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1 Introduction and Features of Law Office Manager

Law Office Manager (LAWMAN) is designed to aid law firms of all categories in managing clients
information, scheduling of legal activities and services rendered to clients, as well as billing and
tracking of client’s accounts with the firm.

1.1
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Law Office Manager Features

Captures and manages clients information

Captures and manages case information with facility to attach cases to clients.

Captures visual representation of case related information such as photographs of crime
scene, photographs of evidence and any related electronic information relating to the case.
Scheduling of activities such as court appearances, hearings and filing injunctions in courts.
Provision of reminders on scheduled activities based on your coded instructions,
automatically generated when you start the software.

Facility to code service you provide to clients; improves accuracy in billing of clients

Ability to assign counsel/client executive to each client/case.

Maintains records of activities on each case such as court appearances, court hearings,
meetings, judgements and sentencing details, including court locations and counsel/staff that
handled the activity.

Records all activities performed for clients including those that are not litigation specific, for
example, conveyance services.

Maintains cases history, including continuous assessment of cases.

Maintains details of client’s charges and payments.

Generates statistics such as returns on cases, status of cases while open and on completion.
Comprehensive reporting facilities.

Facility for cross-referencing your search with information in the your databank.

Integrates seamlessly with third party digital information and referencing services, such as
case reports and indexes, which are now commonly sold on compact discs. This empowers
your legal officers with relevant on-line information to prepate for cases at his/her
workstation without the need to continually get up to search for reference materials.

1.2 Brief on Operations

Installation of LAWMAN
Starting LAWMAN

Changing your password
Operational Data

Entering Clients details
Entering Case Details
Cases/Clients Activities History
Information Search: Clients, Cases, Activities and Cross-Referencing
Work/Task Scheduling

Reports and Statistics
Advanced Reports

VVVVVYVVVVYY



Statistics

Financial: Invoicing and Managing Clients Accounts
System Administration

Housekeeping

VVVYVYYV

1.3 Installing Law Office Manager

Installation is described in detail in the System Administration User Guide and the Readme file.

Law Office Manager requires Microsoft Office 2000 or XP to operate. You must specify which
version of Microsoft Office you have so as to configure Law Office Manager for your environment.

1.4 Starting Law Office Manager

1. Double Click on the LAWMAN icon on your desktop or Select LAWMAN from the
Program menu bar.

Law Office Manager Logon

Specify Application Directory

SokciDive N | = v
- [CIBACKUPS
Application Directory/Folder 300Cs

(Z3 Law Office Manager
_D Law QOffice Manager #4P Versio »

|c:\z|ega|

Specify Security File Directory

Select Drive 2 ke [\WFolamitC] - Ak ~
S (LI BACKUPS
Security Directory/Folder CJp0cs

(C Law Office Manager
D Law Office Manager 4P Versio s

h:hzlegal

Click Here To Logon Law Ofice Manager

Exit

2. Specify (if required) the application directory where the program files are located (defaults is
c:\zlegal)

Specify the directory/folder where the security file is located, (defaults is c:\zlegal)

Click “Click Here To Logon To Law Office Manager”

Log in with you username (mainuser if this is the first time).

This starts LAWMAN and displays the main interface after a few seconds.

Sk W



iLaw Office Manager - Gold Standard _ |8 x
)

JGeneraI; Export Information  Info

‘ Llaw Office Manager - Gold Standard

1 aw Offfice Managemernt

Copyright (£} 2000 - 2003
TOF Sngineering and Consuiting L immited
Operational Data Setup a0

Softfro (Migeriz) L imiec.

Change Password Principa! Consultant:
O, Darvie! 8. Ay

Housekeeping Software Development Consuiart:
Dr. Taofeak O. Folami

Marketed By Jodo Ventures (53 Lawson Street, Lagos
System Admiistration: Tsland, Lagos. 01-2631214)

Exit

|Form view e T

If the program does not work it may be because of proper configuration. Consult Vendor

1.5 Changing Your Password.

Before you continue to use LAWMAN for your operations, you must be aware that there is
one function every registered user of LAWMAN can perform. This is to change his/her
password.

Your passwords must be secret to the user; even the system administrator should not be
aware of your password. The system administrator(s) can only clear your password, if you

forget it, to allow you to specify another one.

The procedure for changing your password is simple.

—_

Click “Change Password” on the main interface.

On the resulting enter your Old Password in the appropriate field (Leave blank if you
do not have a password or you are specifying one for the first time).

Enter your new password in the field labelled “New Password”

Enter the new password again in the field labelled “Verify”

Click “Specify Password”.

You will be prompted if the New Password and the Verify do not match exactly. You
must re-enter both again to ensure registration of the password.

Mo
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The next time you log on to LAWMAN you must specify this password to gain access.



Specify/Change Your Password

‘ Specify/Change Your Password 1

|User: | mainuser|

|Old Password: | | |

|New Password:. | | |

|Ver|fy ‘

Specify Password

Exit

1.6 On Line Help facility

To assist in using LAWMAN, you can view the operational and system manuals via Law Office
Manager->Documents from the Programs menu on Start Menu bar.

—_

Select Law Office Manager from the Programs menu on Start Menu bar

Select Documents from the sub menu

3. Select the document you want to view from the Documents sub menu e.g. Double-click the
document. This would display the required document. You can navigate/use the document
as you normally use any similar document. You have the choices of

e LAWMAN Operational Guide

e LAWMAN System Administration Guide

e Customer Feedback Change Request

N

e Customer Feedback Problem Reporting

You require Microsoft Word and Acrobat Reader on your computer to view the files.



2 Configuring Law Office Manager with Operational Data

To obtain meaningful results and statistics from the software, you must configure it with
operational information, which includes causes of actions, list of courts, list of your counsel
and other legal staff, legal charges rates and status of cases and clients.

2.1 Configuring with General Information

1. On the main interface, click Operational Data.
2. Click General Information; this displays the interface below.

| General Operational Data |

Continents

Cournitries

Stataes of \igerial

Gities OF States

AreasFowns of Cities

Zomnes

1 acations./Stations

Colours

Height Units

Waight Units

World Currancies

You can now enter the information depicted by each button, which are self explanatory, e.g.

» Zones indicate the geographical zones in Nigeria, as specified by the client
» Locations/Stations is the location in a or¢ whete your office/branch is located.

Click a desired button and Add/Modify data as required

(Zomes | E

_ [ZonelD:_| [ZoneMame: |
3 1 HOMaindffice |
] g Nl Speciied |

Add |MDdlﬁf| == |Q|scard| Exit | ]

Record: 14 4 1 e eifrs]of 2




2.2 Configuring with Operational Information

1. On the main interface, click Operational Data.
2. Click Operational Information; this displays the interface below.

Operational Data Module

‘ Operational Dala Sefup |

Defaults Clasges of Counsel

Clients Legal Status Law Category

Charges and Expenditures Causes Of Action

Case/Matters Result Status List of Courts

Transfer Codes Charge Codes

Financial Instruments

Cage/Matters Status Codes | Cateqories of Courts |
Legal Charge Rates | |

Exit |

You can specify the operational information by clicking the respective buttons to Add new
information or Modify existing information. Information required include

Clients Status

Information indicating if you accept or reject a client’s
request for your services

Clients Legal Status On Case Whether a client is a plaintiff, defendant or complainant on a

Charges And Expenditures
Case Status Codes

Case Result Status

State of Affairs On Cases
Transfer Codes

Classes of Counsel
Law Category

Causes of Action
Categories of Courts

Charge Codes
Legal Charge Rates
Financial Instruments

case
List of services you provide and charge clients

List of codes to indicate status of a case

List of codes to indicate status of case on completion
Comments on the current state of affairs on a case

List of codes indicating transfer status of case (to another
court for example)

Categories of counsel/lawyers/legal staff in your employ.
Vatrious legal categories e.g  Criminal / Civil /
Constitutional/ etc

Causes of Actions

Various types of courts; Magistrates, High Court, Supreme
Court etc.

Codes to indicate your legal charges

Charge rates based on level/classes of counsel/staff

Codes indicating instruments of financial transactions, e.g.
cash, cheques, drafts etc.



For example

1. On the main interface, Click Operational Data Setup, then click Operational
Information

2. Click the operational information you want: e.g. click Clients Legal Status on Case on the
resulting interface. This displays the interface through which you enter new or modify
information on existing status.

| s

%Client's Legal Status on Cases

Legal Status.__| LiligationType
_b_ AgainetT hirdParty
[ | Defendant AgainstClhent
Defendant\Respondent AgainstClhent
Mot Specified Mot Specified
Plaintiff AgainztT hirdParty
PlaintiffApplicant AgainztT hirdParty

Affaflaffalfaffs

Add | Todify | Seawe | Q\scardl Exit |

Record: I<| 1 || 1 r |»| He| of &

L«

&

To add new details, Click Add, then enter the information on the text boxes.
4. To modify existing details,
a. Move to the record you want to modify,
b. Click Modify and replace information in the text boxes as desired
5. To discard the new entry/modification, Click Discard
6. Click Save to save the information.

Follow same procedure for all the operational data indicated.

2.2.1 Specifying and Configuring Legal Charge Rates

Law office Manager offers the facility to define charge rates for all legal services you provide based
on the category/class of your staff/counsel. For example, the rate for a junior partner appearing in
court will be less than that of a senior or a principal partner. Furthermore, there is the facility to
specify charge rates for 3 different modes; Standard Rate, Rate Per Day and Rate per Hour.
This will be configured on implementation and you have total control in modifying the rates.

However, prior to defining the charge rates you must have defined your legal services and classes of
counsel (i.e. categories of your staff) to enable accurate specifications.

Define Classes of Counsel and of all categories of staff in your firm:
Click Classes of Counsel in Step2 above

Define all the Legal Services you provide to your clients
Click Legal Charge Rates in Step2 above

You can then proceed to specify the charge rates.

10



On the main interface, Click Operational Data Setup, then click Operational
Information

Click the Legal Charge Rates. This displays the interface below through which you specify
the rates.

Legal Services Charge Rates

Legal Services Charge Rates | Define Charges of Legal Services for each
class of counsel

|Class of Counzel Im =

Legal Service | |Standard Flate‘ Rate Per Day | Fiate Per Hour| —
p| |APPOINTMENTS - 15,000.00 2.500.00 1.500.00
ARBITRATION ] 0.00 0.00 0.00

CONVEYENCING = 0.00 0.00 0.00
FILING B 0.00 0.00 0.00
FILING CO5T5 B 5.000.00 1.000.00 500.00
FILING MOTIDNS -] o0 ] n.o0
FILING FATENTS -] 0.00 0.00 0.00
FILING TRADE MERK. -] 0.00 0.00 0.00
| |INCORPORATIONS - 0.0 0.00 0.00
MEETING ] 0.00 0.00 0.00 -
PERFECTION = 0.00 0.00 0.00
PERFECTIONS B 0.00 0.00 0.00
TR A T
Mol Save BIEns, LI

Record: LILII 1 v ]| of 18

Updatel Preview Print | Exit |

Record: |<| 1 | El |b||>*| of 13

Notice that a template for each type of charge is displayed for each class of counsel. In the example
above, the template is for a partner.

3.
4.
5.

™

Select the Class of Counsel from the combo box labelled Class of Counsel.

Select the Legal Service you want to specify its rates.

Click Modify and then enter the appropriate rates depending on the policy in your firm;
either Standard Rate, Rate Per Day or Rate Per Hour; You may define it for all if it fits your
policy.

Once you have finished, Click Save to save the record.

Return to step 4 to specify rates for another service.

Return to Step 3 to specify rates for another class of counsel.

Notice that there is no add button in the inset. This is because templates are created and initialised
with zeros anytime a new class of counsel or a new legal service is added.

11



3 Law Office Manager

After you have created valid users of the software and introduced operational data as dictated in the
previous chapter, you are now ready to use the software to assist in performing your duties.

On the main interface, click Law Office Management. This displays the interface below showing a
snapshot/ovetview of the available facilities of the software. These facilities include (as labelled on
the buttons)

Courts Manages Courts Information

Counsel/Lawyers Manages Counsel/Lawyers and Staff names

Clients (Full Details) Add/Modify clients full details

Cases (Full Details) Add/Modify cases full details

Work Scheduling Manage scheduling of activities for clients/cases
Information Search Search current and historical data for information
Reports and Statistics Manages reporting and generating statistics

Advanced Reports Manages reporting based on (clients, cases and activities)
Financials Invoicing and managing client’s accounts

Statistics Generating and reporting statistics

Information & Library Services Registers connection to external information and applications

Each of these functions will be dealt with in subsequent chapter.

Law Dffice Management

Law Office Management

Courts

CounselLawyers

Clients (Full Details) | List

Cases/Matters
(Full Details)

Ligt

Wiork Scheduling |

Information Search |

Financials G | Information and

| Library Services

Reports i

Exit |

12



4 Counsel and Courts Information

After you have started LAWMAN and introduced operational data, you are now ready to use it to
manage information in your legal offices. You must, however, have the list of your lawyers and legal
staff as well as list of all the various courts, and the presiding judges, you may be visiting.

4.1 Counsel And Legal Staff

1. Click Law Office Management on the main interface.
2. Click Counsel/Lawyers on the resulting interface. This displays the interface through
which you enter new counsel/staff or modify information on existing staff.

List of Counselflegal Staff =
> Mame | Category |
Hemi Pinbeiro | Private ;l
Mame | Category |
More |N0ne ;l
Add | todify | Save | [istard | Exit | —
Record: |<| i || 1k |»| |He| of 2 =

3. To add new details, Click Add, then enter the information on the text boxes.
4. To modify existing details,
a. Move to the record you want to modify,
b. Click Modify and replace information in the text boxes as desired
5. To discard the new entry/modification, Click Discard
6. Click Save to save the information.

4.2 Courts and Causes of Action

The above procedure is the same to populate your system with the list of courts. Click Courts, in
step 2 above, and enter courts information.

13



5 Clients Information

5.1 Entering And Modifying Clients Details

N —

Click Clients (Full Details)

Click Law Office Management on the main interface.

on the resulting interface. This displays the Clients

Information form (below) through which you enter new clients or modify information on
existing client’s. Nozice that Clients Information button is highlighted with red colour

Clients Registration Information

Cient’s Registration Information |

Client's Hame ' AREG MINING LIMITED)

Co Clients

Contact Information | Bio Data | Extra Details | Assessment of Client
Clients Information G
|Addless: 25 Adeliace Road

State:

Lagos

SURLLERE

AGLDA

Cases(Matters Files OF City:
Client W Area:

Country:

NIGERIA

Continent:

Aalafa]a]n

Alfiica

Phane:

Fax:

Post Code:

E-mail

I Mew Client & I IModify Save | Discard | Delete | Reguery | Refresh | Locate |Pregiew| Print | Exit

To add a new client to your list

record; 14 4 || 1k | ei]re] of 3898

3. Click New Client on the bottom left corner of the Clients Information form.

4. In the text boxes, enter

Clients Reg No: a unique identifier assigned to the client in your office
Date: the date the client registered for your legal services
Client Name the name of the client

SN

Click Contact Information tab, then enter contact information in the text boxes (optional)
Click Bio Data tab and enter personal information of the client (optional).

Click Extra Details tab and enter extra information on the client (optional).

Click Assessment of Client tab and enter your assessment of the client (optional).

Click Save to save the information in the database.

Click Finish to return to original state ready for new entry/modification

To modify existing client’s information

9. Click Modify on the bottom left corner of the Clients Information form.
10. Move to the client of interest using the navigation buttons at bottom of the form OR Click
Locate at bottom of form and select the client of interest from the combo box list at top of

the form.

14



11. In the text boxes, modify

Clients Reg No: a unique identifier assigned to the client in your office
Date: the date the client registered for your legal services
Client Name the name of the client
12. Click Contact Information tab, then modify contact information in the text boxes
(optional)

13. Click Bio Data tab and modify personal information of the client (optional).

14. Click Extra Details tab and modify extra information on the client (optional).

15. Click Assessment of Client tab and modify your assessment of the client (optional).
16. Click Save to save the information in the database.

17. Click Finish to return to original state ready for new entry/modification

The buttons at the bottom of the form perform the following functions

Refresh: Updates the record in display with new values if it has been changes

Requery: Same as Refresh but add new records that have been entered in the database since
the last requery

Discard: Discards the changes made to data on an existing record or new entries before you
Saved the changes/entries.

Locate: Clears the form and displays a combo list of clients from which you can select a
client of interest.

Preview: Previews a report on the client in focus

Print: Prints a report on the client in focus

Exit Removes the form from view

5.2 Other Information on Clients

You will notice several buttons on the left hand side of the Clients information form and that the
button labelled Clients Information is highlighted when it is first opened, indicating that you can
enter/modify client information such as contact information, bio data and assessments.

However, there are other pertinent information relating to the services and advise you provide your
clients that need to be managed. Examples of such information managed in this software are; Co-
Clients, cases of clients and information links (electronic information (letters, photos, etc) relating to

the client).

5.2.1 Recording Co-Clients of a client

If there are co-clients along with the client you entered, you must enter the details in your database.

1. On the Clients Information form, Click Co-Clients. This displays an inset through which
you enter/modify co-clients details.

15



Clients Registration Information

Chient’s Registration Information |

[Client's Hame | [2' AREG MINING LIMITED

Co Clients Details |
Clients Information G
Co Clients Details -

BusnezshameliSurname  |Busnesshame2iOtherflames ‘ Address Stal

{Co Clients! | [2BCHOLDNGS LTD |

Cases,l’l\gitet:trivﬁles of |SYSTEMS T, | Me oKk,

I e Cliemt & I [vlodlify | — gave.l Discard | Delete | Requery | Reﬁ’e.sh | ngate.l Preglewl Brint | Exit

Record: I<| A 1 _* |H |D*| of 3898

Click Add to enter Co-Clients Details

Enter information as indicated in the text boxes

Click Save, to save the details

Click Finish to return to original state ready for new entry/modification

bk

Click Modify to modify existing details

Replace current information with new entries

Click Save to Save the Details

Click Finish to return to original state ready for new entry/modification

A

5.2.2 Information Links: Linking electronic information to a client

1. On the Clients Information form, Click Information Links. This displays an inset through

which you enter/modify references to electronic information relating to the client..

Click Add.

Enter the synopsis/brief of the information

Click the button Click To Link Document,

Click Browse to navigate through your computer and the network for the document
Important: For networked implementations you must link to the document
by accessing the document through the identity of the computer on the
network. This ensures uniqueness of the location of the document on the
network since a computer name is unique on the network. If you link a
document via your normal ¢ drive, for example, other users of LAWMAN on
other computers on the network will not be able to access that document. The
confusion would arise as to which c drive is the document located since all
computers have a c drive.

Nk

6. Select the document then click OK
7. Click Save, to save the link.
8. Click Finish to return to original state ready for new entry/modification
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9

10.
11.
12.
13.
14.
15.

HyLaw Office Manager =18l x|

| Generalz Export Information Info

Clients Information

Clients Information ‘
3
Clientt Name SOLID TRADE LIMITED |
Cliertt Reg No DEMOY 00 |
Date 30-Jun-2003|
Information Links
Ears WmmsEmE Erter Informetion Synopsis [Document Link |
P ([ clierts cv N << Dauble
B Click to
o Cliegts o | Document| S0
Cases Of Clisrk W
Add | Modiifiy Save | Dsrars. | Dajata
4 I |
I Iiew Client & |M0d\fy | Save |D\s:ard | Reguery |REfresh| Locate |Prewew| Brint | Exit |
Record: 4] 4 | 3 [mle]of 3
[Form View ] | T

Click Modify to modify existing document link

If required, change the synopsis/brief of the information to link

If you want to select another document, click the button Click To Link Document,
Click Browse to navigate through your computer and the network for the document
Select the document then click OK

Click Save, to save the link.

Click Finish to return to original state ready for new entry/modification

5.2.3  Viewing cases/matters handled for client

To view cases handled for client, Click Cases of Client.

HyLaw Office Manager =18l x|

| Generalz Export Information Info

Clients Information

Clients Information ‘
3
Client Name SOLID TRADE LIMITED |
Client Reg No DEMOYIO0 |
Date 30-Jun-2003|
Cases Handled for Client |
Clients Infarmation & |CaseFieo | et | [patecpened | court I
¥ Lsw zw00a ||S0UD TRADE LMTED || 30-4un-2003 et Specitiea I | %
o Cliegts
Information Links
Record: 14| ¢ PO N = el | |
I Iiew Client & |M0d\fy | Save |D\s:ard | Reguery |REfresh| Locate |Prewew| Brint | Exit |
Record: 4] 4 | 3 [mle]of 3
[Form View ] | T
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6 Cases/Matters Information

This section describes the procedures to record all relevant information on cases handled in your
office. These include case details, judgments, assessments, co-plaintiffs, co-defendants, scheduled
activities and linked information relating to the case. The procedures are similar to those for
recording client’s information in the previous chapter.

6.1 Entering and Modifying Cases/Matters Information

Click Law Office Management on the main interface.

Click Cases/Matters (Full Details) on the resulting interface. This displays the
Cases/Matters Information form (below) through which you enter primary information
on new cases/matters files or modify information on existing files. Notice that Cases/ Matters
Information button is highlighted in red colonr

N —

Cases/Matters Information

Cases/Matters Information Files ‘
P | [== Double Click to Cliert ATED |
display detits of client | |- matters File Ref in Your Offics | |#DCICSF-903
Case Mo in Gourt (If in Gourt) LOM001i2004 |Date | | U4-Feb-2DU4|
Case /Matters
Information G Case/Matters Details | Thing to do | Attachments | Judgement/Agreement Details | Miscellaneous |
Co Plainkiffs L
Co Defendants T |Statu3 of Client | |Defendam ;I
Cio Counsel L |Cause of Action | |Trespass ;l
Opposing Counsel |opposing Party | [Dr Jahn Smith
Scheduling of |Casemﬂaﬂers Details
Activities 1
Activities T
File Endorsements
DairyiInternal Memos 1 |Main Counzel | |Ba“’° Ajadi ;I
Precedents F o ——————— ———————————————————————————
e ——— Court of Trisl | Mot Specified -]
TradeMarks Patents H Date of Actian 04-Feh-2004
Ry , Cammences Cn 04-Feh-2004
Connecting Files & -
Ercl= On |Status of CaseMatter | |0ngolng ;l
Information Links Z
— Completed On |Result Status | |0pen ;l
TransFers & Movements
| MNew File A | Modify | Sawe | [Discard | Reguery | Refresh | Locate | Preyview | Brint | Exit |
Record: |<| 4 || 1 » |>||>*| of 3

6.1.1 To add a new case/matter to your databank

3. Click New File on the bottom left corner of the Cases/Matters Information form.
4. In the text boxes, enter

Client Name of the client

Case/Matters File Ref in your office  File Reference in your office

Case No in Court (if in Court) Court Assigned case number
Date Date Case/Matter file was opened

5. Click Case/Matters Details tab, then enter information on the case in the text boxes
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6.1.2

10.

11.

12.

13.
14.

6.1.3

15.
16.
17.
18.
19.

Click Judgment/Agreement Details tab and enter details relating to judgment if the case
has been completed (optional).

Click Miscellaneous tab and enter general information on the case (optional).

Click Save to save the information in the database.

Click Finish to retutn to original state ready for new entry/modification

To modify existing case and matters file information

Click Modify on the bottom left corner of the Cases Information form.

Move to the case of interest using the navigation buttons at bottom of the form OR Click
Locate at bottom of form and select the case of interest from the combo box list at top of
the form.

In the text boxes, if required you can replace the information in the text boxes on the
interface and on the various tab pages.

Click Save to save the information in the database.

Click Finish to return to original state ready for new entry/modification

To enter routine tasks to do on the case/matter

Click Things To Do tab.

Click Add on the bottom left corner of the tab page.

Enter the tasks in the Notes/Task/ToDoList you want.

Click Save to save the information in the database.

Click Finish to return to original state ready for new entry/modification

Cases/Matters Information

Cases/Matters Information Files |

P [ |<< Doubie Click ta Cliert 2' AREG MINING LIMITED -
lisplay details o eliet | | File Ref in Your Office | (ADCICSF-903 |
Case o in Court (If in Court) LDWI01 12004 ||pate || 04-Feb-z004)
Case/Matters
Information G
Co Plainkiffs L [« s Details | greement Details | Notes and Other Details Dainyinternal Memo |_
Co Defendants T
sl MotesTasks/To Do List Dane: Date |
Co Counsel L s scumerts arrart from clier] LT 16-Fen-2004]

Opposing Counsel [Steve: Contact Client and arrange for meeting ‘I_I [ 18-Feb-2004]

scheduling of
Activities 1

Activities [

Endorsements

Precedents

Gpinians and

TradeMarksiPatents H

Connecting Files ¥

Information Links 2

Transfers B Mavements Add | Madify Seve | Discard | Delete B

‘ MNew File A I todify | Save | Discand | Reguery | Refrech ILUgate | Prewewl Print | Exit |
Record: 14| < ] 1 b e of 2

If the task has been performed, Click the check box labelled Done.

6.1.4 To enter file attachments indicating important documents held in your file

20.
21.
22.

Click Attachments tab.
Click Add on the bottom left corner of the tab page.
Enter
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23.

24,
25.

a. Attachment Details
b. Reference No of document
c. Folio Number.
Click Click to Link Document if the document is in electronic form on your server (ie.
Scanned in for your reference). Browse for the document on the network and select it.
Click Save to save the information in the database.
Click Finish to return to original state ready for new entry/modification

Cases/Matters Information

Cases/Matters Information Fles |

P | [== Double Click to Cliert OUR COMPANY J
ity Gl @ el L File Ref in our Office | |“our Company
Caze No in Court (If in Cour) “four Company |Date | ‘ 01 -hitay-1 QDD|
Case/Matters
Information G Case/Matters Details | Thingto do Attachments | L/ Agr t Details | Miscell |
Co Plaintiffs L ‘Record important documents inserted to the file e.g. survey plan of land, company registrstion cerificate etc |
colbefend a1 Attachment Details Reference o pate| Lk | [=
o | L
v Ceumsa L Survey Plan of Land and Otts [5FR-238455 [ 09-Apr-2004] o
Opposing Counsel Falio Mo 1 Click to
Scheduling of [
cheduling o
Activities 1 Company Memo and Aricles | || DQ—Apr—QDDél‘ = Dol
Activities I Folio Mo 20 C.\IEk to
g
File Endor ts
DairyiInternal Memos 1
Precedents F
OpinionstAssessments K
TradeMarks/Patents H
Connecting Files ¥ Add Modify gz || pecerd | okt | =
Information Links 2 Record: ML” 2 b [ e]r#] of 2 4 | ’I
Transfers & Movements
| New File A | IModify | Save | Discard | Reguery | Refresh | Locate | Preview | Print | Exit |

Record: 14 4[] 3 e of 3

The buttons at the bottom of the form perform the following functions

Refresh: Updates the record in display with new values if it has been changed.
Requery: Same as Refresh, but adds new records that have been entered in the database since

the last update

Discard: Discards the changes made to data on an existing record or new entries before you

Saved the changes.

Locate: Clears the form and displays a combo list of cases/matters files from which you
can select a case/matter file of interest.

Preview: Previews a report on the case/matter in focus

Print: Prints a report on the case/matter in focus

Exit Removes the form from view

6.1.5 Recording Co Plaintiffs

1.

AN

On the Cases Information form, Click Co Plaintiffs. This displays an inset through which
you entet/modify co-plaintiffs details.

Click Add to enter the record of a co-plaintiff.

Enter information as indicated in the text boxes

Click Save, to save the details

Click Finish to return to original state ready for new entry/modification

Click Modify to modify existing co-plaintifss details
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7.
8.
9.

6.1.6

1.

6.1.7

6.1.8

6.1.9

1.

Nk

A

Replace current information with new entries
Click Save to Save the Details
Click Finish to return to original state ready for new entry/modification

Recording Co Defendants

On the Cases Information form, Click Co Defendants. And follow the steps 2 to 9 in
previous section, 6.1.1

Recording Co Counsel

On the Cases Information form, Click Co Counsel. And follow the steps 2 to 9 in previous
section, 6.1.1

Recording Opposing Counsel

On the Cases Information form, Click Opposing Counsel. And follow the steps 2 to 9 in
previous section, 6.1.1.

Scheduling of Activities

On the Cases Information form, Click Scheduling Of Activities. This displays an inset
through which you enter/modify details.

Cases/Matters Information

Cases/Matters Information Files ‘

== Double Click ta
dizplay detsils of client

Cliert

2" AREG MIMING LIMITED

C File Ref in ¥our Office

Case/Matters
Information G

Co Plaintiffs L

ADCIWCSF-903

Case Mo in Court (If in Court)

LDWI01'2004

| [pate

04-Feb-2004

Schedule of Activities |

|Date | Time

|| Activity

Details

|Cuunsel

Co Defendants T

b

[13-Feb-2004 |

||comvEYANCNG |

Co Counsel L

COMVEYANCING

|Elayo Ajadi

Performed?| [

Endorsements

Precedents F.
Opinions and
TradeMarks/Patents H
Cannecting Files ¥

Information Links £

Add Modify Save | Bistar | Delele
d [ -l

Transfers & Movements

| New File A | ia (e[ 72 | Saye | Djscard | Reguery | Refresh |LU;atE: | F‘reziewl Print | Exit |

Record: 14 4 |[ T | rirt] of 2

Click Add to enter the activity to be scheduled.

Enter information as indicated in the text boxes

Click Save, to save the details

Click Finish to return to original state ready for new entry/modification

Click Modify to modify existing scheduled activity

Replace current information with new entries

Click Save to Save the Details

Click Finish to return to original state ready for new entry/modification
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10. If a schedule has been performed, click the option flag labelled Performed.
11. This will remove the activity from the schedule, and put under Activities.
12. Click Activities to display.

6.1.10 Recording Case/Matters Activities and Charging Clients Accounts

This records case activities that were not scheduled. Note that a scheduled activity that has been marked as

performed antomatically gets added to the case’s activity history. This will also be the case for diary tasks that have
been marked as Done.

You can also charge the clients accounts directly from this interface once you have recorded the
activity by clicking the appropriate button.

» On the Cases Information form, Click Activities. Follow steps 2 to 9 in 6.1.5.

Cases/Matters Information

Cases/Matters Information Files |

v

== Double Click to

Cliert 2 AREG MIMING LIMITED: ;I
display details of client

CaseMatters File Ref in Your Otfice ADC\CSF-QDSI

Case No in Court (if in Court) L D001 2004 [pate | 04-Fen-2004]
Case/Matters
Information G Case/Matters Activities Performed I
Co Plaintiffs L Activity Dte Time Details ]
Co Defendants T Dairyirternal Mema ~ |[06-Feb-z004 retcihrthirtttr
Co Counsel L Charge Mode | - | |Counsel |
i -
Opposing Courisel Mo Hours.l'Daysl |Elayo Az hd |
— Amount Charged
Scheduling of Click ko Charge — =
Activities 1 0.00]| Client Aecunt | Wias Activity Scheduled? [
Activities I COMNYEY BMCING - |18-Feb-QDD4 | | COMYEY AMCING
Endor 5 Charge Made ||StandardRate - |C0unse| |
i -
Precedents PO HUurS.l'Daysl 20 |Bayo Ajadi Jhd |
Amount Charged
Opinians and Click o Charge —
| —enensand | 40,000.00] Clienks Account | Was Activity Scheduler? [
TradeMarks|Patents H
—_— EMDORSEMENTS - |23-Feb-2004 | | iUy YL -
Connecting Files ¥
Charge hiode || - |Counsel |
Information Links 2 Ll B i
Transfers & Mowvements Add MOd'lfy

: _1
Sane | Discars | Delete | -
1 | ﬂ_l

| New File A | [Aadify |

Record: Ml 1 b | Mr#]|of 2

Save | Dizcard | Reguery | Refresh |L0gate | Pregiewl Print | Exit |

Once you have recorded the case activity you can at this point charge the clients account with the
cost of the service.

* Click Modify.

= Select the Charge Mode.

= Enter No of hours for Rate Per Hour or the No of Days for Rate Per Day in text box
labeled No of Hours/Days

* Based on the above choices (and of the counsel in you changed it) the amount to be charged
is automatically computed and displayed in the text box labeled AmountCharged.

®  Optionally, you can change this amount charged if need be.

=  (lick Save then Finish. The button Click to Charge Clients Account will be activated.

= (lick this button to automatically charge the clients account.
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6.1.11 Recording File Endorsements on case/matters files
This provides the facility to record endorsements indicating the status of a case/matter. This
captures the entries on the actual file that lawyers record the current status of the case/matter.
» On the Cases Information form, Click File Endorsements. Follow steps 2 to 9 in 6.1.5.

6.1.12 Recording Opinions And Assessments

The facility to enter opinions and assessments on a case/matter
» On the Cases Information form, Click Opinions and Assessments. Follow steps 2 to 9 in
6.1.5.

6.1.13 Recording Precedents

If the matter is in coutt, you may wish to cite the precedents in preparation for the case/matter.
» On the Cases Information form, Click Precedents. Follow steps 2 to 9 in 6.1.5.

6.1.14 Recording Connecting Files relating to Case/Matter in focus
» On the Cases Information form, Click Connecting Files. Follow steps 2 to 9 in 6.1.5.

6.1.15 Recording Transfers and Movements of Case

This handles movement of case from one court to another and/or one chamber to another.
» On the Cases Information form, Click Transfers and Movements. Follow steps 2 to 9 in
6.1.5.

6.1.16 Information Links: Linking electronic information relating to case

1. On the Cases Information form, Click Information Links. This displays an inset through

which you enter/modify references to electronic information relating to the case/matter.

Click Add.

Enter the synopsis/brief of the information

Click the button Click To Link Document,

Click Browse to navigate through your computer and the network for the document

Select the document then click OK

Click Save, to save the link.

Click Finish to return to original state ready for new entry/modification

9. Click Modify to modify existing document link

10. Ifrequired, change the synopsis/brief of the information to link

11. If you want to select another document, click the button Click To Link Document,

12. Click Browse to navigate through your computer and the network for the document

13. Select the document then click OK
Important: For networked implementations you must link to the document
by accessing the document through the identity of the computer on the
network. This ensures uniqueness of the location of the document on the
network since a computer name is unique on the network. If you link a
document via your normal ¢ drive, for example, other users of LAWMAN on
other computers on the network will not be able to access that document. The
confusion would arise as to which c drive is the document located since all
computers have a c drive.

e A i
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14. Click Save, to save the link.
15. Click Finish to return to original state ready for new entry/modification
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7 Work Scheduling

After recording your clients and the cases you handle for them, you will, on a day-to-day basis,
perform and schedule activities for the various clients and on the cases. Such activities may include
meeting with client, hearings and filing papers in courts.

You should have entered the list of possible activities and services you provide for your clients in the
Operational Data Setup module as Case Activities codes in Chapter 2. Section 2. If you have not
at this juncture, return to Chapter 2 Section 2 and enter the Case Activities Codes

(Start LAWMAN->Click Operational Data Setup -> Click Operational Information - > Click Case Activities
Codes).

7.1 Scheduling Activities, Reminders and Activities Search

1. Click Law Office Management on the main interface.
2. Click Work Schedulng on the resulting interface. This displays the form Scheduling of
Legal Activities (below) through which you enter tasks to schedule.

| Scheduling of Legal Activities |

| Srhedle of Activities!

History OF Schedlied Activities

Legal Activities History

Reminder of Parding Sthectied Activitias

Stheduied Activities that have bearn missed

Stheglied Activities Search

Dady|Meamos| To Do List

Dalry

Exit

7.1.1 Scheduling of Activities

1. Click Schedule of Activities on the Scheduling of Legal Activities. This displays a form
showing all pending schedule of activities complete with date to be performed and the
counsel/staff responsible for its execution.

2. You can order the list by the client or by case, depending on your preference, by clicking

appropriate option button on the bottom left hand corner of the form

Click Add to enter the activity to be scheduled.

Enter information as indicated in the text boxes

Click Save, to save the details

Click Finish to return to original state ready for new entry/modification

SNk w
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7. Click Modify to modify existing scheduled activity

8. Replace current information with new entries

9. Click Save to Save the Details

10. Click Finish to return to original state ready for new entry/modification

11. If a schedule has been performed, click the option flag labelled Performed.
12. This will remove the activity from the schedule (and put under Scheduled Activities

Performed.)
£ Schedule of Activities - ol x|
Scheduje of Activities | [Erter Dateto fiter by | | | i
Clignt --- File Mo --- Casehlo Dt Time Activity | Dretailz
14 =0LID TRADE LIMITED---DEMOMWC ASEY 00---LEv] 2120088 RISk} Meetings ;I hhhkh
|Performed‘:' | [ |0n | | |Cancelled‘:‘ | |
SOLID TRADE LIMTED---DEMOWCASEY 00---L 512200 + | [21-u-2003 || [[Meetings = [[rrange meting with jucige
|Performed‘:' | [ |0n | | |Cancelled‘:‘ | |
[¥ |order By Date of Activity
™ |order By Mame of Clisnt
™ |Order By Case File No Save | Djzcard | Reguery | Refresh | Presiew | Print | Exit | =
1| | 3

If you want to see a full history of scheduled activities,

e Click Exit to return to previous interface
e C(lick History of Scheduled Activities.

7.1.2  Reminders of Scheduled Activities

When you start LAWMAN you will be prompted of
e areminder of activities to be performed in the future
e the work schedule for the day
e alist of scheduled activities that have been missed

You can also view these information while operating LAWMAN by clicking Reminder of Pending

Scheduled Activities or Scheduled Activities that have been missed on the Scheduling of Legal
Activities interface
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7.1.3

AW

For example, if you want to search for activities scheduled between 5" of January 2003 and 6"

Searching for Scheduled Activities

Click Scheduled Activities Search on the Scheduling of Legal Activities.

Enter Search criteria in the available text and combo boxes.

If required, extend the search by clicking Extend Search tab and enter extra criteria in the

appropriate text boxes.

If Required, further extend the search by clicking Extra Extend Search tab and enter extra

criteria in the appropriate text boxes
Click Search to display the search results on the list

Click Preview or Print to preview or print the report on the search results
Click Clear to clear the search criteria ready for another search.

Click Exit to quit the remove the interface from focus.

scheduled Activities Search

Scheduled Activities Search

Erter Search Criteria in text boxes |

Standard Search On Scheduled Activities I Extended Search | Extra Extended Search I

|Scheduled Between: | [EINMENIE | And:|30-Juk2003 |

|PerFormed Bebween: || | And:l |

= Jrears || |

|Ac1|vny | | |
;I ‘Activity Cancelled?: | ;I

[ Morth |

|F\ctivity Petformed?: H

Soarch

Llear

Dispiay
Mo Fecas |

Search Results |

CaseFileMo | MameD iClient | ActiviteOn | Performe| Cancelle] PerformedOn | Courth ame | DetailsOfctivit

“tour Company YOUR COMPANY 3Run-2003 | True False 21-Jul-2003 | Mot Specified Arrange meeting with

LS41242003 SOLID TRADE LIMITED 02-Jul-2003  Fake  Fale Mot Specified hhihhh

LS41242003 SOLID TRADE LIMITED 21-Jul-2003 Fake False Mot Specified Arrange meting with j

4 I I »
Preview | Print | Exit |

February 2003 then, in Step 2

» Enter 30-Jun-2003 and 20-Jul-2003 in the text boxes labelled Scheduled Between
» Click Search and the activities that fall between the dates will be displayed in the list

If you want just activities involving court appearances within this period,

» Click Extend Search tab

» Select Court Appearance from the combo box labelled Activity
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8 Searching for Information

The Information Search utility is the search engine of Law Office Manager. It provides the user
with the ability to search for information of various categories such as clients information, cases
information and case activities. The ability to cross-reference a name search across various categories
of information is also provided by the search engine.

In brief, the utility offers the following types of search

Clients Search

Cases Search

Legal Activities Search
Scheduled Activities Search
Information Cross-Referencing

SRR e

To perform a search

1. Click Law Office Management on the main interface.
Click Information Search on the resulting interface. This displays the form Information
Search Utility interface (below).

3. Click the type of search you want from the available choices

Information Search Utility ‘

Casas Search

Legal Activities Search

Schaduled Activities Search

Information Cross Referencig

Exit

The appropriate interface will be displayed and you should enter your search criteria and execute the
search. The procedures for the various types of searches are similar and will be dealt with in
subsequent sections.

8.1 Clients Search

1. Click Clients Search on the Information Search form: This displays the interface below
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Enter/select information in the text boxes on the Standard Search tab to specify your
search criteria

If required, Click Extended Search and enter information in the text boxes to extend your
search criteria

Click Search to execute the search. The search results will be displayed as a list on the
Search Results frame and you will be prompted with the number of records found.

Click OK to remove the message

Double-click on any of the search results record to view full details of the client

Click Display, to display appropriate interface showing the list or full details of all the
search results.

Click Preview or Print to preview a report of the search result of the screen or print the
report on your printer.

To clear the search criteria and prepare for your next search, click Clear.

Chients Search \

|Enter Search Criteria in text boxes

Standard Search On Clients IExtended Search | Search
[clients Refrio [ [] 5| Llear
|Name | | | Display
[port Il | [vear | j2003 | W oy |

2

Search Results |
ApnRego | MameDClient | RegisteredOn | RequestStatus
Previous Cazes PREVIOUS CASES OF LEGAL AID 01 44 ap-2003 Granted
DEMONTOD SOLID TRADE LIMITED 30-Jun-2003 Granted
Preview Print Exit

8.2 Cases Search

N —

Click Cases Search on the Information Search form: This displays the interface below
Enter/select information in the text boxes on the Standard Search tab to specify your
search criteria

If required, Click Extended Search and enter information in the text boxes to extend your
search criteria

Click Search to execute the search. The search results will be displayed as a list on the
Search Results frame and you will be prompted with the number of records found.

Click OK to remove the message

Double-click on any of the search results record to view full details of the case.

Click Display, to display appropriate interface showing the list or full details of all the
search results.

Click Preview or Print to preview a report of the search result of the screen or print the
report on your printer.
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9. To clear the search criteria and prepare for your next search, click Clear.

Casefatlers File Search |
|Enlel Search Criteria in text bozes
Standard Search On Case files | Extended Search | Extended Date Search |
Soarch

Caze File N -

|CaseFile Mo [[I =1 Clear

|Name | ;I |Status of Client H ;I e

Offence | | Dispiay

Morith | | ‘Year: |ZDD M Farands:

Case Status | ;I 1

Result Stakus: | ;I
CazeFileMo Mame0fClient| Status0fClient OffenceCharg| Openeddn | CaseStatuz | CaseResultSt] Courth armd
LSh1282003 SOLID TRADI Defendant GRVHARKM | 30-Jun-2003 Ongoing Open Mat 5pecifi
1 3

Preview Print Exit

8.3 Legal Activities Search

In this section your search is on the databank containing the history of activities/services you have
rendered on your clients and cases. The procedure is also similar.

1. Click Legal Activities Search on the Information Search form: This displays the interface
below

2. Enter/select information in the text boxes on the Standard Search tab to specify your
search criteria

3. If required, Click Extended Search and enter information in the text boxes to extend your
search criteria

4.  Click Search to execute the search. The search results will be displayed as a list on the
Search Results frame and you will be prompted with the number of records found.

5. Click OK to remove the message

6. Double-click on any of the search results record to view full details of the activity.

7. Click Display, to display appropriate interface showing the list or full details of all the
search results.

8. Click Preview or Print to preview a report of the search result of the screen or print the
report on your printer.

9. To clear the search criteria and prepare for your next search, click Clear.
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Legal Activities SearchH
Enter Search Criteria in text boxes |
Standard Search On Legal Activities I Extended Search |
| Case File No [N =1 Search
|cient Ret Mo Il - Giear
Mame -
| I 1] Display
|Date Between:  [[01an2003 [ &nd:|01-Dec-2003 | |
M Sevornd
[month Il = [rea || | 3 1
|Cuunsell|_awyer | | LI
Search Results |
CaseFileMo | HameDiClient | ActivityOn | CourtM ame | DetailsOibativity
“four Company YOUR COMPANY  29-Jun-2003 Mot Specified Appear in Court
“four Company YOUR COMPANY  23-Jun-2003 Mot 5pecified ddd
“tour Company YOUR COMPANY  21-Jul-2003 Mot Specified Arrange meeting with client and co-clients
4 I I *
Preview Print Exit

8.4 Scheduled Activities Search

Involves searching on the history of activities/setvices that are scheduled including those pending
and performed. This has been dealt with in Chapter 7.1.3. The procedure and interface is similar to
that for Legal Activities search

Scheduled Activities Search
Scheduled Activities Search |
Enter Search Criteria in text boxes |
Standard Search On Scheduled Activities I Extended Search I Extra Extended Search I
Soarch
|Scheduled Between: ||| | &nd: | | —
Llear
|PerFormed Bebween: || | nnd:l | —_
|Month | = I |Vear: |2UDB Display
P Ao Secongh:

|Ad|vrly ‘ | ;l 5 1

|Activity Petformed?: H ;I ‘nctivity Cancelled?: || ;I
Search Results |
CaseFileMo | MameD iClient | ActivieOn | Performe| Cancelle] PerformedOn | Courth ame | Details Db ctivity
“four Company YOUR COMPANY 25Jun-2003 | True False 29-Jun-2003 | Mot Specified Appear in Court
“four Company YOUR COMPANY 29Jun-2003 | True False 29-Jun-2003 | Mot Specified ddd
“tour Company YOUR COMPANY ARun-2003 | True False 21-Jul-2003 | Mot Specified Arrange meeting with
L541242003 SOLID TRADE LIMITED 02-Jul-2003  Fake  False Mat Specified hhihhh
LS41242003 SOLID TRADE LIMITED 21-Jul-2003 Falke False Mot Specified Arrange meting with j
4 I I *

Preview Print Exit

8.5 Information Cross-Referencing

The Information Cross-Referencing utility is a powerful utility that you employ to obtain a global
view of an entity with respect to the activities of your firm. In any law practice, central to the
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activities are entities such as clients, plaintiffs, defendants, counsel and judges that form the bulk of
your information. Thus, you may want to know for example if you have any information on a
particular person or company and how that may have interacted with your firm in the past.

For example, what is the word “Solid” to your firm?. Is it a client, plaintiff, defendant or a firm of
lawyers or a judge in any of your cases. This facility gives you the answer by cross-referencing
“Solid” with all possible current and historical data in your databank.

Information Search and Cross Referencing

Infoermation Search and Cross Referencing |
[ Enter Search Criteria in text boxes on the tab then click Search [
Standard Search | Extended ross Referencing|
|Enler search criteria then click search [or press ALT + 5] |
Mo Records:
|Informatinn: | |So|id 2
|Crozs Reference 'with |
Preview | Print
Clients : v Defendants: 4
Counszel/Staff v Plaintiffs: V Clear |
Search Results | | Double-Click on a record to display details:
SourceRef | TheResults
As oa client SOLID TRADE UMITED; applied for services, ref no DEMOVIOND; as a - ; Client Recorde
As a Main Client in a Case SOLID TRADE UMITED; is a Defendant; in cage no LSVIZ\2003; holden atMot Specified
4 »
Exit |

1. Click Information Cross Referencing on the Information Search form: This displays the
interface above

2. Enter the information that will form the basis of cross-referencing (e.g. “Solid” as in our
example) in the text box labelled Information on the Standard Search tab.

3. If required, Click Extended Cross Referencing and click option button(s) indicating
information you want to extend the cross-reference (see interface below).

4. Click Search to execute the search. The search results will be displayed as a list on the
Search Results frame and you will be prompted with the number of records found.

5. Click OK to remove the message

6. Double-click on any of the search results record to view full details of the information.

7. Click Display, to display appropriate interface showing the list or full details of all the
search results.

8. Click Preview or Print to preview a report of the search result of the screen or print the
report on your printer.

9. To clear the search criteria and prepare for your next search, click Clear.
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Information Search and Cross Referencing

SourceRef |TheResuIts
As a client SOLID TRADE LIMITED; applied for services, ref no DEMOVOD; a5 a - ; Client Recorde
As a Main Client in a Case SOLID TRADE LIMITED; is a Defendant; in case no LSVIZ2003; holden atMot Specified
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9 Reports
9.1 Standard Reports (Not Available in Standard Version)

When you click Reports on the Law Office Management interface, the Standard Reports interface
(below) will be displayed.

You can quickly print or preview reports based on the year and/or month of preference. The
choices are Clients List, Defendants Particulars, Plaintiffs Particulars, Cases Opened, Cases Completed, Monthly
Returns of Cases, Returns of Case by Counsel, List of Conrts, List of 1egal Staff and List of Offences.

Enter the year of interest in the box labelled Year.
Optionally, Enter/Select the month of interest in/from the box labelled Month.
Click the button indicating the report to preview/print.
A preview of the report will be displayed on the screen.
To print the report
a. Select Print from the General menu.
OR
a. press Ctrl + P on the keyboard if you want control over the pages or range of pages
to print and of the printer to send the report.
On the print interface displayed.
Select the Printer.
Enter or select the pages or range of pages.
Click Ok to send the report for printing.

ARl S e

o0 T

Standard Reports

Standard Reports |

| Specify Criteria, if Required |

[vear: I |[Month || =
Clear
| Click Report To Preview,/Print Below |
Clients List Defendants Particulars
Cases Opened Plaintiffs Particulars
(B (Bl S Monthlyé?;}surns of Returrégljr:::s:slyes By
List of Offences K List of Cl;ltj‘;lfsfel,fLegal List of Courts Q

Advanced Reports | Statistics | Exit |

9.2 Advanced Reports (available as Reports in Standard Version)
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With the Advanced Reports facility, you can print/preview reports for the specific Client(s),
Case(s)/Matter(s) and Cases/Matters and Scheduled Activities, for example.

1. Click Advanced Reports (or Reports in Standard Version) on the Law Office Management
interface, the Advanced Reports interface (below) will be displayed.

2. Click Reports On Cases or Reports on Clients or Reports on Cases and Scheduled
Activities or Reports on Diary Tasks and Reports on Trade Marks and Patents as
desired.

Reporits ‘

{Reports On Clients!

Reports On Cases,Matters

Reports On Cases/Matters And
Scheduled Activities

Reports On Dairy Tasks

Reports on Trade Marks and
Patents

Exit

3. The appropriate interface will be displayed and you select the report, specify your criteria
for printing and then print/preview the report.

9.2.1 Reports on Clients

Reports On Clients

Reporty On Clienty ‘
|Select Report | ‘ d
Specify Criteria|  Standard Criteria | Extend Criteria |

[clierts Rega | | Preview |

[Mame T

Print

E R E

[rear: IH [[merth ||

EET I ) I |

Exit

1. Click Advanced Reports on the Law Office Management interface, the Advanced
Reports interface will be displayed.

2. Click Reports on Clients. The interface above will be displayed.

3. Select the report from the list on the combo box labelled Select Report.
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Reports on Clients
Cases Handled For Client
Clients Details - Brief
Clients Details - FullDetails
Clients Details - Standard
Clients List
Clients List Grouped by Year and Month
List of Counsel
List of Courts
List of Offences

4. Specify your criteria on the tab labelled Standard Criteria.
5. If you want to extend the criteria further, click Extend Criteria tab and specify extra
criteria on the available text boxes.
6. Click Preview to preview the report on the screen. You may be prompted to select
from a list of choices of the report. Respond appropriately.
7. To print from this preview,
a. Select Print from the General menu.
OR
a. press Ctrl + P on the keyboard if you want control over the pages or range of pages
to print and of the printer to send the report.
On the print interface displayed.
Select the Printer.
Enter or select the pages or range of pages.
Click Ok to send the report for printing.
8. Chck Print to print report directly on the printer, without previewing.

o0

9.2.2 Reports on Cases/Matters

Reports On Cases

Reporty On Cases ‘

|Select Report | | _'_!
oo e s st aeet o |
|Specify Criteria Standard Criteria | Extend Criteria | Extend Date Criteria |

|Case File No P | Preview |

[ctent [ =l

= o [ =

| Status OF Client | | ;I

|Offence | | ;I

\Year: I | [Menth || =l

Casze Status | ‘ 'I

|Result Status: I -1

Exit

1. Click Advanced Reports on the Law Office Management interface, the Advanced
Reports interface will be displayed.
2. Click Reports on Cases. The interface above will be displayed.
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3. Select the report from the list on the combo box labelled Select Report.

Report on Cases
Accused Particulars List
Accused Particulars List (Grouped by Year,Location and Month)
Case Details - Brief

Case Details - FullDetails

Case Details - Standard

Cases Completed List (Grouped by Year,Location and Month)
Cases List

Cases List (Grouped by Case Status,Year and Month)

Cases List (Grouped by Results Status,Year and Month)
Cases List (Grouped by Year and Month)

Cases List (Grouped by Year,Location and Month)

Clients Particulars

Clients Particulars List (Grouped by Year,Location and Month)
List of Counsel

List of Courts

List of Offences

4. Specify your criteria on the tab labelled Standard Criteria.

1

If you want to extend the criteria further, click Extend Criteria tab and specify extra

criteria on the available text boxes.

6. If you want to extend the date criteria further, click Extend Date Criteria tab and
specify extra date criteria on the available text boxes.

7. Click Preview to preview the report on the screen. You may be prompted to select
from a list of choices of the report. Respond appropriately.

8. To print from this preview,

a.

OR

a.

o T

o

Select Print from the General menu.

press Ctrl + P on the keyboard if you want control over the pages or range of
pages to print and of the printer to send the report.

On the print interface displayed.

Select the Printer.

Enter or select the pages or range of pages.

Click Ok to send the report for printing.

9.  Click Print to print report directly on the printer, without previewing.

9.2.3 Reports on Activities
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Reports On Case and Scheduled Activities

‘ Reports On Case and Scheduled Activifies |

|select Repart | | |
igpeci.fy_' Criterial Standard Criteria |Entend Criteria
[Case File No T | =1 Preview
Cliert -
‘ | = Print
[vear: N [ [Moreh |/ M|

Exit

1. Click Advanced Reports on the Law Office Management interface, the Advanced
Reports interface will be displayed.

2. Click Reports on Activities. The interface above will be displayed.

3. Select the report from the list on the combo box labelled Select Report.

Reports on Activities (Standard)
Cases Activity History
Cases Activity History (Group By Case)
Cases Activity History (Group By Counsel)
Cases Activity History (Group By Year and Month)
List of Counsel
List of Courts
List of Offences
Reminder of Missed Scheduled of Activities/Tasks
Reminder of Scheduled Activities/Tasks
Schedule of Activities for Applicant/Client
Schedule of Activities for Cases

Schedule of Activities for Counsel/LegalStaff

Scheduled Activity History

Scheduled Activity History (Group By Application/Client)
Scheduled Activity History (Group By Case)

Scheduled Activity History (Group By Counsel/LegalStaff)
Scheduled Activity History (Group By Year and Month)

4. Specify your criteria on the tab labelled Standard Criteria.
5. If you want to extend the criteria further, click Extend Criteria tab and specify extra
criteria on the available text boxes.
6. Click Preview to preview the report on the screen. You may be prompted to select
from a list of choices of the report. Respond appropriately.
7. To print from this preview,
a. Select Print from the General menu.
OR
a. press Ctrl + P on the keyboard if you want control over the pages or range of
pages to print and of the printer to send the report.
b. On the print interface displayed.
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c. Select the Printer.
d. Enter or select the pages or range of pages.
e. Click Ok to send the report for printing.
8.  Click Print to print report directly on the printer, without previewing.

Reports on Diary Tasks and Reports on Trade Marks and Patents follow similar procedures.
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10 Statistics

This facility is not available in standard and corporate versions.

10.1 Generating and Viewing Statistics

1. Click Statistics on the Law Office Management interface, the Generate and View
Statistics interface will be displayed.

2. Enter the year for which you want to assess statistics in the box labelled Year.

3. Click Generate Statistics Template to prepare the template for which to compute
statistics, if a template does not exist.

4. Click Compute Statistics.

Generate and View Statistics |

| Specify Criteria, if Required |

||’ear: | m | gear

Generate Statistics Template |

Compute Statistics |

Yiew Statistics for the Year |

View Statistics To Date |

Exit |

10.1.1 Statistics for the year

To display the statistics for the year,
1. Click View Statistics for the Year to display the statistics for the year on the screen
(below).
2. Click Preview to preview the report on the screen. You may be prompted to select from a
list of choices of the report. Respond appropriately.
3. To print from this preview,
a. Select Print from the General menu.
OR
a. press Ctrl + P on the keyboard if you want control over the pages or range of pages
to print and of the printer to send the report.
On the print interface displayed.
Select the Printer.
Enter or select the pages or range of pages.
Click Ok to send the report for printing.

o0 T
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4. Click Print to print report directly on the printer, without previewing,.

View Stalistics

View Statistics for Year |
| Enter the Year to view statistics |
[vear: | ’ﬁ |
Clignts Cages Cases Casges Cages 'W0N || Cases LOST AD
Manth Tatal Registered OMGOING || COMPLETED || ADJOURMNED WITHDRW
P [Januay - 0 0 0 0 0 0 0 0
February - 1] 1] 0 1] 1] 0 1] 1]
March - 0 0 0 0 0 0 0 0
Lpril - 0 0 0 0 0 0 0 0
May - 1 1 0 1) 1) 0 1) 1)
June - B 1 1 a a 0 a a
July - 1 0 0 0 0 0 0 0
Auguist - 1] 1] 0 1] 1] 0 1] 1]
September - 1] 1] 0 1] 1] 0 1] 1]
(O ctober - 0 0 0 0 0 0 0 0
Movember - 0 0 0 0 0 0 0 0
December - 1] 1] 0 1] 1] 0 1] 1]
Record: ML”—I (R D*I of 12 ll _»I_
Preview Print | Exit |

10.1.2 Statistics to date

To display the statistics to date,
1. Click View Statistics to Date to display the statistics for the year to date on the screen
(below).
2. Click Preview to preview the report on the screen. You may be prompted to select from a
list of choices of the report. Respond appropriately.
3. To print from this preview,
b. Select Print from the General menu.
OR
a. Press Ctrl + P on the keyboard if you want control over the pages or range of pages
to print and of the printer to send the report.

b. On the print interface displayed.

c. Select the Printer.

d. Enter or select the pages or range of pages.
e. Click Ok to send the report for printing.

4. Click Print to print report directly on the printer, without previewing,.
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s To Date
Clients Cases Cases Cases Cases WOM || Cases LOST Al
Month | Total Registered ONGOING || COMPLETED| ADJOURMED WITHDRWA

M| January - 0 0 0 0 0 0 0 0
February - 1] 1] 1] 0 1] 1] 0 1]
March - 1] 1) 1] 0 1) 1] 0 1)
Apil - 0 0 0 0 0 0 0 0
b2y - 1 1 0 0 0 0 0 0
June - B 1 1 0 1) 1) 0 1)
July - 1 a a 0 a a 0 a
August - 1] 1] 1] 0 1] 1] 0 1]
September - 1] 1] 1] 0 1] 1] 0 1]
Oetober - 0 0 0 0 0 0 0 0
Mowember - 0 0 0 0 0 0 0 0
December - 0 0 0 0 0 0 0 0

Preview Print | | | -

Record: 14 4| I—l b ] of 12 bl I _’I_
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11 Financials: Invoicing and Managing Clients Accounts

Law Office Manager software provides the facility to generate invoices for your clients with the
added facility to precisely itemise the activities and services you provided to the client relating to the
invoice/bill.

Incorporated in the system is the facility to manage client’s accounts with your firm, since it is
common practice for law firms to handle financial transactions on behalf of clients. Comprehensive
details of all financial transactions made on behalf of the client are recorded in history and balances
of the account obtainable at an instant.

The procedures to perform these functions are straightforward, and are dealt with in this chapter.

Click Financial on the Law Office Management interface to display the interface depicted below.

Operational Data Module

| Financials |

Invoicing

List of Invoices

Invoices Search

Clients Accounts and Statements

Accounts Reports

Exit

Observe the facilities
¢ Invoicing, to invoice clients
e Clients Accounts and Statements to directly charge and monitor clients accounts
e Accounts Reports for printing and previewing accounts reports

11.1 Invoicing Clients

The form/interface for creating invoices is depicted below. At a glance you can see that it is
designed to itemise the details of charges and an itemised list of the services you have provided
relating to the bill. The invoice total is also automatically converted into words ensuring clarity and
authenticity of you bill.

43



nvoicing
Date: [28-Jun-200 Send Invoice To eEum r
TOF Engineers And Consulting Limited
[Invoice Ref No:| |77833 | 5¢7 Brroke Street, Off Broad Street, Cancel | ™ Restore |
Lagos lsland, Lagos
|Client | [YOUR COMPANY = Paid: | [
Invoice Details | attached Case Activities |
| Double Click on a record in list to remove entry from |nyvoice;
| Description: | Amount| -
3 | |Lega\ Activities upt to jan 2002 | 7.820.00
| |Ennveyancwng Charges. including survey charges | 45.000.00

A Moy Saye | Decar =

Recard: 14 4 ] 1 e |enr] of 2
| InvoiceTotal:| | 52,820.00]

‘ Fifty Twa Thousand Eight Hundred and Twenty Maira Only

I Mew: Invoice |M0d\fy | SaveE |Qiscard | Reguery |Refresh| Locate |Prewew| Print | Exit
Record: 14 4[] 1 e rt]af 1

11.1.1 Raising Invoices

To raise an invoice for a client:

1.
2.
3.

6.

Click Financials on the Law Office Management interface
Click Invoicing from the resulting interface. This displays the Invoicing form (above)
Click New Invoice to create a new invoice
a. Enter Date of invoice, Invoice Ref No, Client Name and where to send invoice to
(if different from client)
b. Click Save to save the invoice.
To add itemised list of the invoice details
a. Click Add on the Invoice Details tab
b. Enter the Description of the invoice item
c. Enter the Amount
d. Repeat for all the invoice details.
To record all the legal services and activities that make up this invoice, Click Attach
Activities tab (see form below)
a. Click Add on the Attach Activities tab
b. Enter/Select the activities on the combo box for all activities you want to record
(Note that only activities relating to the client will be selectable)
c. Click Save to save the entry
d. Repeat for all activities to attach
You can print or preview the invoice in focus by clicking Print Or Preview.

You follow similar procedure to modify existing invoice details, by locating/moving to the invoice
of interest, click Modify and proceed to change existing details.
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| [28Jur-2003 |

Send Invoice To

|Client

Issle Iml
TOF Engineers And Consulting Limited —
|Invoice Ref No:| |??833 | 547 Brroke Street, Off Broad Street, Cancel | [T Restore
Lagos lsland, Lagos i
| |YDUF| COMPANY = Paid: | r
Invoice Details Attached Case Activities |
Activity: | | Date: Case File: | -
| Appear in Court ;I 29-Jun-2003[%' aur Company ;I
» | ddd ;I 29-Jun-2003[Y aur Company -
Add Moy Sova | Lera =
Record: 14 4] z o e ] of 2 .

I Mew Invoice |M0d\fy|

Recard: 14| 4[] 1

Save |Qiscard | Reguery |Refresh| Locate |Preg\ew| Print |

Exit

woen el of 1

11.1.2 Searching Invoices Databank

This provides a search engine for invoices and is similar to the searches (for clients, cases and
activities) dealt with in eatlier chapters.

.[\)H

N W

Click Financials on the Law Office Management interface
Click Invoices Search on the resulting interface to display the Invoices Search form

(below)

Enter the search criteria in the text boxes on the Standard Search On Invoices tab.
Click Search to display the search results on the Search Results list
To view full details on any invoice, Double-Click on the particular invoice on the list.
Click Preview or Print to preview or print the report on the search results

Click Clear to clear the search criteria ready for another search.
Click Exit to quit the remove the interface from focus.
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Invoices Search

Ivorces Search i
|Enter Seaich Ciiteria in test baxes |
Standard Search On Invoices |
| clierts Hame I -l
| Invoice Reference | | =
i I < fremr | |
|Date Between: | [ [Cand: | |
|Issued: I = [pad: || | canceled: | =1
Seaich Results | |
Preview | Print Exit

For example, if you want to search for invoices raised for a client.

1. Enter/Select the clients name in the box labelled Clients Name

2. Click Search and the results will be displayed on the list along with the number of invoices
found.

3. Double-click on any invoice on the list to see full details.

4. OR Click Print or Preview to print or preview the reports on the invoices found

5. OR Click Display to display the invoices on form on the screen.

11.2 Managing Clients Accounts

Every financial transaction done on behalf of the client is recorded in your databank to ensure
integrity of information in client’s financial statements with your firm. Each transaction is stamped
with a charge code, instrument type, date and the details of the transaction. The charge codes and
instrument types should have been entered into your system via the Operational Data facility dealt
with in Chapter 2.

You can add to these charge codes and instrument types, if required, via

» Main Interface -> Operational Data -> Operational Information -> Charge Codes

» Main Interface -> Operational Data -> Operational Information -> Financial Instrument
The respective forms, with standard entries, are depicted below.
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Charge Account Codes

e

-

Charge Account Codes ‘ T
10 Hame: Description: Client

[ 3 I Mone Drehit -
150 CCOR Credit Canrection Drebit -
140 DZOR Dehit Corection Credit -
00 DEPOSIT Credit Mandatary Deposit Credit -
100 DIsC Discount Credit -
ao DRMMND Debit M andatary Deposzit Dehit -
] LEGAL CHARGES  |[Legal Charges Dehit -
T MISC Mizcellaneous Drebit -
110 PAID Payment Credit -
120 REFD Refund Drebit -
an TRCR Transfer Credit Credit -
an TRDR Transfer Dehit Drebit -

Add | Ilodify | Save | [iscari | Exit |
Record: I<| 4 II 1k |H |Ht-| of 12 ‘l | L4

I_I

Instrument Types

| v

Instrument Types \
| Descriptior: |
» Bonds
Caszh

CHEGQILE Cheque

CREDIT CARD Credit Card

CREDIT MOT Credit Mate

DEBIT NOT Debit Mate

DRAFT Drraft

FRMCUR Fareign Currency

Maone Mare

TRAVELLERS CHQ Travellers Cheques

Add | Ilodify | Save | [iscari | Exit |

Record: I<| 4 || 1/ ¢ |>| |Ht-| of 10

L«

11.2.1 Charging Clients Accounts

9. Click Financials on the Law Office Management interface

10. Click Clients Accounts And Statements on the resulting interface to display the Client
Account Charging form (below)

11. Enter/Select the client from the box labelled Client. The list of all transactions of the client
and the balance on the account will be displayed.

12. Enter/Select the charge code from the box labelled Charge Code

13. Enter the Date of transaction (if different from the default shown)
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14. Enter the Amount

15. Enter the instrument type in box labelled Instrument

16. Enter the instrument reference number in Instrument Ref (eg, cheque no, draft no, invoice
number)

17. Enter the details of the transaction in box labelled Details

18. If required, enter miscellaneous details in Extra Details

19. Click Post to update the client’s account.

20. The transaction will appear immediately on the list and the balance on the account
automatically updated.

21. As usual you can print or preview the client’s account report by clicking Print or Preview
and follow the usual steps to generate the report.

x

| Glients Account Charging |

Client; 2' AREG MINIMG LIMITED--AD CA\CSF-902--LD 400142004 | [Detals |

Charge Code: Filing Fees ;I Filing Fees

Charge Mode || RatePerDay =

Mo HoursDays | B

CounselStaft | |Bayo Ajad = Extra Details: |

Amount 4.500.00[Date: || 13Feb-2004) Nane |

Instrument; None -

Instiument Ref. || None | Mon Refundatie Deposit Paid | 0.00| Post

_| Date: Details: Debit: Credit: Instr Ref: | Reverse: i

P | 18/Feb/2004 APPOINTMENTS 8,000.00/ 0.00 NONE 0 APPOINTMEM

18/Feb/2004] APPOINTMEMTS 4,000.00] 0.00/ NONE L] APPOINTMEN
16/Feb/2004] PAYMENT 0.00 50,000.00 MOME L PAIDLCASHNI
16/Feb/2004| PHOTOCOPYIMNG 5,000.00] 0.00/ NONE L] PHOTOCOFY)
16/Feb/2004] CONVEYANCING 50,000.00| 0.00 NONE L CONVEYANCI

Total| | 67.000.00] 50,000.00]
| Balance [Credits - Debits):| | 17.000.00]

Preview

Print | Exit |

For example if 2' AREG MINING LIMITED deposited N151,000.00 with you with Cheque No
34002
1. Select 2' AREG MINING LIMITED from Client
Select DEPOSIT as the charge code
Enter 255000.00 as Amount
Enter Cheque and Instrument and 34002 as Instrument ref
Enter DEPOSIT FOR ACCEPTANCE OF BRIEF as Details
Click Post.

SRR e

See interface below
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B3 Clients Accounts Charging 5'

| Clfents Accaunt Charging
Client; D' AREG MINING LIMITED--4 04 | [petails |
Charge Code: =1
Charge Mode |
Mo Hour=Days
CaunselStaff h Extra Details: |
Amaunt; D ate: || | ‘ |
Instiument: 2
Instiument Ref: | Non Riefundable Deposit Paid| ‘ l].l]l]| Post
Date: D etails: Debit: Credit: Instr Ref: | Reverse: F
P [ 15/Feb/2004] DEFDSIT 0.00] _ 150,000,00/ FEN-45500 00 [DEPOSITACHE
15/Feb/2004| FILING FEES 4,500.00 0.00] NONE O [FILING FEESY
18/Feb/2004| APPOINTMENTS 8.000.00 0.00{ MONE L APPOINTHEN
18/Feb /2004 APPOINTMEMTS 4,000.00 0.00{ NONE L APPOINTHEN
16/Feb/2004| PAYMENT 0.0 50,000.00) NOKE L PAIDACASHYW
16/Feb/2004| PHOTOCOPYING 5.000.00 0.00/ MONE L FPHOTOCOPY™
16/Feb/2004| CONVEYAMCING 50, 000. 00 0.00{ MONE L COMYEYAMNCI

4 »
[ Total:| | 71,500.00] 200,000.00]
| Balance [Credits - Debits]:| | 128.500.00|
Preview Print | Exit |

11.3 Accounts Reports

You can view all financial reports from this facility.

—_

Click Accounts Reports on the Financials interface

Select the reports to preview or print.

3. Select and/or enter the criteria to filter the report by specifying on the Standard Criteria
Tab.

4. Click Preview or Print to preview the report on the screen or print the report on the printer.

N

Reports On Financials

Reporty On Financials (Tnvoices _Accounis) |

|Select Report \ |Inw:|i|:es

|Specify Criteria]  Standard Criteria | Clear
CaseMatters Fle | | IR
[liert [ |
[rear: I ||| monch_| Bl Print |

|Date Eetween: | | | | And: H |

Prewiew

i

[Trvoice Issued?; I -l

|Invoica Paid?: | -1

[Tnvoice Megotiated?: | | -l

|Invoica Cancelled?: | - I

Exit
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12 Other Services

‘ Register Information Services ‘ N
Service: |
»
Click To Run
CAWIHM T epgtem32healc. exne Service
Veritas Click To Run
D:hbrowserBrowser. exe Service
Windows Explorer Click To Run
CAWIHM T Serplorer. ene Service
Register |M0diﬁ,r Registerl Save | Discard | Deiate | Exit |j
Recard: il;“ 1 Llllﬁl of 3

An extension to LAWMAN is the capability to launch applications external it without having to exit
LAWMAN. This facility is provided via the Information & Library Services utility, through which
you register the service (e.g. law reports and indexes on cds, library information service such as a
library automation software or the Internet etc).

Click Information & Library Services from the Law Office Management interface.
Click Register to register a new service.

Enter the service

Enter \ Locate the link to the service.

Click Save and the Finish.

To modify, click Modify Register and follow steps 3-5.

To launch the service click “Click to Run Service” by the service you require

Nk wh e
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