly. Get Yahoo! Toclbar Sign In
Use like any other MY EAVORITES & Add TODAY - Sentember 132009 POp
; . . .; _“ s .,. u
Timer Toolbar to View Yahoo! Sites (s e x| ; rf
send a time entry Yahoo! Mail Matter: # 30
back to PCLaw while G Autos settngs | | 41
: b E
Worklng on the Web =bT eBay Start 1 Falize 1 Stop ] Zange] 1 Cloze ] Help 1
ﬁ Facebook
IE 7 orlE S8 C R R L) Hilton earns place in history
._ One of Paris Hilton's quotes is 2, Famous celebrity cuotes
@ Games ilmmqrtalized in history, and it's not « | ohan talks tabloids <
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PCLaw and Research

Workstation Settings

| Dats Entry | Calendar | Other_.!g Colar ==-D|:u:umer|ts| Research

. Research’ -

Country | lUnited States bt | M | o35 Research
Elebewe B gsave & 0ze
Userfirst LURL |I'ﬂ'tps:.-'.-"r~.".f-.".ﬁ.'.Iexjs.cum.-' = = =
Dt [PLAEE v iﬂ'ﬁ_}! [ Howe 1110 4

Usersecond LIRL |I‘rl't|:|s:.-‘.-"'A".f;'.f;.Ie:fjsne:fjs.u:u:um.f'r Matel] = Laeii] o+ UssiF
Userthird URL il'ﬂ'tp:.-".-"'rx"fx"::.Ie:-:isne:-:is.cu:um;’u:; Desorpion |

= — N Seach UL | 5
Userfourth LIRL iFrttp:.-’.-"a"rx'v.'.Ie:-:lsna:-:ls.u:a.-'ql.-’f I

When daoing Reseach Loy { Lt =] Type [Reseach =] Sesch| [ Cherge Tine i Crangs Engeeas
[#] Charge Time Sowice | =l Temst Coweclos © Mt laouags
[ Automatically Start Timer Search | Date [Ho date reshictions =
Charge Bxpenze A
.
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PCLaw and Outlook Connectors

Connection Settings

* Contacts e
e Calendar and Tasks | ___
. . [[] Enable Connection for Appointments
« Emalil Integration o
. _ _

Extended Features e )

E-mail
Enable Connection for E-mail Tracking and Timer

{7y Fecard Sent tems by default
(%) Ak to Record Sent ftems
() Mever Record Sert kems by default

siat Qutinok Connection Manager when Windaws:is:Launched
Ize BExtended Outlook Features

| |

Exchange Information for Lawyer:
{set during first exchange)

| ok || Cancel || Hep |

_
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Outlook Connection Manager

e Runs in the Task Bar of EACH Workstation where
calendar or contacts are selected in Connection
Settings for synchronization;

o Settings are unique to the Workstation and the Default
Outlook Profile;

« Can manipulate contact or calendar to another profile
In Workstation Registry (selected upon set up);

* Process RUNS in the background (when looking to get
everyone out of PCLaw)

e Sync Is every 15 minutes or more.

TOTAL PRVAA(f,TI(jF,qul{"TIONq @LeXISNeXIS
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Outlook Contacts and Calendar Sync

Calendar
v | Enable Connection for Appointments

Contacts
v | Enable Connection for Contacts
(#) Exchange All Contacts
(") BExchange Contacts Associated with Selected Lawyer

Exchange Contacts Onby on "Sync Mow'in the Connection Manager.

_
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Outlook E-Mall Integration

v b B Il ﬂﬂ:nn:nﬂ-}b;

= Save e-mails to matters via document manager;

= Saves e-mails as EML files

* Does NOT save attachments along with the EML file

» Great way to reference all documents and emails related
to a matter

_
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Case Management Integration

l Client & Matter Management

E Time Matters

Amicus

ATTORNEY
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Time Matters Integration

e Contact/Client — CON:CON1 05 01| Area5 —Field 1
e Matters/File - MAT:MAT1 05 01| Area5—Field 1

« DO NOT USE THESE FIELDS | RESERVE

 FILE: PROGRAM LEVEL: LINKS: PCLaw

 FILE: USER LEVEL: LINKS: PCLaw

« Trick to integration is proper planning

« PCLaw to TM — Sync en-masse

« TM to PCLaw — currently — per matter exchange
 Look Up Fields

_
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Amicus Attorney Integration

 Requires PCLAALINK.KEY file in the DATA folder

 Key Code - 5 alpha/numeric digits — available from
CIC line

 En-Masse or Per File exchange In either direction with
Amicus Premium Edition

 En_masse exchange in both directions with small firm
edition exchange at the Amicus Adminstrator

e Look Up available in files if DIRECT POSTING (SFE)
 Look Up avallable in files in PE
« PLDOCLNK.EXE file to diagnose PCL-AA exchange

ISsues
o o 0 (@ LexisNexis:
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PCLaw - HotDocs Integration

= PCLaw as HotDocs Dialog Answer Source
= Contacts, Matters and Custom Information ~
= Map Integration

AnEwer source; | |l3r

Dutloole
PCLaw Matter Information
—|PCLaw Contact Information
Test '

PCLaw Client Infomation
PCLaw Lawyer Infformation

N

—

= (Generate Documents from HotDocs Interface Only

_
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PCLaw™ - Add Credit Card User

PCLaw Credit Card Processing

User Mame; !l ! b d Set Up SECURITY In OPT'ONS |
{ Descrption: | | ADMINISTRATOR | CREDIT CARD

Password: i |

Reamermert | | Then Set up the Bank Account to
Passwords have to be at least & characters long with & combination of R ece |Ve Fu n dS

numbers, letters, and symbals. Spaces are allowed so you can enter phrases,

Passwords expire in 90 days.

[Jiiser must change password at next logon

Vv

: { . - - E h s "
i _“;iﬁ_i_!

» Appointment Codes..,

Bank A F5vi
System Settings... Bank ACCOUNLs

| Contact Types...

_
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Credit Card Set Up (B)

 Contact PPl to set up an account

e Once the account has been secured - PPI will send
the end user a CODE

e Plug the CODE in per THEIR instructions under
OPTIONS | LISTS | BANK ACCOUNTS

[ Configure Merchant Sccount. ..

_
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PCLaw Payroll

« PCLaw Payrollis
INTERNAL PAYROLL with

I Mickrame ;ger[ ] DETW -

Tax Tables furnished by | _

Change G/L Account

—_— Cancel
Accaunt 1P aprell Clearing

A D P Show .-'-‘-.;u:uunt it Pap %&Ip

|.I Payroll Account

 ITIS NOT a Payroll
. Type ! ShD_H:T__Ia_blht_',' V__I
Service o [
By Default MOST G/L

Categon :|
accounts are set up as s —

Departrient i_F-irm | - Firm

Payroll Accounts e

« OPTIONS |LISTS | GL
ACCOUNTS

_
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Payroll Set Up (B)

BeEfaad §ou CofoTum foas Sk payrod, pou meaad t sal g o comipatiy, emplogees, dnad indepengant contractors. To £ed up

oUW COMPANY, ik Set Up Your Company 5 the Payred Selup $edtsn

¥ Payeoll

Payroll [fame
Payrall Setup

SetUp Your = 'I
ia

=1 Canypany

Payrodl Cvels
Feng Seveing ahadunly &3 Smal Busns-ss
TOTAL PRACTICE SOLUTIONS

= Prink o

s -
b Creale Filew — - S
- =

Hun I'&yrol Priht Chncha

T

® Oither Payroll Tazks

File Taxec# Frsrk Heporls

Tosks {1 ikem]

Messages
VO DUTEREly Erbin® Pel PSS Ega s, # Sk Ep Four Canepany

Lexis’ Rack COifice — Pavroll
SR . - ]

Chria e L

Clant 10 &0DDDTET o g ;
@' LexisNexis®

wisy B Do
i

41T RGE ine Gl rigFss repdaived,

Al PRACTICE SOLUTIONS 6®LeXiSNeXiS®
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m Employess Lo &y Reports Tanes

Step 1oof 2
I. Ealer Paycoll

2 Praview Parmadl

Lexis® Back Office — Pavroll

o SALR

Enter Payroll for Employees - Monthly kil

Erviar b Seyroll dhebinls fod eleh driiiinnte that yiu Resd 0 By B pou e 18 Say i enphiyes i edSthana] fafe oF & &0
addEsnal departrmmng, cick Rdd B and conhings o erber the payrcl detads. 11 yows cisd B paly &0 g i i than o
chachy dick &dd Check and conbnue o soker the payrchl detsils, T vouo nesd o geernde B S e deckection ampung for an
EmMiEseE, heabliger The approaniaie check and ool Erplnyes Cverndes

Parped lart Gabe: : (Eh Perind and dite: 23 o

Chash flate ™ DEr TSI O0E - | Srep diract capoist: j

Employee Hame CEpartment Rake ﬂ;u"fr;' :T:L“;':t “"r"::'r:“’
Fiis, Fred | It 000,00
Snganaly, Hazh ) -7 LR
'i!::l:.-.hl_m: H:L'-.:nl: . :I . . L300, 04 .
Mnrigomery, Ebzsteth | | 2p00 L& 00
Tetals 280,00 §3700.00 000
Fage 168 1= 1 il il

O o v A5 ﬁ'lexisHexiS"

Cogprighl B 2007 &0 == L] fghls resarred
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PCLaw Payroll (C)

 Internal Payroll Processing

* Print Checks in the office OR send ACH draft to bank
* Process Frequency up to the firm

 PRINT checks on standard check stock

e Journal Entries entered into PCLaw directly
 Reports are SIGNATURE READY

 Firm MUST remember to send reports and remit taxes
« NOT A PAYROLL SERVICE

_
TOTAL PRACTICE SOLUTIONS / g . S
o co o (@ LexisNexis

Client Development Research Solutions Practice Management  Litigation Services



2009 Practice Management

Annual Conference

Credit Card Set up (C)

PPl WILL FURNISH:

« TOKEN CODE

« WEB SITE INFORMATION TO VOID or CHECK ON
CHARGES PENDING

« DIAL UP NUMBER FOR REJECTED CHARGES

_
TOTAL PRACTICE SOLUTIONS / @ . .
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CONCLUSION

« Myriad of connection tools to PCLaw
— Microsoft Office Toolbars
— Microsoft Windows
— Microsoft Internet Explorer Timer
— Document Management Tools
— Email Management
— Outlook Calendar/Contact Synchronization
— Time Matters Link
— Amicus Attorney Link
— HotDocs Dialog Answer Source
— Credit Card Processing
— ADP Payroll (uses tax tables)

_
TOTAL PRACTICE SOLUTIONS / P . 1
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THANK YOU!

Steven J. Best | Best Law Firm Solutions
Affinity Consulting Group, LLC

Atlanta

Phone: 770-998-3800
steve@bestlawfirm.com

_
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