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Chapter

Practice Manager 8.7
Introduction

What is Practice Manager 8.7, SP1 and SP2?

Practice Manager 8.7

Practice Manager 8.7 (PM87), developed under the codename Andes.Salado, is
an incremental release of RealLegal Practice Manager. It isintended to add new
functionality, enhance existing functionality, and correct defects that have been
identified in previously releases of Practice Manager. This release includes
1,225 changes out of 1,519 requests submitted, as follows:

» 29 new features, out of 31 requests submitted

» 326 enhancements and updates to existing functionality, out of 392 requests
submitted

» 870 defect fixes, out of 1096 reports submitted

Service Pack 1 (PM87 SP1)

Practice Manager 8.7 SP1 (PM87 SP1), developed under the codename
Andes:Corazon, is a service pack release for RealLegal Practice Manager 8.7. It
is intended to enhance existing functionality and correct defects that have been
identified in previously releases of Practice Manager. This release includes 314
changes out of 454 requests submitted, as follows:

» 15 new features, out of 18 requests submitted

» 139 enhancements and updates to existing functionality, out of 181 requests
submitted

» 160 defect fixes, out of 254 reports submitted
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Service Pack 2 (PM87 SP2)

Practice Manager 8.7 SP2 (PM87 SP2), also developed under the codename
Andes:Corazon, is a service pack release for RealLegal Practice Manager 8.7. It
is intended to enhance existing functionality and correct defects that have been
identified in previously releases of Practice Manager. This release includes 194
changes out of 236 requests submitted, as follows:

» 4 new features
» 58 enhancements and updates to existing functionality
» 132 defect fixes

This release of Practice Manager replaces all versions previously released, and
provides adirect upgrade path to future versions of Practice Manager.

Service Pack 2A (PM87 SP2A)

Practice Manager 8.7 SP2A (PM87 SP2A), also developed under the codename
Andes:Corazon, is a service pack release for RealLegal Practice Manager 8.7. It
is intended to enhance existing functionality and correct defects that have been
identified in previoudy releases of Practice Manager. This release includes 31
changes out of 42 requests submitted, as follows:

» 2 new features
» 31 enhancements and updates to existing functionality
» 8 defect fixes

This release of Practice Manager replaces all versions previously released, and
provides a direct upgrade path to future versions of Practice Manager.

About this Manual

The release notes are intended to both compliment and supplement the Practice
Manager User’s Guide and Administrator’s Guide, as well as the release notes
previoudly prepared for Practice Manager versions 8.6 (pm86.rn.pdf). Those
release notes can be in version the Help folder within the <pmroot> directory.

Please note that the images used in this manual were captured on a workstation
running Microsoft Windows XP Professional at 800 x 600 resolution set to 32-bit
Color. The actual appearance of the screens might differ on your workstation,
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depending on what operating system you are using, as well as the resolution and
color depth of your screen and display settings.

Terminology Used in the Manual

These are some terms used throughout this manual:

PCR

A PCR - Product Change Request —is the term RealLegal uses for any change
request made and/or included in a product. PCRs can range from new features
that add functionality to Practice Manager, or updates and enhancements that
improve existing functionality, or the correction of defectsin version earlier
versions of Practice Manager.

If your organization has a PCR they would like to submit for consideration in
future releases of Practice Manager, those should be submitted to your RealLegal
Account Manager. They will, in turn, submit the request to Product
Management. Note that all PCRs are entered into our tracking system, even
though they may not immediately appear in an upcoming release. If asimilar
request already exists, we update that PCR with information that you submit,
which helps us to prioritize and schedule such changes.

Build

A build represents the compilation of the Practice Manager executable, and the
packaging of al related components, including the SQL, that is turned over to
QA for testing and/or certification. The build designation consists of four
numbers separated by decimals (e.g., 8.7.24.6). Each number represents a
specific level in the development of the product:

» Thefirst number represents the architecture on which the product is built.
When there is a major change in architecture, either from a data, logic or user
interface perspective, this number isincremented by one, and the remaining
three numbers are reset to "1".

In this example, 8 represents Version 8 of the product's architecture.

» The second number represents "feature set” on which the product is built.
When there isamajor change in the product feature set (e.g., a new module
is added, or a substantial number of features are added to several existing
modules), this number isincremented by one, and the remaining two
numbers are reset to "1".
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In this example, 7 represents the seventh feature set for Version 8 of the
product's architecture.

The third number represents the version of the database within the release.
When there is a change to the database, this number is incremented by one,
and the remaining number reset to "1".

In this example, 24 represents the twenty-fourth version of the database
within the Feature Set #24 for Version 8 of the product's architecture.

The fourth number represents the number of times the Practice Manager
Executable has been compiled since the last database change.

In this example, 6 represents the second version of the executable released on
Database Version #24 within the Feature Set #7 for Version 8 of the
product's architecture.

Y ou can determine the Build in one of two ways:

1

By looking at the Practice Manager Login window:

IMPROVING. THE BLISINE "-.‘1 9] a"s.-."l.-

T TR i TR

Practice Manager™
Enterprise Edition
(.I;n'l:lnn, L::-\nl'ﬁcy -!:'IIJ;'-es.. L.LPF
“f_"ff {Efurmaﬂon B l:lIZI
e .7,59.1, 0 i i Carcdl

e Microsoft BackOfhice Cedified

Practice Manager™
Enterprise Edition

hi 1] =nu=il to
Clirton; Levirsior & Jomes, L.LP Crawnt Uiz Loger TFOLEY

SOL Server name: TOHGW 3 TROLEYSOL
Bulld Information “=umoe Wiy

TR Microsoft BackOhce Gerified
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If the DB Version appearsin red, it means that the version of Practice Manager
you are running and the database are not on the same version.

» If the third number of the Version is higher than the third number of the DB
Version, you need to upgrade your database.

» If the third number of the Version is lower than the third number of the DB
Version, you need to upgrade your installation of Practice Manager,
replacing the existing file set.

Running the Practice Manager Upgrade Program will handle either of these tasks
automatically.
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Chapter

General

Summary of General Changes

There 313 general PCRs addressed in these releases of Practice Manager,
including but not limited to the following:

PCR Description In Version

7732 Date fields cannot accept a date older than 01/01/1753. PMm87
The error message has been updated to clarify that dates
older than this are invalid.

7770 If you need to remove the “mask” from a phone number PMm87
field so you can enter a non-standard phone number, such
as an international number, the field you are removing the
mask from must be empty.

To remove the mass, make sure the field is empty and
then press Ctrl+F.

8639 Filtering by date has been enabled in all listings, and PMm87
optimized so that the filtering does not actually occur until
you enter all or part of a date, and then press Tab.

9136, 9137, All listing in Practice Manager have been updated to PM87
9138, and respect the new Grid colors implemented in this release

9139 (see "Appearance Preferences” beginning on page 2-19)

Multiple Additional Support for Third-party Applications (see page PM87

2-26)

Multiple Login and Sites (see page 2-9) PMm87
Multiple Menu and Toolbar Changes (see page 2-14) PMm87
Multiple Palm Integration (see page 2-25) PMm87
Multiple PM Desktop Views (see page 2-27) PMm87
Multiple PMRemote (see page 2-23) PMm87
Multiple Preferences (see page 2-16) PMm87

Multiple Updated Asssign/Unassign Functionality (see page 2-15) PMm87
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PCR

Description

In Version

Multiple

In previous version of Practice Manager, if you
inadvertently removed all fields from a listing, you were
not able to access the right-click menu or More columns...
functionality. This was a limitation in the listing
component. That component has now been updated so
that if you remove all fields from the listing, you can click
on the block in the upper-left corner of the listing, and the
right-click menu appears.

Open r ,—
Closed [~} ALL

Status

Search Name
Case Mo.
Client.Matter No.

= More Columns...

Isar |

Save Grid Layout .
|

PM87

8449

Practice Manager does not support Large Fonts on the
display.

PM87 SP1

11097

On Filter field section windows (pick screens), there was a
limit in previous releases of Practice Manager whereby
only 20 records could be selected for filtering purposes.
That restriction has been removed.

PM87 SP1

11113

Scroll bars have been added to the Help-About-Details
window.

PM87 SP1

11884

A Details button has been added to the “Connection
Dropped” message to allow the user to view the reasons
for the dropped connection. If a connection drops, the
information from the details window can help application
support diagnose the problem.

PM87 SP1

12215

The following is a review of Save behavior when working
with data entry forms:

Matter — New and Open — Make entries/changes in any
field

¢ Switching tabs saves the record without a prompt.

¢ Choosing Close displays a prompt if any unsaved
changes exists. The Save prompt on close gives you
the option of saving the changes (yes), discarding the
changes (no), or returning to the data entry form
without saving the changes (cancel).

Entity — New/Open — Make entries/changes in any field

¢ Switching tabs saves the record without a prompt.

PM87 SP1
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PCR Description In Version

¢ Choosing Cancel/Close displays a prompt if any
unsaved changes exists. The Save prompt on close
gives you the option of saving the changes (yes),
discarding the changes (no), or returning to the data
entry form without saving the changes (cancel).

Document — New/Open — Make entries/changes in any
field

¢ Switching tabs saves the record without a prompt.

¢ Choosing Cancel/Close displays a prompt if any
unsaved changes exists. The Save prompt on close
gives you the option of saving the changes (yes),
discarding the changes (no), or returning to the data
entry form without saving the changes (cancel).

Note — New/Open — Make entries/changes in any field
¢ Switching tabs saves the record without a prompt.

¢ Choosing Close displays a prompt if any unsaved
changes exists. The Save prompt on close gives you
the option of saving the changes (yes), discarding the
changes (no), or returning to the data entry form
without saving the changes (cancel).

Timeslips — New/Open — Make entries/changes in any
field

¢ Choosing Close displays a prompt if any unsaved
changes exists. The Save prompt on close gives you
the option of saving the changes (yes), discarding the
changes (no), or returning to the data entry form
without saving the changes (cancel).

Workflow — New/Open — Make entries/changes in any field
¢ Switching tabs saves the record without a prompt.

¢ Choosing Cancel/Close displays a prompt if any
unsaved changes exists. The Save prompt on close
gives you the option of saving the changes (yes),
discarding the changes (no), or returning to the data
entry form without saving the changes (cancel).

Phone Message — New/Open — Make entries/changes in
any field

¢ Switching tabs saves the record without a prompt.

¢ Choosing Close displays a prompt if any unsaved
changes exists. The Save prompt on close gives you
the option of saving the changes (yes), discarding the
changes (no), or returning to the data entry form
without saving the changes (cancel).
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functionality and settings on the Filter Definition window.
Filter Definition X

Definition: |

Use In Tree View
[v Global Listing [v Matter Specific Listing Public: [

Creator: Foley, Thomas User

The filters are saved for specific listings, as follows:

¢ Entity (same listing for Global and Matter-specific)

¢ Timeslip (same listing for Global and Matter-specific)
¢ Matter (one listing for Global)

¢ Groupware (same listing for Global and Matter-
specific)

¢ Note (one listing for Global and a separate listing for
Matter-specific)

¢ Document (one listing for Global and a separate listing

for Matter-specific)

¢ Workflow (same listing for Global and Matter-specific)

PCR Description In Version
Receive a Phone Call — New/Open — Make
entries/changes to any field
¢ Switching tabs saves the record without a prompt.
¢ Choosing Cancel/Close displays a prompt if any
unsaved changes exists. The Save prompt on close
gives you the option of saving the changes (yes),
discarding the changes (no), or returning to the data
entry form without saving the changes (cancel).
Place a Phone Call — New/Open — Make entries/changes
to any field
¢ Switching tabs saves the record without a prompt.
¢ Choosing Cancel/Close displays a prompt if any
unsaved changes exists. The Save prompt on close
gives you the option of saving the changes (yes),
discarding the changes (no), or returning to the data
entry form without saving the changes (cancel).
12236 The following is a clarification of the Save/Retrieve Filter | PM87 SP1
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PCR Description In Version

When you save a filter, there are two checkboxes in the
Use in Tree View group.

¢ The filter is related to one of the listings, meaning that
it is available wherever that listing is used when
filtering is enabled. So, the filter saved for the Entity
Listing is available on all entity listings that use that
LISTINGID, including the global and matter-specific
entity listings.

¢ The Global Listing checkbox means that listing will
appear in the Filter Tree View on the Global Listing.
This does not mean the filter is specific only to global
listings, which is how some users have interpreted this
setting to be.

¢ The Matter Specific Listing checkbox means that
listing will appear in the Filter Tree View on the Matter-
specific Listing. This does not mean the filter is
specific only to matter listings, which is how some
users have interpreted this setting to be.

When retrieving a filter, the list of available filters is based
on the following:

« Allfilters saved for the specific listing, regardless of
where that listing is opened up from.

¢ When only "My Filters" is checked, it includes all filters
where the active user is the creator.

¢ When only "Public Filters" is checked, it includes only
public filters.

¢ When "My Filters" and "Public Filters" are checked, it
include filters where the active user is the creator plus
any public filters saved by others.

When viewing the filter tree, the lists of available filters
should be those filters that meet the following criteria:

¢ My Filters for the listing — Public and Private OR

¢ Public Filters for the listing created by others —
WHERE

¢ The appropriate flag — Global Listing or Matter-specific
Listing — is set.

With the exception of Documents and Notes, the global
and matter-specific listings use the same list. This means
the following:

¢ The list of available filters for retrieving on the global
and matter-specific listings and tree views is the same.
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PCR

Description

In Version

¢ When setting preferences for the global and matter-
specific listings, the list of available filters is the same.

For documents, the global and matter-specific listings use
different lists. This means the following:

¢ Document filters created for the global document
listing are not available on the matter-specific
document listing.

¢ Document filters created for the matter-specific
document listing are not available on the global
document listing.

¢ The checkboxes for Global Listing and Matter-specific
Listing, when saving a filter, are really not applicable,
except for the listing supported by the filter.

For notes, the global and matter-specific listings use
different lists. This means the following:

« Note filters created for the global note listing are not
available on the matter-specific note listing.

¢ Note filters created for the matter-specific note listing
are not available on the global note listing.

¢ The checkboxes for Global Listing and Matter-specific
Listing, when saving a filter, are really not applicable,
except for the listing supported by the filter.

Matter Tree View uses the same stored filters as the
matter-specific listings.

Entity Tree View uses the same stored filters as the global
listings.

12494

You can now load and print saved reports (*.QRP files)
from any Preview window; however, due to limitations of
Quick Reports, the Printer Setup dialog box will not
display (this is what was preventing printing in previous
releases of Practice Manager of saved reports). Instead,
Practice Manager will automatically print the report directly
to the default printer.

PM87 SP1

13453, 13457,
13361, 13392,
13510, and
13573

‘RPC Server Unavailable’ and WINWORD program errors
have been resolved. These were the results of a conflict
between the Note SpellChecker and Document Assembly.

PM87 SP2

13512, 13671,
13610, and
13663

In earlier versions, it was possible to get “invalid date”
errors for dates that appeared to be correct. This is
because of an invalid separator used in System Settings.
This has been corrected.

PM87 SP2
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PCR Description In Version
13699 and A new feedback form as been added to Practice Manager. | PM87 SP2
13492 This form is accessible from the Help menu, or from an

error message:
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Clicking the Report button displays the feedback form:
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The first six fields are automatically populated if it is
possible to retrieve the information. If any fields are blank,
please attempt to populate them yourself.

The first large field let’s you describe what action you were
doing when you received the error or found the problem.
The more steps you can provide, the better chances we
will have of diagnosing and resolving the issue.

The second large field helps us diagnosis the issue, but
allowing you to describe in more general terms, what you
had been mostly working before the error occurred (e.g., “I
had been creating and assigning lots of entities to matters”
or “I had been generating documents all morning” or “I had
spent all afternoon entering timeslips”).

The last field let's us know how long it had been since you
last started and logged on to Practice Manager. We are
mostly trying to find out if the issue arose when you first
logged in and started working, or if it occurred after you
have been logged in for many hours.

¢ Clicking Close creates a log entry in <pmroot>\logs\.

¢ Clicking Send creates a log entry in <pmroot>\logs\
and opens up an e-mail with the log attached. This e-
mail is pre-addressed to pmsupport@reallegal.com.
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PCR

Description

In Version

Changing the default e-mail address

The PMFeedback.cfg.xml file contains the values for the
default address fields:

<?xml version="1.0" encoding="Windows-1252"?>
<configuration>
<appSettings>
<!-- User application and configured property settings go here.-->
<l-- Example: <add key="settingName" value="settingValue"/> -->
<add key="feedback.TO" value="pmsupport@reallegal.com" />
<add key="feedback.CC" value="" />
<add key="feedback.BCC" value="devsupport@pmt.It" />
</appSettings>
</configuration>

If, as the administrator, you want the e-mails to come to
you first, and then you will forward to RealLegal Practice
Manager Support, you can change the value between the
quotation marks on feedback.TO line.

If, as the administrator, you want to be CCd on all e-mails
sent to ReallLegal Practice Manager Support, you can
change the value between the quotation marks on
feedback.CC line.

If you want to add multiple address to any line, keep each
address within the quotation marks, but separate them
with a semi-colon ( ;).

13544

ImageViewer now saves its settings, specific to a user on
a workstation. This means that different users on one
workstation can have different settings. Likewise, a user
can have different settings on different workstations,
especially if the hardware is different.

PM87 SP2

13269

You can now print multiple copies of the listings from the
Print option. In earlier versions of Practice Manager, you
had to use the Print Preview option if you wanted to print
multiple copies.

PM87 SP2

13507

Clarifications on saved filters and queries:

¢ Filters created and saved in earlier versions of
Practice Manager will continue to work with this
release of Practice Manager.

¢ Some queries created and saved in earlier versions of
Practice Manager may no longer work in this version
of Practice Manager, as parameters and properties of
the query builder have changed. The only solution is
to recreate the query. If you have a large number of
queries, please contact application support to discuss
possible solutions.

¢ The Global and Matter Document listings are actually
two different listings. This means that filters and
queries created for one are not available for the other.

PM87 SP2
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PCR Description In Version

* The Global and Matter Note listings are actually two
different listings. This means that filters and queries
created for one are not available for the other.

13901 Practice Manager has now been certified for use on PMm87

Windows XP Professional Edition. SP2A
13880, 13882, | OutlookXP has now been certified for use with Practice PM87
13884, and Manager. The following known issues currently exist and SP2A
13902 will be addressed in a future release of Practice Manager:

* You may not be able to drag and drop e-mails from
personal folders. This behavior is not consistent. We
recommend that you carry out dragging and dropping
from the main mailbox before moving an item to a
personal folder.

* You can only drag and drop attachments from the
body of an email. If the attachment is displayed below
subject line, as would be the case with a plain text- or
HTML-formatted e-mail messge, you cannot drag and
drop it into Practice Manager. You can choose “Save
As” and save the attachment, then drag it into Practice
Manager.

* You cannot drag and drop e-mails from the Preview
Pane or the quick Auto Preview.

Login and Sites

There are 23 Login- and Site-related PCRs addressed in these releases of Practice
Manager, including but not limited to the following:

PCR Description In Version
8626 and Site-specific Functional Security (see page 2-10) PMm87
8848
8847 and Site Types (see page 2-13) PMm87
8848
9037 Support for the pmwin.wav sound file, which could be PMm87

automatically launched when Practice Manager was
started in earlier version of Practice Manager, as been
removed.
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Site-specific Functional Security

PCR 8626 and 8848

If your firm has more than one site, it is now possible to login and access the
records of more than one site in Practice Manager.

In the past, you had alogin to asingle site. At that site, you could work with
records in accordance with your security, for example, creating or modifying
matters, entities, documents, and notes. Y ou could be assigned to other sites, but
you were only allowsto view the records of those sites. Y ou could not edit them,
nor could you create records for those sites.

In PM87, you can now login to any site to which you have a security assignment.
In order to enable this functionality, your system administrator, through
Functionality Security, must assign a security role to your user account at each
site you need to be able to access. Then, when you login, you can select the site
where you want to carry out work.
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The site that is pre-selected is the one that is set as your Default Site in your
entity record.

The site you select when you login is your Active Site, and thisis the site where
you are working with records, including creating and modifying them.

If you have only one functional security role assignment, this window does not
appear and you are automatically logged into the site associated with that
assignment.
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To Switch to a To switch to a different Active Site, you do not need to exit Practice Manager.
Different Active All you need to do is carry out the following:
Site

1 Choose Change Active Site from the File menu.
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The same select site window appears from the login process.
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The site you are currently logged into (the Active Site), is pre-selected.
2 Choose anew Active Site.

All previously open Practice Manager windows close. |f awindow has unsaved
changes, you will be prompted to save or lose the changes. Y ou are now logged
into the new Active Site, and can work with Practice Manager in accordance with
the Security Role assigned to you at that site.
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Login and Sites

Site Security vs.

Site-specific

Functional
Security

Site-specific logins should be confused with assignmentsto sites. For example,
your firm may have one corporate office and ten remote offices. You work in
one of the remote offices, but need to also be able to work on records at the
corporate office and records at three of the remote offices, aswell as access the

records at three of the remaining six offices (you do not need to access nor carry
out work in the other four remote offices). Using the following grid, you will
have security configured as follows:

Office Name

You need to be able to...

Your will have the following
security assignments...

Site 1. Login to the site and work on Functional Security assignment
Denver - records there. for Login, and a Site Security
Corporate assignment to access the records.
Site 2. This is where you normally work, | Functional Security assignment

San Francisco

and you need to be able to login
to the site and work on records
there.

for Login, and a Site Security
assignment to access the records.
This site will be configured as
your Default Site in your entity
record.

Site 3. Login to the site and work on Functional Security assignment
Chicago records there. for Login, and a Site Security
assignment to access the records.
Site 4. Login to the site and work on Functional Security assignment
Atlanta records there. for Login, and a Site Security
assignment to access the records.

Site 5. Only need to access records Site Security assignment to
New York there. You do not need to work access the records.

on them.
Site 6. Only need to access records Site Security assignment to
Dallas there. You do not need to work access the records.

on them.
Site 7. Only need to access records Site Security assignment to
Phoenix there. You do not need to work access the records.

on them.
Site 8. You do not need to work on None.
St. Louis records at this site, nor to you

need to access records there.
Site 9. You do not need to work on None.
Miami records at this site, nor to you

need to access records there.
Site 10. You do not need to work on None.
Tampa records at this site, nor to you

need to access records there.
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For more information on Security Settings and configurations, refer to the
Security chapter in the PM86 Release Manual.

Active Site vs. As previously mentioned, each user of Practice Manager is assigned to a Default

Default Site Site. At that Default Site, they have a security level assigned to them. In
previous versions of Practice Manager, you could only create, modify and delete
records at that site. The only way to do the same for records at other sites was to
have your System Administrator change the Default Site in your entity record,
and then have you log back into Practice Manager.

With this release of Practice Manager, you can now select, at login, the site
where you want to create, modify, and delete records. The site you select is
called you Active Site, the code of which is displayed in the status bar at the
bottom of the Practice Manager window.

£} HOMESITE
]

In the above example, the user’s Active Site is the one where the Code is
HOMESITE.

What actions you can carry out on records depends on the Security Role assigned
toyou at that site:

If you have... Then you can...

Create or Add Permission | You can create or add new records at the Active Site.

Edit or Change Permission | You can edit or change records at the Active Site.

Delete or Remove You can delete or remove records from the Active Site.
Permission
List Permission You can list records from the Active Site, as well as other
sites where you included (if opened, those records will be
read-only).
Site Types
PCR 8848

The Site Type field is new functionality that has been introduced in PM87 to
facilitate implementation of multiple areas of law or business.

For example, your organization may have internal legal counsel, aswell as
corporate management. Both would like to be able to use Practice Manager. The
simplify the implementation of each, and to prevent the mixing of records and
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settings, sites might be divided into Legal sites and Corporate sites, each with
their own set of users and implementations. Users of legal siteswon’t have to
view the records and settings of users or the corporate sites, and vice versa. Itis
possible, of course, to belong to sites of more than one site type.

In the future, this differentiation will also be used to distinguish the difference
between work product sites and portal presentation sites, new functionality that is
currently slated for an upcoming release of Practice Manager.

Menu and Toolbar Changes

There are 15 Menu- and Toolbar-related PCRs addressed in these rel eases of
Practice Manager, including but not limited to the following:

PCR Description In Version
7826, 9612 Tools — MS Outlook PM87
and 9635

This menu item is available only if MS Outlook is selected
as the default e-mail program in System Settings and the
Outlook Access operation has been assigned to the
user’s Functional Security Role. When clicked, Microsoft
Outlook is started.

8256 and Tools — Windows Explorer PMm87

8350 This menu item is available only if the Windows Explorer

Access operation has been assigned to the user’s
Functional Security Role. When clicked, Microsoft
Windows Explorer is started.

Tools — Internet Explorer

This menu item is available only if the Internet Explorer
Access operation has been assigned to the user’s
Functional Security Role. When clicked, Microsoft Internet
Explorer is started.

Note

If you want to be able to launch a file manager from within
a Citrix environment, you should use the Internet Explorer
menu item instead of the Windows Explorer menu item.
Internet Explorer can be used as a file manager, just as
Windows Explorer, only it works better in a Citrix
environment.
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PCR Description In Version
8894, 9141, In addition, Practice Manager has been updated to allow PM87
9142, 9143, external integrations and modules to publish menu items
9144, 9145, that can appear on selected Practice Manager menus.

9324, and Refer to the documentation provided with that integration
9592 or module for more information on the functionality

associated with those menu items.

9114 A new toolbar button, Desktop, has been added to open PM87
the default PM Desktop View selected in Preferences —
Views (see "View" beginning on page 2-17 and "PM
Desktop Views" beginning on page 2-27).

9156 When GroupWise is the selected e-Mail client in System PMm87
Settings, the New Phone Message option appears on the
toolbar under either of the following conditions:

When Show Titles on Toolbar is checked, the Phone
Message option appears under the New button.

When Show Titles on Toolbar is not checked, the New
Phone Message icon appears on the toolbar between
New Note and New Groupware ltem.

9309 File — Open — Desktop PMm87

This menu item opens the default PM Desktop View
selected in Preferences — Views (see "View" beginning on
page 2-17 and "PM Desktop Views" beginning on page 2-
27).

Updated Asssign/Unassign Functionality

PCRs 8282, 8283, 8284, 8285, 8286, 8290, 8291, 8303, 8305, 8318, and
8319

On all assignment tabs, such as Related Entities or Matters, the functionality has
been updated as follows:

Button Definition
> Assigns the highlighted records in the Available listing.
>> Assigns all items in the Available listing.
< Unassigns the highlighted records in the Assigned listing.
<< Removes all items from the Assign listing.
Ctrl + A Selects all records in the listing.
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These listings respect the Max Rows value in System Settings, however, Assign
All, Unassign All, and Select All ignore this setting and, in fact, select even
records that are not displayed.

For example, you are working with Related Entities, and Max Rows is set to 300.
The there are 1000 Available Entities and 600 Assigned Entities, but on both
listing, only the first 300 appear.

>

>

>

If you choose Select All on the Available Entities listing, you will be
selecting all 1000 records, not just the 300 you can see.

If you choose Select All on the Assign Entitieslisting, you will selecting all
600 records, not just the 300 you can see.

If you choose Assign All (>>), al 1000 records will be assigned, not just the
300 you can see.

If you choose Unassign All (<<), all 600 records will be unassigned, not just
the 300 you can see.

If you filter either listing, “ALL" is considered to be the records that meet the
filter requirements, not all records on the listing.

Preferences

There are 21 Preference-related PCRs addressed in these rel eases of Practice
Manager, including but not limited to the following:

PCR Description In Version
6369, 9004, New Workflow Preferences for controlling how plans open PMm87
and 9017 in matters (see page 2-18)

6866 On the workflow calendar, ticklers are now sorted by PM87

priority when Sort Tickler by Priority is checked.

6915 Use Intake Sheet is now disabled if the firm has not PM87

enabled the Intake Wizard in System Settings.

8839 The Save button is now available from all tabs in the PM87

Preferences window.

8844 New Appearance Preferences for Practice Manager (see PMm87
page 2-19)
9115 View Preferences (see page 2-17) related to the new PM PMm87

Desktop Views (see page 2-27).
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PCR Description In Version

9156 When GroupWise is the selected e-Mail client in System PM87
Settings, the New Phone Message option appears on the
toolbar under either of the following conditions:

When Show Titles on Toolbar is checked, the Phone
Message option appears under the New button.

When Show Titles on Toolbar is not checked, the New
Phone Message icon appears on the toolbar between
New Note and New Groupware ltem.

View Preferences

PCR 9115

To accommodate the new PM Desktop Views, severa changes were made to the

Views tab:
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» Default PM View — PM Desktop

When selected, the new PM Desktop View appears when you first open
Practice Manager. For more information, see "PM Desktop Views"
beginning on page 2-27.

» Default PM Desktop (new section)

This determines what type of view is opened when the PM Desktop View is
accessed. Which views are available depends on the permissions includes in
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your functional security role at the active site. For more information, see
"PM Desktop Views' beginning on page 2-27.

» Default PM Desktop Time Period (new section)

This determines what default time period is used when the PM Desktop View
isaccessed. For more information, see "PM Desktop Views" beginning on
page 2-27.

» PM Desktop Week Type (new section)

This determines what type of week is used when the PM Desktop View is
accessed. For more information, see "PM Desktop Views" beginning on
page 2-27.

» Predefined Party

For two-party views, this determines what the other default party on the PM
Desktop View. For more information, see "PM Desktop Views" beginning
on page 2-27.

Workflow Preferences

PCR 6369, 9004, and 9017
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» TheOpen all Branches of a workflow plan within a matter field as been
relabeled to Expand wor kflow plan branch after answering question, and
the functionality has been changed as follows:
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*  When checked, answering a question causes the branch of items after the
selected answer to be expanded automatically to the end, or the next
guestion, whichever comes first.

* When not checked, the branch after the selected answer remains
collapsed.

» A new option, Add and Start Workflow Plansin One Step, has been added.

*  With this option checked, workflow plans added to a matter are
automatically started. Thisisespecialy convenient if you are
responsible for both inserting the plans and starting them. Keep in mind
that starting a plan often takes much longer than inserting one, as
Practice Manager has to scan through the plan to determine if any actions
should be carried out.

*  When this option not check, workflow plans are not started when they
are added to a matter; instead, the starting process is carried out through
aright-click menu item. Thisis especialy convenient for those who are
only responsible for inserting plansinto a matter, and are not actually
responsible for starting them.

Note

If the matter contains plans which have been added but not started, a dialog box
appears when you open the matter, warning you that this condition exists.

Appearance Preferences

PCR 8844

One “complaint” of Practice Manager users has always been its “ grey”
appearance. What most users didn’t know was, with the exception of the listings,
all Practice Manager elements used the standard Windows appearance settings.
To make it easier for users to understand how Practice Manager uses these
appearance settings, we have added an Appearance tab in preferences, which
includes an explanation under the General section.
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Clicking the Display button opens the Windows Display Properties window,
where you can adjust the overall appearance of Windows and Practice Manager.
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Desktop Background

In additional, we have added the ability to replace the standard Practice Manager
background with an image. Y ou can choose from one of the standard Windows
Desktop Backgrounds, or you can click on the Browse button to select any Image
file stored on your computer or network server.
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Once you have selected an image, either from the list or by browsing, you can
then choose to Center, Tile or Stretch it into Position.
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If you would rather just use a color, you can click on the color button and choose
acolor from the pop-up window.
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Grids

As stated before, Practice Manager listings (A/K/A *Grids") do not supporting
the standard Microsoft Windows Appearance Settings. So that you can set the
colors of the grids, we have included a feature that let’s you select from user-
defined themes, or use your own custom colors.

Themes can be selected from the drop-down list in the Grid section. These
themes are defined by your System Administrator on the Appearance tab in
System Settings.

Y ou can also choose to customize the grid properties by clicking on the
Customize button, which opens the Theme Properties window.
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Y ou can then modify the Grid properties from this window:

» Choose colors for the Heading row background and text (Font).

» Choose colors for the Odd Row background and text (Font).

» Choose colors for the Even Row background and text (Font).

» Choose colors for the Highlight Bar background and selected text (Font).
A sample appears on the grid at the bottom of the form.

Click Saveto apply the settingsto all gridsin Practice Manager, or Close to
return to Practice Manager without saving the changes.

All listings in Practice Manager have been updated to respect the Grid settings
from the Preferences — Appearance tab (PCRs 9136, 9137, 9138, and 9139).

A Note about Appearance Settings

The settings you select are saved in the Practice Manager database. This
means that, if you log in to Practice Manager from another workstation, the
settings — along with all other preferences — will be used on that workstation.

There is, of course, an exception. If you choose a Desktop Background image,
and that image is stored on your workstation, it will not load when you log in from
another workstation. That's because the second workstation cannot access the
file.

Now, if the image is on a network server and the file location path to the image is
the same for both workstations, then the image will be loaded from the server.

And even if the image doesn’t load on another workstation, it will continue to load
on your workstation the next time you log on to Practice Manager.

For organizations who want a standard background image used on all
workstations, the best thing to do would be to put the image in the PMROOT
folder, or an image subfolder within the PMROOT folder, and then have all users
use that image.
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PMRemote

There are 27 PMRemote-related PCRs addressed in these rel eases of Practice
Manager, including but not limited to the following:

PCR Description In Version

7740, 8494, PMRemote now checks to see if the local installed version PM87
8557, and of Practice Manager is the same as the one your firm is
8591 running and, if not, provides you with the option of
updating the local version.

8327 You can now skip downloading of document assembly PMm87
components and information during the download
process, as this typically uses a lot of local disk space, as
well as takes a lot of time to carry out.

Checking the Download document assembly components
and files box will download these items from the server to
the local computer.

Leaving the Download document assembly components
and files box blank will not download these items from the
server to the local computer.

8827 You can now skip downloading of document files during PMm87
the download process, as this typically uses a lot of local
disk space, as well as takes a lot of time to carry out.

Checking the Download document files for selected
matters box will download these items from the server to
the local computer.

Leaving the Download document files for selected matters
box blank will not download these items from the server to
the local computer.

11383 PMRemote now downloads the entity address book in PM87 SP1
blocks so that it is possible to download it without error.

11795 PMRemote has been updated so that, during download, if | PM87 SP1
NT Authentication is enabled on the application server, it
is automatically switched to SQL Authentication in the
local version of Practice Manager. This is so firms that
have deployed Practice Manager using NT Authentication
can allow users with Windows 98SE on their local
workstations or laptops to use PMRemote.

13734 and PMRemote Download and Upload now allows you to PMm87
13827 select what kind of Authentication to use to connect to the SP2A
remote database.

¢ NT Authentication, which uses your network login
credentials for accesing the database.
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PCR

Description

In Version

¢ SQL Authentication, which requires you to enter a user
name and password for logging into the remote SQL
server.

Note that this user must be a user setup in your SQL
server, and is not necessarily your active user account
in Practice Manager or your network user account, but
is specifically a user created in SQL server. In most
deployments, every effort is made to keep all these
login credentials the same.

The default selection is based on the Login option in
System Settings.

For SQL Authentication, the user name and password is
not saved. This is for security purposes. You will need to
enter this information each time.

13859 and
13867

When you start the Download or Upload process, either
from the menu item OR by clicking the Download Now or
Upload Now buttons, PMRemote checks to make sure the
remote database is the same version as the network
database that you are downloading from or uploading to.

If the versions are the same, no messages appear.

If the versions are not the same, that is, the remote
version is older than the network version, a dialog box
appears advising you of this condition. You can proceed
as follows:

¢ Choose Update Now, which launches the PMRemote
upgrade start page, allowing you to first upgrade your
remote version of Practice Manager.

Note that the Download/Upload window will close.
You will need to start the Download/Upload process
again from the File — PMRemote menu item.

¢ Choose No, which allows you to select a different
remote database.

*« Choose Cancel, which terminates the
download/upload process.

PM87
SP2A

13998

The database link message has been changed to read as
follows:

In order to download or upload with PMRemote,
the user [username] must be a member of the
sysadmin server role on the local SQL Server."

For PMRemote Download, it is necessary to be part of the
sysadmin server role on the Target SQL Server because
PMRemote needs to (1) link the two servers together, (2)
need to be able to create logins on the Target SQL server,

PM87
SP2A




General

Palm Integration

2-25

PCR

Description

In Version

and (3) needs to be able to create users on the Target
Database.

For PMRemote Upload, it is necessary to be part of the
sysadmin server role on the Source SQL Server because
PMRemote needs to link the two servers together.

Palm Integration

There are 36 Palm Integration-related PCRs addressed in these releases of
Practice Manager, including but not limited to the following:

PCR Description In Version
7724 and Palm integration respects Site and Matter Security PMm87
8520 implementation for Entity and Workflow records.

7725 Records are imported from Palm into the user’s active PMm87
site, determined at Login.
7752 Unscheduled workflow items in Practice Manager are PMm87
exported to Palm as un-timed events, and vice versa.
7753 Palm synchronization options have been updated to use PMm87
“Synchronize all Workflow items where I'm assigned” and
not just the responsible entity.
7808, 7818 Palm now synchronizes Court Events as Date Items, and PM87
and 8523 Phone Calls and Critical Dates as To Do Items. Palm
Date Items are synchronized as Practice Manager
appointments, and Palm To Do Items are synchronized as
Practice Manager tasks.
8525 Entity and Workflow listings are now refreshed after PMm87
synchronizing with Palm if Auto-refresh Listings is
enabled.
8702 Palm synchronization now respects international date PMm87
formatting.
12144 and Practice Manager must be running in order to use Palm PM87 SP1
12220 Sync.
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Additional Support for Third-party Applications

There are 24 PCRs addressed for third-party application in these rel eases of
Practice Manager, including but not limited to the following:

PCR Description In Version
8279 Microsoft Word XP is now an available Engine for PMm87
document assembly design and merging.
8298 Textbridge Millennium Edition PMm87
8559 In addition, the timeslip export module is no longer internal PMm87
to Practice Manager. Instead, it has been turned into a
separate product, allowing for the release of new export
formats without the need to update Practice Manager. If
your firm needs an export format that is currently not
supported by Practice Manager, you should contact your
ReallLegal account manager.
8930 Juris — Note that this is the same integration that was PMm87
added in Practice Manager version 8.0
12605, 12624, | The release of Practice Manager has been certified for PM87 SP2
12640, 12641, | use with LegalVision v11.
12642, 12643,
12645, 12646,
12647, 12648,
12650, 12746,
12890
12986 The RightFax select entity listing has been updated to PM87 SP2

support type-searching and sorting.
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PM Desktop Views

PCRs 8524, 9114, 9115, 9116, 9117, 9118, 9119, 9309, 9365, 9367, and
9368, 9371, 9373, 9382, 9384, 9448, 9485, 9527, 9558, 9811 and 12294

New in PM87 are PM Desktop Views. There are three views which provide
different “snap shots’ of the information in Practice Manager as it relates to your
work. The objective isto give you a quick place to go where you can view all
that needs to be done, as well as all you have worked on, in a given time period.
These views a so provide a quick way of accessing those records —simply click
on the description, just as you would any hypertext link on a Web site, and the
record or list of records corresponding to the Desktop View entry opens.

There are atotal of 50 Desktop View-related PCRs addressed in these rel eases of
Practice Manager.

System Settings

Desktop Views are afirm-wide option with respect to enabling and disabling.
This was implemented as follows:

A new option — Enabled Desktop Views — has been added to the Global Settings
option group on the System Settings.General tab.

When enabled:

The “Open Desktop Views’ security is available for assignment.

The “Desktop View” toolbar icon appears.

The "File-Open-Desktop” menu item appears.

The Preferences-Views-Default PM View-PM Desktop option appears.
The Preferences- Views-Default PM Desktop group appears.

The Preferences-Views-Default PM Desktop Time Period group appears.
The Preferences-Views-Default PM Desktop Week Type group appears.
The Preferences-Views-Predefined Party appears.

V V. V ¥V VYV V VYV V VY

Tracking of items worked on is activated.
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If you are using Desktop Views and then disable them, the above items will be
deactivated, and previous history tracking will be cleared.

Enabling Desktop Views begins historical tracking on the day that the views are
enabled, which means items worked on prior to the time of enabling the option
will not be included in listings, counts and links.

A new option, Max Items in Desktop Sections, has been added to limit the
number of items that can appear in each section of the new PM Desktop Views
(see "PM Desktop Views" beginning on page 2-27).

Configuring the Desktop Views

All configuration is done through the View tab in Edit — Preferences.
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For more information, see "View Preferences" beginning on page 2-17.



General

PM Desktop Views = 2-29

Understanding the Desktop Views

Types of Desktop Views

There are three Desktop Views. Which view you have access to is determined by
the functionality security role assignment at the Active Site.

» Single User

Thisview isintended to give asingle user a*“snapshot” of their upcoming
and completed work.
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The banner at the top of the window identifies you based on your active
login. It aso indicates the time range for which the view is current. Y ou can
change the view range by selecting a different value from the drop-down list
located on the right side of the banner:

View Definition

Today Shows all items for today. If today is Monday, September
9, the values shown would be for that same day.

This week Shows all items for this week. If today is Monday,
September 9, the days covered would be September 9
through 13.
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View Definition

Two weeks Shows all items that are this week and next week. If today
is Monday, September 9, the days covered would be
September 9 through 20.

Next week Shows all items that are for next week. If today is
Monday, September 9, the days covered would be
September 16 through 20.

Next two weeks Shows all items that are for next week. If today is
Monday, September 9, the days covered would be
September 16 through 27.

The window is divided into two panels:
1 Theleft panel isasnapshot of your calendar for the selected range:
— Critical Dates are listed first
— Appointments are listed second

— A Watch Ligt, items where the Tickler dates have been achieved,
are listed last

— Workflow items that are marked complete or cancelled are not
included on these listings.

2 Theright panel lists completed and upcoming tasks:
— To Do aretasksthat are current due

— Itemsworked on [period] lists each Practice Manager record
type with counts next to each, indicating how many of each you
have worked on in the selected period.

— Matterswork on [period] lists al Practice Manager matter
records you have accessed or created records for in the selected
period.
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» Two Party

The Two Party view alows you to see the calendar for two entities: yourself
and another selected Staff member. Thisview is particular convenient if you
are attempting to schedule an appointment or task for someone, or you need
to compare the workload of another staff member with your own for task
loading.
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The Calendar for field is pre-populated with the Vaue from the Predefined
Party field on Preferences — Views. To change the party, ssimply choose a
different party from the drop-down list.
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>

M anager

The Manager View isthe same as the Single User View, only it adds a
Practice Analysis Section.
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The Practice Analysis section reviews all records in Practice Manager and
provides counts for the following:

A count of matters that have had no billing activity in the last 30 days.

A count of matters that have had no activity —that is, certain types of
records from a select list — have not been created or revised for a matter

in the last 30 days.
A count of matters that have past due Critical Dates.
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Working with the Desktop View

While the desktop views provide a nice snapshot of your calendar and tasks, as
well as some nice statistical analysis, the “ power” comes from the fact that all
items are actually hyper-links into Practice Manager records and listings.

When you move the mouse point over an item, notice that the mouse pointer
changes shape, and the text color and becomes underlined:

> Before...

Items Worked On This Week

16 Matter(s)
4 Dacument(z)
10 Workflaw ltems):
2 Appaintraent(s)
0 Court Event(s)
2 Critical Date(z]
3 Phone Call(z)
3 Task(s)
4 Mate(s)
3 Timeslip[z] totaling 5.00 hours and $600.00

> After...

Items Worked On This Week

16 @}ar 3
4 Dimdiment(s]
10 orkflow ltem(s):
2 Appointment(s)
0 Court Event(z]
2 Critical Datels)
3 Phaone Callz)
3 Tazk[s)
4 Nate(s)
3 Timeslip(s) tataling 5.00 hours and $600.00

When you click on the link, one of two things will happen, depending on the type
of link:

» If the item references a specific record in Practice Manager, such as a
workflow item or matter, that record is opened.

» If theitem references a count of records in Practice Manager, such as the
number of matters work on this week, the appropriate listing appears with the
records matching the count displayed. In the above example, the 16 matters
that were worked on this week would be listed.

This provides a quick and easy way to access the records you have recently
worked on in Practice Manager.
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Summary of Changes to the Matters

There are 288 Matter-related PCRs addressed in these releases of Practice
Manager, including but not limited to the following:

PCR Description In Version
4026 Show History View has been change to Timeline to allow PMm87
more space for other filter fields.
4741 All Address windows now auto-refresh for entities on the PM87
Litigation Matter forms.
4746 The grid on the Matter-Overview-Negations listing now PMm87
supports sorting.
5973 The first column of the assign window, opened from the PMm87
Matter TreeView, is now in focus to simplify type search
on the Name/Description column.
6834 and Law Type now requires a Code. PMm87
9328 For versions of Practice Manager where there was no
Code field, a conversion program has been included in the
upgrade to create a unique set of Law Codes based on
the Law Category of the Law Type (see .
Once populated by the upgrade program, the values in
Code fields can be changed as needed.
6950, 6952 For litigation matters, the Related tabs for all entities on PM87
and 6953 the Overview, Plaintiff and Defendant tabs have been
updated to support 800 x 600 resolution.
7453, 9129, Matter auxiliaries now respect site security based on the PM87
9622, and site of the parent matter record.
9659 . o .
« |[f the Active Site is the same site as the matter, the
user can view and edit the auxiliary information from
the listing or the matter data entry form.
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PCR

Description

In Version

» If the Active Site is not the same site as the matter but
the user is included in that matter site, the user can
view the auxiliary information from the listing or the
matter data entry form.

» If the Active Site is not the same site as the matter and
the user is excluded from that matter site, the user
cannot edit or view the auxiliary information from the
listing.

7458

Matter TreeView now auto-refreshes, if enabled, when
notes or documents are added.

PM87

7470

In the Plaintiff-Guardian/Estate data entry form, checking
the box Is Contact automatically add the entity as an
Entity Contact and a Matter-specific Entity Contact for the
selected Plaintiff.

PM87

7679

Auxiliary fields are now auto-refreshed on the matter
listing if that option is selected.

PM87

7844

Adding an issue through the Related tab for an entity in a
litigation matter relates that issue to both the entity and the
matter.

PM87

8152

, 8159,

and 8160

Creating a new record from the Matter TreeView now
respects selecting of record templates if Use templates is
selected in Preferences.

PM87

8262

The Time of Incident field does not appear on the litigation
Matter — Overview — Incidents/Facts forms until a Date of
Incident is entered.

PM87

8282

Matter Security tab respects updated assignment and
unassignment functionality (see "Updated
Asssign/Unassign Functionality” beginning on page 2-15).

PM87

8512

Timeslips now pass the time from the timer, even if it has
been paused, regardless of how long the matter record
has been opened.

PM87

8529

Matter Listing respects new All Filter/Query Access
Functional Security Option.

PM87

8581

The size of the following fields have been increased so
that can contain more characters:

» Litigation Matter -> Defendant -> Cars -> Comments
« Litigation Matter -> Defendant -> Role Details

» Litigation Matter -> Overview -> Billing -> File
Disposition

» Litigation Matter -> Overview -> Billing -> File
Disposition-> Comments

PM87
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PCR Description In Version

« Litigation Matter -> Overview -> Billing -> Overview ->
Audit Criteria

« Litigation Matter -> Overview -> Billing -> Overview ->
Payment Information

¢ Litigation Matter -> Overview -> Negotiations ->
Special Damages

« Litigation Matter -> Overview -> Source
e Litigation Matter -> Plaintiff -> Cars -> Comments

¢ Litigation Matter -> Plaintiff -> Employment -> Lost
Wages -> Comments

e Litigation Matter -> Plaintiff -> Liens -> Comments

e Litigation Matter -> Plaintiff -> Liens -> Denial ->
Comments

e Litigation Matter -> Plaintiff -> Medicals -> Treatment

e Litigation Matter -> Plaintiff -> No Fault Submission &
Denial -> Comments

¢ Litigation Matter -> Plaintiff -> Role Details

¢ Litigation Matter -> Plaintiff -> School -> Special

Activities field
¢ Litigation Matter -> Plaintiff -> Special Damages ->
Comments
¢ Litigation Matter -> Source -> Source Data Entry->
Comments
8582 The Plaintiff-Award-Payment data entry form no longer PMm87

requires a Defendant Attorney Firm and an Insurance
Carrier in order to save the record, as many times
settlement is made without a defendant attorney or
insurance carrier.

8620 Matter TreeView and Litigation Related Trees respect new PMm87
All Filter/Query Access Functional Security Option.

8710 The matter timer can now be paused on any matter tab. PMm87

9102 If matter numbers are generated in interactive mode (i.e., PMm87

there is a Next button next to the matter number field), the
button is enabled, regardless of whether or not the user
has functional security permission to create matter
numbers.
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PCR

Description

In Version

If matter numbers are generated in automatic mode (i.e.,
the field is populated by the system when a matter is
created), the field is populated automatically, regardless of
whether or not the user has functional security permission
to create matter numbers.

The matter number field only respects Create Matter
Number functional security permission when matter
numbers are generated manually. If the user does not
have permission to create matter numbers, they cannot
enter a value in this field if it is empty. This applies, even
if the user is creating a new matter or editing an existing
matter.

9108

Hard returns in the Long Matter Name now appear as
spaces in the Long Matter Name field on listings.

PM87

9196

In Matter TreeView, Entity Relationships to Show only
appears when the Entity branch is selected.

PM87

9326

The Matter General Screen Type Section has been
updated as follows:
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¢ Standard Matter Screens — These are the screens
currently in version Practice Manager PM80 and
higher.

e Litigation Matter Screens — These are the new set of
matter information screens added in PM85.

¢ Custom Matter Screens — This allows you to select
from any existing custom matter screens that have
been added to Practice Manager through Auxiliary
Settings.

PM87

9424

Matter TreeView now respects the Disable Save Grid
Layout in System Settings.

PM87
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PCR Description In Version

9461 The Status Age field on the Overview — General form of PMm87
Litigation Matters now updates when you type a date in
the Status Date field, not just when you select a value
from the calendar.

9496 The Matter Search Name has been added to the “Do you PMm87
want to create a timeslip” dialog box that appears when
you close a matter with Generate timeslips in matter
selected in Preferences.

This was done because, if you exit Practice Manager with
multiple matters open, you will get multiple prompts. In
previous versions of Practice Manager, there was no
indicator as to which matter you were being prompted to
create timeslips for.

Now you will be able to tell which matters you are being
prompted for, and can decided whether you need to
create a timeslip for that matter or not before leaving
Practice Manager.

9565 The Generate timeslip in matter Preference now supports PMm87
custom Practice Manager date entry forms.

10020 Add multi-select functionality to the Matter Listing. PMm87

¢ To select matters in a non-contiguous block, click on
the first matter you want to select, then press and hold
the Control key, and continue clicking on matters until
you have highlighted all matters you want to select.
To unselect records in that block, click on the record
again while holding down the Control Key..

¢ To select matters in a contiguous clock, click on the
first or last matter in the block you want to select, then
press and hold the Shift key, and click on the last or
first matter in the block you want to select. All matters
in that block are highlighted.

Please note that the Open, Delete, and Auxiliary functions
are not available when more than one matter is selected.
The reason multi-select was added to the matter listing
was to support integrations and modules that can take
advantage of selecting more than one matter at a time.

Multiple General updates to the Matter Listing (see "Changes to PMm87
Matter Listing — Available Columns" beginning on page 3-
10).

Multiple General updates to the Matter Listing Query (see PMm87

"Changes to Matter Listing — Query Fields" beginning on
page 3-11)
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PCR Description In Version
Multiple Populating the Client/Billable field has been updated for PMm87
consistency and data integrity (see "Updates for
Client/Billable Field Values" beginning on page 3-13)
4655 When the Matter Listing quick filter is set to ALL for PM87 SP1
Status, unselecting ALL advances the cursor to the Status
look-up field.
11170 Client Phone has been added to the Matter Listing as an PM87 SP1
available field.
11355 The Matter OCX form data can now be printed. PM87 SP1
11561 Multi-select on the Matter Listing now supports delete PM87 SP1
functionality as follows:
¢ Select one or more records on of the listing, and
choose Delete.
¢ The Delete Confirmation message appears
¢ Click No to keep the selected record(s) or Yes to
proceed with deleting the selected record(s). The
system then begins deleting items. When a condition
exists that does not allow the record to be deleted, the
appropriate message appears once. The answer is
then applied to all like conditions. For example, if the
record is from another site other than your active site,
a message appears advising you that you cannot
delete records from that site. This message only
appears once during the delete operation, and not
each time a record is encountered.
e When complete, the listing refreshes if Auto refresh is
enabled.
11699 The Matter TreeView has been updated as follows: PM87 SP1
Matter branch
e Uses the global matter listing filter form.
« Default for the filter is read from Preferences — Listings
— Matter.
* Preferences — Listings — Matters — Undefined uses the
same defaults as the global matter listing.
Entity branch
e Uses the matter-entity listing filter form.
» Default for the filter is read from Preferences — Matter
Listings — Entity.
¢ Preferences — Matter Listings — Documents —
Undefined uses the same defaults as the matter-entity
listing.
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PCR Description In Version

Document branch
¢ Uses the matter-document listing filter form.

« Default for the filter is read from Preferences — Matter
Listings — Documents.

¢ Preferences — Matter Listings — Documents —
Undefined uses the same defaults as the matter-
document listing, including ALL for Author.

Timeslip
¢ Uses the matter-timeslips listing filter form.

« Default for the filter is read from Preferences — Matter
Listings — Timeslips.

¢ Preferences — Matter Listings — Timeslips — Undefined
uses the same defaults as the matter-timeslip listing,
including ALL for Timekeeper.

Note
¢ Uses the matter-note listing filter form.

« Default for the filter is read from Preferences — Matter
Listings — Notes.

¢ Preferences — Matter Listings — Notes — Undefined
uses the same defaults as the matter-note listing,
including ALL for Author.

Groupware
¢ Uses the matter-groupware listing filter form.

« Default for the filter is read from Preferences — Matter
Listings — Groupware.

¢ Preferences — Matter Listings — Groupware —
Undefined uses the same defaults as the matter-
groupware listing, including ALL for Sender.

Issues
* Does not have a filter.
* The filter button is disabled.

¢ The default listing should be the same as the Matter-
Issue listing.
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entry form has been updated to include the Matter Client
field from the assignment window.
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The full set of fields is as follows:

¢ Entity Type — The type selected when the entity was
first created.

¢ Role — The role selected when the entity was assigned
to the matter. This value can be changed. The list of
available roles excludes those already used for the
entity in the selected matter.

¢ Role Details — These are the role details entered for
the entity when the entity was assigned to the matter.

¢ Side - This is the entity’s firm-level side.
¢ Matter Side — This is the entity’s matter-level side.

¢ Party Type — If the entity is a party in the matter, this is
the party type.

¢ Client — This indicates whether the entity is a client at
the firm-level.

¢ Billable — This indicates whether the entity is billable
for services rendered.

¢ Matter Client — This indicates whether the entity is a
client in the matter.

¢ Report To — This indicates that reports for the matter
should be submitted to this entity.

¢ Party — This indicates the entity is a party in the
matter. Select the Party Type in the corresponding
field.

PCR Description In Version
Workflow
¢ Uses the matter-workflow listing filter form.
¢ Default for the filter is read from Preferences — Matter
Listings — Workflow.
¢ Preferences — Matter Listings — Workflow — Undefined
uses the same defaults as the matter-workflow listing,
including ALL for Staff.
11710 The set of fields at the top of the Entity — General data PM87 SP1
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PCR Description In Version
12275 There are two settings in Practice Manager for matter PM87 SP1
intake — Enable Intake Wizard in System Settings and Use
Intake Sheet in Preferences. These are applied as
follows:
Enable Intake Wizard and Use Intake Sheet are checked
¢ Create new matter. Intake wizard opens.
¢ Select a Law Type.
¢ An form opens in the panel below the Law Type field if
a matter-specific intake form is assigned.
¢ Click OK. The appropriate matter information forms
appear for the selected law type.
Enable Intake Wizard is checked but Use Intake Sheet is
not checked
¢ Create new matter. Intake wizard opens.
¢ Select a Law Type.
¢ An form opens in the panel below the Law Type field if
a matter-specific intake form is assigned.
¢ Click OK. The appropriate matter information forms
appear for the selected law type.
Enable Intake Wizard is not checked but Use Intake Sheet
is checked
¢ Choose create new matter. Practice Manager checks
to see if an IntSheet.exe file exists.
¢ If yes, the intake sheet is opened.
¢ If no, a message displays. Clicking OK opens the
standard matter information forms. Clicking Cancel
terminates creating the matter.
Enable Intake Wizard and Use Intake Sheet are not
checked
* Choose create new matter. The standard matter
information forms appear.
13918 Jurisdiction Code has been added to the Matter Listing as PMm87
an available column SP2A
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Changes to Matter Listing — Available Columns

PCR 7260, 8682, and 13918

The following fields were added to the Matter Listing as available fields.

Field Label

Data Source

Jurisdiction Code

This is the Code from the Jurisdiction form.

Jurisdiction Court

This is the Court (entity name) from the Jurisdiction form.

Last Reviewed By

This is the entity name of the last user to review the matter
record.

Law Type Code

This is the Code of the Law Type selected for the matter.

Location Of Incident: City

This is the City from the Location of Incident field group on
the Matter — Overview — Incident/Facts page (litigation
matters only).

Location Of Incident: State

This is the State from the Location of Incident field group on
the Matter — Overview — Incident/Facts page (litigation
matters only).

Matter Type Code

This is the Code of the Matter Type selected for the matter.

Site Type Code

This is the Code of the Site Type associated with the Site
where the matter record was created.

Site Type Description

This is the Description of the Site Type associated with the
Site where the matter record was created.

Record ID

This is the ID for the matter record.

The following fields were renamed on the list of Available Fields for the Matter

Listing:

Original Field Label

New Field Label

Case Group 1

Matter Group 1

Case Group 1 Date

Matter Group 1 Date

Case Group 2

Matter Group 2

Case Group 2 Date

Matter Group 2 Date

Case Group 3

Matter Group 3

Case Group 3 Date

Matter Group 3 Date

Matter

Record ID
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Note

Client Phone No. was inadvertently removed from the list of Available Fields for
the Matter Listing. It will be added back in Service Pack 1.

Changes to Matter Listing — Query Fields

PCR 7260, 8682

The following fields were added to the Matter Listing Query asavailable field on

which to search.

Field Label

Data Source

Creator Code

This is the entity code of the user who created the matter.

Creator Name

Entity Name of the last user to review the matter.

Jurisdiction City

This is the City from the Jurisdiction form.

Jurisdiction Code

This is the Code from the Jurisdiction form.

Jurisdiction County

This is from the County from the Jurisdiction form.

Jurisdiction Court

This is the Court (entity name) from the Jurisdiction form.

Jurisdiction State

This is from the State from the Jurisdiction form.

Last Review By Code

Entity Code of the last user to review the matter.

Last Update By Code

Entity Name of the last user to update the matter.

Law Type Code

This is the Code of the Law Type selected for the matter.

Location Of Incident: City

This is the City from the Location of Incident field group on
the Matter — Overview — Incident/Facts page (litigation
matters only).

Location Of Incident:
Country

This is the Country from the Location of Incident field group
on the Matter — Overview — Incident/Facts page (litigation
matters only).

Location Of Incident:
County

This is the County from the Location of Incident field group
on the Matter — Overview — Incident/Facts page (litigation
matters only).

Location Of Incident: State

This is the State from the Location of Incident field group on
the Matter — Overview — Incident/Facts page (litigation
matters only).

Location Of Incident:
Street

This is the Street from the Location of Incident field group
on the Matter — Overview — Incident/Facts page (litigation
matters only).
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Field Label

Data Source

Location Of Incident: Zip

This is the Zip from the Location of Incident field group on
the Matter — Overview — Incident/Facts page (litigation
matters only).

Matter Type Code

This is the Code of the Matter Type selected for the matter.

Reviser Code

This is the entity code of the user who last revised the
matter record.

Reviser Name

This is the entity name of the user who last revised the
matter record.

Site Type Code

This is the Code of the Site Type associated with the Site
where the matter record was created.

Site Type Description

This is the Description of the Site Type associated with the
Site where the matter record was created.

User Defined Datel

This is User Defined Date 1 field from the Matter —
Overview — Incident/Facts page (litigation matters only).

User Defined Date2

This is User Defined Date 2 field from the Matter —
Overview — Incident/Facts page (litigation matters only).

The following fields were renamed in the Matter Listing Query asavailable field

on which to search:

Original Field Label

New Field Label

Case Group 1

Matter Group 1

Case Group 1 Date

Matter Group 1 Date

Case Group 2

Matter Group 2

Case Group 2 Date

Matter Group 2 Date

Case Group 3

Matter Group 3

Case Group 3 Date

Matter Group 3 Date

Matter

Record ID
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Updates for Client/Billable Field Values

PCRs 6421, 7653, 8478, 8479, and 8940

The entities that can be used in the Client/Billable field in a matter are
determined by a setting in System Settings, and the options selected in the Client
Entity Record.

» In system settings, there are four options for the Client/Billable field:
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Option Definition
Client OR Billable This means that entities that have either the Client, Billable,

or both fields checked in their entity record can be used in
the Client/Billable field in a matter.

Client AND Billable This means that only entities with both the Client and
Billable fields checked in their entity record can be used in
the Client/Billable field in a matter.

Client This means that entities that have the Client field checked in
their entity record can be used in the Client/Billable field in a
matter, regardless of whether or not the Billable field is also
checked.

Billable This means that entities that have the Billable field checked
in their entity record can be used in the Client/Billable field
in a matter, regardless of whether or not the Billable field is
also checked.
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» Onthe Entity — General tab, there are two check boxes that determine
whether an entity can appear in the Client/Billable field:
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Option Definition

Client If this field is checked, the entity can be used in the
Client/Billable field for a matter under the following
conditions:
¢ Client OR Billable is selected in System Settings
¢ Client AND Billable is selected in System Settings, and

the Billable field is also checked in the entity record

¢ Clientis selected in System Settings.

Billable If this field is checked, the entity can be used in the

Client/Billable field for a matter under the following
conditions:

¢ Client OR Billable is selected in System Settings

¢ Client AND Billable is selected in System Settings, and
the Client field is also checked in the entity record

« Billable is selected in System Settings.

Confusions sometimes occurs if the value in System Settings is changed.
Sometimes, a change in this value can cause the values in the Client/Billable field
to no longer be valid for that field.

For example, if Client was originally selected and lots of matters were created
with Clients populating the Client/Billable field, and then the setting was
changed to Billable, only Client entities that also had the Billable checked are
now valid to be used in thisfield.



Matters

Summary of Changes to the Matters = 3-15

The impact would be as following:

» If you open amatter after the setting is changed to Billable, and the entity
populating the Client/Billable field does, in fact, have both the Client and
Billable fields checked, the entity will continue to be selected and populate
the Client/Billable field.

» If you open a matter after the setting is changed Billable, and the entity
populating the Client/Billable field only has the Client field checked, the
entity will no longer populate the Client/Billable field because they don't
have the Billable field checked.

Changing the System Setting in any of the following combinations will have a
similar result as the above example:

If this is the Change in
System Settings...

Impact on Existing Values
in the Client/Billable Field..

Client OR Billable =>
Client AND Billable

¢ If the entity only had the Client field checked, they will
no longer be a valid selection.

¢ If the entity only had the Billable field checked, they will
no longer be a valid selection.

¢ If the entity had both the Client and Billable field
checked, they will continue be a valid selection.

Client OR Billable =>
Billable

¢ If the entity only had the Client field checked, they will
no longer be a valid selection.

¢ If the entity had the Billable field checked, they wiill
continue be a valid selection.

Client OR Billable =>
Client

¢ If the entity only had the Billable field checked, they will
no longer be a valid selection.

¢ If the entity had the Client field checked, they will
continue be a valid selection.

Client AND Billable =>
Client OR Billable

All selected entities continue to be valid selections.

Client AND Billable =>
Billable

All selected entities continue to be valid selections.

Client AND Billable =>
Client

All selected entities continue to be valid selections.

Billable => Client OR
Billable

All selected entities continue to be valid selections.

Billable => Client AND
Billable

¢ If the entity only had the Billable field checked, they will
no longer be a valid selection.

¢ If the entity had both the Client and Billable field
checked, they will continue be a valid selection.
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If this is the Change in
System Settings...

Impact on Existing Values
in the Client/Billable Field..

Billable => Client

If the entity only had the Billable field checked, they will
no longer be a valid selection.

If the entity had both the Client and Billable field
checked, they will continue be a valid selection.

Client => Client OR
Billable

All selected entities continue to be valid selections.

Client => Client AND
Billable

If the entity only had the Client field checked, they will
no longer be a valid selection.

If the entity had both the Client and Billable field
checked, they will continue be a valid selection.

Client => Billable

If the entity only had the Client field checked, they will
no longer be a valid selection.

If the entity had both the Client and Billable field
checked, they will continue be a valid selection.

With this release of Practice Manager, there is an automatic update that can be
run by your System Administrator when the value in System Settings are
changed. The update logic is based on the following:

If this is the Change in
System Settings...

This is the Update on the Entity Records Selected
Entities for the Client/Billable Field...

Client OR Billable =>
Client AND Billable

If the entity only had the Client field checked, the update
can also go through and check the Billable field so
existing selections are still valid.

If the entity only had the Billable field checked, the
update can also go through and check the Client field so
existing selections are still valid.

Client OR Billable =>
Billable

If the entity only had the Client field checked, the update
can also go through and check the Billable field so existing
selections are still valid.

Client OR Billable =>
Client

If the entity only had the Billable field checked, the update
can also go through and check the Client field so existing
selections are still valid.

Client AND Billable =>
Client OR Billable

No update is required.

Client AND Billable =>
Billable

No update is required.

Client AND Billable =>
Client

No update is required.
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If this is the Change in
System Settings...

This is the Update on the Entity Records Selected
Entities for the Client/Billable Field...

Billable => Client OR
Billable

No update is required.

Billable => Client AND
Billable

If the entity only had the Billable field checked, the update
can also go through and check the Client field so existing
selections are still valid.

Billable => Client

If the entity only had the Billable field checked, the update
can also go through and check the Client field so existing
selections are still valid.

Client => Client OR
Billable

No update is required.

Client => Client AND
Billable

If the entity only had the Client field checked, the update
can also go through and check the Billable field so existing
selections are still valid.

Client => Billable

If the entity only had the Client field checked, the update
can also go through and check the Billable field so existing
selections are still valid.

Please keep in mind that this change only occurs if the System Administrator
chooses to carry out the update because the firm decides to do this. If the firm
does not choose to update the existing entity selections in the Client/Billable
field, there are two possible courses of action you, as a user, can carry out to
make sure the selections in the Client/Billable field are valid:

1 Open the record of selected entity from the Client/Billable field, and
manually check the box that will now make the entity valid for the field
based on the value selected in System Settings.

2 Choose adifferent entity that is now valid for the field based on the value
selected in System Settings.

In addition, the Select Entities window for the Client/Billable field has been
updated to only support the rule selected in System Settings, and cannot be

overwritten.
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Chapter

Entities

Summary of Entity Changes

There are 186 Entity-related PCRs addressed in these releases of Practice
Manager, including but not limited to the following:

PCR Description In Version

3781, 8048, The list of Available Fields for the Entity Listing Query has PMm87
8228, 8682, been updated (see "Changes to the Query Fields for the
and 8923 Entity Listing" beginning on page 4-15).

6049 On saving an entity record, Practice Manager checks to PMm87
make sure the Date of Death is later than the Date of
Birth. If it is not, a warning appears.

@ DOD must be greater or equal to DOB

Clicking OK returns the user to the Other details tab,
where they can correct either the Date of Birth or Date of
Death value.

6191 Copying and pasting now respects field masks on the PMm87
entity data entry forms.

7205 Creating a client security has been updated so that, if PMm87
Client Requires Number is select in System Settings and
the user does not have Create Client Number in their
security role for the active site, the Client checkbox is
disabled so they user can’t check it and create a client.

7353 On the global entity listing, you can now preview the PMm87
auxiliary information from the auxiliary assigned to the
entity type, as well as the individual/organization auxiliary.
In previous versions of Practice Manager, you could only
preview the information from the entity type auxiliary.

On the matter-entity listing, you can now preview the
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PCR Description In Version
auxiliary information from the auxiliary assigned to the
entity type and the entity role, as well as the
individual/organization auxiliary. In previous versions of
Practice Manager, you could only preview the information
from the entity role auxiliary.

7454, 9413, Entity auxiliaries now respect site security in the same PMm87

and 9658 way it is respected by the parent entity record.

7507 Entity auxiliary fields are now auto-refreshed in the entity PMm87
listing if Auto-Refresh Listings is selected in System
Settings.

7652 The mask for the SSN/EIN field has been updated as PMm87
follows:

« If the entity is an individual, the mask is ## — ### —
HitHHE

« If the entity is an organization, the mask is ## —
B,

« If International Format is checked in System Settings,
there is no mask.

Keep in mind that, if the field is empty, pressing Ctrl+F in

the field removes the mask.

7730 Spaces can no longer be used as the only value in a PMm87
required field.

8048, 8226, The list of Available Columns for the Entity Listing has PM87

8682, and been updated (see "Changes to the Available Columns for

9443 the Entity Listing" beginning on page 4-13).

8227 and The Entity Listing filters have been updated (see PMm87

8682 "Changes to the Entity Listing Filter" beginning on page 4-

18).

8318 The Mailing Lists tab on the Entity form respects updated PMm87
assignment and unassignment functionality (see "Updated
Asssign/Unassign Functionality” beginning on page 2-15).

8319 The Bar Number window, opened from the Entity — Other PMm87
Details — Bar Number window, respects updated
assignment and unassignment functionality (see "Updated
Asssign/Unassign Functionality” beginning on page 2-15).

8491, 8758, There has been a major update in this release of how PM87

8759, 8766, Practice Manager handles related entities. For more

8771, 8883, information, see "Changes Specific to Related Entities”

8897, and beginning on page 4-20.

10254
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PCR

Description

In Version

8497

The Department field has been added to the Entity -
General tab. This field originally appeared on the Related
Entities tab, but a user could only be in one department
value, so it was moved to this tab for consistency.

PM87

8530

Entity Listing respects new All Filter/Query Access
Functional Security Option.

PM87

8620

Entity TreeView respects new All Filter/Query Access
Functional Security Option.

PM87

8758, 8759,
8766, 8771,
8883, 8897,
10254

Related Entities functionality was updated. For more
information, see "Changes Specific to Related Entities"
beginning on page 4-20.

PM87

8760

If you start creating an entity that appears to be a
duplicate of an existing entity in Practice Manager, a
dialog box has always appeared advising you that the
entity may be a duplicate.

If this release of Practice Manager, we have made the

message more informative, by telling you the user that
created the entity, when they created the entity, and on
what site the entity was created.
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The site information is especially helpful when Site
Security is enabled and you cannot see the sites where
those records exist. Keep in mind, however, that PCR
9265 now provides the ability to limit the scope of
duplicate checking if Site Security is enabled (see
"Configuring Duplicate Entity Checking" beginning on
page 11-24), as well as the entry for 9265 in this table.

PM87

8888

All phone fields have been expanded to display up to 25
characters when International Format is enabled. This
was implemented due to changes in international long
distance dialing to many countries.

PM87

8936

If you assign any non-Client entity to a matter and check
the Client box for that assignment, the entity record is
automatically updated so that the Client field is now
checked. If autonumbering for Clients is enabled, then a
Client Number is also generated.

If you unassign a client from a matter or you change the
matter-specific role definition such that Client is no longer

checked for the matter, the entity record is not updated.

PM87
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PCR

Description

In Version

8938

A new filtering option has been added to the Entity Listing
to allow you to show only Matter Clients (i.e., those
entities that are assigned to a matter where Client is
checked in their role definition).

The existing filtering option — Client — shows all entities
where Client is checked in the entity record.

The Entity — General tab, opened from a matter Entity
listing, now includes the following fields from the Role
details window:

¢ Matter Side (lookup)
¢ Party (checkbox)
¢ Report To (checkbox)

PM87

8942

If you uncheck the Client field on the Entity — General tab,
Practice Manager carries out an integrity check upon
saving the record based on the value selected in System
Settings for Show Clients in the Matter Info field based on
either of the conditions listed below. If necessary, a
warning is displayed advising you that changing the value
will result in the entity no longer being a valid select for the
Client/Billable field or assigned client entity.

¢ If Client is selected and the entity is used in at least
one matter in the Client/Billable field, the warning is
displayed.

¢ If Client AND Billable is selected and the entity is used
in at least one matter in the Client/Billable field, the
warning is displayed.

¢ If the entity is assigned as a Client entity in at least
one matter, then the warning is displayed.

The warning reads as follows:
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¢ Click Yes to continue saving the record with the Client
checkbox cleared.

¢ Click No to continue saving the record, however, the
Client checkbox will be restored to checked.

PM87
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PCR

Description

In Version

¢ Click Cancel to return to the Entity — General tab
without saving the record.

8943

If you uncheck the Billable field on the Entity — General
tab, Practice Manager carries out an integrity check upon
saving the record based on the value selected in System
Settings for Show Clients in the Matter Info field based on
either of the conditions listed below. If necessary, a
warning is displayed advising you that changing the value
will result in the entity no longer being a valid select for the
Client/Billable field or assigned billable entity.

¢ If Billable is selected and the entity is used in at least
one matter in the Client/Billable field, the warning is
displayed.

¢ If Client AND Billable is selected and the entity is used
in at least one matter in the Client/Billable field, the
warning is displayed.

¢ If the entity is assigned as a Billable entity in at least
one matter, then the warning is displayed.

The warning reads as follows:
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¢ Click Yes to continue saving the record with the
Billable checkbox cleared.

¢ Click No to continue saving the record, however, the
Billable checkbox will be restored to checked.

¢ Click Cancel to return to the Entity — General tab
without saving the record.

PM87

8991

There is now the option, through System Settings, to
disable the conflicts checking module in Practice Manager
as it relates to Entities. You can still capture information
about the Side of an entity — Pro, Con or Neither — but
your firm can choose to disable any warnings that may
appear as a result of a conflict that may exist between the
current entity and the parent organization of that entity.

PM87

9183
9412
9414

, 9374,
, and

Entity Merge has been updated to better handle merging
an individual and an organization.

PM87
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PCR

Description

In Version

9265

There is now an option in Security Settings to limit entity
duplicate checking to just those sites you have permission
to access. This only impacts firms that have Site Security
enabled.

For example, if you permission to access the Atlanta and
Denver sites, but not the New York site, and an entity you
are creating exists on the New York site, you will not get a
message advising you the entity already exists if this
setting is selected in Security Settings. If the entity exists
at either the Atlanta or Denver site, you will get the
message.

PM87

9288

On the Entity — Other Details tab, the Judge checkbox
only appears if the entity is of an Entity Type where the
category is associated with Judges.

PM87

9491

Matter, entity and document auxiliaries now respect the
same security settings as their parent records, including
Site Security.

PM87

9624

Entity auxiliaries now respect functional security in the
same way it is respected by the parent entity record.

PM87

9658

Opening the auxiliary from the Entity Listing now respect
site security assignments.

PM87

9775

The order of fields for organization entities on the General
tab have been rearranged to be more logical in terms of
how the information is traditionally entered.

PM87

9775

The fields on the General tab for an organization entity
have been rearranged to be more logical with respect to
how information is entered.

PM87

4656

When the Entity Listing quick filter is set to ALL for Type,
unselecting ALL advances the cursor to the Type look-up
field.

PM87 SP1

10952 and
10959

The upgrade scripts now remove all unnecessary spaces
and punctuation from the address fields, thereby
improving the quality of document assembly merge:

¢ If Address Line 3 contains only spaces or punctuation,
clear the contents of the field.

¢ If Address Line 2 contains only spaces or punctuation
and Line 3 is blank, clear the contents of the field.

¢ If Address Line 2 contains only spaces or punctuation
and Line 3 is not blank, move the value from Address
Line 3 to Address Line 2, overwriting the contents
(spaces and punctuation) of 2 and leaving Address
Line 3 blank.

PM87 SP1
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PCR Description In Version

¢ If Address Line 1 contains only spaces or punctuation
and Line 2 is blank, clear the contents of the field.

¢ If Address Line 1 contains only spaces or punctuation
and Address Line 2 is not blank, move the value from
Address Line 2 to Address Line 1, overwriting the
contents (spaces and punctuation) of Address Line 1.
And, if Address Line 3 is blank, clear the contents of
Address Line 2, else move the contents of Address
Line 3 to Address Line 2, as well.

11057 and Editing an Entity Type Description or Entity Role PM87 SP1
11175 Description now checks to see if that Entity Type or Entity
Role is used by one or more document assembly
components. If yes, a dialog box appears, giving you the
option to automatically run the document assembly
component field name conversion utility (pmtemplate.exe),
thereby updating the merge field labels as needed:
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¢ Click Yes to run the utility.

¢ Click No to not run the utility. The changes will be
queued and applied the next time the utility is
manually run.

11340 When assigning an entity to a matter, if you choose a role | PM87 SP1
with which the entity is already assigned to that matter,
message appears advising you that the entity is already
assigned with that role. You cannot assign a matter more
than once with the same role.

If you edit the entity from within a matter and click on the
Roles listing, you will see all roles that are available for
use with the entity. Roles that have already been used for
the entity are excluded from the list.

11664 The preview panel for auxiliaries may not be wide enough | PM87 SP1
for some auxiliary forms, cutting off fields on the right side
of the form. Horizontal scrollbars will be added in an
upcoming releases of Practice Manager to resolve this
issue.

If the ability to preview auxiliary information is critical, it is
recommended that the dimensions of the forms be
adjusted such that they will comfortably fit in the area
provided. The option is to increase the resolution of your
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as follows:
Matter branch
¢ Uses the global matter listing filter form.

* The default for the filter is read from Preferences-
Listings-Matter.

¢ Preferences-Listings-Matters-Undefined uses the
same defaults as the global matter listing.

« The matters listed are those where the current entity is
either assigned to the matter OR the matter-client.

Entity branch

¢ Looks to entity-specific or matter-specific entity
relationships.

Document branch
¢ Uses the global document listing filter form.

* The default for the filter is read from Preferences-
Listings-Documents.

¢ Preferences-Listings-Documents-Undefined uses the
same defaults as the document listing, only with ALL
authors selected.

* The documents listed are those where the current
entity is related to the document.

Timeslip branch
¢ Uses the global timeslip listing filter form.

* The default for the filter is read from Preferences-
Listings-Timeslips.

¢ Preferences-Listings-Timeslips-Undefined uses the
same defaults as the timeslip listing.

¢ The timeslips listed are those where the current entity
is the timekeeper OR the matter.client.

Note
¢ Uses the entity notes listing filter form.

* The default for the filter is read from Preferences-
Listings-Notes.

¢ Preferences-Listings-Notes-Undefined uses the same
defaults as the note listing, only with ALL authors
selected.

PCR Description In Version
monitor (e.g., from 800x600 to 1024x768), which allows
for a larger preview area.
11712 The Entity TreeView filters have been updated to default PM87 SP1
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¢ The notes listed are those where the current entity is
related to the note.
Groupware
¢ Uses global groupware listing filter form.
e The default for the filter is read from Preferences-
Listings-Groupware.
¢ Preferences-Listings- Groupware-Undefined uses the
same defaults as the groupware listing, only with ALL
senders selected.
¢ The groupware items listed are those where the
current entity is related to the groupware item (From,
To, CC, or BCC).
Issues
« Does not have a filter.
e The filter button is disabled.
Workflow
¢ Uses the global workflow listing filter form.
e The default for the filter is read from Preferences-
Listings-Workflow.
¢ Preferences-Listings-Workflow-Undefined uses the
same defaults as the workflow listing, only with ALL
staff/users selected.
e The workflow items listed are those where the current
entity is related to the workflow item (Responsible,
Notify, Meet/Speak With, Related To, Assigned By).
11860 Multi-select on the Entity Listing now supports delete PM87 SP1

functionality as follows:

¢ Select one or more records on of the listing, and
choose Delete.

¢ The Delete Confirmation message appears

¢ Click No to keep the selected record(s) or Yes to
proceed with deleting the selected record(s). The
system then begins deleting items. When a condition
exists that does not allow the record to be deleted, the
appropriate message appears once. The answer is
then applied to all like conditions. For example, if the
record is from another site other than your active site,
a message appears advising you that you cannot
delete records from that site. This message only
appears once during the delete operation, and not
each time a record is encountered.
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PCR

Description

In Version

When complete, the listing refreshes if Auto refresh is
enabled.

11877

When you edit an entity from the matter-entity listing,
where both the entity and the matter are from a site other
than your active site, the only fields available for editing
are the assignment fields: Role, Role Details, Matter Side,
Party Type, Matter Client, Report To and Party fields.
This is because assignment is not site-specific.

PM87 SP1

12138

The Code field is no longer impacted by the “Change Staff
Information” security when the entity is not staff.

PM87 SP1

12250

In Practice Manager v8.0, an entity could only have one
auxiliary form. With the release of Practice Manager v8.5,
entities could now have up to three auxiliary forms:

¢ One auxiliary based on the Entity Type

¢ One auxiliary based on whether the entity was an
individual or organization

¢ One auxiliary based on their role assignment in a
matter.

This now means that, when you right-click on an entity in a
listing and choose Auxiliary, up to three forms may open,
one on top of the other.

PM87 SP1

12283

Date of Death (DOD) has been added to the entity listing
and query.

PM87 SP1

12892

With Practice Manager v8.1, the Address Description for
an entity address became a required field. This was not
the case in v8.0 and earlier. This means that it is
necessary to populate this field for all addresses.

Also, there have been requests to designate one Address
Description as the default.

This PCR resolved both issues:
First, to the Entity Settings - Address Description grid...

¢ To the right-click menu (yes, it has one for some
reason), the option Set as Default was added.

¢ A Set as Default button was also added.

¢ Als Default column to the right of the Description field
on the listing.

¢ When Set as Default is selected, the highlighted
Address Description becomes the default.

Second, to the Address Description DE form, a Default
check box was added. When checked, this Address
Description becomes the default.

PM87 SP2
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PCR Description In Version

Third, when you close the Entity Settings form...

Practice Manager checks to see if an Address Description
was set as the default.

¢ If no, the following message appears:

You have not selected one of the Address
Descriptions to be the default description used for
creating new entities. Do you want to select on now?

Clicking Yes returns the user to the Entity Settings
window with the Address Descriptions tab active.

Clicking No continues to close the window.

¢ If yes, Practice Manager checks to see if any
Addresses have Description fields that have not been
populated from an earlier upgrade.
if no, the window continues to close.

If yes, the following message appears:

In Practice Manager v8.0, you were allowed to create
addresses for entities without a Description.

In Practice Manager v8.5, this was changed, making
Descriptions required for all addresses. This means
that users are required to select an Address
Description every time they open then close an entity
record or edit and existing address record.

Practice Manager can now go through and update all
existing addresses to use the [description] Address
Description for all addresses that currently do not
contain an address. This process may put a temporary
higher than normal load on the database server. Do
you want to proceed?

* Click Yes to proceed with the update.

* Click No to not update existing record. This dialog
will continue to appear each time you close the Entity
Settings window until the update has been executed.

* Click Cancel to return to the Entity Settings window if
you want to choose a different default Address
Description to use for this update.




Release Notes

4-12 ~ Summary of Entity Changes

PCR

Description

In Version

And finally, when the user creates a new entity and/or
address, the default Address Description is pre-selected in
the lookup field. This way, the user does not have to
remember to pick one every time.

12945

If System Settings:Client Requires Number is checked
and the user checks Client on the Entity Details - General
tab, then switches to the Other Details tab, the contents of
the Code field is validated as follows:

¢ If populated, no action is required.

¢ If not populated, the state of the form is set to edited
so that if you try to Close, you will be prompted to
Save changes. If you choose Yes, the message
advising you to enter a Code will be displayed. If you
choose No, the record will be closed and the Client
field cleared — this is basically assuming you have
chosen not to make the entity a client because you
didn't enter a code.

PM87 SP2

13837 and
13869

The Require Bar Numbers and Bar Numbers button is
now available on the Entity—-General tab for all individual
entities. This allows bar numbers to be entered for
individual entities, other than Staff or Judges.

This field only appears if Allow General Bar Numbers is
assigned to the user’s active security role through
functional security.

The Require Bar Numbers and Bar Numbers button
continue to appear on the Entity—Other Details tab for
Staff or Judges, regardless of whether or not Allow
General Bar Numbers is assigned to the user’s active
security role.

PM87
SP2A
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Changes Specific to the Entity Listing

The following sections described changes specific to the Entity Listing, and
supporting filter and query functionality.

Changes to the Available Columns for the Entity Listing

PCR 8048, 8226, 8682, and 9443

The following fields were added to the list of Available fields for the Entity
Listing:

Field Label Data Source

Default Site Type Code Other Details tab — User: This is the Code for the Site Type
associated with the user’s Default Site.

Default Site Type Other Details tab — User: This is the Description for the Site

Description Type associated with the user’s Default Site.

Department General tab: This is the entity’s department.

Entity Type Category General tab: This is the Category of the Entity Type.

Gender General tab: This is the entity’s gender.

Home Site Code Other Details tab — User: This is the Code for the user’s
Home Site (this is the same as the Site for the entity record.

Home Site Description Other Details tab — User: This is the Description for the
user's Home Site (this is the same as the Site for the entity
record).

Home Site Type Code Other Details tab — User: This is the Code for the Site Type

associated with the user's Home Site (this is the same as
the Site for the entity record).

Home Site Type Other Details tab — User: This is the Description for the Site
Description Type associated with the user’'s Home Site (this is the same
as the Site for the entity record).

Is Expert Other Detalils tab (individual): This indicates whether or not
the entity is an Expert.

Is Judge Other Details tab (individual): This indicates whether or not
the entity is a Judge.

Is Matter Client General tab (from Matter): This indicates whether or not the
entity is assigned to a matter as the Client.
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Field Label

Data Source

Is Report To

General tab (from Matter): This indicates whether or not the
entity is assigned to a matter as the Report To entity.

Login Name

Other Details tab — User: This is the user’s Login Name.

Maiden Name

Other Details tab (Individual): This is the entity’s Maiden
Name.

Marital Status

Other Details tab (Individual): This is the entity’s Marital
Status.

Record ID

Other Details tab: This is the ID of the entity record in the
database.

Religion

Other Details tab (Individual): This is the entity’s religion.

Role Category

General tab (from Matter): This is the category of the role
for the user in the matter.

Security Level

Other Details tab — User: This is the user’s security level at
the Default Site.

Side

General tab: This is the user’s side with respect to the firm.

Timekeeper Level Code

Other Details tab — Staff/User: This is the staff/user’'s
timekeeper level.

The following fields were renamed on the list of Available Fields for the Entity

Listing:

Original Field Label New Field Label

Site Code

Default Site Code

Site Description

Default Site Description

WP initials Initials
Billable Is Billable
Client Is Client
Person Is Person
Personnel Is Staff
User Is User
Ext. Phone Ext

Timekeeper Level

Timekeeper Level Description
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Changes to the Available Fields for the Address Listing

PCR 8682

The following fields were added to the Entity Address Listing as available fields
(* indicates thisfield is also available from the right-click menu):

Field Label Data Source
Phone 2 * This is Phone 2 of the address.
Phone 2 Description * This is the Description of Phone 2 in the address.

Changes to the Query Fields for the Entity Listing

PCR 3781, 8048, 8228, 8682, and 8923

The following fields were added to the Entity Listing Query as available field on
which to search:

Field Label Data Source
Creator Code This is the Code of the entity record creator.
Creator Name This is the Name of the entity record creator.

Default Site Type Code Other Details tab — User: This is the Code for the Site Type
associated with the user’s Default Site.

Default Site Type Other Details tab — User: This is the Description for the Site

Description Type associated with the user’s Default Site.

Department General tab: This is the entity’s department.

DOD Other Details tab (Individual): This is the entity’s Date of
Death.

Entity Type Category General tab: This is the Category of the Entity Type.

Gender General tab: This is the entity’s gender.

Home Site Code Other Details tab — User: This is the Code for the user’s
Home Site (this is the same as the Site for the entity record.

Home Site Description Other Details tab — User: This is the Description for the
user's Home Site (this is the same as the Site for the entity
record).

Home Site Type Code Other Details tab — User: This is the Code for the Site Type

associated with the user's Home Site (this is the same as
the Site for the entity record).
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Field Label

Data Source

Home Site Type
Description

Other Details tab — User: This is the Description for the Site
Type associated with the user’'s Home Site (this is the same
as the Site for the entity record).

Is Deceased

Other Detalils tab (Individual): This indicates whether or not
the entity is Deceased.

Is Expert

Other Details tab: This indicates whether or not the entity is
an Expert.

Is Incompetent

Other Details tab (Individual): This indicates whether or not
the entity is Incompetent.

Is Infant

Other Details tab (Individual): This indicates whether or not
the entity is an Infant.

Is Judge

Other Detalils tab (individual): This indicates whether or not
the entity is a Judge.

Is Matter Client

General tab (from Matter): This indicates whether or not the
entity is assigned to a matter as the Client.

Is Report To

General tab (from Matter): This indicates whether or not the
entity is assigned to a matter as the Report To entity.

Is Resident

Other Detalils tab (individual): This indicates whether or not
the entity is a Resident.

Language

Other Details tab (individual): This is the Language of the
entity.

Maiden Name

Other Details tab (Individual): This is the entity’s Maiden
Name.

Marital Status

Other Details tab (Individual): This is the entity’s Marital
Status.

Nationality

Other Details tab (individual): This is the Nationality of the
entity.

Needs Translator

Other Details tab (individual): This indicates the entity
needs a translator.

Occupation

Other Detalils tab (individual): This is the entity’s occupation.

Record ID

Other Details tab: This is the ID of the entity record in the
database.

Registration No.

Other Details tab (individual): This is the entity’s registration
number.

Religion

Other Detalils tab (individual): This is the entity’s religion.

Reviser Code

This is the Code of the last revisor of the entity record.

Reviser Name

This is the Name of the last revisor of the entity record.
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Field Label

Data Source

Role Category

General tab (from Matter): This is the category of the role
for the user in the matter.

Security Level

Other Details tab — User: This is the user’s security level at
the Default Site.

Side General tab: This is the user’s side with respect to the firm.

Timekeeper Level Code Other Details tab — Staff/User: This is the staff/user’s

timekeeper level.

The following fields were renamed in the Entity Listing Query as available field

on which to search:

Original Field Label

New Field Label

Site Code

Default Site Code

Site Description

Default Site Description

WP initials Initials
Billable Is Billable
Client Is Client
Person Is Person
Personnel Is Staff
User Is User
Mailing List Lookup Mailing List
Ext. Phone Ext

Timekeeper Level

Timekeeper Level Description
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Changes to the Entity Listing Filter

PCR 8227 and 8682

Global Entity Listing Filter
The Global Entity Listing filter appeared as follows in Practice Manager 8.6 SP2:
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The Global Entity Listing filter appears as follows in the latest release of Practice

Manager:
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Matter-Entity Listing Filter
The Matter-Entity Listing filter appeared as follows in Practice Manager 8.6 SP2:

Ertity Filter - =linsserd Filber=
- _m..m& Eniiy Tppa |T 2 Eritiby Tppss I~ Posowsd [ Clen
¥ Osgarirabon Rk | ALl Al Ak (L I~ Al
T Presies Entiybagrr it |40 =
Fiat Hara: | Lesi\gewization bl [
Coded | MR Conicd o | HiHe)
ooBven | @ o [0 @ M
Erilp Tupm 1‘
ok ]
OperagtonPast | 3
Cir Erale
T Coce AlFtorts (L
Wiy | 1‘
B %l
Vo +|
| g | Beesn | Reew | oy | pue |

The Matter-Entity Listing filter appears as follows in the |atest release of Practice
Manager:
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Changes Specific to Related Entities

PCR 8491, 8758, 8759, 8766, 8771, 8883, 8897, and 10254

There has been amajor update in this release of how Practice Manager handles
related entities. The following sections guide you through these changes.

What are relationships?

Related Entities are two entities that have been manually related to each other,
and the nature of their relationship definition defined.

Relationships can be entity-specific (global) or matter-specific.
Only one global relationship can exist between two entities.

Each matter can have only one matter-specific relationship between two assigned
entities — both entities must be assigned to the matter in order to establish a
relationship, based on the role of the entities. The matter-specific Related Entity
listing, however, will combine these assignments into a consolidated view so that
all relationships for an entity can be viewed (see Section 3).

Two entities can have relationships defined for one or more matters.

For the purposes of clarity, the term “Entity 1” is used to define the currently
active or selected entity, and “Entity 2” is used to define the entity being related
to Entity 1. Thisterminology does not, however, suggest that one entity is
superior to the other, asin a parent-child relationship. The relationship is
completely reciprocal. If focus were reversed, so would the relationships.

What does reciprocal mean?

Basically, reciprocal means the relationship goes both ways. When arelationship
is established, each entity appears on the other’ s related entity listing.

Continuing the reciprocal nature of the relation, it is hecessary in some cases to
define the relationship for each entity from the perspective of the other. For
example, if Entity 1 isthe father and Entity 2 is the daughter, then two
relationships need to be established — Entity 2's relationship to Entity 1, and
Entity 1'srelationship to Entity 2. Thisway, when viewed, the relationship
descriptions are appropriate. When the user is viewing the Related Entities for
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the father (Entity 1), they will see the daughter (Entity 2) listed with the
appropriate relationship description, and vice versa

Indirect Relationships

Indirect Relationships are those relationships where two entities are related to a
common record, but not necessarily to each other. For example, two entities may
be related to the same matter, entity, document, note or workflow item, a direct
entity relationship has not been established between the two.

There have been several requests to include functionality within Practice
Manager that would list or somehow represent these relationships, other then
through the common record, itself. This specification does not attempt to address
that functionality at thistime. Thisfunctionality may be addressed in a future
release of Practice Manager as demand warrantsitsinclusion.

Working with Entity Relationships

To List Entity
Relationships

Entity relationships are maintained through either the Global Entity Listing or
Matter Entity Listing. Relationships maintained through the Matter Entity
Listing are assumed to be specific to the current matter unless otherwise
specified.

To display alist of relationships for an entity, highlight the entity on an entity
listing, and choose Related Entities. The appropriate Related Entities window

appears:
» From the Global Entity Listing...
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» Clicking Entity-specific Only filters the listing to show only those
relationships that are not matter-specific.

» Clicking Matter-specific Only filters the listing to show only those
relationships that are matter-specific.

» From the Matter-Entity Listing...
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» Clicking Entity-specific Only filters the listing to show only those
relationships that are not matter-specific.

» Clicking Matter-specific Only filters the listing to show only those
relationships that are matter-specific.

» Checking Active Matter Only filters the listing to show only those
matter-specific relationships in the active matter.

* IntheEntity Rolefield, you can view the relationships for al Roles of
the select entity, or just the relationship for the selected Entity Role.

These are the fields that appear at the top of the Related Entity Listing window:

Field Label Data Source

Department Other Details tab (Individual): This is the department of the
selected entity from the listing.

Entity Role General tab: This is the Entity Role for the selected entity
from the entity listing (only appears when opened from the
Matter-Entity Listing).

Entity Type General tab: This is the Entity Type for the selected entity
from the entity listing (only appears when opened from the
Global Entity Listing).
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Field Label

Data Source

Name

General tab: This is the name of the selected entity from the
listing.

Organization *

This is the Parent Entity for the selected entity from the
entity listing.

Phone / Ext *

This is the Phone number for the selected entity from the
entity listing.

Phone 2 / Ext *

This is the second Phone number for the selected entity
from the entity listing.

Thelist of Available fields for the Related Entities Listing was revised to be as
follows (* indicates thisfield is also available from the right-click menu):

Field Label

Data Source

Creation Date

This is the date the Entity Relationship was created.

Creator Code

This is the Code of the Creator of the Entity Relationship
record.

Creator Name

This is the Name of the Creator of the Entity Relationship
record.

Department *

Other Details tab (Individual): This is the related entity’s
department.

Entity Role * General tab: This is the Role with which the related entity
was assigned to the matter (for matter-specific relationships
only).

Entity Type * General tab: This is the Entity Type for related entity.

Matter Name *

This is the name of the matter for which the relationship
was created (for matter-specific relationships only).

Name *

This is the name of the related entity.

Organization *

This is the organization of the related entity.

Phone / Ext *

This is the Phone number and Extension of the related
entity.

Phone 2 / Ext *

This is the Alternate Phone number and Extension of the
related entity.

Relationship *

This is the related entity’s relationship with the active entity.

Revision Date

This is the date the Entity Relationship was last revised.

Revisor Code

This is the Code of the last user to revise the Entity
Relationship record.

Revisor Name

This is the Name of the last user to revise the Entity
Relationship record.
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To Maintain Entity Relationships are maintained from the Related Entities window:
Entity

Relationships » If the window was opened from the Global Entity Listing, the relationship is

Entity-specific.

» If the window was opened from the Matter-Entity Listing, the relationship is
Matter-specific

Creating New Relationships

1 Clicking New displays a blank Relationship Properties window with the
current entity pre-selected in the Entity 1 fields (this cannot be changed
from this window).

* If the window was opened from the Global Entity Listing, it appears as
follows:

Ripdaticeship Properties
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2 Choose the Matter for which you are defining the relationship.
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If the window was opened from the Matter Entity Listing, it appears as

follows:
Ripdaticship Properties
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Thisfield only appears for matter-specific entity relationships.

The default value is the active matter; however, you can choose any
matter, keeping in mind that you won't see that relationship until you

open that matter listing.
Choose Entity 2.
Enter Entity 2’'s relationship to Entity 1.

Enter Entity 1's reciprocal relationship to Entity 2 (check sameif the

relationship is the same, such as “ co-worker”).

Save the record and Close the window as needed.

Modifying Relationships

1

On the related Entity listing, highlight the relationship you want to modify,
and click Open. The Relationship Properties window pre-populated with
the current entity pre-selected in the Entity 1 fields and the selected entity in

the Entity 2 fields.
Modify the fields as needed.

Save the record and Close the window as needed.
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Deleting Relationships

1 Ontherelated Entity listing, highlight the relationship you want to delete,
and click Delete. The Delete Confirmation window appears.
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2 Proceed asfollows:
» Click Yesto delete the relationship.
» Click No to keep the relationship.
Y ou can also delete entity relationship from the Relationship Properties window.
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Documents

Summary of Document Changes

There are 390 Document-related PCRs addressed in these rel eases of Practice
Manager for the following areas:

» 168 PCRsfor the Document Profile, Listing, Filter and Query
» 178 PCRsfor Document Assembly

» 22 PCRsfor Mail Merge

» 22 PCRsfor Imaging

Thisincludes, but is not limited to the following:

PCR Description In Version

4084 Merging of Entity Auxiliary fields has been updated as PMm87
follows:

» For Entity Type Aux fields:

In the Aux table, locate the first record where the
EntityID is an Entity assigned to the document parent
matter (from ASSIGN table), and populate the fields
with that AUX data. This ignores any querying on
Entity Type as the only way a record can exist in the
AUX table for an Entity is if the AUX is assigned to an
Entity Type, and the Entity with the record in the AUX
table is of that Entity Type.

» For Entity Assign Aux fields:

In the Aux table, locate the first record where the
ASSIGNID is for an assignment to the document
parent matter, and populate the fields with that AUX
data. As with Entity Type, this ignore any querying on
Entity Role or Entity as the only way a record can exist
in the AUX table for an Entity is if the AUX is assigned
to a Law Type and Entity Role, and the Entity with the
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Description

In Version

record in the Aux table is assigned to a matter of the
Law Type with that Entity Role.

6214

You can no longer create a Profile Only document record
for a file that has been dragged into Practice Manager.

PM87

6672

Author, creator, reviewer and reviser are now related to
the document and cannot be manually unassigned.

PM87

6748

In earlier versions of Practice Manager, users were
instructed to add commas to the Suffix and Professional
Sulffix fields so they would be properly listed and merged.
This requirement has been removed; however, many old
records still contain those commas in these fields.

As part of the upgrade, any commas found at the end of
the Suffix and Professional Suffix fields are removed,
along with any spaces. Document assembly merging now
handles the placement of those commas in the generated
document.

PM87

7370

You can now always create a Profile Only document,
regardless of what your User Preferences are for Default
Document Incoming/Outgoing:

¢ If Always Ask is selected, you choose whether the
Profile Only document record is incoming or outgoing.

¢ If Always Incoming is selected, Profile Only document
records will always be incoming (the selection fields
are disabled).

¢ If Always Outgoing is selected, Profile Only document
records will always be outgoing (the selection fields
are disabled).

¢ If Inc-scanned/Out-generated is selected, new
documents will always be outgoing and scanned
documents will always be incoming (the selection
fields are disabled).

PM87

7455, 9727

Document auxiliaries now respect the Site and Matter
Security of the parent document record.

PM87

7896 and
8232

Macro is no longer available as a Document Assembly
Component Type.

PM87

7897

The Component Type list is now sorted alphabetically.

PM87

7995 and
8181

With the new Full Text Searching integration installed, a
“% Match” column is now available after you carry out a
full text search, indicating the relevance of the matching
for the words entered.

PM87




Documents

Summary of Document Changes = 5-3

PCR

Description

In Version

8218

Macros have been developed for converting the Civil
Action No. field (mat_civactno) in document assembly
components to (mat_caseno). If you need to run these
macros on your components so they continue merge
properly, please contact Practice Manager Application
Support.

PM87

8279

Microsoft Word XP is now an available engine for merging
document applications.

PM87

8284

The Related Matters tab on the Document Profile respects
updated assignment and unassignment functionality (see
"Updated Asssign/Unassign Functionality” beginning on
page 2-15).

PM87

8284

The Assign Entities window, opened from the Related
Entities tab on the Document Profile, respects updated
assignment and unassignment functionality (see "Updated
Asssign/Unassign Functionality” beginning on page 2-15).

PM87

8299

On the Addressee/CC/BCC, Plaintiff/Defendant, Cert
Entity and Subject pick windows, the functionality of the
assign and unassign buttons has been updated:

¢ Assign (>) selects the highlighted records.

¢ Assign All (>>) selects all records, ignoring the Max
Rows value in System Settings (this should be used
with caution when working with the Global Entity
Listing).

¢ Unassign (<) removes the highlighted records.
¢ Unassign All (<<) removes all records from the active

panel, ignoring the Max Rows value in System
Settings.

¢ Clear All (<<<) removes all records from all panels of a
multi-panel pick window, such as /CC/BCC or
Plaintiff/Defendant.

PM87

8401

The following engines are no longer available for
document assembly design or merging:

* WordPerfect 6.0/6.1 for Windows

e Corel WordPerfect 7.0

* Microsoft Word 6.0/6.1 for Windows
e Microsoft Word 95

PM87

8402 (related
to 8279 and
8401)

Microsoft Word XP is now an available engine for
designing document assembly components.

PM87
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8403 (related
to 8401)

Corel WordPerfect 2002 is now an available engine for
designing document assembly components.

PM87

8502 and
8587

Drag'n’drop of HTM/HTML files is now fully supported in
the Document module.

PM87

8531

Document Listing respects new All Filter/Query Access
Functional Security Option.

PM87

8682

The list of available columns for the document listing has
been updated with new fields, and some fields have been
renamed (see "Changes to the Document Listing"
beginning on page 5-15)

The list of available fields on which to query the document
listing has been updated with new fields, and some fields
have been renamed (see "Query Fields for the Document
Listing" beginning on page 5-16).

The list of available fields for inclusion in Document
Assembly Components and Merging has been updated
with new fields and some fields have been renamed (see
"Changes to Fields in Document Assembly" beginning on
page 5-19)

PM87

8708

Copy documents functionality now respects Max Files in
Directory setting.

PM87

9130 and
9659

Matter, entity and document auxiliaries now respect the
same security settings as their parent records, including
Site Security.

PM87

9317

All fields that once had a pound sign (#) in the description
have been updated with “No.”

PM87

9338

If an entity is assigned to a matter with more than one
role, and Block or String fields are included in the
document assembly component for the Entity Type
matching that entity, the entity information will only
populate the document once.

PM87

9556

When Entity Notes selection screen is invoked during
merge, the Entity Name now appears on the pick window
so you know which entity you are selecting a note for.

PM87

9557

If an entity is used by more than one field group (e.g.,
creator, author, etc.), the Entity Note pick window is now
invoked for each instance so you can choose a different
entity note for use with each field group.

PM87

9598

In earlier versions of Practice Manager, it was possible for
Entity Type and Entity Role fields to be populated with the
wrong information because their description text was the

same. To make the fields more unique, Entity Type fields
are now prefixed with “ET_" and Entity Role fields are now

PM87
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prefixed with “ER_". Both are then followed by the
Description and the merge field.

9623 The Auxiliary menu item on the Document Listing now PMm87
respect Open Document Profile security.

9623 Document auxiliaries now respect the functional security PMm87
of the parent document record.

10004 Drive Mappings are respected at all times, regardless of PMm87
whether or not Site Security is enabled.

10005 Document versions are now stored in the same location PM87
as the original document, and now respect Drive
Mappings.

10132 TIFF Viewer and Image Viewer now respect Drive PMm87
Mappings.

10148 If the user does not have a Drive Mapping for the PMm87

document site, the following items are disabled for
documents of that site:

* Open on the Document Profile and Document Listing
shortcut menu

» Groupware on the Document Profile and Document
Listing shortcut menu

» New Version and Version Listing on the Document
Profile and Document Listing shortcut menu

10591 Document Assembly merging respects the updated Site PMm87
Security model for Entity Type and Entity Role fields.

4654 When the Document Listing quick filter is set to ALL for PM87 SP1
Author, unselecting ALL advances the cursor to the Author
look-up field.

6481, 7047 Support for Corel 2002 was introduced in Practice PM87 SP1

and 11013 Manager v8.7 and formally certified in this service pack.

9941, 10931, |A new Field Name Conversion utility (PMTemplate.exe) PM87 SP1
10933, 11349, | has been added for Document Assembly. For more
11388, 11390, | information, see "PMTemplate.exe" beginning on page 11-
11397, 11399, | 41.

and 11605

10994 In Practice Manager v8.6 and higher, you can assign one | PM87 SP1
or more templates and boilerplates, in any combination, to
a Law Type/Document Type combination, optionally
designating one combination as the default that always is
selected on the Document Profile.

In previous versions of Practice Manager, you could only
assign one template/boilerplate combination to a Law
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Type/Document Type combination; therefore, the default
designation was not needed.

When you convert from Practice Manager v8.5 or lower to
Practice Manager v8.6 or higher, there is still only one
template/boilerplate combination assignment for each Law
Type/Document Type combination, by default. If you
make other assignments to the Law Type/Document Type
combination. The need to designate a
template/boilerplate combination assignment as the
Default assignment is only necessary if you assign
addition template/boilerplate combinations to a Law
Type/Document Type combination.

11011

The document assembly merge progress indicator now
reads “Merging Document.”

PM87 SP1

11179, 11181,
and 11381

Document assembly merge fields for Entity Type and
Entity Role now include the Entity Type ID or Entity Role
ID to insure total uniqueness when creating the merge
field. This results in a merge field that uses the following
format:

o ET####Description_FieldLabel
«  ER####Description_FieldLabel

If the length of the Entity Type or Entity Role Description
field exceeds 21 characters, the following message
appears, indicating the Description text will be modified
and truncated in order to produce a field that can be used
in Microsoft Word and Corel WordPerfect.

i Entity Typs eocmends & Praf: bnit of 21 charactans. Onky firat 21 wil ba usad. To masimiae
n_rfl the number of characters avalable, punchuston and spaces wil be renoved fom the Prefic.

L= |

PM87 SP1

11326 and
11359

The merge field list for newly created templates now
includes vertical and horizontal scroll bars to make it
easier to ready the merge field labels.

PM87 SP1

11379, 11449
and 11632

Some document assembly merge label fields have been
renamed in order to maximize the number of characters
that can be displayed for Entity Type and Entity Role
fields. For more information, see "Renamed Merge
Fields" beginning on page 5-26.

PM87 SP1
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11510

The following were removed from the document listing as
available fields:

¢ Entity
e |Issue
¢ |ssue Code

You can still query on values in these fields, you just
cannot display them as available columns on the listing as
they caused documents to be listed more than once if
multiple values were selected.

PM87 SP1

11521

When working with document assembly and Word97, the
error ‘Failed to load Win32CMI.dII' may appear. This file
must exist on your computer if you are using document
assembly with Word97. It is typically installed in the
<winversion>\System32\ folder as part of the Word97
installation. If this file does not exist on your computer,
you should reinstall Word97.

Note, if you use Word2000 or WordXP to open an existing
component that was created with Word97, and Word97 is
no longer installed on your computer, you may also
receive this error. The component should be converted to
a Word2000 or WordXP component before attempting to
use it.

PM87 SP1

11598 and
12058

Documents can now be opened Read Only. This change
resulted in the following:

¢ A new option for Document Applications — Allow files
to be opened as read-only.

¢ When Allow files to be opened as read-only is
checked, files that are in use can be opened as read-
only files IF the application supports such functionality
(some applications do not).

¢ When Allow files to be opened as read-only is not
checked, files that are currently in use cannot be
opened, and a message appears advising you of this.

For more information, see "Allowing Documents to be
Opened as Read Only" beginning on page 5-17.

Note that when Allow files to be opened as read-only is
not checked, the Open button is still enabled for files on
the listing and document profile, even if the file is in use.
The checking only occurs after you choose this option.
This is because you may open the profile of a document
that is in use, then the person using the file closes it, and
then you choose open.

PM87 SP1
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11624

When creating a document assembly component in
Word97, you must check OlelnsertMerge.dot on the Tools
— Templates and Add-ins window, then go to Tools —
Macros — run OleDesign.

PM87 SP1

11701

Application and Index fields are no longer populated on
Profile Only documents created from a Document
Template.

PM87 SP1

11892

Multi-select on the Document Listing now supports delete
functionality as follows:

¢ Select one or more records on of the listing, and
choose Delete.

¢ The Delete Confirmation message appears

¢ Click No to keep the selected record(s) or Yes to
proceed with deleting the selected record(s). The
system then begins deleting items. When a condition
exists that does not allow the record to be deleted, the
appropriate message appears once. The answer is
then applied to all like conditions. For example, if the
record is from another site other than your active site,
a message appears advising you that you cannot
delete records from that site. This message only
appears once during the delete operation, and not
each time a record is encountered.

¢ When complete, the listing refreshes if Auto refresh is
enabled.

PM87 SP1

11948

If you create a document assembly component, choosing
the component type as Common, Law Category-specific
or Law Type-specific, and then change the type, an error
message appears the next time you design the document
that reads “Method 'DesignMerge’ not supported by
automation object”. Clicking OK closes the dialog with no
adverse effects on Practice Manager or the component,
itself.

We have seen this happen where users have created Law
Type- or Law Category-specific components, and then
changed them to Common so they could be assigned to
more than one Law Type. This is because they wanted to
be able to use Entity Role fields which are specific to Law
Types. The only “down” side of this approach is that the
selected entity role may not be assigned to the Law Type
to which the component is assigned, and then merge will
not work successfully.

PM87 SP1
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12002

A new Security button has been added to the Document
Profile. This button is visible when some form of
Document Security is installed, other than Site Security or
Matter-Document Security.

For more information on the functionality of this button,
refer to the documentation for the security module(s) you
have installed.

PM87 SP1

12064

If a user attempts to delete a document profile for a
document that is opened by another user, there is no
checking in these three releases of Practice Manager.
The profile is deleted, but the file remains because the file
is locked by the user that has it open.

PM87 SP1

12246

Problems with merging fields from auxiliaries where
auxiliary fields were being truncated, has been resolved.

Components created in PM86 SP2 or earlier should now
merge correctly.

Components created with PM87 or PM87 SP1 (beta) will
need to be recreated, or have the merge fields manually
corrected in the component. If there is a large number of
components that need to be corrected, contact Practice
Manager Application Support, and they can arrange for an
update of the PMTemplate.exe utility which will resolve
this problem automatically.

PM87 SP1

12268

Practice Manager requires that the document assembly
merge field length should not exceed 39 characters. It was
discovered that a limitation exists with Word Perfect. WP
states that it can handle merge field names over 40
characters long, but in fact it successfully merges only
those that are less or equal to 39 characters. While total
length of the field must not exceed 39 characters, further
limitations are on Field Suffix-must be not longer than 25
characters.

PM87 SP1

12302 and
12304

Default is no longer an option when designing a document
assembly component, nor is it an option on the Document
Assembly Settings — Options tab for Word Processor.

After upgrading, you should check to see that the
appropriate Default Word Processor for Assembling has
been selected for your organization.

As part of the upgrade, any component with Default
selected as the Engine was updated to use the default
engine selected on the Document Assembly Settings —
Options tab.

PM87 SP1
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12425 and
12505

A new utility —- MSWDAFIX.EXE — has been added. Itis
recommended that this utility be run on all installation
where the organization is also upgrading from Microsoft
Word97 to Microsoft Word2000 or WordXP.

We have found, through testing, that Word97 components
can have their macro storage corrupted in such a way that
they will not work with PM87 or higher, especially for
Word2000 and WordXP. This is because we have
changed to using OLE for all our merge calls, and while
that method is far superior, it is also more sensitive with
respect to corruption in the component files.

This utility basically carries out the following on each
component where the engine is Microsoft Word:

¢ |t creates a backup of the FRM file.
* |t then creates a new document.

¢ From the FRM file, it inserts the original FRM (this also
brings over the styles) and copies the Page Setup.

* |t then saves the new document with the DOC
extension.

¢ It then deletes the original FRM file.

¢ |t then renames the DOC file to match that of the FRM
file.

+ For more information, see "MSWDAFIX.EXE"
beginning on page 11-42.

PM87 SP1

12469

Document Assembly Settings : Assignment : Doc Types
with No Defaults displays all Law Type / Doc Type
combinations where no component or component
combination has been designated as the default.

PM87 SP1

12477

When upgrading from a previous release of Practice
Manager, if a Law Type / Doc Type combination has
component or component combination assignments, but
no assignment is designated as the default, the first
assignment is automatically designated as the default.

PM87 SP1

12557

Some organization have reported a “defect” in which
NestForm fields are not merging correctly. Upon
investigation, it was found that these fields include a hard
return (paragraph mark), which was preventing the merge
from occurring.

This is not a defect with Practice Manager or the
NestForm command. The problem is with how the original
field was selected. If you insert any of the following fields,
you will need to wrap them with the NestForm command
in order to produce the desired results:

PM87 SP1




Documents

Summary of Document Changes

5-11

PCR

Description

In Version

Field {(“Doc_BoilerPlate”)}
Field {(“Doc_Letterhead”)}
Field {(“Firm_Letterhead”)}
Field {(“Matter_Caption”)}
Field {(“Matter_COS")}

Typically these fields are the only fields on that line, which
means they are immediately followed by a paragraph
mark. You should first select the field, and then Insert the
NestForm command. This is where the problem occurs.
In Microsoft Word 2000 and Word XP, as well as Corel
2000 and 2002, select the entire contents of a line also
selects the paragraph mark. This can easily be confirmed
by carrying out the following:

¢ Insert any one of the above fields in a document on a
line by itself with only a paragraph mark immediately
after it.

* Place the cursor to the immediate left of the field,
which should be the beginning of the line.

¢ Hold the Shift key down and press the right arrow to
select the field. Note that the paragraph mark is
automatically selected. If you were to now Insert the
NestForm command, the paragraph mark would be
included within the NestForm code, causing the merge
to fail for this field.

The solution is to make sure the paragraph mark is not
selected when inserting the NestForm command.

In future updates of Practice Manager, we will be looking
to update our PMTemplate utility to remove these
unwanted paragraph marks, as well as combining the
insert functionality for these fields along with the NestForm
command.

12433

In Document Assembly Settings, if you change the Default
Word Processor in any of the following combinations...

e Word97 to Word2000

e Word97 to WordXP

e Word2000 to WordXP

¢ WordPerfect 8 to WordPerfect 2000 (9)

¢ WordPerfect 8 to WordPerfect 2002 (10)

¢ WordPerfect 2000 (9) to WordPerfect 2002 (10)

A dialog appears, giving you the option of converting the

Design Engine for your components as well.

PM87 SP2
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¢ Clicking Yes changes the Design Engine for you
components, where the current engine is the one you
changed from and the new engine is the one you have
selected.

¢ Clicking No does not change the components, but
does change the Default Word Processor for creating
new components.

¢ Clicking Cancel returns you to the Options tab without
saving the changes.

You can actually carry out this conversion multiple times,

simply by selecting and reselecting new word processors.

For example, you have components created using

Word97, Word2000 and WordXP. Your Default Engine

was previously set to WordXP for new components, but

now you want all your existing components converted to

WordXP.

¢ Choose Word97, and switch to another tab (e.g.,
Components). There will be no prompt.

¢ Switch back to Options. Choose WordXP, and switch
to another tab. You will be prompted to convert the
existing components. Click Yes.

e Switch back to Options. Choose Word2000, and
switch to another tab. There will be no prompt.

«  Switch back to Options. Choose WordXP, and switch
to another tab. You will be prompted to convert the
existing components. Click Yes.

The same can be carried out for WordPerfect. You

cannot, however, convert from Word to WordPerfect, or

vice versa.

12895 Word now opens maximized during document assembly PM87 SP2
merge.
12900 Issues with Keyboard Prompts disappearing behind a PM87 SP2

Word during merge have been resolved. This was only

occurring with some versions of Word.
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13293 The issue with the file path changing for document when PM87 SP2
they were copied, even if no field values had changed,
have been resolved.

13379 In PM87, it was possible to generate document withouta | PM87 SP2
Document Type when only a Document Category was
selected on the Tree, resulting in a document assembly
failure. This has been corrected.

13453, 13457, | ‘RPC Server Unavailable’ and WINWORD program errors | PM87 SP2
13361, 13392, | have been resolved. These were the results of a conflict

13510, and between the Note SpellChecker and Document Assembly.
13573

13505 Drive mapping functionality has been updated as follows: | PM87 SP2

Is the Document Site ID the same as the User's Active
Site ID?

* If YES, does the file exist at the location stored in the
database?

¢ If yes, proceed with the selected action.

¢ If no, display the File Not Found error message
and proceed with the selected action as follows:

¢ If trying to open the file, return to the window
from which the message appeared.

¢ If trying to open the profile, open it as read
only, with Description, Comments, List
Versions, Timeslip, Groupware, Issues,
Matters, Entities, Save and Close active.

¢ If trying to open the Versions from the listing,
display the Version listing.

¢ If trying to open Auxiliary from the listing,
display it.

¢ If trying to open Groupware from the listing,
display the Groupware listing.

¢ If trying to Fax the document, return to the
Document listing.

¢ If NO, is there a mapping for the Document Drive?
e Ifyes...

¢ Replace the Document Drive with the User
Drive from the mapping.

¢ Does the file exist at the mapped location?

¢ If yes, proceed with the selected action.
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¢ If no, display the File Not Found error
message and proceed with the selected
action as follows:

e If trying to open the file, return to the
window from which the message
appeared.

e If trying to open the profile, open it as
read only, with Description,
Comments, List Versions, Timeslip,
Groupware, Issues, Matters, Entities,
Save and Close active.

Note, if Site Security is enabled,
Description, Comments and Save are
disabled.

e If trying to open the Versions from the
listing, display the Version listing.

e If trying to open Auxiliary from the
listing, display it.

e If trying to open Groupware from the
listing, display the Groupware listing.

¢ If trying to Fax the document, return
to the Document listing.

* If no, does the file exist at the location stored in
the database?

¢ If yes, proceed with the selected action.

¢ If no, display the File Not Found error
message and proceed with the selected
action as follows:

¢ If trying to open the file, return to the
window from which the message
appeared.

¢ If trying to open the profile, open it as read
only, with Description, Comments, List
Versions, Timeslip, Groupware, Issues,
Matters, Entities, Save and Close active.

Note, if Site Security is enabled,
Description, Comments and Save are
disabled.

e If trying to open the Versions from the
listing, display the Version listing.

¢ If trying to open Auxiliary from the listing,
display it.
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e If trying to open Groupware from the
listing, display the Groupware listing.

» If trying to Fax the document, return to the
Document listing.

13608 As a clarification, the Max Files in Directory field on the PM87 SP2
Document Settings — Options tab, only recognizes 8 digits
even though you can enter more.

Changes to the Document Listing

Document Listing - Available Fields

PCR 8682

The following fields were added to the list of Available fields for the Document

Listing:
Field Label Data Source

Author Name This is the full name of the Author.

Creator Name This is the full name of the Creator.

Employer Name This is the full name of the Employer

Entity This is the full name of the related Entities.
If you include this column, each document will be listed as
many times as it takes to list all related entities.

Issue This is the Description of the related issue for the
document.
If you include this column, each document will be listed as
many times as it takes to list all issues.

Issue Code This is the Code of the related issue for the document.
If you include this column, each document will be listed as
many times as it takes to list all issues.

Revisor Name This is the full name of the last revisor.
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The following fields were added to the list of Available fields for the Document

Version Listing:
Field Label Data Source
Date Revised This is the date the document profile was last revised.

The following fields were renamed on the list of Available Fields for the
Document Listing:

Original Field Label New Field Label
Incoming Is Incoming
Locked Is Locked
Profile Only Is Profile Only
Versions Required Version Control

The following fields were renamed on the list of Available Fields for the
Document Version Listing:

Original Field Label New Field Label
Incoming Is Incoming
Locked Is Locked
Profile Only Is Profile Only
Versions Required Version Control

Query Fields for the Document Listing

PCR 8682

The following fields were added to the Document Listing Query as available
field on which to search:

Field Label Data Source
Author Name This is the full name of the Author.
Creator Name This is the full name of the Creator.
Employer Name This is the full name of the Employer
Entity This is the full name of the Related Entities.
Entity's Code This is the Code of the Related Entities.
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Field Label Data Source

Issue This is the Description of the related issue for the
document.

Issue Code This is the Code of the related issue for the document.

Issue Lookup This is a lookup on related issue for documents.

Matter 1D This is the ID of the parent matter for the document.

Primary Matter No. This is the Matter No. of the parent matter for the document.

Revisor Name This is the full name of the last revisor.

Type (Relationship) This is the Relationship of the Related Entity to the
document. It allows you to find documents based on how
entities are related to the document.

The following fields were renamed on the Document Listing Query as available
field on which to search:

Original Field Label New Field Label
Incoming Is Incoming
Locked Is Locked
Profile Only Is Profile Only
Versions Required Version Control

Allowing Documents to be Opened as Read Only

PCRs 11598 and 12058

The ability to open documents that are in use as “read-only” documents has been
added to Practice Manager. Thisfunctionality ishandled in part by Practice
Manager, and in part by the application used for opening thefile. If the
application does not support opening in-use files as “read-only”, then this
functionality is not available for files that use the application.

To the Application DE form, a checkbox option was alabel of "Allowsfilesto be
opened as read-only.” When checked, this setting is respect as follows:
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Opening the File from the Document Listing
Practice Manager checksto seeif thefileisin use.
» If Yes, Practice Manager checks to see if the application supports read-only.

» If Yes, Practice Manager opens the file, allowing the application to
handle the read-only state (some applications display a message first).

* If No, amessage displays, advising the user thefileisin use.
» If Not, the file opens.

Opening the Profile from the Document Listing
Practice Manager checksto seeif thefileisin use.
» If Yes, Practice Manager checksto seeif the application supports read-only.

* If Yes, the Document Profile form opens with the Description and Date
fields active, as well asthe Open, New Version, List Versions, Timeslip,
Groupware, and Issues buttons enabled. All other fields and buttons are
read-only/disabled.

» If No, amessage appears, and then the Document Profile form opens
with the Description and Date fields active, as well asthe New Version,
List Versions, Timedlip, Groupware, and Issues buttons enabled. Al
other fields and buttons, including the Open button, are read-
only/disabled.

» If No, Practice Manager opens the Document Profile with all fields and
buttons enabled.

Opening the File from the Document Profile
Practice Manager checksto seeif thefileisin use.
» If Yes, Practice Manager checksto seeif the application supports read-only.

» If Yes, Practice Manager opens the file, allowing the application to
handle the read-only state (some applications display a message first).

* If No, amessage displays, advising the user thefileisin use.
» If Not, the file opens.
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Changes to Fields in Document Assembly

New Merge Fields

PCR 8682

The following fields have been renamed in document assembly:

Field Label Merge Field Data Source In Version
Field Groups: Addressee, Author, BCC, CC, Certificate Entities, Client, Creator,
Defendant, Entity Type, Entity Role, Plaintiff, and Subject
Addrl Phone2 (ent)_Addr1Phone2Des | Entity Record — Primary PMm87
Description c Address — Phone 2
Description.
Addr2 Phone2 (ent)_Addr2Phone2Des | Entity Record — PMm87
Description c Secondary Address —
Phone 2 Description.
Default Site Code (ent)_DefSiteCode Entity Record — Other PMm87
Info — User — Default
Site Code
Default Site Description | (ent)_DefSiteDesc Entity Record — Other PM87
Info — User — Default
Site Description
Default Site Type Code | (ent)_DefSiteTypeCode | Entity Record — Other PMm87
Info — User — Default
Site — Site Type Code
Default Site Type (ent)_DefSiteTypeDesc | Entity Record — Other PMm87
Description Info — User — Default
Site — Site Type
Description
Department (ent)_Department Entity Record — PMm87
General — Department
DOD (ent)_DOD Entity Record — Other PMm87
Info — Date of Death
Entity Role Details (ent)_EntRoleDetails Entity Record — Matter PMm87
Assignment — Role
Details
License No. (ent)_ExpLicense Entity Record — Other PM87
Info — Expert — License
Expiration Date
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Field Label Merge Field Data Source In Version
Rating (ent)_ExpRating Entity Record — Other PMm87
Info — Expert — Rating
Specialty Code (ent)_ExpSpecCode Entity Record — Other PMm87
Info — Expert —
Specialty Code
Specialty Description (ent)_ExpSpecDesc Entity Record — Other PMm87
Info — Expert —
Specialty Description
Sub-specialty Code (ent)_ExpSubSpecCod | Entity Record — Other PMm87
e Info — Expert —
Subspecialty Code
Sub-specialty (ent)_ExpSubSpecDes | Entity Record — Other PMm87
Description c Info — Expert —
Subspecialty
Description
Expert Type (ent)_ExpTypeDesc Entity Record — Other PMm87
Description Info — Expert — Expert
Type Description
Home Site Code (ent)_HomesSiteCode Entity Record — Other PMm87
Info — User — Home
Site Code
Home Site Description | (ent)_HomeSiteDesc Entity Record — Other PMm87
Info — User — Home
Site Description
Home Site Type Code | (ent)_HomeSiteTypeCo | Entity Record — Other PMm87
de Info — User — Home
Site — Site Type Code
Home Site Type (ent)_HomeSiteTypeDe | Entity Record — Other PMm87
Description sc Info — User — Home
Site — Site Type
Description
Login Name (ent)_LoginName Entity Record — Other PMm87
Info — User — Login
Name
Maiden Name (ent)_MaidenName Entity Record — Other PMm87
Info — Maiden Name
Marital Status (ent)_MaritalStatus Entity Record — Other PMm87
Info —Matter Status
Matter Side (ent)_MatterSide Entity Record — Matter PMm87
Assignment — Side
Occupation (ent)_Occupation Entity Record — Other PMm87
Info —Occupation
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Field Label Merge Field Data Source In Version
Part No. (ent)_Part Entity Record — Other PMm87
Info — Judge — Part No
Party Type (ent)_PartyType Entity Record — Matter PMm87
Assignment — Party
Type
Registration No. (ent)_RegNumber Entity Record — Other PMm87
Info —Registration
Number
Religion (ent)_Religion Entity Record — Other PMm87
Info —Religion
Room No. (ent)_Room Entity Record — Other PMm87
Info — Judge — Room
No
Security Level (ent)_SecurityLevel Entity Record — Other PMm87
Info — User — Security
Level
Timekeeper Level (ent)_TimeKeepLevelC | Entity Record — Other PMm87
Code ode Info — Staff —
Timekeeper Level
Code
Timekeeper Level (ent)_TimeKeepLevelD | Entity Record — Other PMm87
Description esc Info — Staff —
Timekeeper Level
Description
Timekeeper Number (ent)_TimeKeepNumbe | Entity Record — Other PMm87
r Info — Staff —
Timekeeper Number
Field Group: Matter
Audit Criteria Mat_Billing_AuditInfo Matter — General — PMm87
Billing — Audit
Information
Contingency (amount) | Mat_Billing_Contingenc | Matter — General — PMm87
y Billing — Contingency
Payment Information Mat_Billing_Pmtinfo Matter — General — PMm87
Billing — Payment
Information
Closed File Location Mat_Closed_FileLocati | Matter — General — PMm87
on Closed File Location
Liability Mat_Eval_Liability Matter (Litigation) — PM87
Overview — Evaluation
— Liability
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Field Label

Merge Field

Data Source

In Version

Total Coverage

Mat_Eval_TotalCover

Matter (Litigation) —
Overview — Evaluation
— Total Coverage

PM87

Total Demand

Mat_Eval_TotalDeman
d

Matter (Litigation) —
Overview — Evaluation
— Total Demand

PM87

Total Offer

Mat_Eval_TotalOffer

Matter (Litigation) —
Overview — Evaluation
— Total Offer

PM87

Total Settlement

Mat_Eval_TotalSettle

Matter (Litigation) —
Overview — Evaluation
— Total Settlement

PM87

Value High

Mat_Eval_ValueHigh

Matter (Litigation) —
Overview — Evaluation
— Value High

PM87

Value Low

Mat_Eval_ValuelLow

Matter (Litigation) —
Overview — Evaluation
— Value Low

PM87

Facts

Mat_Facts

Matter (Litigation) —
Overview — General —
Facts

PM87

Farmed Out

Mat_FarmedOut

Matter (Litigation) —
Overview — General —
Farmed Out

PM87

Matter Group 1

Mat_Grpl

Matter (Litigation) —
Overview — General —
Group 1

PM87

Matter Group 1 Date

Mat_GrplDate

Matter (Litigation) —
Overview — General —
Group 1 — Date

PM87

Matter Group 2

Mat_Grp2

Matter (Litigation) —
Overview — General —
Group 2

PM87

Matter Group 2 Date

Mat_Grp2Date

Matter (Litigation) —
Overview — General —
Group 2 — Date

PM87

Matter Group 3

Mat_Grp3

Matter (Litigation) —
Overview — General —
Group 3

PM87

Matter Group 3 Date

Mat_Grp3Date

Matter (Litigation) —
Overview — General —
Group 3 — Date

PM87
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Field Label

Merge Field

Data Source

In Version

DOl

Mat_Incident_Date

Matter (Litigation) —
Overview — General —
Date of Incident

Matter (Litigation) —
Overview —
Incident/Facts — Date
and Time of Incident

PM87

Incident Description In
Pleadings

Mat_Incident_Desc

Matter (Litigation) —
Overview —
Incident/Facts —
Incident Description for
Pleadings

PM87

Details

Mat_Incident_Details

Matter (Litigation) —
Overview —
Incident/Facts —
Incident Details

PM87

Location Of Incident:
City

Mat_Incident_LocCity

Matter (Litigation) —
Overview —
Incident/Facts —
Location of Incident —
City

PM87

Location Of Incident:
Country

Mat_Incident_LocCount
ry

Matter (Litigation) —
Overview —
Incident/Facts —
Location of Incident —
Country

PM87

Location Of Incident:
County

Mat_Incident_LocCount
y

Matter (Litigation) —
Overview —
Incident/Facts —
Location of Incident —
County

PM87

Location Of Incident:
State

Mat_Incident_LocState

Matter (Litigation) —
Overview —
Incident/Facts —
Location of Incident —
State

PM87

Location Of Incident:
Street

Mat_Incident_LocStreet

Matter (Litigation) —
Overview —
Incident/Facts —
Location of Incident —
Street

PM87




Release Notes

5-24 = Changes to Fields in Document Assembly

Field Label

Merge Field

Data Source

In Version

Location Of Incident:
Zip

Mat_Incident_LocZip

Matter (Litigation) —
Overview —
Incident/Facts —
Location of Incident —
Zip Code

PM87

User Defined Datel

Mat_IncidentDatel

Matter (Litigation) —
Overview —
Incident/Facts — User
Defined Date 1

PM87

User Defined Date2

Mat_IncidentDate2

Matter (Litigation) —
Overview —
Incident/Facts — User
Defined Date 2

PM87

Jurisdiction Court

Mat_JurCourt

Matter — General —
Jurisdiction — Court

PM87

Last Review

Mat_LastReview

Matter (Litigation) —
Overview — General —
Last Review Date

PM87

Last Review By Code

Mat_LastReview_Code

Matter (Litigation) —
Overview — General —
Last Reviewed By
Code

PM87

Last Review By

Mat_LastReview_Nam
e

Matter (Litigation) —
Overview — General —
Last Reviewed By
Name

PM87

Last Update

Mat_LastUpdate

Matter (Litigation) —
Overview — General —
Last Update Date

PM87

Last Update By Code

Mat_LastUpdate_Code

Matter (Litigation) —
Overview — General —
Last Update By Code

PM87

Last Update By

Mat_LastUpdate_Name

Matter (Litigation) —
Overview — General —
Last Update By Name

PM87

Law Type Code

Mat_LawTypeCode

Matter — General — Law
Type Code

PM87

Matter Type Code

Mat_MatterTypeCode

Matter — General —
Matter Type Code

PM87

Quick Notes

Mat_QuickNotes

Matter (Litigation) —
Overview — General —
Quick Notes

PM87
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Field Label

Merge Field

Data Source

In Version

Settlement/Award
Amount

Mat_Settle_Amount

Matter (Litigation) —
Overview — Billing —
File Disposition —
Settlement/Award
Amount

PM87

Comments

Mat_Settle_Comments

Matter (Litigation) —
Overview — Billing —
File Disposition —
Settlement/Award
Comments

PM87

Settlement/Award Date

Mat_Settle_Date

Matter (Litigation) —
Overview — Billing —
File Disposition —
Settlement/Award Date

PM87

Final Payment Date

Mat_Settle_FinalPayDa
te

Matter (Litigation) —
Overview — Billing —
File Disposition —
Settlement/Award Final
Payment Date

PM87

Unsettled Case
Disbursements

Mat_Settle_UnsetCase
Disb

Matter (Litigation) —
Overview — Billing —
File Disposition —
Unsettled Case
Disbursements

PM87

Unsettled Liens

Mat_Settle_UnsetLiens

Matter (Litigation) —
Overview — Billing —
File Disposition —
Unsettled Case Liens

PM87

Unsettled Plaintiff
Disbursements

Mat_Settle_UnsetPlaDi
sb

Matter (Litigation) —
Overview — Billing —
File Disposition —
Unsettled Plaintiff
Disbursements

PM87

Site Code

Mat_SiteCode

Matter — Site Code

PM87

Site Description

Mat_SiteDesc

Matter — Site
Description

PM87

Site Type

Mat_SiteType

Matter — Site — Site
Type Description

PM87

Site Type Code

Mat_SiteTypeCode

Matter — Site — Site
Type Code

PM87

Status Age

Mat_StatusAge

Matter (Litigation) —
Overview — General —

Status Age

PM87
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Field Label Merge Field Data Source In Version
Substituted Mat_Substituted Matter (Litigation) — PMm87
Overview — General —
Substitued
Renamed Merge Fields
PCR 8218, 8682, 9317, 11379, 11449 and 11632
The following fields have been renamed in document assembly:
Original Field Label Original Field Label Reason for Change | In Version
Original Merge Field | Original Merge Field
Addrl Data Addrl Phone2 Updated to reflect PM87
(ent)_Addr1Data (ent)_AddriPhone2 changes in the entity data
entry form.
Addr2 Data Addr2 Phone2 Updated to reflect PM87
(ent)_Addr2Data (ent)_Addr2Phone2 changes in the entity data
entry form.
Civil Action No Case Number Updated to reflect PM87
Mat_CivilActNo Mat_CaseNo changes in the matter data
entry form.
Extension Suffix Updated to reflect PM87
(ent)_Extension (ent)_Suffix changes in the entity data
entry form.
How Linked Relationship to Parent Updated to reflect PM87
(ent)_HowLinked (ent)_ParentOrgRel changes in the entity data
entry form.
JurCourt Jurisdiction CourtType Updated to reflect PM87
Mat_JurCourt Mat_JurCourtType changes in the jurisdiction
data entry form.
Linked To Organization Updated to reflect PM87
(ent)_LinkedTo (ent)_ParentOrg changes in the entity data
entry form.
Prof Ext Prof. Suffix Updated to reflect PM87
(ent)_ProfExt (ent)_ProfSuffix changes in the entity data
entry form.
SSN SSN Updated to reflect PM87
(ent)_SSN (ent)_SSN_EIN changes in the entity data
entry form.
Title Prefix Updated to reflect PM87
(ent)_Title (ent)_Prefix changes in the entity data
entry form.
BoilerPlate BoilerPlate Document — BoilerPlate PM87 SP1
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Original Field Label Original Field Label Reason for Change | In Version
Original Merge Field | Original Merge Field

Addr1Country Addrl1Cntry Entity — Addrl Country PM87 SP1

Addr1PhonExt Addr1PhExt Entity — Addrl Phone Ext PM87 SP1

Addr1Phone2 AddriPh2 Entity — Addrl Phone2 PM87 SP1

AddriPhone2Desc AddrlPh2De Entity — Addrl Phone2 PM87 SP1
Description

Addr2Country Addr2Cntry Entity — Addr2 Country PM87 SP1

Addr2County Addr2Cnty Entity — Addr2 County PM87 SP1

Addr2PhonExt Addr2PhExt Entity — Addr2 Phone Ext PM87 SP1

Addr2Phone2 Addr2Ph2 Entity — Addr2 Phone2 PM87 SP1

Addr2Phone2Desc Addr2Ph2De Entity — Addr2 Phone2 PM87 SP1
Description

Addr2ZipCode Addr2Zip Entity — Addr2 Zip Code PM87 SP1

DefSiteTypeCode DefSiteTypC Entity — Default Site Type PM87 SP1
Code

DefSiteTypeDesc DefSiteTypD Entity — Default Site Type PM87 SP1
Description

EMailAddress EMail Entity — E-Mail Address PM87 SP1

EntRoleDetails EntRoleDet Entity — Entity Role Details | PM87 SP1

HomeSiteCode HomeSiteCod Entity — Home Site Code PM87 SP1

HomesSiteDesc HomeSiteDes Entity — Home Site PM87 SP1
Description

HomeSiteTypeCode HomeSiteTyC Entity — Home Site Type PM87 SP1
Code

HomeSiteTypeDesc HomeSiteTyD Entity — Home Site Type PM87 SP1
Description

MaritalStatus MaritalStat Entity — Marital Status PM87 SP1

ParentOrg ParntOrg Entity — Organization PM87 SP1

ParentOrgRel ParntOrgRel Entity — Relationship to PM87 SP1
Parent

SecurityLevel SecLevel Entity — Security Level PM87 SP1

ExpSubSpecCode ExpSubSpecC Entity — Sub-specialty PM87 SP1
Code

ExpSubSpecDesc ExpSubSpecD Entity — Sub-specialty PM87 SP1
Description

TimeKeepLevelCode TKeepLevCod Entity — Timekeeper Level PM87 SP1
Code

TimeKeepLevelDesc TKeepLevDes Entity — Timekeeper Level PM87 SP1

Description
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Original Field Label Original Field Label Reason for Change | In Version
Original Merge Field | Original Merge Field

TimeKeepNumber TKeepNo Entity — Timekeeper PM87 SP1
Number

Billing_AuditInfo Bill_Audit Matter — Audit Criteria PM87 SP1

Closed_FileLocation ClsdFileLoc Matter — Closed File PM87 SP1
Location

Settle_Comments StiComm Matter — Comments PM87 SP1

Billing_Contingency Bill_Cont Matter — Contingency PM87 SP1
(amount)

Incident_Details IncdDetails Matter — Details PM87 SP1

Incident_Date IncdDate Matter — DOI PM87 SP1

Settle_FinalPayDate StIFnIPyDat Matter — Final Payment PM87 SP1
Date

Incident_Desc IncdDesc Matter — Incident PM87 SP1
Description In Pleadings

JurCourtType JurCourtTyp Matter — Jurisdiction PM87 SP1
CourtType

LastReview LastRev Matter — Last Review PM87 SP1

LastReview_Name LastRevName Matter — Last Review By PM87 SP1

LastReview_Code LastRevCode Matter — Last Review By PM87 SP1
Code

LastUpdate LastUpd Matter — Last Update PM87 SP1

LastUpdate_Name LastUpdName Matter — Last Update By PM87 SP1

LastUpdate_Code LastUpdCode Matter — Last Update By PM87 SP1
Code

Eval_Liability EvalLiab Matter — Liability PM87 SP1

Incident_LocCity IncdLoCty Matter — Location Of PM87 SP1
Incident: City

Incident_LocCountry IncdLoCntry Matter — Location Of PM87 SP1
Incident: Country

Incident_LocCounty IncdLoCnty Matter — Location Of PM87 SP1
Incident: County

Incident_LocState IncdLoSt Matter — Location Of PM87 SP1
Incident: State

Incident_LocStreet IncdLoStr Matter — Location Of PM87 SP1
Incident: Street

Incident_LocZip IncdLoZip Matter — Location Of PM87 SP1
Incident: Zip

MatterType MatType Matter — Matter Type PM87 SP1
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Original Field Label Original Field Label Reason for Change | In Version
Original Merge Field | Original Merge Field

Billing_Pmtinfo Bill_Pmt Matter — Payment PM87 SP1
Information

Settle_Amount StlAmount Matter — Settlement/Award | PM87 SP1
Amount

Settle_Date StlDate Matter — Settlement/Award | PM87 SP1
Date

SiteTypeCode SiteTypeCod Matter — Site Type Code PM87 SP1

Eval_TotalCover EvalTtiCvr Matter — Total Coverage PM87 SP1

Eval_TotalDemand EvalTtIDem Matter — Total Demand PM87 SP1

Eval_TotalOffer EvalTtlOffr Matter — Total Offer PM87 SP1

Eval_TotalSettle EvalTtIStle Matter — Total Settlement PM87 SP1

Settle_UnsetCaseDisb StlUnstDisb Matter — Unsettled Case PM87 SP1
Disbursements

Settle_UnsetLiens StlUnstLien Matter — Unsettled Liens PM87 SP1

Settle_UnsetPlaDisb StlUnstPlaD Matter — Unsettled Plaintiff [ PM87 SP1
Disbursements

IncidentDatel IncdDatel Matter — User Defined PM87 SP1
Datel

IncidentDate2 IncdDate2 Matter — User Defined PM87 SP1
Date2

Eval_ValueHigh EvalValHigh Matter — Value High PM87 SP1

Eval_ValueLow EvalValLow Matter — Value Low PM87 SP1

MatterTypeCode MatTypeCode Matter Type Code PM87 SP1

All Entity Type fields are now appended with ET _to differentiate them from
Entity Role fields, which are now appended with ER _.

Note

An upgrade utility is provided as part of the practice Manager upgrade program
for upgrading the mat_civilactno field and mat_caseno.

It can be run manually to update your document assembly components. Y ou can
contact your RealLegal Account Manager or Practice Manager Application
Support for assistance in running this utility.
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Chapter

Summary of Note Changes

There are 92 Note- and Phone Call-related PCRs addressed in these rel eases of
Practice Manager, including but not limited to the following:

PCR

Description

In Version

6957 and
8240

Notes can be printed from the Note Listing. For more
information, see "Printing Note Contents from the Note
Listing" beginning on page 6-5.

PM87

8186

Note authors can only be entities marked as “Staff” on the
Entity — Other Details tab.

PM87

8285

The Related Matters tab the Note form respects updated
assignment and unassignment functionality (see "Updated
Asssign/Unassign Functionality” beginning on page 2-15).

PM87

8286

The Related Entities tab the Note form respects updated
assignment and unassignment functionality (see "Updated
Asssign/Unassign Functionality” beginning on page 2-15).

PM87

8290

The Related Issues tab the Note form respects updated
assignment and unassignment functionality (see "Updated
Asssign/Unassign Functionality” beginning on page 2-15).

PM87

8534

Note Listing respects new All Filter/Query Access
Functional Security Option.

PM87

9090

So that Notes now appear on the Related TreeView for
Entities, the Author, Creator, and Revisor are
automatically assigned to the note as Related Entities.
They cannot be manually unassigned.

PM87

10052

Related Matters now respects Matter and Site Security.

PM87

4657

When the Note Listing quick filter is set to ALL for Author,
unselecting ALL advances the cursor to the Author look-
up field.

PM87 SP1

8640

When the Other Party is assigned to a Phone Call note,
they are automatically assigned to the note under Related
Entitles. This occurs whether the Phone Call note is new

PM87 SP1
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PCR Description In Version

or being edited.

If you change the value in the Other Party field, the newly
selected entity is assigned to the note under Related
Entities. The previously selected Other Party remains
assigned, as well. You must manually remove that entity
if you no longer want them related to the note.

9668 and In order to preview notes from the note listing, the entity PM87 SP1
10265 must have Edit Notes in their security role for their active
site.
9751 The tab order has been adjusted on the Note Listing as PM87 SP1
follows:

¢ Grid (this is active upon opening)
¢ Filter pane (if open)

*  New

¢ Open

e New Phone Call

e Close

* Notes to Show

¢ Author (if ALL is not selected)

¢ Note Type (if ALL is not selected)

* Days
11066 and On the Global-Note listing quick filter and hot filter, the PM87 SP1
11068 “Show Notes for” field has been changed from radio

buttons to a drop-down list that shows all possible
combinations of matter-notes:

Maotez To Show Auithor

Ed| &l Al

- Date Created

Entity Related
Entity Felated Only

Entity AMD M atter Related
Entity OF t atter Related
atter Related

Matter Related Only

Mo Relationships

¢ All (default) — These are all notes, regardless of
related entities or matters.

« Entity Related — These are notes that have an entity
related to them.

¢ Entity Related Only — These are notes that have an
entity related to them, but not matters.
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PCR

Description

In Version

¢ Entity AND Matter Related — These are notes that
have both an entity and matter related to them.

¢ Entity OR Matter Related — These are notes that have
either an entity or matter related to them, or both.

* Matter Related — These are all notes that have a
matter related to them.

¢ Matter Related Only — These are notes that have a
matter related to them, but no entities (this would only
apply to existing notes, as all notes now have the
Author and Creator related to them).

¢ No Relationships — These are notes that do not have
matters or entities related to them (this would only
apply to existing notes, as all notes now have the
Author and Creator related to them).

11070 and
11072

On the Matter-Note listing quick filter and hot filter, the
“Show Notes for” field has been changed from radio
buttons to a drop-down list that shows all possible
combinations of matter-notes:

Motez Ta Show Authar

|Matter Rielated = A |
E lity &MD b atter B elated
M atter Related

M atter Related Only

i¥ Date Created

¢ Matter Related (default) — These are all notes related
to the matter, regardless of whether or not they are
related to other matters or entities.

¢ Entity AND Matter Related — These are all notes
related to the matter that are also related to an entity.

¢ Matter Related Only — These are notes that are only
related to the matter, and not to other entities.

PM87 SP1

11437 and
11440

When a note is created, the Author and Creator are
automatically assigned to the Note on the Related Entities
tab. This means that it is no longer possible to save a
note without related entities. And you cannot unassign
these entities. Therefore, the save checking has been
updated to skip checking for Related Entities.

Saving a note still checks to see if any matters have been
related to the note. If not, a message appears.

PM87 SP1

11666

Notes are only deleted automatically if the author is
deleted. Deleting the creator, revisor or any other related
entity will not automatically delete the notes related to
those entities.

PM87 SP1
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PCR

Description

In Version

12227

On Phone Calls, the phone fields may not refresh if you
replace the selection in the Other Party field with a party of
the same name. For example, if John Smith was selected
and then you pick a different John Smith, the phone
numbers from the first John Smith remain.

The current solution is to clear the field and then re-pick
the entity, or use the “cowboy hat” lookup control.

PM87 SP1

12239

When opening an existing note, you may be prompted to
save changes upon close, even if no changes were made.
Clicking No closes the window.

PM87 SP1

12455

Notes can now contain tab characters.

PM87 SP1

13013

Matter Name and Matter No have been added to the Note
Listing. This field only displays the first note assigned to
the matter based on when that matter was assigned. This
may not be the same matter that appears at the top of the
listing on the Related Matters tab. There are several
issues that should be considered:

¢ If the user is assigning more than one matter and they
want a particular matter listed as the searchable
matter on the listing, they should assign it first — there
is no way in this release to designate one of the
matters as primary or searchable.

¢ Some confusion could exist in that a user may search
for notes for a matter and actually see matters on the
listing that are not the searched on matter — this is
because matter searching looks at all assigned
matters, not just the first matter, so a record could be
returned because the searched for matter is one of the
assigned matters, but not the first one.

¢ In the Matter:Note listing, the matter column may
contain a matter other than the active matter for the
same reason as listed in the previous bullet-point.

PM87 SP2
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Printing Note Contents from the Note Listing

Y ou can now print note contents from the note listing.

1 Filter the Note Listing to include just those notes with contents you want to
print (you can print more than one at atime).

2 Onthe Note Listing, choose print. A dialog box appears:

3 Choose Note Contents and click OK. A confirmation dialog box appears.

a i hawe cekaciod b print tha comients of thenptea deplayad o Hha kol Listing . The
wll prrt tha conenie of 39 nokme, Chek OF b procssd i prntng tha cortenis of e
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If the number of records on the listing exceeds the Max Rows valuesin
System Settings, a dialog box appears advising you that Max Rows has been
excited and only the first number of records equal to the Max Rows value

will be printed:

Tha numbeer B otes i e keting e e the maenum krasbi o i etng.
"".I‘J Cviy tha contarcy of tha Erat 1% will ba provied. Clek O 1z procesd sadprning tha
onkaninof Ba natme. Cick Cancal o return witiout priming.
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4 Click OK. The Print Preview window appears with the contents of the
selected notes separate by the Note Description.
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From this window, you can view or print the notes as needed. Refer to the
User’s Guide for more information on working with the Practice Manager
Print Preview window.
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Summary of Groupware Changes

There are 64 Groupware- and Groupware Settings-related PCRs addressed in
these releases of Practice Manager, including but not limited to the following:

PCR Description In Version

7254 When adding a Groupware item from outside of a matter, PMm87
you can now select the matter for which the Groupware
item is being created.

7890 The Matter-Groupware listing has been updated to default PMm87
to items created for the matter in the last 30 days for All
senders.

8291 Mail To, CC, and BCC respects updated assignment and PMm87

unassignment functionality (see "Updated
Asssign/Unassign Functionality” beginning on page 2-15).

8535 Groupware Listing respects new All Filter/Query Access PMm87
Functional Security Option.

9072 Executing Projects respects the updated Site Security PMm87
model.

9157 The Select Caller screen now respects Matter Security. PMm87

9159 Date Created has been added to Groupware items, and PM87

can be used in the Groupware Listing and Query.

4658 When the Groupware Listing quick filter is set to ALL for PM87 SP1
Sender, unselecting ALL advances the cursor to the
Sender look-up field.

10755 Multi-select drag’'n’drop into Groupware does not work PM87 SP1
with OutlookXP due to changes in the OutlookXP code
base. You can continue to drag’n’drop individual items
into Practice Manager from OutookXP.

Multi-select drag’n’drop does work properly with
Outlook97 and Outlook2000.




Release Notes

7-2 - Summary of Groupware Changes

¢ You can now enable or disable including the Matter
No. in the Subject line.

¢ There is a new option for including the File No. in the
Subject line.

When either option is checked, a second option appears
allowing you to place the number at the end of the line.

Matter Name can still be enabled or disabled, and is
always placed at the beginning of the Subject line.

The construction of the Subject line has also been update
as follows:

e The Matter No. now has a label. The label and
number are enclosed in brackets “{}" to separate them
from other values. The number, itself, remains inside
of square brackets “[]” in case the user has rules for
auto-filing such e-mails that include the brackets in the
rules.

¢ The File No. has a label. The label and number are
enclosed in brackets “{}" to separate them from other
values. The number, itself, is inside of square
brackets “[]" just as it is with the matter number.

«  With numbers placed at the beginning of the line, the
construction is as follows:
{Matter No.[####]HFile No.[####]}{MatterName}SubjectText

«  With numbers placed at the end of the line, the
construction is as follows:
{MatterName}SubjectText{Matter No.[####]}{File No.[####]}

It is possible for the matter number and file number in
different locations on the Subject line, such as:

{Matter No.[####]{MatterName}SubjectText{File No.[####]}
{File No.[####]}{MatterName}SubjectText{Matter No.[####]}

When creating rules for processing e-mails, it is probably
best to include the number label, as it would be possible
for the matter number and file number to be the same.

PCR Description In Version
11351 and The e-mail system selected in System Settings must be PM87 SP1
11849 installed on the workstation, or the user will receive an
error message when working with Groupware.

11905 Groupware only supports plain text and RTF formatted e- | PM87 SP1
mails. If you drag’'n’drop RTF formatted e-mails into
Practice Manager, the formatting will be lost in the
Practice Manager copy.

13853 The Subject line constrction options have been modified PMmM87
as follows: SP2A
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Overview of Workflow Changes

There are 247 Workflow- and Workflow Settings-related PCRs addressed in
these releases of Practice Manager, including but not limited to the following:

PCR Description In Version
7891 and The defaults for opening the Matter-Workflow listing have PMm87
9291 been set to the following:

» Active Matter

« All item types (Appointments, Tasks, Critical Dates,
Phone Calls and Court Events)

o All staff
e Past Within = ALL / Upcoming Within = ALL
e Scheduled

» Uncompleted (Workflow Status = Not Started or In
Progress)

The defaults for opening the Matter-Workflow listing have
been set to the following:

» Matters where the status is not Closed (includes Open
and Other)

« All item types (Appointments, Tasks, Critical Dates,
Phone Calls and Court Events)

» Active user based on login, or first member of Staff if
the User is not a staff member (based on System

Settings)
» Past Within = 30 Days / Upcoming Within = 30 Days
* Scheduled
e Uncompleted (Workflow Status = Not Started or In
Progress)
7924 You can no longer select All personnel if "My Notification™ PMm87

or "My Responsibility" are checked in the workflow filter.
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PCR

Description

In Version

8143, 8214,
9018, 9019,
9020, 9409,
9509, and
9672

This release includes general updates to Workflow Plans,
as well as Workflow data entry forms, listings, filters, and
queries.

For more information, see "Changes Specific to Workflow
Plans" beginning on page 8-34 and "General Usability
Updates to Workflow Data Entry Forms" beginning on
page 8-52.

Postponement has been changed to Reschedule, as the
wording is more appropriate because you can move up or
back an Event Date. Postponement usually indicates only
moving the Event Date back.

PM87

8305

The Assign Entities window, opened from the Related
Entities tab on the Workflow form, respects updated
assignment and unassignment functionality (see "Updated
Asssign/Unassign Functionality” beginning on page 2-15).

PM87

8536

Workflow Listing respects new All Filter/Query Access
Functional Security Option.

PM87

8747

When “Expand workflow plan branch after answering
question” is checked in Preferences, the branch after the
selected item is expanded automatically up to the next
question, or the end of the branch, whichever comes first.
When not checked, the branch remains collapsed and
must be expanded manually.

PM87

9017

A new option, Add and Start Workflow Plans in One Step,
has been has been added to Preferences for adding and
starting plans in matters (see "Adding and Starting Plans"
beginning on page 8-34).

PM87

9018, 9019
and 9020

You can now do Multi-select on the Workflow Listing,
which allows you to change the status in bulk.

For example, you can filter the listing on a Friday to show
all your appointments for that week, and then select
(contiguous or non-contiguous) the appointments, and
change their status. So, | might have 20 appointments, of
which | want to mark 14 as Held and 6 as Canceled. | can
do this very quickly now.

Hopefully, this will encourage you to do more "clean-up"
now that it is easier.

Marking items as complete is also interactive, in that it will
cycle through each item, displaying the status change
screen for that item, and allowing you to confirm the
setting. If you pick 10 items, it will show you the first one,
then the second, and so on. This was necessary, and
reasonably logical, because there are so many deep-logic
dependencies on marking a workflow item completed.

PM87
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PCR

Description

In Version

9408

On the Workflow Listing Filter, the Save, Save As and
Apply buttons are disabled until enough filter criteria is
entered. This includes at least one item selected in the
Schedule Group and on item in the Status group.

PM87

9438

If you mark an unscheduled item (Due Date is blank) as
completed, the Complete/Held date automatically
populates the Due Date field. This is to improve the
quality of the data in Workflow Items so that filtering is
more accurate.

PM87

9439

Meet/Speak With can now be any entity in the system.

PM87

9546

Workflow item % Complete translates as follows for
statuses:

¢ Not Held/Started = 0%

¢ In Progress = 0%, 25%, 50%, or 75% (selectable)
¢ Held/Completed = 100%

e Cancelled = 0%

If you change the status from In Progress to Not
Held/Started or Cancelled, the % Complete is reset to 0%.

If you change the status from Completed to Not
Held/Started or Cancelled, the % Complete is reset to 0%.

If you change any status to Held/Completed, the %
Complete is set to 100%.

PM87

4659

When the Workflow Listing quick filter is set to ALL for
Staff (Responsible/Notify), unselecting ALL advances the
cursor to the Staff look-up field.

PM87 SP1

10110, 11402
and 11952

Workflow Notes and Instructions can now be printed from
the Workflow Listing or Calendar. These fields print as
“bands” of text below the normal workflow listing report
entries.

Note that, when these fields are included in the report, you
cannot preview the report before printing. This is due to
limitations with the report component currently
implemented in Practice Manager.

Also, if you only include these two fields, which is probably
not logical, the report will not print due to the format
requiring at least one other identifying record, such as
Description.

PM87 SP1

10925

You can now show or hide branches under workflow plan
answers that have not been accepted. For more
information, see "Show branches for all answers"

beginning on page 8-61.

PM87 SP1
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PCR

Description

In Version

10926

When you start a plan, Practice Manager only validates
those workflow items in the plan that are located above
answers on branches. Items on branches below answers
are not validated until the answer is accepted.

Note that items above an answer should never be
dependent upon values after an answer, especially date
fields.

PM87 SP1

11116 and
11409

“Show branches for all answers” (formerly “Show All
Paths” in Practice Manager v8.0) functionality has been
updated and restored for Practice Manager v8.7 SP1:

¢ This field now appears in Preferences — Workflow and
on the Workflow Plan window if the user has
“Workflow: Show branches for all answers” assigned
to the security role for their active site (see PCR
11120).

¢ When checked, branches appear for all answers,
regardless of whether or not they have been accepted.

¢ When not checked, branches only appear for answers
that have been accepted.

Note that, when the functional security operation is not
assigned to the user’s role at their active site, the field
does not appear and the functionality is as if the field were
not checked.

PM87 SP1

11619, 11838,
11866, and
11899

There have been numerous updates to the workflow listing
and calendar filters. For more information, see "Workflow
Listing and Calendar Filter Updates" beginning on page 8-
26.

PM87 SP1

11482

When a workflow item in a plan does not have items
underneath it on the branch, the Delete Item — Shift
Branch Up menu items does not appear.

PM87 SP1

11670

When upgrading from previous versions of Practice
Manager, workflow items are updated as follows:

¢ If the workflow is marked completed and the
completion date is not populated, the Event/Due date
is used to populate this field. If there is no Event/Due
date, the field remains blank.

PM87 SP1

11673

When an unscheduled workflow is marked as complete,
the Event/Due Date is automatically populated with the
Completion Date. It is possible to edit the Event/Due Date
field, but it cannot be null for completed items.

PM87 SP1

11738

When a plan is marked complete and the user choose
options for marking unscheduled and uncompleted items
with the select status, items on branches that are hidden
under unaccepted answers are automatically updated.

PM87 SP1
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PCR Description In Version
11746 The Workflow Listing and Calendar menus have been PM87 SP1

updated as follows:

Scheduled — Not Plan
Related — Linked
Actions — Not
Completed

Mew 4
COpenin Plan
Change Status 3

Change Matter

Open Matter
Filter Ctrl+F
Query Ctrl+Q

Retrieve Filter or Query Ctrl+H
Clear Filter and Query  Ctrl+E

Type

Status

Past within... days
Upcoming within... days

L

My Responsibility
My Motification

Calendar
Preview Ctrl+w
Refresh F5

Select Al Ctrl+a

Scheduled — Not Plan
Related — Linked
Actions — Completed

Mew r

Open

Execute Actions
Change Status k
Delate Ctrl+D

Change Matter
Open Matter

Filter Ctrl+F
Query Ctrl+Q
Retrieve Filter or Query Cirl+L
Clear Filter and Query  Ctrl+E

Type

Status

Past within... days
Upcoming within... days

* v v v

My Responsibility

My Motification

Calendar

Preview Cirl+w
Refresh F5

Select all Ctrl+a
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PCR

Description

In Version

Scheduled — Not Plan New
Related — No Linked
Actions — Not
Completed

Open
Reschedule
Change Status
Delete

Change Matter
Open Matter

Filter

Query

Retrieve Filter or Query
Clear Filter and Query

Type

Status

Past within... days
Upcoming within... days

My Responsibility
My Motification
Calendar
Preview

Refresh

Select all

Ctrl+D

Cirl+F
Cirl+Q
Cirl+
Ctrl+E

* r v w

Ctrl+w
Fo

Cirl+a

Scheduled — Not Plan New
Related — No Linked

Actions — Completed Tpen

Change Status
Delete

Change Matter
Open Matter

Filter

Query

Retrieve Filter or Query
Clear Filter and Query

Type

Status

Past within... days
Upcoming within... days

My Responsibility
My Motification
Calendar
Preview

Refresh

Select all

Ctrl+D

Cirl+F
Cirl+Q
Cirl+
Ctrl+E

* r v w

Ctrl+w
Fo

Cirl+a




Workflow

Overview of Workflow Changes = 8-7

PCR Description In Version

Scheduled — Plan New k
Related — Linked

Actions — Not Execute Actions

Completed Change Status r

COpenin Plan

Change Matter
Open Matter

Filter Ctrl+F
Query Ctrl+Q
Retrieve Filter or Query Ctrl+
Clear Filter and Query  Ctrl+E

Type

Status

Past within... days
Upcoming within,.. days

L

My Responsibility
My Motification

Calendar
Preview Ctrl+w
Refresh F5

Select Al Ctrl+a

Scheduled — Plan New »
Related — Linked

; Open in Pl
Actions — Completed ke

Change Status 3

Change Matter
Open Matter

Filter Ctrl+F
Query Ctrl+Q
Retrieve Filter or Query Ctrl+H
Clear Filter and Query  Ctrl+E

Type

Status

Past within... days
Upcoming within... days

- v v -

My Responsibility
My Motification

Calendar
Preview Ctrl+w
Refresh F5

Select Al Ctrl+a
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Actions — Not
Completed

Change Status

Change Matter

Open Matter
Filter Ctrl+F
Query Ctrl+Q

Retrieve Filter or Query Ctrl+H
Clear Filter and Query  Ctrl+E

Type

Status

Past within... days
Upcoming within... days

My Responsibility
My Motification

Calendar
Preview Ctrl+w
Refresh F5

Select Al Ctrl+a

- v v -

Scheduled — Plan

Related — No Linked
Actions — Completed

Mew

COpenin Plan
Change Status

Change Matter
Open Matter

Filter Ctrl+F
Query Cirl+Q
Retrieve Filter or Query Ctrl+H
Clear Filter and Query  Ctrl+E

Type

Status

Past within... days
Upcoming within... days

My Responsibility
My Motification

Calendar
Preview Ctrl+w
Refresh F5

Select Al Ctrl+a

- v v -

PCR Description In Version
Scheduled — Plan New »
Related — No Linked )
COpenin Plan
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PCR Description In Version
Unscheduled — Not New »
Plan Related —
Open

Linked Actions

Execute Actions
Change Status k
Delate Ctrl+D

Change Matter

Open Matter
Filter Ctrl+F
Query Ctrl+Q

Retrieve Filter or Query Cirl+L
Clear Filter and Query  Ctrl+E

Type

Status

Past within... days
Upcoming within... days

* v v v

My Responsibility

My Motification

Calendar

Preview Cirl+w
Refresh F5

Select all Ctrl+a

Unscheduled — Not New »
Plan Related — No

Linked Actions “pen

Change Status 3
Delete Cirl+D

Change Matter
Open Matter

Filter Ctrl+F
Query Ctrl+Q
Retrieve Filter or Query Cirl+
Clear Filter and Query  Cirl4+E

Type

Status

Past within... days
Upcoming within... days

* r v w

My Responsibility
My Motification

Calendar
Preview Cirl+w
Refresh F5

Select all Ctrl+a
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PCR Description In Version
Unscheduled — Plan New »
Related — Linked )
. Open in Plan
Actions Execute Actions
Change Status 3

Change Matter

Open Matter
Filter Ctrl+F
Query crl+Q

Retrieve Filter or Query Ctrl+
Clear Filter and Query  Ctrl+E

Type

Status

Past within... days
Upcoming within,.. days

L

My Responsibility
My Motification

Calendar
Preview Ctrl+w
Refresh F5

Select Al Ctrl+a

Unscheduled — Plan New »
Related — No Linked

. Open in Plan
Actions

Change Status 3

Change Matter
Open Matter

Filter Ctrl+F
Query Ctrl+Q
Retrieve Filter or Query Ctrl+H
Clear Filter and Query  Ctrl+E

Type

Status

Past within... days
Upcoming within... days

- v v -

My Responsibility
My Motification

Calendar

Preview Ctrl+w
Refresh F5
Select Al Ctrl+a

The menu functions work as follows:

¢ New — Used for creating a new workflow item
(appointment, court event, critical date, phone call,
plan or task).

¢ Open - Opens the workflow item.
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PCR Description In Version

¢ Openin Plan - If the workflow item is part of a plan,
this opens the plan with the item highlighted.

* Reschedule - If the workflow item is scheduled and
not completed or cancelled, this allows a new
Event/Due date to be entered, along with a reason for
the rescheduling.

« Execute Actions — If the workflow item has linked
actions, this menu option executes them.

¢ Change Status — Used to change the status of the
item, allowing the user to pick from the list of available
choices, as well as enter a reason for the status
change.

¢ Delete — If the items is not part of a plan, allows the
item to be deleted after a confirmation dialog box
appears.

¢ Change Matter — Allows the matter of the workflow
item to be changed without actually opening the item.

¢ Open Matter — Opens the matter associated with the
workflow item.

¢ Filter — Displays the workflow listing/calendar filter
form.

¢ Query — Displays the workflow listing/calendar filter
form.

¢ Retrieve Filter or Query — Displays a list of saved
filters for the listing/calendar.

¢ Clear Filter and Query — Clears any previously applied
filter or query, and resets the list or calendar to the
default defined in Preferences for the user.

¢ Type - Filters the listing/calendar by the selected
types.

e Status — Filters the listing/calendar by the selected
statuses.

¢ Past within... days — Displays all items where the
Event/Due Date is in the past number of days
selected.

¢ Upcoming within... days — Displays all items where the
Event/Due Date is in the upcoming number of days
selected.

¢ My Responsibility — Lists all items where the active
user is assigned as Responsible.

¢ My Notification — Lists all items where the active user
is assigned as Notify Only.
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there are three. And while these two added ticklers
provide functionality that some firms need, not all want to
use to 3 ticklers for their workflow items. There is also an
issue with performance on large databases with a large
number of workflow items — the more ticklers that are
used, the longer it takes to query the database.

For this reason, new System Settings have been added
for Workflow Options that allow firms to enable or disabled
ticklers:

Workflows & Groupware Options

v Show Only Users in Workflow Participants

v Dizable Conflicts Meszaging in ‘Warkfow Plans
v Require Matter on YWarkfow Create

Enable Ticklers W 1 [ 2 ¥ 3

Alarm Polling Interval = jl Minutes

snumbering Save | Cloze

¢ When Ticker 1 is disabled, no tickler fields appear on
the workflow data entry forms, listings, or queries.
Enable Tickler 2 and 3 fields are disabled, as you must
enabled Tickler 1 before enabling Tickler 2 or 3.

¢ When Ticker 1 is enabled, the Tickler 1 field appears
on the workflow data entry, listing and query. The
Ticker 2 field on the System Settings window is
enabled, but Ticker 3 is disabled, as you must enable
Tickler 2 before Tickler 3.

Note, when converting from Practice Manager v8.0,
Tickler 1 is enabled and populated with the ticklers
from your workflow items in v8.0.

¢ When Ticker 2 is enabled, the Tickler 2 field appears
on the workflow data entry, listing and query. The
Ticker 3 field on the System Settings window is
enabled.

¢ When Ticker 3 is enabled, the Tickler 3 field appears

PCR Description In Version
¢ Calendar — From the listing, displays the calendar.
¢ Preview — From the listing, displays a preview of the
workflow item notes and entities.
¢ Refresh — Refreshes the listing/calendar.
¢ Select All — From the listing, selects all workflow items
up to the maximum allowed in System Settings.
11840 and In Practice Manager v8.0, there was only one tickler for PM87 SP1
12104 workflow items. With Practice Manager v8.5 and higher,
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PCR

Description

In Version

on the workflow data entry, listing and query.

Note that, on the workflow data entry form, the ticklers
appear from left to right as Tickler 3, Tickler 2 and Tickler
1 — think of this as a countdown to the Event/Due Date.

Tizkler | 3 | 2 | 'f dayz befare

¢ Tickler 3 appears on the calendar the number of days
entered before the Event/Due Date, but only once.
For example, if you enter 14 in this field, a tickler will
appear on your calendar 14 days before the
Event/Due Date of the item.

¢ Tickler 2 appears on the calendar the number of days
entered before the Event/Due Date, but only once.
For example, if you enter 7 in this field, a tickler will
appear on your calendar 7 days before the Event/Due
Date of the item.

¢ Tickler 1 appears on the calendar the number of days
entered before the Event/Due Date, and remains on
the calendar until the Event/Due Date is reached. For
example, if you enter 3 in this field, a tickler will appear
on your calendar for each of the 3 days before the
Event/Due date.

11896

Multi-select on the Workflow Listing now supports delete
functionality as follows:

¢ Select one or more records on of the listing, and
choose Delete.

¢ The Delete Confirmation message appears

¢ Click No to keep the selected record(s) or Yes to
proceed with deleting the selected record(s). The
system then begins deleting items. When a condition
exists that does not allow the record to be deleted, the
appropriate message appears once. The answer is
then applied to all like conditions. For example, if the
record is from another site other than your active site,
a message appears advising you that you cannot
delete records from that site. This message only
appears once during the delete operation, and not
each time a record is encountered.

When complete, the listing refreshes if Auto refresh is
enabled.

PM87 SP1

11997

You can now disable Ticklers 2 and 3 — added in Practice
Manager v8.5 — in order to enhance workflow performance
with respect to displaying the workflow calendar and

desktop views. If your firm does not use ticklers, you can

PM87 SP1
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PCR

Description

In Version

also disable Tickler 1 for even great performance
improvement. For more information, see "Enabling and
Disabling Ticklers" beginning on page 8-63.

12005

Numerous changes have been made in the database and
to Practice Manager in an effort to enhance the
performance of listing workflow items, displaying workflow
items on the calendar, and working with workflow plans.

PM87 SP1

12026

The Completed Date cannot be left blank for workflow
items where the status is Completed or Cancelled.

¢ When the item is marked Completed or Cancelled, the
Completed Date field defaults to today’s date, but it
can be changed to any date.

¢ When an existing Completed or Cancelled workflow
item is opened, and the Completed date is empty
because this restriction did not exist in prior versions
of Practice Manager, you cannot save the record
without populating the Completed field.

PM87 SP1

12033

You can now edit the Status Date and By fields directly on
the workflow item data entry form; however, such changes
will not be logged in the history table. Only changing the
status will do this, as it presents the Status Change dialog
box that creates history items.

PM87 SP1

12053

There are only two conditions where a date can populate
the Completed Date field:

¢ The workflow item is marked as Completed.
¢ The workflow item is marked as Cancelled.

In Practice Manager v8.6 SP2 and earlier, there was no
Cancelled status. This means, if the Completed Date field
is populated, the status of the item should be completed,
but it was not changed as such.

As part of the upgrade conversion from Practice Manager
v8.6 SP2 or earlier, any workflow item with a Completed
Date where the status is not Completed, has its status
automatically changed to Completed.

PM87 SP1

12203 and
12211

Assignment of entities to workflow items is controlled by
the Show Only Users in Workflow Participants in System
Settings.

If Show only users in Workflow participants is checked in
System Settings, the Assign Entity window functions as
follows:

¢ Responsible checked — Available Entities lists only
users.

PM87 SP1
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PCR

Description

In Version

¢ Assigned By checked — Available Entities lists only
users.

¢ Meet/Speak With checked — Available Entities lists
only users.

¢ Notify Only checked — Available Entities lists only
users.

¢ Related To checked — Available Entities lists only
users.

If Show only users in Workflow patrticipants is not checked
in System Settings, the Assign Entity window functions as
follows:

¢ Responsible checked — Available Entities lists only
users and staff.

¢ Assigned By checked — Available Entities lists only
users and staff.

¢ Meet/Speak With checked — Available Entities lists all
entities.

¢ Notify Only checked — Available Entities lists all
entities, unless Assigned By is also checked, in which
case Available Entities lists only users and staff.

* Related To checked — Available Entities lists all
entities.

The Notify Only checkbox has been moved to the right
side of the Assign Entity window.

The Add Entity window has been renamed as Edit
Assignment.

If Show only users in Workflow participants is checked in
System Settings, the Notify on the workflow listing quick
filter functions as follows:

¢ Selected User shows items where the user is a Notify
Entity.

¢ All shows all items where users are a Notify Entity.

If Show only users in Workflow participants is not checked
in System Settings, the Notify on the workflow listing quick
filter functions as follows:

* Selected User or Staff shows items where the user or
staff entity is a Notify Entity.

¢ All shows all items where users or staff are a Notify

Entity.
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Description

In Version

The lookups on the Filter — Entities tab have also been
updated. If Show only users in Workflow participants is
checked in System Settings, the Choose Entity window
functions as follows:

¢ Responsible checked — Entities lists only users.

¢ Assigned By checked — Entities lists only users.

¢ Meet/Speak With checked — Entities lists only users.
¢ Notify Only checked — Entities lists only users.

¢ Related To checked — Entities lists only users.

If Show only users in Workflow participants is not checked
in System Settings, the Choose Entity window functions
as follows:

¢ Responsible checked — Entities lists only users and
staff.

¢ Assigned By checked — Entities lists only users and
staff.

¢ Meet/Speak With checked — Entities lists all entities

Note that this listing used to only show entities that
had been assigned to workflow items as the
Meet/Speak with entity; however, we have removed
this restriction as we are somewhat concerned about
the performance of generating this list on large
databases. If a user is not assigned to a workflow
item as the Meet/Speak With entity, then no records
are returned.

¢ Notify Only checked — Entities lists all entities.

Note that this listing used to only show entities that
had been assigned to workflow items as the Notify
Only entity; however, we have removed this restriction
as we are somewhat concerned about the

performance of generating this list on large databases.

If a user is not assigned to a workflow item as the
Notify Only entity, then no records are returned.

* Related To checked — Entities lists all entities.

Note that this listing used to only show entities that
had been assigned to workflow items as the Related
To entity; however, we have removed this restriction
as we are somewhat concerned about the

performance of generating this list on large databases.

If a user is not assigned to a workflow item as the
Related To entity, then no records are returned.
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PCR Description In Version

12285 The following columns have been added to the Workflow | PM87 SP1
listing:

¢ Responsible Names

¢ Assigned By Names

¢ Meet/Speak With Names
¢ Related To Names

¢ Notify Only Names

These fields contain lists of those entities assigned to a
workflow item with the corresponding role. The values
used for the names are the composite entity names,
separated by semi-colons (;).

12453 When converting workflow activity templates from PM v8.0 | PM87 SP1
to this release, the Description value from the PM v8.0
template populates both the Title and Description fields in
this release.

12457 If there is a failure when starting a plan, it was possible in | PM87 SP1
earlier releases that some plan items are inserted, but not
all. In this case, the status of the plan would still be not
started, but you would be able to expand the plan and see
the items that were inserted. If you then chose to start the
plan, the items that had been previously inserted were
duplicated.

With this release, Practice Manager checks all plans when
the Plan tab is displayed. If there are plans with workflow
items that have not been started, those items are deleted.
Starting the plan inserts all items again.

11879, 13383, | A new runtime utility has been added for that automatically | PM87 SP2
and 13658 deletes branches under unaccepted answers in workflow
plans, thereby removing unnecessary records from the
Practice Manager database.

When a plan is marked complete, an additional dialog box
appears after they have indicated how to handled
unscheduled and in progress or not started items. This
dialog box reads as follows:

The plan may also contain branches of items under
answers that were not accepted. Practice Manager
can delete the branches under these answers if none
of the items are marked complete.

Choosing Yes schedules the plan to be “cleaned up” in the
background. There is no additional action required on the
part of the user.

1623 The Preview checkbox has been added to the Workflow PM87 SP2
Listing Filter.
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PCR Description In Version
13274 Workflow templates now respect the same tickler options | PM87 SP2
from System Settings as the workflow data entry forms.

Changes Specific to the Workflow Listing

Workflow Listing Changes — Menu

Updates

PCR 9018, 9019 and 9020

Workflow Listing menus have been updated to provide more clear and relevant

options.

Menu Items The following menu items are common to all menus:

Common to All

Right-click on...
Workflow Items J

Resulting Menu

New ———

Court Event
Critical Date
Phone Call
Plan

Task

Open

Reschedule

Execute Actions

Change Status 3
Delete Cirl+D

Allows you to create a new workflow item of the type
selected from the submenu.

Open / Open in Plan Allows you to open the workflow item. This option is not

available if more than one workflow item is selected. If the
menu item is labeled Open in Plan, the plan opens with the
workflow item highlighted.

Change Status

Change Status 3

Delete Ctrl+D In Progress
Completed,Held

Change Matter % I
Canceled

Open Matter

Filter Ctrl4F

[ T el

0%
25%
50%
75%
100 %

Allows you to change the status of the workflow item from
the list of values on the submenu. When you choose a new
status, the Status Change dialog appears. This option is
available if you select more than one workflow item. For
each item you select, the Change Status dialog box will
appear.
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Right-click on...

Resulting Menu

Change Matter

Allows you to choose a different matter for the workflow
item. This option is available if you select more than one
workflow item, and will change the matter in all workflow
items after confirmation.

Open Matter Opens the parent matter for the workflow item.
Filter Opens the Workflow Listing Filter window.
(Ctrl + F)

Query Opens the Workflow Listing Query window.
(Ctrl + Q)

Retrieve Filter or Query
(Ctrl + L)

Allows you to select from a list of saved filters or queries,
applying the selected item to the Workflow Listing.

Clear Filter and Query
(Ctrl + E)

Clears the currently applied filter/query criteria, and resets
the Workflow Listing to its default set of records.

Type

Status ¥ |  CourtEvent
v Scheduled v Critical Date
Unscheduled v Phone Call
v My Responsibility v Task
My Motification
Allows you to select which types of workflow items you want
to include on the Workflow Listing (this is the same
functionality as the checkboxes on the quick filter). A
checked menu item means it is included, and an unchecked
menu item means it is not included. Clicking an item
switches between checked and unchecked. You can select
all values or no values.
Status . >
o Not Sarteg el
v Scheduled w InProgress
Unscheduled Completed/Held
v My Responsibility Canceled

My Motification

Allows you to select which workflow item statuses you want
to include on the Workflow Listing. A checked menu item
means it is included, and an unchecked menu item means it
is not included. Clicking an item switches between checked
and unchecked. You can select all values or no values.

My Responsibility

Filters the list to include workflow items where the active
user is assigned as the responsible.

My Notification

Filters the list to include workflow items where the active
user is assigned as notify.

Past within... days

Allows you to select from a submenu the age, in number of
days, of the oldest item you want to include on the workflow
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Right-click on...

Resulting Menu

listing, base on Due/Event Date.

My Nothcation

All

Upcoming within... days k| Today

| w 30
Calendar
Preview Ctrl+w i

I~
Refresh FS e
Select Al Cirl+a 385
Other

Clicking an item switches between checked and
unchecked. You can select only one value.

Choosing All shows all items in the past.
Choosing Today limits the past to today.

Choosing Other allows you to enter a specific number of
days into the past.

Updating within... days

Allows you to select from a submenu the age, in number of
days, of the latest item you want to include on the workflow
listing, base on Due/Event Date.

r
.

Fast WIthIN ... days

Upcoming within... days All

Calendar ';;day
Freview Cirl+w v ca
Refresh F5 5
Select all Ctrl+a 180
365
Other

Clicking an item switches between checked and
unchecked. You can select only one value.

Choosing All shows all items in the future.
Choosing Today limits the future to today.

Choosing Other allows you to enter a specific number of
days into the future.

Calendar

Switches to calendar view.

Preview
(Ctrl + W)

Displays the Preview panel at the bottom of the listing
where you can read the notes from the workflow item, as
well as see a list of entities assigned to the item.

Refresh
(F5)

Refreshes the listing.

Select All
(Ctrl + A)

Selects all records in the listing, based on the currently
applied filter.




Workflow

Changes Specific to the Workflow Listing = 8-21

Menus for The following menu appears when you highlight a workflow item that has the
Workflow Items,  following properties:

Not in Plans, with >
No Linked

Actions » It hasno linked actions

It isnot part of aplan

Hem b

Dip=n

Faschagulz

Chargs Siabus ¥
Culaia CorkD

Change Wather
D M biar

FAlber CrHF
Cluery Chri+]
Hatriee Flier o Query Corld
Clewr Flter gra] Quamry  Cipl-
Tvpe ¥
Stahus L3
w Schedued
Unschaduled
w My Responsbibty
My hiotification
Pagt withie, .. daps 3
Upcoming within, .. dayps ¥

m

Cakraar
Freview Ciri+ii
Arfresh -]

Sabecr Al Cirle-a,
The following items are unique to this menu:

» Reschedule opens up the Reschedule Event dialog, allowing you to change

the Due/Event Date.
Raschedule Event
Oiiginal Everd Dl [ 722000 Bl I G | = 1| =
AmschecinTo (3202000 B T Fron [10000 = Tafion =
F Flesrings: E 2] dinueisi[bele 7] e HewDelsal |
iy Frinp. Thanse: A, Eag S| #| onfaEEn B2

Fiesqon  [Blob sl e o ut of Hhe office Lkl 08/ 27,2002

Mok :"i [ ] rr-eﬁru |.s bo.m\.:uss.aéc.ﬁrnenismmsnrm.u:.

Posted By | ox a2

This option is not available if more than one workflow item is selected.
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» Delete (Ctrl+D) alows you to delete the workflow item. Thisoptionis
available if you select more than one workflow item, and will delete all items
after confirmation.

Menus for The following menu appears when you highlight a workflow item that has the
Workflow Items,  following properties:
Not in Plans, with

i , > Itisnot part of apl
Linked Actions is not part of a plan

> It haslinked actions

Hem 3

Dipe=n

Reschedulz

Execule Actiors

Change Stais 3

Celeie Cirh

Changs Hatter

Oipean Matiar

Filar r

Queery Cl

Raimeva Fher or Query O
.-
C

Clear Rber ared Query

Typa 3

State ¥
w Stheduied

Linschiadulad

w My Responsibty
By hioofica tion

Pagd vathn. . days 3
Liproming withio, ., daps ¥
Calordar

Preview Ciri+
Refresh rs

Sabacr Al CIrl+a
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The following items are unique to this menu:

» Reschedule opens up the Reschedule Event dialog, allowing you to change
the Due/Event Date.

Reschedyile Evant

Digind Erord bl [o1 2 gl I fran | = n| =
AochodinTo (27208 | T From 14— T |20 —
W Ferirds B 4 vimaeis) [bele ] sven Hem Delaul |
fy Foly, Thonsef., Esg | #| on[360mz B

Fiesqon  [Blob sl e o ut of Hhe office Lkl 08/ 27,2002

Mok "'Ihsr}cﬁ;'ulsmﬂséussaéc.mnismms.rmu:.

Pogied Bp | cx G A

This option is not available if more than one workflow item is selected.

» Execute Actions executes the action linked to the workflow item. Diaogs
and windows, as needed, appear for each linked action.

» Delete (CtrlI+D) allows you to delete the workflow item. This optionis
available if you select more than one workflow item, and will delete al items
after confirmation.
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Menus for The following menu appears when you highlight a workflow item that has the
Workflow Items, following properties:
in Plans, with No

Linked Actions > Itispartof aplan

> It has no linked actions

HEn L

Dipe=n i Pl

Changs Status '
Charge Mather

Open Makisr

ol - g Corl+

o

Cuery Cirh-
Aetrimee Flter or Query Tkl

Clear FAlter ord Query  CTHE

Type ¥

Stahe 3
w Schedued

Linschedred

w My Responsiilty
By hioofica tion

Paert veithin, = daye !
Lipcoming withn, .. days 3
Calaruar

Preview Chrl44
Aefresh -]
Salert Al CIrlA

This menu has no items that are unique to it. It does not include the following
items found on a menu that is not part of a plan:

> Deédete
> Reschedule
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Menus for The following menu appears when you highlight a workflow item that has the

Workflow Items,  following properties:

in Plans, with No :
: b > |t t of apl

Linked Actions ISpart ot apian

> It haslinked actions

L ]
Dipen im

Exaouie Actors

Charge Stabus b
Chargs Mather

DOpe=n Matier

oo

Ouery
Aeteae Flisr or Query
Clzar Fibar ard Query

Ral=lE
R

Type ]
Shatus ¥

Cir

This menu has no items that are unique to it. It does not include the following
items found on a menu that is not part of a plan:

> Deédete
> Reschedule

Workflow Listing Changes — Available Fields

PCR 9018, 9019 and 9020

The following fields have been added as Available Fields on the Workflow
Listing (* indicates fields which are also available from the right-click menu)

Field Name Data Source
% Complete This is the percent complete value from the workflow item.
This field is new in these three releases of Practice
Manager.
Status This is the status of the workflow item.
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The following fields were renamed on the list of Available Fields for the

Workflow Listing:

Original Field Label

New Field Label

Progress

Reason

Postponed

Rescheduled

Workflow Listing Update — Filter

PCR 9018, 9019, 9020 and 9409

Workflow Listing and Calendar Filter Updates

There have been numerous changes to the filtering of the workflow listing and
calendar, with afocus on making the usage more intuitive and reflect “real-
world” usage as recommended by existing Practice Manager clients.

Quick Filter The functionality of the Quick Filter on the Workflow Listing has been updated

asfollows:

'? Practice Manager - [Workilow Listing]

LId rie £dt Tops Vew Adminstaton Windoe el

g2 B & B =

L | = A @ & R

Malere Enfbiee Doounorts Tineslpe Moled Gioopsas Workiow | Mow | Pl Queny Fofedy  Picar | Esd

N *| ¥ Fespursbls [~ Mooty Oy Past whkin | 20 =] daps
[ Epporcinied & Task B Cicsl Dake & PhoneCal ¢ CoukEwest | [T Completed 5 Lo orop kebed Upmnng'l.lr’nl-hixl ;ldu,u

» Choose ALL shows workflow items for al Staff entities as follows:

* |f Responsible is checked, where a Staff member is a Responsible entity.

» |If Notify Only is checked, where a Staff member isaNotify Only entity.

» If no items— Appointment, Court Event, Critical Date, Phone Call and Task

— are checked, the list is empty.

» Checking Completed in the Quick Filter is the same as choosing the

following in the Hot Filter:

» Scheduled — Completed/Held

» Checking Uncompleted in the Quick Filter is the same as choosing the

following in the Hot Filter:
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» Scheduled — Not Started/Held and In Progress

Hot Filter We have done a complete "makeover” of the Workflow Listing Hot Filter:

» We have provide many more filtering options, including the ability to show
items based only the following:

Wor kflowy Filter - <Unsaved FRlber =

Gevetal | Epities |

SinTyon  Legol Pracion S Siles & A1 1~ Acken Onk 1™ | |
ircfude Appoinimen! & CoalEvnt [ Criical Datn o PhonsCal @ Tesh  Piniw|[ =] 1 Fiman

b Wb domabs Scheddng  [¢ Wit Manos] Scheduing [# Plarepenic b Hot ponspachc

Diesciighion | L oot

Unpcheduisd with staiur ol b Mol Staied Held B In Progress & Corcdled

Schedusd  with shsiuz ol W Mol Stail=d/Hald b In Progress o Cecded b ComplstsdHed
For be Pevicd % Pt i3 @) dage / Lpeorirg wihin [0 | 1 [

Shan Completad leve by = EvertDuos ae ~ ComplebedH ok 0 8e
Sram Canceled llorm: by % EvertDiue Dot ™ Corcsbed Dale

laita) | g I Mate Spedhc
Char I— ﬂ I'S.Iﬂut
Lam Tupe tl e
apaliction 2| dadps x|
Plsa ¢
Fluds Tppemz ﬂ
Terplstes |
Action g
Fieise I Ces | Dloes

* Itemswith Automatic Scheduling (Uses would include unchecking this
field when you are looking to do a mass update on your calendar for
unscheduled items, as these will become scheduled when the preceding
condition is met.)

* Itemswith Manua Scheduling

* Itemsthat are Plan-specific (Again, when doing "clean-up” you might
not want to show Plan-specific items.)

* Itemsthat are Not Plan-specific

* Itemsthat are matter-specific only (depends on System Setting)

* Itemswhere the parent matter status is Closed (helps with clean-up)
* Itemswhere the parent matter statusis Open

* |temswhere the parent matter status is Other
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» Sitefiltering has aso been improved.

* Thefields on this form impact the listing as follows:

This field...

Filters the list by this workflow property...

Actions

Includes items with the selected actions (default =
blank)

Client

Includes items from matters for the selected clients
(default = blank)

Description

Search for items based on text entered. Accepts
wildcard characters.

Include — none
selected

Show no workflow items.

Include —
Appointments

Includes appointments in the listing (default = checked)

Include — Court Event

Includes court events in the listing (default = checked)

Include — Critical Date

Includes critical dates in the listing (default = checked)

Include — Phone Call

Includes phone calls in the listing (default = checked)

Include — Tasks

Includes tasks in the listing (default = checked)

Include — Not plan-
specific

Includes items that are not part of plans (default =
checked)

Include — Plan-
specific

Includes items that are part of plans (default =
checked)

Judge

Includes court events for the selected judges (disabled
if court event is not selected — default = blank)

Jurisdiction

Includes items from the selected jurisdictions (disabled
if court event is not selected — default = blank)

Law Type

Includes items from matters of the selected law types
(default = blank)

Location

Search for items based on text entered. Accepts
wildcard characters.

Matter

Includes items for the selected matters (default = blank
from global / default = active matter from matter-
workflow listing)

Matter-specific

Only includes items that have a parent matter (default
= unchecked from global / default = checked from
matter-workflow listing)

Matter Status —
Closed

Includes items from matters with a Closed status

Matter Status — Open

Includes items from matters with an Open status
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This field...

Filters the list by this workflow property...

Matter Status — Other

Includes items from matters with an Other status

Plans Includes items from the selected plans (enabled only if
plan-specific is selected - default = blank)

Preview Includes a preview of the item on the listing (default =
none)

Priority Includes items of the selected priority (default = none)

Rules Types Includes items of the selected rule types (default =

blank)

Scheduled with status
of — Cancelled

Includes items with a status of Cancelled where the
Event/Due Date field is not blank.

Note that the Completed Date will be the date the item
was cancelled. You can choose to list these items by
Event/Due Date or by Cancelled Date.

Scheduled with status
of — Completed

Includes items with a status of Cancelled where the
Event/Due Date field is not blank.

Note that the Completed Date will be the date the item
was completed. You can choose to list these items by
Event/Due Date or by Completed Date.

Scheduled with status
of — In Progress

Includes items with a status of In Progress where the
Event/Due Date field is not blank.

Scheduled with status
of — Not Started/Held

Includes items with a status of Not Started/Held where
the Event/Due Date field is not blank.

Site — Active Only

Includes items only from the active site selected at
login.

Site — All

Includes items from all sites of the selected Site Type
(this is the default — respects Site Security, if enabled)

Site — Selected

Allows the user to select one or more sites from the
selected Site Type on which to filter the listing
(respects Site Security, if enabled)

Site Type

This is the Site Type selected at login (read-only).

Templates

Includes items based on the selected templates
(default = blank)

Unscheduled with
status of — Cancelled

Includes items with a status of Cancelled where the
Event/Due Date field is blank.

Note that the Completed Date will be the date the item
was cancelled. You can choose to list these items by
Event/Due Date or by Cancelled Date.

Unscheduled with
status of — In
Progress

Includes items with a status of In Progress where the
Event/Due Date field is blank.
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This field...

Filters the list by this workflow property...

Unscheduled with
status of — Not
Started/Held

Includes items with a status of Not Started/Held where
the Event/Due Date field is blank.

With Automatic
Scheduling

Includes items that have automatic scheduling
configured (default = checked)

With Manual
Scheduling

Includes items that have manual scheduling configured
(default = checked)

For the period — Past
within ### days /
Upcoming with ###
days

This displays all items with the selected statuses in the
### days before today’s days and in the upcoming ###
days (the default is 30/30).

¢ Not Held/Scheduled items are always listed by
Event/Due Date.

¢ In Progress items are always listed by Event/Due
Date.

¢ Completed/Held items can be listed by Event/Due
Date (default) or Completed/Held Date.

¢ Cancelled items can be listed by Event/Due Date
(default) or Cancelled Date.

For the period — From

This displays all items with the selected statuses in the
selected date range.

¢ Not Held/Scheduled items are always listed by
Event/Due Date.

¢ In Progress items are always listed by Event/Due
Date.

¢ Completed/Held items can be listed by Event/Due
Date (default) or Completed/Held Date.

¢ Cancelled items can be listed by Event/Due Date
(default) or Cancelled Date.

/To

Show Completed
Items by — Event/Due
Date

When selected (default), completed items are listed by
the Event/Due Date.

Show Completed
Items by —
Completed/Held Date

When selected, completed items are listed by the
Completed Date.

Please note that, on some systems with a large
number of users and a large number of records,
performance associated with displaying the listing or
calendar may be less than when the Event/Due Date
option is selected.

Show Cancelled
Items by — Event/Due
Date

When selected (default), cancelled items are listed by
the Event/Due Date.
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This field... Filters the list by this workflow property...
Show Cancelled When selected, cancelled items are listed by the
Items by — Cancelled | Cancelled Date.

Date

Please note that, on some systems with a large
number of users and a large number of records,
performance associated with displaying the listing or
calendar may be less than when the Event/Due Date
option is selected.

» We have placed all Entity-related filtering on a separate tab to provide room
for the added options on the General page, and to add more entity filtering
options.

Workflow Filter - <Linsawed Filber =

Gevwisl Eniiics |
[+ Aasponabls & Hymegoansble ¢ & Glaflses & | J
[ Maik S Hynnificaion © Al Sl O | |
[ Amigredby & Wyamgmd T MISiaiUies | |
% MosiiSomabowlth | 2|
[# FAalbed To | |
& Enilies [ 3|
Eiy Foke [ #|
[¥ Compluwdby & Wyoovpktad |
[# Ruzchrocuied by & Wy eechediad © 2]
[ Craaned by Wb ok b i 4
[+ R biy g e _=
Fieise Gwe | Smweds Ces | Do
The fields on this form impact the listing as follows:
This field... Filters the list by this workflow property...
Assigned By When checked, filters on assigned by entities (default =
blank).
Assigned By My Notify : Includes items where the active user is the
assigned by (default Assigned By when is checked).
Assigned by When checked, filters on assigned by entities (default =
unchecked)
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This field...

Filters the list by this workflow property...

Assigned By — All
Staff/Users

Includes items for all staff and users based on Assigned By.

Assigned by — My
completed

Includes items assigned by the active user (default, when
checked)

Assigned By -
selected

Includes items for selected entities based on assigned by
(blank, when selected). If blank, search results include all
records where there is no assign by entity.

Assigned by —
selected

Includes items assigned by the selected entities (blank,
when selected — staff/users only)

Completed by

When checked, filters on completed by entities (default =
unchecked).

Completed by — My
completed

Includes items completed by the active user (default, when
checked).

Completed by —
selected

Includes items completed by the selected entities (blank,
when selected)

Created by

When checked, filters on created by entities (default =
unchecked)

Created by - My
completed

Includes items created by the active user (default, when
Created by is checked)

Created by — selected

Includes items created by the selected entities (blank when
selected — staff/users only)

Entities

When checked, filters on entities (default = blank). If blank,
search results include all records where there are no
entities assign.

Entity Role

Includes items where an entity is included with the selected
role (default = unchecked).

Meet/Speak With —
Selected

Includes items where the selected entities are the
meet/speak with entity (default = blank). If blank, search
results include all records where there is no meet/speak
with entity.

Notify

When checked, filters on notify entities (default =
unchecked).

Notify — All
Staff/Users

Includes items for all staff and users based on notify.

Notify — My Notify

Includes items where the active user is the notify (default
when Notify is checked).

Notify — Selected

Includes items for selected entities based on notify (blank,
when selected). If blank, search returns all records where
there is no notify entity.
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This field...

Filters the list by this workflow property...

Related To — Selected

Includes items where the selected entities are the related to
entity (default = blank). If blank, search results include all
records where the is no related to entities.

Rescheduled by

When checked, filters on rescheduled by entities (default =
not checked)

Rescheduled by — My
completed

Includes items rescheduled by the active user (default,
when checked)

Rescheduled by —
selected

Includes items rescheduled by the selected entities (blank,
when selected — staff/users only)

Responsible

When checked, filters on responsible entities (default =
checked).

Responsible — All
Staff/Users

Includes items for all staff and users based on responsible.

Responsible — My
Responsible

Includes items where the active user is the responsible
(default when Responsible is checked).

Responsible —
selected

Includes items for selected entities based on responsible
(blank, when selected). If blank, search returns all records
where there is no responsible.

Revised by

When checked, filters on revised by entities (default =
unchecked)

Revised by — My
completed

Includes items revised by the active user (default, when
Revised by is checked)

Revised by — selected

Includes items revised by the selected entities (blank, when
selected — staff/users only)

Workflow Listing Changes — Query

PCR 9018, 9019 and 9020

The following fields have been added to the Workflow Listing Query as available

fields on which to search:

Field Name

Data Source

% Complete

This is the percent complete value from the workflow item.
This field is new in these three releases of Practice
Manager.

Law Type

This is the Law Type from the parent matter of the workflow
item.
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Field Name Data Source

Matter No. This is the Matter Number from the parent matter of the

workflow item.

Status This is the status of the workflow item.

The following fields were renamed on the list of Available Fields for the
Workflow Listing:

Original Field Label New Field Label

Progress Reason

Postponed Rescheduled

Changes Specific to Workflow Plans

Adding and Starting Plans

PCR 9017

A new option, Add and Start Workflow Plans in One Step, has been has been
added to Preferences.

>

With this option checked, workflow plans added to a matter are
automatically started. Thisis especially convenient if you are responsible for
both inserting the plans and starting them. Keep in mind that starting a plan
often takes much longer than inserting one, as Practice Manager has to scan
through the plan to determine if any actions should be carried out.

When this option not check, workflow plans are not started when they are
added to a matter; instead, the starting processis carried out through aright-
click menu item.

Lalawss L 1 a1

Change Matter
Rename
Delete

Once aplan is started, a green arrow appears to the left of it asindicated in
the above image.
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Thisis especialy convenient for those who are only responsible for inserting
plansinto a matter, and are not actually responsible for starting them.

If the matter contains plans which have been added but not started, a dialog box
appears when you open the matter, warning you that this condition exists.

=

Warning - All workflow plans have not been started!

't This matter contains workflow plans that have not been started.
-

Workflow items and actions assodated with these plans will not be scheduled until
the plan iz started.

To proceed without starting these plans, dick I Understand.

To go to the Workflow Plan tab where you can start the plans, dick Go Now.

I Understand ‘

» Clicking | Understand continues to open the matter.

» Clicking Go Now opens the matters and takes you to the Workflow — Plans
tab.

Workflow Plans Can Now Be Renamed

PCR 9007

Workflow plans can now be renamed. To carry this out, smply right-click on the
workflow plan, and choose Rename from the menu.

Order Planz By
™ Mame + Date

=g B Cf InsertAppointment 0173
Insert Court Event
Insert Critical Date
Ingert Phone Call
Insert Task

Change Matter

Rename

Delete
Mark Complete

Expand All Branches
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A form appears that allows you to enter a new description, as well as notes, for
the plan.

Plan E|

Plan ID:
[172

Ol LCancel |

» Clicking OK renames the plan and saves the notes.

» Clicking Cancel returns you to the Plan tab without renaming the plan or
saving the notes.

Plans Can Now Be Marked Complete

PCR 9018, 9019 and 9020

Y ou can now Mark a Plan Completefrom the right-click menu of a started plan.

A ) E Collection for Linden, Inc. [PlanlD: 172]

Insert Appointment
Insert Court Event
Insert Critical Date
Insert Phone Call
Insert Task

E Collectionz [PlaniD:

Change Matter
Rename
Delete

Mark Complete

Expand All Branches

When you mark a plan complete, Practice Manager asks you what status you
want to use for any Unscheduled and/or Uncompleted Items, including Canceling
or Marking as Complete or not changing, which would then require manual
updating. This allows for a bulk updating of al the Unscheduled and/or
Uncompleted items in the plans, where the items in the plan will probably never
need to be completed. This greatly reduces the number of items on the Workflow
listing that would appear as Overdue or Unscheduled or Not Completed.
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Mark Plan as Complete Confirmation

The plan that pou have selected to mark as complete
b d containg uncompleted and/or unscheduled items.

How do you want to handle unscheduled items?
+ Mark as Cancelled
" Mark as Held/Completed

How do you want to handle uncarmpleted items?

Cancel |

» Unscheduled Items that are not completed can be handled in one of two
ways:

¢ You can have them all marked as Cancelled

If you select this option, Practice Manager will go through all
unscheduled itemsin the plan and change the status to Cancelled, with a
% Complete of “0".

* You can have them all marked as Held/Completed

If you select this option, Practice Manager will go through all
unscheduled items in the plan and change the status to Held/Completed,
with a % Complete of “100”.

Note that you may be prompted to execute linked actions that are
dependent upon items being completed.

» Scheduled, but uncompleted items, can be handled in one of two ways:
* You can have them all marked as Held/Completed

If you select this option, Practice Manager will go through all
unscheduled but uncompleted items in the plan and change the status to
Held/Completed, with a % Complete of “100".

Note that you may be prompted to execute linked actions that are
dependent upon items being completed.

¢ You can have them all marked as Cancelled

If you select this option, Practice Manager will go through all scheduled
but uncompleted itemsin the plan and change the status to Cancelled,
with a % Complete of “0”.
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Once you mark a complete completed, ared checkmark appears to the left of,

replacing the green arrow.

[

LT
o B

1

Workflow Plan Menu Updates

ollections [FlaniD- 182]

Change Matter
Rename
Delete

Mark Uncompleted

Expand All Branches

PCR 9018, 9019 and 9020

Workflow Plan menus have been updated to provide more clear and relevant

options.

Right-click on...

Resulting Menu

Main Plan window

T LG U LaIa ¥ G L ) L. 1)

Collections [FlanlD: 182)

¥
B
Add Plan
Mark All Plans Complate
Expand All Plan Branches

Collapse All Plan Branches

Add Plan allows you to add a plan to the matter.
Whether that plan is started or not depends on the
setting in Preferences.

Mark All Plans Complete allows you to mark all started
plan as being complete, giving you the option of
updating the status of all workflow items in the plans to
cancelled or held/completed.

Expand All Plan Branches expands all branches in all
plans.

Collapse All Plan Branches collapses all branches in all
plans back down to just the top-level plan description.

Inactive Plans (Not
Started)

T e UG UL LISV G L L. 1)

=B Collections [PlaniD:
Change Matter
Rename
Delete

Start Plan allows you to start a plan that has been
added to the matter but not started.
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Right-click on... Resulting Menu

¢ Change Matter allows you to select a different matter for
the plan, moving the plan from the active matter to the
selected matter.

¢ Rename allows you to rename an existing plan.

¢ Delete allows you to delete the plan.

Active Plans (Started) Menu for collapsed active plans:

T

Collections [PlaniD: 182] Insert Appointment
Insert Court Event

Insert Critical Date
Insert Phone Call
Insert Task

Change Matter
Rename
Delete

Mark Complete

Expand All Branches

Menu for expanded active plans:

Ine. [PlanlD: 172)
y

Initiate conflict of inte

Mew Business Fom
Conflict af Interest |

=@ Do we represent th

Insert Appointment
Insert Court Event

Insert Critical Date

Ingert Phone Call

- First (claimant,  [nsertTask
= % Send Change Matter i
S Nal  ome o

= Second--Adve
i & Send Delete i
=] Mol Mark Complete C
= % Check status of confl ]
£ _’% Follow-up: Rer .Collapse All Branches L

¢ Insert Appointment is used to insert a new appointment
into the plan at the top level.

* Insert Court Event is used to insert a new court event
into the plan at the top level.

* Insert Critical Date is used to insert a new critical date
into the plan at the top level.

¢ Insert Phone Call is used to insert a new phone call into
the plan at the top level.

¢ Insert Task is used to insert a new task into the plan at
the top level.

¢ Change Matter allows you to select a different matter for
the plan, moving the plan from the active matter to the
selected matter.
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Right-click on... Resulting Menu

¢ Rename allows you to rename an existing plan.
¢ Delete allows you to delete the plan.

¢ Mark Complete allows you to mark a started plan as
being complete, giving you the option of updating the
status of all workflow items in the plan to cancelled or
held/completed.

¢ Collapsed Plans — Expand All Branches expands all
branches in the plan.

¢ Expanded Plans — Collapse All Branches collapses all
branches in the plan back down to the top-level plan
description.

Completed Plans Menu for collapsed completed plan:

[IEARERe

ol B ik for L

Collections [PlaniD; 182] Change Mattey

Rename
Delete

Mark Uncompleted

Expand All Branches

Menu for expanded completed plan:

(E1 Date matter received Changeiatis:
= f%’ Send first demand et RENaME
f Lefter to Debtor|  Delete

= x%’ Check respore odl ok Uncompleted k
=12 what action shauld
= Confirn payme  Collapse All Branches

L P N e sy (! a1}
¢ Change Matter allows you to select a different matter for
the plan, moving the plan from the active matter to the
selected matter.

¢ Rename allows you to rename an existing plan.
¢ Delete allows you to delete the plan.

¢ Mark Uncompleted allows you to mark a completed plan
as being uncompleted. Keep in mind, however, if you
marked all the items in the plan as completed or
cancelled or a combination of both, those will not be
reversed to their original state.

¢ Collapsed Plans — Expand All Branches expands all
branches in the plan.

¢ Expanded Plans — Collapse All Branches collapses all
branches in the plan back down to the top-level plan
description.
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Right-click on... Resulting Menu

Active Workflow Items in Menu for active item with no branch:

Plans S LU U LI | 1SS0S L U LG | 1S Gt

% Check status of conflict of interest revi fhserE Appoitaest

=55 Follow-up: Remind Department H s CD.L!rt Event ]
=9 Department Heads: Reminder  [nsert Critical Date
= % Make conflict of interest det  Insert Phone Call
=2 ‘whatisthe result of the ¢ Insert Task
=@ Conflict emst.s--renacl Insert Question
- By oliy £iooo Insert Action !
Conflicts £
= dccounti Edit L
Lettertal  pelete Item -ShiftBranch Up |f

& Change 5 pelete Ttem f
=@ Conflict existz--waive

=l % Obtain waiv ~ Change Status 3
=

R PO s

Menu for active item with a collapsed branch:

R LUNIHICL UL P, LIIECK, [Fidriu

= Ei% Check status of conflict of interes Insert Appaintment
| wpgy Follow-up: Remind Departyy  [Nsert Court Event "
=7 Department Heads: Remi  Insert Critical Date
] B8 Make conflict of intere|  Insert Phone Call
=2 wihat iz the result of | Insert Task
= Conflict exists-1

% S Notify Insert Question L
Confl Insert Action ¥
 Acc) gt e

[SE}

Lefte  Delete Ttem - Shift Branch Up
&4l Char Delete Item and Branch

= Canflict exists-1
= B Obtair  Change Status 3
Lette \
4l 5 Nofify. Expand Branch "

Menu for an active item with an expanded branch:

S

[El Mew Business Forrm for Conflict Insert Appoiment

Conflict of Interest Information -
=12 Dowe represent the parties nar
- Firgt [claimants ar propone

Insert Court Event
Insert Critical Date
Insert Phone Call

= B Sendemailtode  INsertTask I
=1 Matification to O Insert Question B
= Second-Adverse Party :
: Insert Action
= % Send e-mail to de i
=1 Motification to 0 Edit =
= % Check status of conflict of interes. Dielete Ttem - Shift Branch Up
= -)% Follow-up: Remind Depart)  pelete Ttem and Branch y
=1 Department Heads: Femi
- B Make conflict of interet  Change Status 4

=P Whatis thg rBSL-l|l of Collapse Branch
= Conflict exigte-a, o oeeeeee

¢ Insert Appointment is used to insert a new appointment
into the plan after the selected item.

* Insert Court Event is used to insert a new court event
into the plan after the selected item.
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Right-click on...

Resulting Menu

Insert Critical Date is used to insert a new critical date
into the plan after the selected item.

Insert Phone Call is used to insert a new phone call into
the plan after the selected item.

Insert Task is used to insert a new task into the plan
after the selected item.

Insert Question is used to insert a new question into the
plan after the selected item.

Insert Action is used to insert a new linked action into
the plan for the selected item.

Edit opens the workflow item data entry form.

Delete Item — Shift Branch Up deletes the item, as well
as any linked actions for that item, and then shifts any
remaining items up the branch to be linked to the item
the deleted item was linked to.

For example, if the branch appears as follows:
ItemA
— itemB
— Actionl
— Action2
—itemC
— itemD

deleting ItemB would produce the following:
ItemA
—itemC
— itemD

Delete Item and Branch deletes the current item, as well
as any linked actions for that item, and then deletes the
branch under the item.

For example, if the branch appears as follows:
ItemA
— itemB
— Actionl
— Action2
—itemC
—itemD

deleting ItemB would produce the following:
ItemA
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Right-click on...

Resulting Menu

¢ Change Status allows you to change the status of the

¢ Collapsed Items — Expand Branch expands the branch

¢ Expanded ltems — Collapse Branch collapses the

item from a submenu:

Change Status » : =

In Progress 3
Completed/Held
Canceled

Expand Branch

If you choose In Progress, you can also choose one of
the five pre-defined % Complete values:

T Progress: L3 o

PR
ks Compieter fHekd =
Canoslad 0%
=5

100

after the item.

branch down to just the selected item.

Completed Workflow
Items in Plans

Menu for active item with no branch:

= B Spcond Adeess Paly
= B Send emnad to depairent heads 1o check conlicts stab e - (GCTON)
2 ot ation o Depstinent Hesds of Corliict Chedk: |Fepesssnting S
S et - [APFT ] 371 7020 1
B Chwck sistus of candict of miarest reviss - [5TA
=+ Folireun Remind Decatmant Hasds g 1eri Court Bvent il
4ol Depatmend Heade: Aeminde bo Aespor  Ireart Criteal Data
=7 B Muke corfict of inbeiest determingtion. Insert Phore ol

Insert Appaintnent

= P wiak k he el of he chack T Insert Task
= @ Conficl exise-ieject matter T
= B Mk Acoontrg On| :-ru_:q:mma 13
Corficls Akt F | 1Moert Achen I
A Accouniing Depatn g4 Al

g'ﬁ’“"“‘ ”s':"“"':';“ Disats [iam - SHift Brarch Lip
hangz Gleue He Dielebe [iem
= % Corlict esidz-resive vl b of - ;
= Obibsi v of coid|l  Crange Skabis k|
|ttt b Proteriial Miecd Himm mebnn Wmnim o Londird <10 TF

Menu for active item with a collapsed branch:

TR ANIERA U IO, LA ] RIS 1T
7 L lniiabe canflict of nisies chech -
E B Chck shatur of corlict of nherer Ao
= =i Folwweurs Aanind Dapan [nsert Cowrt Ewerd !
=1 Daperiment Haads: Flan Inserk Critical Cate
B ek cordet ol ine:  NertFranz Cal
= Whatic b sl of | nerETesk

[neert Appomtrert

25— Cﬁ?'m‘ Insert Queshon X
= .
%L’:ﬂ Insert Aclion
o T ‘
B! LeBE  Celmie dtem-Shfcbranchlp G
8 Cherl  pelete hem ard Branch [
= @ Conlbl etz
= B Nbwn  Changa Stans 3

B Leke =
1 S Mot Emmddkfm ; !
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Right-click on...

Resulting Menu

Menu for an active item with an expanded branch:

2 =B Confiel of Inisimet Crack (A0 173
=1 Mewy Busnesz Fom i Conlict

Corfict of kderest | nfomaton -
H [l ms reprez=nt the palie: nar

I it one coefior of indene st check, -

Insert Apponmeni
Inzert Court Event
Tresert Critical Cate
Ireasart Prore Cal

= - wf @ Firel [claimards or pop
= =g Send emed o de
1 holiwation o
- Sbcu_nuﬁdaa'n-e Party
= B Send n-mad lo de
&1 hotfcsion ol ede
B Mesting -5 Debete [ten - SHiFt Brandh Up
- BB Creck: clalus of conbt of ARMeE Dalata Mesy and Branch
= = Foliwup Femnd Decaim 1
&1 Deparined Heads: A Change Sisdes F
B Mace conllict ol nbsie
=i Whatis the impdt of |

Irert Tk

Tresert Queston
Tnsart Action

Colapes Eranch

¢ Insert Appointment is used to insert a new appointment

into the plan after the selected item.

* Insert Court Event is used to insert a new court event

into the plan after the selected item.

* Insert Critical Date is used to insert a new critical date

into the plan after the selected item.

¢ Insert Phone Call is used to insert a new phone call into

the plan after the selected item.

¢ Insert Task is used to insert a new task into the plan

after the selected item.

¢ Insert Question is used to insert a new question into the

plan after the selected item.

* Insert Action is used to insert a new linked action into

the plan for the selected item.

¢ Edit opens the workflow item data entry form.

¢ Delete Item — Shift Branch Up deletes the item, as well

as any linked actions for that item, and then shifts any
remaining items up the branch to be linked to the item
the deleted item was linked to.

For example, if the branch appears as follows:
ItemA
—itemB
— Actionl
— Action2
—itemC
—itemD

deleting ItemB would produce the following:
ItemA
—itemC
—itemD
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Right-click on... Resulting Menu

+ Delete Item and Branch deletes the current item, as well
as any linked actions for that item, and then deletes the
branch under the item.

For example, if the branch appears as follows:
ItemA
—itemB
— Actionl
— Action2
—itemC
—itemD

deleting ItemB would produce the following:
ItemA

¢ Change Status allows you to change the status of the
item from a submenu:

Change Status 3 Mot Started/Held
In Progress »
Expand Branch .

Canceled

If you choose In Progress, you can also choose one of
the five pre-defined % Complete values:

= Doves sepuserd tha patins nf
= wf W Frst[dersantz o4 pea

= wpigy Serclevadine  *

e - LT IO 201 7N
JED Holcslion ko Frapruoaning Clereantfr
# Surord-Adve Patp Ty e
¢ Sarderadiog 0T bz - (ST I0R)
7 Hplifcalon Tmreaning Artvrss Pt
=Sy Modding-[

S Check. sstis ol pofiol of ik
B Colsgtionfod Lasewsi Go (PwlD; 18
Colsatiora Flandl: 1321

[[E RN

¢ Collapsed Items — Expand Branch expands the branch
after the item.

¢ Expanded Iltems — Collapse Branch collapses the
branch down to just the selected item.
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Right-click on... Resulting Menu

Cancelled Workflow Items | Menu for cancelled items:

in Plans - Second--Adverse Party

= % Send e-mail to department heads to check conflicts status - (A0
=1 Motifization to Department Heads of Conflict Check [Represe
SPPT) S
@ Check status of confict of interest revie  E91t
-N% Follow-up: Remind Departrment H Delete Item - Shift BranchUp )
‘=7 Department Heads: Remindery — Delete Item

= % Make conflict of interest det
Ch Statu 3
=2 WwWhat iz the result of the of .. i =

Menu for cancelled items with a collapsed branch:

= B Conflict of Interest Check [PlaniD: 173) Edit
|-~ B Initiate conflict of interest check - [ Delete Item - Shift Branch Up
New Business Form for Conflict CY  Delete Ttem and Branch
Corflict of Interest Information - [C
=2 Do we represent the parties name
1.~ @ Firgt [claimants or proponi Expand Branch

D e S aomail b Aam AR F PR I S

Change Status 13

Menu for cancelled items with an expanded branch:

WS LOUSH W LU N LGNNI LSS T ULl L L

ponze to demand letter
=12 what action shauld be taken?
= Confirm payment arrangerms
- x%’ Canfirm payment 2
Letter to Debtar Change Status y 0

= Send out second demand |

< ¥ B Sendout second | Collapse Branch
BB | abtar ba MakbarCannmnd Tiamand [ atfbar 0T T TREMN

Edit
Delete Item - Shift Branch Up
Delete Item and Branch

¢ Edit opens the workflow item data entry form.

¢ Delete Item — Shift Branch Up deletes the item, as well
as any linked actions for that item, and then shifts any
remaining items up the branch to be linked to the item
the deleted item was linked to.

For example, if the branch appears as follows:
ItemA
— itemB
— Actionl
— Action2
—itemC
— itemD

deleting ItemB would produce the following:
ItemA
—itemC
— itemD

+ Delete Item and Branch deletes the current item, as well
as any linked actions for that item, and then deletes the
branch under the item.
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Right-click on... Resulting Menu

For example, if the branch appears as follows:
ItemA
—itemB
— Actionl
— Action2
—itemC
—itemD

deleting ItemB would produce the following:
ItemA

¢ Change Status allows you to change the status of the
item from a submenu:

o K8 Edit
=B Confictofintersst D |\ chift Branch Up |
|~ By Initiate conflict] Odate Ttem:and Srard on2
Mew Busings oo o 2 Sren | - [CC-FRMNE]
Conflict of In| e ¥ NotStarted/Held
=2 Dowerepre
il ® Firsy  Expand Branch .
=] -)@' Send e-mail to department heads to
=1 Notification to Department Heads tcormmercmeo rrmeeest

If you choose In Progress, you can also choose one of
the five pre-defined % Complete values:

In Progress »
Completed/Held

74
ek - CORDINTIY gt D, - Sty Bsecy LD

o Bumrarrr P bor et Dhwohig (M ot s e s
Erdct o ik armadion. CUHFLET |
D pacue o parte it o 1o [
o ¥ £
of W Flk jolsrais o progonait] —— ’
= =y S et et has A =%
D] ool o [ipirunst Heak of Coafhon Check Piepresenting! L
® Lovoraddebems Pty ==
S Ser v radis copsinnst baads b e ponbcis shke - ACTIOH) Py

¢ Collapsed Iltems — Expand Branch expands the branch
after the item.

¢ Expanded ltems — Collapse Branch collapses the
branch down to just the selected item.

Questions Menu for a question with a collapsed branch:

% Doz e 1 eeiemnt e pard s rames frsk o ¢ .
B Chack shnluz 0 corlict of mheimst wvmy - [F 0700 © Gueston
By Collerion ks Lagves Co, (PlanlD: 187 AR
Collectionz [Flanll: 182 e

== 14
Delete Them and Branch

+

Expard Brandt

Menu for a question with an expanded branch:

LR R R e B R G ER A i e ]

[ e recimsan| the patin: rane bt o
& Fird [chinaris of poponentz|
# - W Gecand Adeeres Paly
B Thack shalus of confbcl of mbermst 1w - 2 e
B Collecion bor Lasve: Do (Plardle 10
Callectians (FlanlD: 153)

Insert Questian
Tresart Aresas

Dedede [ten and Branch

Colapse Erandh
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Right-click on... Resulting Menu

¢ Insert Question is used to insert a new question into the
plan after the selected question.

* Insert Answer is used to insert a new answer into the
plan for the selected question.

¢ Edit opens the question data entry form.

¢ Delete Item and Branch deletes the current question, as
well as the branch under the question.

For example, if the branch appears as follows:
ItemA
— QuestionA

— Answerl
—item1A
—item1B

— Answer2
— item2A
— item2B

deleting QuestionA would produce the following:
ItemA

Note that Delete Item would have the same functionality
where there is no branch under the question.

¢ Collapsed Questions — Expand Branch expands the
branch after the question.

¢ Expanded Questions — Collapse Branch collapses the
branch down to just the selected question.

Answers Menu for answer with collapsed branch:

S i m e e p e e

=P ‘what action should be taken?

* Confirm payme .
+ Send out second demand lg  [NSSrt Appointment
+ Start st Insert Court Event

S Canflict of Interest Check [FlaniD; 173) | Insert Critical Date
(% Initiate canflict of interest check - (  Insert Phone Call
Hew Business Form for Confiict | Insert Task

Conflict of Interest Infarmation - (0
=P Do we represent the parties name
IR First [claimants or propor Edit

Insert Question

= Second-Adverse Party Delete Item and Branch
= B¢ Send e-mail to dep: it
£7 Naotification to Dg Accept Answer k
= =Y Meeting - [P

Expand Branch
2 Test &
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Right-click on... Resulting Menu

Menu for answer with expanded branch:
=P ‘what action should be taken?

- Cc al arrandg the

Caonfirn payment arrs Insert Appointment

Letter to Diebtor-Cy Insert Court Event

+ Send out second demand et Insert Critical Date
+ Start gt Insert Phone Call
2 Conflict of Interest Check [FlaniD: 173) Insert Task

f% Initiate conflict of interest check - (C0
Bl Mew Business Farm for Canflict Ch
Conflict of Interest Information - [C0 g4t

=2 Do we represent the parties name | Dt Thin and Branichi
+--~f @ Firgt [claimants or propong
- Second-Adverse Party Accept Answer
= I%' Send e-mail to depar
=1 Matification to Dep

Insert Question

Collapse Branch

Menu for an answer that has been accepted:

I

=l ‘What action should be taken?

Insert Appointment

Caonfirrn payment arar
Insert Court Event
Letter to Debtor--Co [

+ Send out second demand lette b
: Insert Phone Call
+ Start suit
2 Corflict of Interest Check [PlaniD: 173] Insert Task
Initiate conflict of interest check - [CO
fl Mew Business Form for Conflict Che
Corflict of Interest Information - (COI  Edit
=2 Do we represent the parties name fii  Delete Item and Branch
+ -~ @ First [claimants or proponer
= Second--ddverse Party
= % Send e-mail to departt  collapse Branch t

=21 Matificatinn ba Nanammee e me=ns e

Insert Question

Reject Answer

T TR T

¢ Insert Appointment is used to insert a new appointment
into the plan after the selected answer.

* Insert Court Event is used to insert a new court event
into the plan after the selected answer.

* Insert Critical Date is used to insert a new critical date
into the plan after the selected answer.

¢ Insert Phone Call is used to insert a new phone call into
the plan after the selected answer.

¢ Insert Task is used to insert a new task into the plan
after the selected answer.

¢ Insert Question is used to insert a new question into the
plan after the selected answer.

¢ Edit opens the answer data entry form.

+ Delete Item and Branch deletes the current item, as well
as any linked actions for that item, and then deletes the
branch under the item.
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Right-click on...

Resulting Menu

For example, if the branch appears as follows:
ItemA
— QuestionA

— Answerl
—item1A
—item1B

— Answer2
— item2A
— item2B

deleting Answer2 would produce the following:
ItemA
— QuestionA
— Answerl
—item1A
—item1B

Note that Delete Item would have the same functionality
where there is no branch under the answer.

Accept Answer, available for answers that have not
been selected, accepts the answer and activates the
items in the branch under that answer (note that you
can select more than one answer).

Reject Answer, available for answers that have been
selected, rejects the answer and deactivates the items
in the branch under that answer.

Collapsed Answers — Expand Branch expands the
branch after the answer.

Expanded Answers — Collapse Branch collapses the
branch down to just the selected answer.

Linked Actions —
Uncompleted

Menu for uncompleted linked actions:

= =§ER Confin pamesnl 8 iangeresnts - [CONPA] 31B00E
oo Faareen Sa e gl
S put sacond cerssrd e
Sl nut
& o Inere Clheck PlaniD: 1731
e bt o bk chek - ITTTRTRITE O 2090000

Edit
Deleie Tierm

Exapuie: and Mark Conplebe

.

Edit opens the Assign Action window, where you can
modify the properties of the linked action.

Delete Item deletes the linked action.

Execute and Mark Complete carries out the linked
action and marks the item as complete.
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Right-click on... Resulting Menu
Linked Actions — Menu for completed linked actions:
Completed .

S Confin poyrmen srngereents - [CONPE) 110002

-+ a Lehies o [ bor T rdiveng Pagores nd Aianga ven bk gl P
Sl not sacond denesnd ke 2
S i D
¢ of st Chack, Planl: 1 7) i
ikaln conflch of inbaract chack - [DOWOMT] 31743000 P

Mina Bursress s Form for Dol kel Checkirn HitDocz] - [CCFAMHEI

¢ Edit opens the Assign Action window, where you can
modify the properties of the linked action.

¢ Open opens the record created by the linked action.
* Delete Item deletes the linked action.

¢ Mark Uncompleted sets the linked action back to
uncompleted, but does not delete the original record.

Workflow Plan and Calendar Icon Updates

The workflow plan and calendar icons have been updated as follows:

Icon

Definition

B

Plan

Appointment

Court Event

Critical Date

Phone Call

Task

~ & BB | b

Question
(blue question mark)

Answer
(green dot)

Create New Matter

| @

Create New Entity
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Icon Definition

Create New Document

IF

Create New Note

Send New e-Mail

Enter New Timeslip

Execute a Program Function (includes inserting a new plan)

Started / In Progress — for Plans
(green arrow)

AR iR

Scheduled — Due Date in the future.
(yellow arrow)

Scheduled — Due Date in the past.
(red arrow)

+

Unscheduled.
(light blue question mark)

f" Completed.
X

Cancelled.

Change Specific to Workflow Data Entry Forms

General Usability Updates to Workflow Data Entry Forms

PCR 9018, 9019 and 9020

We have rearranged the screens so that common fields are in the same position
on al 5 workflow items, and unique fields appear in the same place on each form
—one of the "panels’ is sengitive to the item type, and is replaced each time.

We have adjusted the tabbing sequence on the first tab to be more logical for how
auser might create a workflow item (it helpsto pick the Matter BEFORE you go
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to the Responsible, M eet/Speak With, or Jurisdictions fields, as these can then be
filtered on the matter, etc.).

Task Data Entry Form
The Task data entry form appeared as follows in Practice Manager 8.6 SP2:

Warkcaw o

Appoiniwari | Enttas | Podporersenis | Lnked dctore | Suomsie Schedung | Optonr |
Crarapinn | Troe  [Gensial =
Cvariliue [BOETD B Tre [ GG = To (00084 <= Pucee | -
Hestwitc | 2| Responiiie | £
Location i Hatie | _"'.Q
Fugess |
Hakd r :_':_i Foslpon e The Evan |
Tick ley | o | | gy e Alsme |iZI'I = Thes pwsnkacoss Ohca J
Mk Casa | s befree bt e
Hiaz ‘
Poited By | il
et T

The Task data entry form appears as follows in the current release of Practice
Manager:

Tash | Erdties | Linked Actions | Autorssbc Sobedung | Opbon: | Hislow |

Deriptinrt { Troe: |Lu'|-j;u:-,p| L

Dus Dde BEE00 BH  OocusDres. | Pt [homed =]

Hakar & 4| Amparsile {11 +

Tickls N £ I_ . I_ e bl Aemnds— _:-'l nr-m’:llﬁ

Mk Crtied | daps bafors D [ s

(A T T | Fastedie |

Hoter

PecbadByr - ob= Thonencd Era Inr.chan:
Saae LCancal
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Appointment Data Entry Form

The Appointment data entry form appeared as follows in Practice Manager 8.6
SP2:

Warkcaw o

Appoiniwari | Enttas | Podporersenis | Lnked dctore | Suomsie Schedung | Optonr |
Cracaplon | Tre  Geeial -
Cvarilie [BOETD B Trve [ GG = To (00084 <= Pucee | -
Hesiwitc | 2 Fespaniis | ﬁ
Location i Hatie | _‘__g
Fugess |
Hakd r :_':i Foslpon e The Evan |
Tick ley | o | | gy e Alsme |iZI'I ; Thes pansd oypoasy Ohca J
Mk Casa | s befree bt e
Holez ‘
Poited By | il
pensens ] s

The Appointment data entry form appears as follows in the current release of
Practice Manager:

Workfline Kam

Eqipoinbent | Eniies | Linked twtions | dudoresa Scveduling | Dpborn | Hiskay |

Deraritir || Trce: [Daimi e i

Evert Do B0E200 ] Teeme ™ [ @004M =5 To[10004H =] DccuwOres Prcatye [Momd =]

Mikar =] #|Aurparaile |1 |

st with | Locaior: 2|

Tickle z : e belos Remind=— =] vl oo WJ

W ot | dups befors Eved Disde

S Hicd Feeld = Raschedue |

Holmr:

B B oh=i Thorat.d o |rctaachon:
e
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Court Event Data Entry Form

The Court Event data entry form appeared as follows in Practice Manager 8.6
SP2:

Warkcaw o

ConstEvvark |Eru-|| Poctponmmants | Lnkadfcton: | Autamate Schadung | Opton: |

Crarapinn | Trom el ppe =

Cvariliue [BOETD B Trve & [ GG = To (10004 Pacity Phoavel -

Hatn | & 2| Resonibe | £

Lecation | Hestwn | =
Fugess |

ke | A 3 e r | Fustpons The Evrl |

Juptchiors | -"!

Tickler | . hages b Al |IZII =i Theseent oo Doce J

Mok Dol | g B, Bt st

Heiaz ‘

Poued By | dramil

pesms | T

The Court Event data entry form appears as follows in the current release of
Practice Manager:

Workfle Kam

Cat Evml | Eniibes | Likedotion | Aumalic Scheckieg | Options | Histor |

Deriptirc | Troe: |Lu'|-j;u:-,p| =

Ewert [lgn S0 B Terw ™ | B004H = Ta[100084 =]  OccusOnce Pacatye [Homal =]

Habar & 4| Amparsile {11 &

Mest Wi #| Locskor: £

L | = #

daedichon | -

Tickle [ z I_ : I_ e belos Remind=— _:-'I mmﬂ':‘ll:_._-|w I

ik Ciind daps befors Everd Disbe

Seaiss hicd Hekd = | Raschedue |

Hotmy

Fstiie JFobm Thortat . = [neirtione
o
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Critical Date Data Entry Form

The Critical Date data entry form appeared as follows in Practice Manager 8.6
SP2:

Cilcal Datw | Erdibnz | Prtponanaris | Lk dchon: | Sutorske Schadoing | Opton: |

Cracaplon | Troe Gees -
Cvarilie [BOEAD  E [ Thes dote et b ooopbed mith Prioty | =| Pamonibis| %
Ham & 2] oo |

Fosipone T Everd |

kb [ ] . derbem Themectacorr|  Dnen |
MakCite | dewbefos Eeont Dan

Nz

Posted B 51 S dvninias =
AT T

The Critical Date data entry form appears as follows in the current release of
Practice Manager:

Workfle Kam

il Drate | Bt | Linked Actions | & usonatia Seheuling | Do | Hikry |

Dresoriphiet | T |Lu'|-j;u:-,p| L
Evert Do BOE00 [ OccusOres. | Prioiy:  [Wowwsl =| I Thircls mucbs complisdvih
- = k| Amparaile |11 4
Tackler < I de beloee Aemds ST |

Mk Ciited | dupt befors E s Disds

Hatss:
B B bt |rctaachon:

St Loancal




Workflow

Change Specific to Workflow Data Entry Forms = 8-57

Phone Call Data Entry Form

The
SP2:

Warkdlavw o

Phone Call data entry form appeared as follows in Practice Manager 8.6

Fhaorm Cal | Eritiar | Fraiponswanis | Likad A cton: | ficanatic S chaduing | Optars |
Cracaplon | Troe  Defok ype -
Cvariliue [BOETD FA Trve T Ta — Prose [oval -
Spaskwik | 2 Fespaniis, | ﬂ
Hate: | & #
Pharm | = “ Frogm=z |
Hedd E | '--i Pretpon e The Evsani

Thkkr | s bt dan [Or =] Tiiseeerbacouns Drice jad|
Mk Caical | e Eeloie Eveit. Dz
Hrkes
Puited B | e

pensens ] s

The Phone Call data entry form appears as follows in the current rel ease of

Practice Manager:
Warkflin em
Phvoees Call | Enilies | Likesd oo | #lamistio Sohaduleg | Optors | Hoy |
Dewiphiot | Troe: [Coalaik by =l
Ewent Date [BE200 R Terwe 1 [ 0000 == T =] Deouslne Prait [Fomal =]
Habr & 4| Amparsile {11 |
Sk Wit & Prone. =
Tinkbay | _| | s bl Hemranda[ é}mu.-:l torn = | wward 1
Mokt | deps befire Everd Dae
S [Hared = Feschedue
Hotes:
B B bt |rctaachon:
Saae LCancal
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Postpone/Postponement is now Reschedule/History

PCR 9018, 9019 and 9020

The Postpone functionality has been renamed to Reschedule to better describe
the action that is taken place (postpone means to move an event date later into the
future). With the renaming also came an expansion of functionality, as
evidenced by the data entry form for rescheduling:

Reschedyile Evant

iiginal Evord Dl | H r | — =
AmscheckinTe (32720 B I Fron — Ta| =

W Ferirds 3 4 vimaeis) [bele ] sven Hem Delaul |
B Friny. Thanse A, Esn S| 4| on[pEEm: =
Remuon  (Eobomdl he ot of the office ookl 08/ 272002

Mok "Irlsri'-eﬁrulsbc-ﬂscussaccig'rmﬂlsmm:.rmnr.

Pocied Bp | ok

» TheOriginal Event Date and Time, if applicable, appears at the top of the
form.

» The second section provides fields for rescheduling the Event Date and
Time, if applicable, as well as updating the Reminder criteria.

» Thethird section captures information about the user who reschedule the
item, using the account information of the active user. Thereisalso afield to
enter a brief reason for the rescheduling.

» Thefourth section is the note from the workflow item. Any changes here are
automatically applied to the workflow item itself.
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Frere Col | Eniies | Linked Acian: | Autonetic Sehecuing | Opties Hishoy |
@& HI " Rasckedulng Onlp ¢ Siatus Chancas Orig

Dezepinn
olewp. Thiimis & E:

Char e fran 200 FW o {F } |2

1 b Fronn 00120 0002 1o 9520 002 Foley. Thonas &, Exg 26032 Bt sl be oo ol b oo oz il D902 7200
Changed chang bon Mo Heald ba In Progeess Foley, Thomas &, E=g 252002 The mesarg bas saked

(Changed 2isbs ko | n Fiogres inHeld Frimp Thomas & Erg 252002 The mesting has besn compl=id

When any of the following occurs, a history entry is logged:
» The Statusis changed
» The Event Date is changed/rescheduled

The history grid has a Description, By, Date and Reason columns. Descriptions

read as follows:

» For Date/Time Change: “Changed from [Original Date/Time] to [New

Date/Time]”

» For Rescheduling: “ Changed from [Original Date/Time] to [New
Date/Time]”

» For Status Change: “ Changed status from [status description] to [status

description]”

» For % Complete change: “ Changed from [% complete] to [% complete]”

Y ou can filter the listing to show Rescheduling history records, Status Change

history records, or All history records.

Clicking Open displays the dialog box appropriate to the change action —

Reschedule Event or Status Change.
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Updates Status Values

PCR 9018, 9019 and 9020

We have changed how Status works, removing the old "Completed” checkbox.
Y ou can now set a status from a drop-down list. The choices are:

» Not Held/Started (includes Comment field)

Status | Mot Held j | Rezchedule

» In Progress (includes Percent and Comment fields)

sione (TSN v| %Coroke I 2| Aenheiie |

» Held/Completed (includes Completed By and Date fields)

Statu: [RETINOO = | on [0 [ by [Folew. Thamee . Eva i

» Canceled (includes Canceled By and Date fields)

Stane [T ~ | o | 0 by [Folmy. Thomez & £ =l 3
When you change the status, a dialog box pops up that shows you the Current
Status and the New Status.

Status Change El
Oigns S
Mew Stake | In Progises | %Competa ||J =
By Foiey, Thomes i Exg 5| #| o [FEEE H
e '|her-uelnghaq 'i|ﬂ|'..'d
Hoe: Thiz mastirg is 0o decliss asigment on thie nation.
Frexied B2 ciey, Thowet o Exg Postmd On |20

f i Cancal |

» Theoriginal status appears at the top of the form.

» The second section allows you to select the new status. Note that if you
change the status on the DE form, the value you selected automatically
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populates thisfield. You can also enter a percent complete for items that are
In Progress.

» Thethird section captures information about the user who changed the status
of the item, using the account information of the active user. Thereisasoa
field to enter a brief reason for changing the status.

» Thefourth section is the note from the workflow item. Any changes here are
automatically applied to the workflow item itself.

Y ou can set the Status, enter any info you want, and click OK. This actually
makes an entry in a new History tab.

Changes in status automatically record an entry on the History tab (see
"Postpone/Postponement is now Reschedule/History" beginning on page 8-58).

Show branches for all answers

PCRs 10925

When you are working with Workflow Plans, you can choose whether or not to
display branches for answers that were not selected. Thisis done through a 2-
step process:

5 A new functional security operation — Workflow: Show branches for all
answers — is assigned to the security role for your active site.

The reason this has been added as a security function is that your firm may
decide they do not want users to be able to view the branches under answers
until they have been accepted. This prevents items from being executed on
those branches until the answer as been accepted.

6 You check the Show branches for all answers checkbox on the Workflow —
Plan tab in a matter.

General] Entities] Documents] Timeslip] Motes ] Groupwale] lszuee  Workflow lAr

Order Plang By
™ Name * Date [v Show branches for all answers

a
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When checked, expanding a branch ignores whether answers in that
branch have been accepted or not, and displays al items in the branch.

Fie Bl Tooks Wew  Adensiralon  Windoew  Help 5 ¥
W &8 B 2 0 a H &0 %W E & @ 0
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Geararad | Entikms | Docusrard: | Trvarks | Holax | Goupas | i Wakbes | dnnctsons | Fasd Trafc dccident | Tres vies |
O Pl By
™ bl i Dale R Shossbranches ke o prevess
3 =20 L ~
5 = o ey v igation I“D'lP‘I:IErIl.'ﬂn“ frar iy
= B Do hawe o Bes Thind Py dedsdi T
- Yew
= M
Bl bis TP dstedk o olsnssnd's wasei - [FTPLAH|
£5 Siwi Plan-T hisd Party Dt - RS TTPDET]
T edephiae Sriesvdares ek - [TELMOTE]
S Lk Tire - Telephons Dai - ATTEL]
= =i Condhuol kebbs srwpiries - [TA5 0001 1/0002
= P Do yod v i b pobos oo
& M
= T
= % Do hawe pobos deigh T
= W My
= Dbdg pode detads boen ol - [DOMOUEN]
Loty b Clesirand e podoe detuds - FLFPOLDE|
1 Single Lkt Tiane - Codrepondande ot - [R1TIME|
3 Start Plar-Ohisn pokos dedsdi - [AETPLOPT|
= W T -
4 *
ek Pl | Qo |
P | Uiy | Cercn
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When not checked, expanding a branch only shows items up to, and
including, the first unaccepted answer on the branch.
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If you want to set Show branches for all answers as your default view, you can
go to the Edit — Preferences — Workflow tab, and check Show branches for all
answers.

Intereal Or Calberd o 142 b -I Dbl slawry |5 = e
Sorl Tkt Bt Py
Dalaud Aasponebls Enile  |TFOLEY
Dieb=u b Aesponsile ok EI o
Lrgert Pioritw | Urgent Priciip = _I
A et
Stk Tarer | 200 44 =1 | | Diiesl Proibe |Coiscal Py =] _ |
EvdTine: [1E00AM

Cal e Codois
Al HohPimly  HichFralp o« |

[ Add s Sied Wikifoe Plare i Ohs Shap

[ra Ve Cibenddans | [ Lise defouk morkRow tevplzte
St Tirres 200 & G I Expandvarkiiow plan branch slie sreveerg auesdnn
Erd Tine: | 500PM —1 | I Gheow Dweschie e On Colerds

R Showy eanches lor &l srgmes

Zon |

When you open the Workflow — Plan tab, this box will automatically be checked.

Enabling and Disabling Ticklers

PCRs 11997

In Practice Manager v8.0, there was only one tickler associated with workflow
items. In Practice Manager v8.5 and higher, two additional ticklers were added.
And while this functionality allows up to three ticklers to be defined for each
workflow item, it does come at aminor “cost” in performance, especially when
loading a calendar that has a large number of items included.

For this reason, ticklers can be enabled or disabled, as needed, to enhance
performance of loading the workflow calendar.

In the Workflow & Groupware Options section on the General tab of System
Settings, there is now a series of checkboxes for enabling and disabling ticklers.
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You must enable ticklersin order, that is 1, then 2 and then 3. Thisiswhy, when
1isnot checked, 2 and 3 are disabled. When 1 is checked, 2 is enabled but 3 is
not. Y ou cannot enable tickler 3 without aso enabling ticklers 1 and 2.

» Ticker 1, when checked, provides the same functionality as that found in
Practice Manager v8.0:

» Tickler 1 appears as afield on the workflow data entry form.

» Tickler 1isan available column for the workflow listing.

e Tickler 1lisan availablefield for query.

» Tickler 1 isrespected on the workflow calendar and desktop views.

If your organization does not routinely use ticklers, you can uncheck this
field for improved performance on the workflow calendar.

Thisfield is checked by default after conversion.

» Tickler 2, when checked, causesthe Tickler 2 field provides the following
functionality:

» Tickler 2 appears as afield on the workflow data entry form.
» Tickler 2isan available column for the workflow listing.

» Tickler 2isan available field for query.
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» Tickler 2 isrespected on the workflow calendar and desktop views.
This System Setting field is only enabled after Tickler 1 is checked.
Thisfield is not checked by default after conversion.

» Tickler 3, when checked, causes the Tickler 2 field provides the following
functionality:

» Tickler 3 appears as afield on the workflow data entry form.

» Tickler 3isan available column for the workflow listing.

» Tickler 3isan availablefield for query.

» Tickler 3isrespected on the workflow calendar and desktop views.
This System Setting field is only enabled after Tickler 2 is checked.
Thisfield is not checked by default after conversion.

After changing the System Settings for ticklers, all users must log out of and log
back into Practice Manager in order for the changes to completely take effect.
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THIS PAGE INTENTIONALLY LEFT BLANK.
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Timeslips

Summary of Changes to the Timeslips Module

There are 62 Timedlip- and Timeslip Settings-related PCRs addressed in these
releases of Practice Manager, including but not limited to the following:

PCR Description In Version

8512 Timeslips now pass the time from the timer, even if it has PMm87
been paused, regardless of how long the matter record
has been opened.

8532 Timeslip Listing respects new All Filter/Query Access PMm87
Functional Security Option.

8930 Juris has been added to the list of available Billing PMm87
Programs. When this program is selected as the Billing
Program, a new Billing button appears Matter-Timeslips
that allows you to log in and retrieve information from
Juris.

9038 Exporting timeslips respects the updated Site Security PMm87
model.

9160 Date Created has been added to Timeslips, and can be PM87
used in the Groupware Listing and Query.

9630 The following operations are only available if the user has PMmM87
Open Timeslip Information in their functional security role:
* Set to Reimbursed
» Set to Not Reimbursed
* Export
* Reverse
* Backout
» Transfer to Another Matter

4660 When the Entity Listing quick filter is set to ALL for PM87 SP1
Timekeeper, unselecting ALL advances the cursor to the
Timekeeper look-up field.
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PCR

Description

In Version

11249

The spaces have been removed from the following
available fields on the timeslip listing, thereby correcting
the sort order that previously appeared: Date Created,
Export Status, Flat Rate, Out of Pocket, Rate/Price,
Reimbursed, Status and Type.

PM87 SP1
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Auxiliaries and Issues

Summary of Changes

There are 2 Annotation-related PCRs and 19 Issue-related PCRs addressed in
these releases of Practice Manager, including but not limited to the following:

PCR Description In Version

7315 The entity look-up fields on annotation forms created with PMm87
FormsDesigner now respect Site Security.

7986 The Annotation Settings form respects updated PMm87
assignment and unassignment functionality (see "Updated
Asssign/Unassign Functionality” beginning on page 2-15),
as well as type search filtering.

8283 Related Entities on the Issues form respects updated PMm87
assignment and unassignment functionality (see "Updated
Asssign/Unassign Functionality” beginning on page 2-15).

8585 Issues Listing respects new All Filter/Query Access PMm87
Functional Security Option.

8586 Annotation Listing respects new All Filter/Query Access PMm87
Functional Security Option.

9360 The Matter—Annotations listing now supports Save Grid PMm87
Layout.

10238 Documents opened from Annotations now supports Drive PMm87
Mappings.
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THIS PAGE INTENTIONALLY LEFT BLANK.
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Administration

General Changes to Administration

There have been many changes and updates to the Administration of Practice
Manager. The following sections detail many of those changes, listing PCRs that
have been completed, as well as providing detailed information for areas where it
has been determined to be necessary.

Version Control Checking and Details

PCR 8363

As sometimes happens, the Practice Manager file set gets updated with files that
are from previous versions of the product. Thistypically happens because of
some restore or copying operations. When this happens, Practice Manager may
not function properly, if at al. Asmentioned in the introduction to this manual,
it isimportant to keep the Practice Manager version and database versions
synchronized (see "Build" beginning on page 1-3), but these are not the only two
filesin the Practice Manager file set.

To make it easier to analyze whether you have the proper files installed, we have
added ESD - Electronic Software Distribution — registration to Practice Manager.
This keeps track of what versions of each file need to be used with other versions
of files. Thisfeature alows you to quickly see what files are not of the samefile
set as the main Practice Manager application.
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To carry out this analysis, choose Help — About in Practice Manager, and click
on the Details button.

Abowt Proohce Manager

IMPROVING. IHE BUSINESS OF LAW. .
hrmlmmmllﬂmmm T g +

L' Real

Practice Manager™
) Enterprise Edition
(.Ilwl:lnn, L::wrdcy-'&IJ:nesl, LLP Giaeni Lize Logine TFOLEY

SOL Server nene TOMEW 35 TROLEYSOL
FH Datshsse mame FIRMOA
eneval Practice Ares
Wersign B, 7,730, Db Verswon L7130 Diaadk: 30 E E
Copyright & Resllepal, LLC, 1597 202, - | -
Al Rights Rasaraes i Microsoft Backihce Cerdidied

The Details window appears, listing al filesin Practice Manager, including their
location.

i&:

Probl=me lourd:
C et e rech i p d Cohprmanipral
C e pmE o nch Dok aii CrprusimpnE
e pricfdenchadsich mn dl Chprranionl

Chprniniont

L prreartpePdemc\ HELPraamead en pas Chprranipnl
stk wecd ra gl e CADESS 3 DLL Chpmmmainiyonf
it ncchnohd i gt e 30 P2 D LL Copneimgont
C:\prewinpmicfdenoh nghi s I ISFECIZ DILL Cpruminhpnf
Cpresartpm=Pdenc g e ITFIZ0LL Chprranipork
st che oo e gl e LA RO T 22 OLL CApruraniyonak

€ | »

Flia vsisan 31086

Cropgright: Coppiphl < Fegllegal. LLC 15322002 & nghts reseresd

Ok

Placing the mouse pointer over the file name displays the current version
information at the bottom of the window.
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If there are problems found, they are identified by a counte at the top of the
window, as well as an exclamation point in ared circle next to the file name.

i&:

Prob=me lourd: 1

st e mech i p d Cohprmanipral
CrprusimpnE

L prrerpmicfdenchdsichimm di Chprranionl
I prwssr S e s e £ 32 mws Chprvrampnf
L prreartpePdemc\ HELPraamead en pos Chprranipnl
stk wecd ra gl e CADESS 3 DLL Chpmmmainiyonf
it ncchnohd i gt e 30 P2 D LL Copneimgont
C:\prewinpmicfdenoh nghi s I ISFECIZ DILL Cpruminhpnf
Cpresartpm=Pdenc g e ITFIZ0LL Chprranipork
st che oo e gl e LA RO T 22 OLL CApruraniyonak

€ | »

Fiia varmon Urknosin

Copgright: Unbrosn

Statuz Fike rot found

Ok

Placing the mouse pointer over the file name displays the status of theitem. In
the above casg, it turns out the file was not found, and in the following example,
the file is the wrong version:

i&:

Probleme lourd: 2
[T T P R T Cohprmanipral
O presde = e ot Do e Chpmrinipnk
e pricfdenchadsich mn dl Chprranionl
- p iy e ke £ 37 e Cprminipnt
L prreartpre?demc HELPraamead en ps Chprranipnl
stk wecd ra gl e CADESS 3 DLL Chpmmmainiyonf
it ncchnohd i gt e 30 P2 D LL Copneimgont
C:\prewinpmicfdenoh nghi s I ISFECIZ DILL Cpruminhpnf
Cpresartpm=Pdenc g e ITFIZ0LL Chprranipork
st che oo e gl e LA RO T 22 OLL CApruraniyonak
€ | »
Fla vaisan 370,54 [verzon proided by ref alor: 37 0U6S)
Coppright: Arallepal ¢ Law con Holdings, Inc:
Siatux File versions ame diierant.
Ok

In either case, contact RealLegal Practice Manager Application Support and
provide the information you found on the Details screen. They will be able to
assist you in synchronizing your file set with the installed version of Practice
Manager.
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Multi-line Tabs on Administration Forms

PCR 8908

Many administration forms had so many tabs that they would scroll off the right
side of the window, requiring the user to use the horizontal scroll bar. Thiswas
particularly true at lower resolutions.

To correct this condition, we have implemented multi-line tabs, which now
display the tabs in one or more rows. The following is an example of the Matter
Settings form:

Practice Bamaper - [Batter Seitings]

B Fie Ede Toos Adesvaben Wndre  Help [

a3 2 - ] a @ =1 = | O = 7 [ -

Mgty Erilse Dosoresnls Tessolps Moks: (woipesss whelbes | Hess Pl Ouedy Psfisch Pl Deskiop | Esd

Hadm Tups Formgn Matiar Tppa | Argni o M sk Tups
Calagy Laws Tppa Gabr | Azpndlhs AmgnioShebir | Jumichan SackdrnFials Tersplutnz
Corposts and GoneserinlLina

EETETE Estaie Flawig and Sdnssiskn

LAETR Lisked s Ewplograst

LITIGATE Ligation

MECACAL L -]

CTHER Ntes

FELTY AralE ks

TRENG Traweyotions

B | mom e - e |
& HOMESTE {1Ed
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When you switch to atab on the back row, such as Matter Type, the two rows of

tabs switch:
[+ Practice Masapar [Matter Seitings] =
B Fie Ede Toos Adesvaben Wndre  Help [
| 2 & A 8 = B |Ob| %9 B | & @
Wylern Eries Dooussnis Tewsilps Hols: Goopesss wWalbew | Hew | Fi Ouesy Rehesh  Pwie Deshiop | Esd
Calagup Law Tppa Saiir | Amgndihe Amgniafebar | Jundesan JnedhdonFaa Tarmplatnz |
Hatm Tora Surzgn Wathe Trps | fizrgriio Madm Tops |

COLLLTOM Lol Conaeanisl

COLLLOH CobesctmraLosmaes

COMREAT Corwrmerrisd PRyl Evbate: Trviaokon

CTHERT Corviilistion

CR-WOTE Dl Righiz-wating Faghts

CRATHER: il Righis-0 ey

CRHON D] Uried s I kmve

CRELY s [ Weres

CRHLE Licerss Buperamn

CHITRAF Tralic Cebsvie

CHHTH Crirard Dy

T EAELE L

&G LLAFT G

E&-FROE Probess

E£-AEF Repestening Eilye Rapresainieg

EFW-255 Erimoiation

E FI-BAHE Bk

EFW-ET Bupingss Tuit .
| i - Do

S HOMESTE e

Changes to System Settings

There are 32 System Settings-related PCRs addressed in these releases of
Practice Manager, including but not limited to the following:

PCR Description In Version
6421, 7653, Additional logic has been added behind changing the PMm87
8478, 8479, value in Show Client in Matter Info, allowing existing entity
and 8940 selections to be updated so they comply with the newly

selected requirement and can continue to be used in the
Client/Billable field. For more information, see "Changes
to Show Clients in Matter Info" beginning on page 11-6.

7722 When you enabled PMRemote, Practice Manager checks PMm87
to see if the pmremote_ins and/or pmremote_upg
subfolders are present in the <pmroot> folder. If not, a
message displays.

You will need to re-run the install or upgrade program,
selecting PMRemote as an option to install. This will
create the necessary folders.

Once these folders are in place, users can install
PMRemote on their computer from the File menu.
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PCR Description In Version

8837 If you change the setting in the Use PMm87
ClientNumber.MatterNumber field, a dialog appears giving
you the option of updating the database, skipping the
database update, or returning to the System Settings
window so you can reset the changes.

8844 A new Appearance tab has been added for managing grid PMm87
themes (see page 11-11).

8983 As with matter assignments, there is now an option to PMm87
disable conflicts checking messages when selecting a
parent entity for an entity. This setting can be found on the
System Setting - General tab.

9003 UNC support has been updated for the PMWin Folder, PMm87
and is now fully implemented throughout Practice
Manager.

9485 A new option, Max Items in Desktop Sections, has been PM87

added to limit the number of items that can appear in each
section of the new PM Desktop Views (see "PM Desktop
Views" beginning on page 2-27).

8253 and The RightFAX tab in System Settings has been updated to PMm87
8914 be more intuitive, and Web settings have been removed.

¢ Sylean St

Gimwsind| O | FRORFE || e | aformiion | Samehioniontion Setingt | S e

Flghi sl Sareem Huva vt

Comnamscsion Posced [TORP =]

FachE S S oo |72

Tio chial i il b P il |0 bl accees
T b brgcitsncs wcran

Inchsia Fouiica

i Elose (1 sk Apacs:

Lbard Yoo
" it Pl + oot Fm Hibe
¥ Chard wd adias Hanbas
" b Code " Gl Fi H ke

Changes to Show Clients in Matter Info

PCRs 6421, 7653, 8478, 8479, and 8940

If you change the value in the Show Client in Matter Info option group, Practice
Manager displays a dialog box and gives you the option of updating your data so
that previoudly select clients continue to appear in the Client field. Thisis
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necessary because you could make a change such that existing clients no longer
meet the selected criteria, and those clients would no longer be available in the
matter.

The following changes do not impact the database:

Changing from Client AND Billable to Client OR Billable
Changing from Client AND Billable to Billable

Changing from Client AND Billable to Client

YV V VYV V

Changing from Client to Client AND Billable
» Changing from Billable to Client AND Billable

Below are listed the changes that could trigger the need to convert the database.
For each change, a dialog box appears, giving you the option of converting the
data or not.

Changing Client  If you change from Client OR Billable to Client AND Billable, the following
OR Billable to dialog box appears:

Client AND
Billable

-
Matter Diptions | hange Canfirmation

“ou hare albcind |0 changs He makes ophions fot Bre Clecl Bl able feld b only ces eclie s where ok (e
Chan! Mag and Btk Mag s za i el sl racod

This chags pould rean §al ome aniibes bt haee been ssleohed b b Chent/Billble fokd m matizs meg no
Innger mest e spranprisbe cribsis. ax sither e Clent sy or Billsbls Bag in thei srlitp =cod bas rof bssn st

Hiws 00 pout Mahi | bo proce ed?

o Il enkd e 1eed a3 tha Ciorl/Ellabip ardy i anp mater and sithe tha ient Tag o BRabia fag & ror
el b e et reeid, i polns bt etz e id oo that ot the Chent g 2nd Bllatk n:E i il
Plizae fiohe Bt bhis oplion coud pot & heses kbad an e databa s serees aod shaukd ool
hier ramal mocking hous wher bz wa e an the spstem,

& et ol

& D pet updabe arg entip recoms | undeistend that fae mesns e Cierd/Billsb e fizid in te st mil
sprear o be smplp il the aelscted srdip doss not hevs both e Cherd flag snd the Billabie Asg =i in thei
ity vocond, snd sk yeme vl peed o marueshy vpcabe: thes el vath o diFesenl mpily thet b bolh e
Dliert e anid the Bllabi Aag 2at in thel anilily e od

Coned |

If you choose the first option, the following will occur:

» Any entity marked as a Client but not Billable will have the Billable field
checked after the conversion.

» Any entity marked as Billable but not as a Client will have the Client field
checked after the conversion.

If you choose the second option, no conversion will take place, and you may
have problems with certain entity records on the Matter — General tab.
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Changing Client
OR Billable to
Client

Changing Client
OR Billable to
Billable

If you change from Client OR Billable to Client, the following dialog box
appears:

=

Matter Diptions Change Canfipmation

“ou hare albcind |0 changs He makes ophions fot Bre Clecl Bl able feld b only ces eclie s where ok (e
Chan! Mag and Btk Mag s za i el sl racod

This chags pould rean §al ome aniibes bt haee been ssleohed b b Chent/Billble fokd m matizs meg no
Innger mest e spranprisbe cribsis. ax sither e Clent sy or Billsbls Bag in thei srlitp =cod bas rof bssn st

Hiws 00 pout Mahi | bo proce ed?

o Il enkd e 1eed a3 tha Ciorl/Ellabip ardy i anp mater and sithe tha ient Tag o BRabia fag & ror
ol b e it reeoid, b polns Pt etz eeid oo that both tie Chent 112 2nd Bllaek: flag s sl
Pz e Bt bhis oplion coud pot s heses kbad an e dabsba s sereer aod sbaukd oebs bie canied ol
hier ramal mocking hous wher bz wa e an the spstem,

& D pet updabe arg entip recoms | undeistend that fae mesns e Cierd/Billsb e fizid in te st mil
sprear o be smplp il the aelscted srdip doss not hevs both e Cherd flag snd the Billabie Asg =i in thei
ity vocond, snd sk yeme vl peed o marueshy vpcabe: thes el vath o diFesenl mpily thet b bolh e
Dliert e anid the Bllabi Aag 2at in thel anilily e od

Concel |

If you choose the first option, any entity marked as Billable but not as a Client
will have the Client field checked after the conversion.

If you choose the second option, no conversion will take place, and you may
have problems with certain entity records on the Matter — General tab.

If you change from Client OR Billable to Billable, the following dialog box
appears:

=

Matter Diptions Change Canfipmation

“ou hare albcind |0 changs He makes ophions fot Bre Clecl Bl able feld b only ces eclie s where ok (e
Chan! Mag and Btk Mag s za i el sl racod

This chags pould rean §al ome aniibes bt haee been ssleohed b b Chent/Billble fokd m matizs meg no
Innger mest e spranprisbe cribsis. ax sither e Clent sy or Billsbls Bag in thei srlitp =cod bas rof bssn st

Hiws 00 pout Mahi | bo proce ed?

o Il enkd e 1eed a3 tha Ciorl/Ellabip ardy i anp mater and sithe tha ient Tag o BRabia fag & ror
ol b e it reeoid, b polns Pt etz eeid oo that both tie Chent 112 2nd Bllaek: flag s sl
Pz e Bt bhis oplion coud pot s heses kbad an e dabsba s sereer aod sbaukd oebs bie canied ol
hier ramal mocking hous wher bz wa e an the spstem,

& D pet updabe arg entip recoms | undeistend that fae mesns e Cierd/Billsb e fizid in te st mil
sprear o be smplp il the aelscted srdip doss not hevs both e Cherd flag snd the Billabie Asg =i in thei
ity vocond, snd sk yeme vl peed o marueshy vpcabe: thes el vath o diFesenl mpily thet b bolh e
Dliert e anid the Bllabi Aag 2at in thel anilily e od

Concel |

If you choose the first option, any entity marked as a Client but not as Billable
will have the Billable field checked after the conversion.

If you choose the second option, no conversion will take place, and you may
have problems with certain entity records on the Matter — General tab.
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Changing Client  If you change from Client to Client AND Billable, the following dialog box
to Client AND appears.
Billable "

Matter Diptions Change Canfipmation

“ou hare albcind |0 changs He makes ophions fot Bre Clecl Bl able feld b only ces eclie s where ok (e
Chan! Mag and Btk Mag s za i el sl racod
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Pz e Bt bhis oplion coud pot s heses kbad an e dabsba s sereer aod sbaukd oebs bie canied ol
hier ramal mocking hous wher bz wa e an the spstem,

& D pet updabe arg entip recoms | undeistend that fae mesns e Cierd/Billsb e fizid in te st mil
sprear o be smplp il the aelscted srdip doss not hevs both e Cherd flag snd the Billabie Asg =i in thei
ity vocond, snd sk yeme vl peed o marueshy vpcabe: thes el vath o diFesenl mpily thet b bolh e
Dliert e anid the Bllabi Aag 2at in thel anilily e od

Concel |

If you choose the first option, any entity marked as a Client but not as Billable
will have the Billable field checked after the conversion.

If you choose the second option, no conversion will take place, and you may
have problems with certain entity records on the Matter — General tab.

Changing Billable If you change from Billable to Client AND Billable, the following dialog box
to Client AND appears.
Billable g

Matter Diptions Change Canfipmation

“ou hare albcind |0 changs He makes ophions fot Bre Clecl Bl able feld b only ces eclie s where ok (e
Chan! Mag and Btk Mag s za i el sl racod

This chags pould rean §al ome aniibes bt haee been ssleohed b b Chent/Billble fokd m matizs meg no
Innger mest e spranprisbe cribsis. ax sither e Clent sy or Billsbls Bag in thei srlitp =cod bas rof bssn st

Hiws 00 pout Mahi | bo proce ed?
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Pz e Bt bhis oplion coud pot s heses kbad an e dabsba s sereer aod sbaukd oebs bie canied ol
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& D pet updabe arg entip recoms | undeistend that fae mesns e Cierd/Billsb e fizid in te st mil
sprear o be smplp il the aelscted srdip doss not hevs both e Cherd flag snd the Billabie Asg =i in thei
ity vocond, snd sk yeme vl peed o marueshy vpcabe: thes el vath o diFesenl mpily thet b bolh e
Dliert e anid the Bllabi Aag 2at in thel anilily e od

Concel |

If you choose the first option, any entity marked as Billable but not as a Client
will have the Client field checked after the conversion.

If you choose the second option, no conversion will take place, and you may
have problems with certain entity records on the Matter — General tab.
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Changing Client
to Billable

Changing Billable
to Client

If you change from Client to Billable, the following dialog box appears:

=

Matter Diptions Change Canfipmation
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If you choose the first option, any entity marked as a Client but not as Billable
will have the Billable field checked after the conversion.

If you choose the second option, no conversion will take place, and you may
have problems with certain entity records on the Matter — General tab.

If you change from Billable to Client, the following dialog box appears:

Matter Diptions Change Canfipmation
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If you choose the first option, any entity marked as Billable but not as a Client
will have the Client field checked after the conversion.

If you choose the second option, no conversion will take place, and you may
have problems with certain entity records on the Matter — General tab.

For a clarification on how System Settings and the entity record values impact
the Client/Billable field on matters, see "Updates for Client/Billable Field
Values" beginning on page 3-13.
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Appearance

PCR 8844

A new Appearance tab has been added to System Settingsto let you define
Themes for the Grid colors used by Preferences (for more information, see

"Grids" beginning on page 2-21).
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Themes are created by clicking the New button to display a Theme Properties

window.
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Colors are changed by clicking on one of the color buttons to display the Color
selection dialog box:

|
ErrErEEN
EFEEEEEN

EfEEEEEN
EEEEEEEER
EEEENTE

Cusiom noigm:

(MEEEEEE.

EEEEEEEN
Cnfirm i Cploey =2

[

Y ou can then modify the Grid properties from this window:

» Choose colors for the Heading row background and text (Font).

» Choose colors for the Odd Row background and text (Font).

» Choose colors for the Even Row background and text (Font).

» Choose colors for the Highlight Bar background and selected text (Font).

A sample appears on the grid at the bottom of the form.

Changes to Security and Site Settings

There are 90 Security-related PCRs and 8 Site-related PCRs addressed in these
releases of Practice Manager, including but not limited to the following:

PCR Description In Version

7634 The “lock icon” has been updated on the status bar: PMm87

. .:? If both matter and site security are disabled, the
open lock icon appears indicating that the user’s active
login bypasses security:

o 29'1f matter security is enabled and site security is
not, and the user has No Matter Security in their
security role, the open lock icon appears indicating
that the user’s active login bypasses security:

. .:? If site security is enabled and matter security is
not, and the user has No Site Security in their security
role, the open lock icon appears indicating that the
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PCR

Description

In Version

user’s active login bypasses security:

. ﬁ If matter and site security are enabled, and the
user has No Matter Security and No Site Security in
their security role, the open lock icon appears
indicating that the user’s active login bypasses
security:

. Q Otherwise, the closed lock icon appears, indicating
that the user’s active login respects site security:

8435

Copying User Settings also copies all User Preferences
from the source user to the selected users.

PM87

8469, 8604,
8615, and
9364

You can now change the matter and site security
implementations in any of the following combinations:

* None => Inclusionary

¢ None => Exclusionary

¢ Inclusionary => None

¢ Exclusionary => None

e Inclusionary => Exclusionary

¢ Exclusionary => Inclusionary

¢ Inclusionary => None => Exclusionary
¢ Exclusionary => None => Inclusionary

Where updates of the database are required, dialogs have
been added with options to simplifying the conversion of
the security implementation. For more information, see
"Changing the Security Implementation” beginning on
page 11-15.

The messages that appear when you change the site
and/or matter security implementations have been
updated to reflect the various combinations of changes
that can now be carried out.

PM87

8598

The Phone data entry form now respects the same
securities as Notes.

PM87

8847 and
8848

Site Type has been added to the Practice Manager site
model (see "Working with Sites Types" beginning on page
11-25)

PM87

9265

The scope of duplicate checking can be limited to respect
Site Security. For more information see "Configuring
Duplicate Entity Checking" beginning on page 11-24.

PM87

9364

The messages that appear when you change the site
and/or matter security implementations have been
updated based on the fact that you can now change from

PM87
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PCR

Description

In Version

10269

Scripts have been added for setting the previous state of
security in Practice Manager when the current is state is
None and security was once implemented. For more
information, see "Tracking Previous Security
Implementation” beginning on page 11-22

PM87

9668 and
10265

In order to preview notes from the note listing, the entity
must have Edit Notes in their security role for their active
site.

PM87 SP1

11033

Labeling on the Drive Mappings data entry form has been
updated to be more intuitive:
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« |f the User's Active Site is — This is the user’s active
site.

* And the Document Profile Site is — This is the site
where the document was created.

* And the Document Profile Location Drive Name is —
This is the drive letter from the document’s location.

¢ The substitute with Local Mapped Drive Name — This
is the drive letter to use in place of the document’s
drive letter.

PM87 SP1

11120

“Workflow: Show branches for all answers” (formerly
“Show All Paths” in Practice Manager v8.0) has been
added as a functional security operation.

When assigned, the user has a new Preference and
checkbox for Workflow Plans. This box, when checked,
displays branches under all answers, regardless of
whether or not they have been accepted. When not
checked, only branches under accepted answers appear.

When not assigned, the user only sees branches under
answers that have been accepted. Branches under
answers that have not been accepted are not visible.

PM87 SP1
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Changing the Security Implementation

PCRs 8469 and 8604

Y ou can now change the security implementation from Inclusionary to
Exclusionary for both Site and Matter Security without the need to run any
specia scripts. Please note that this was added only to aid during the
implementation stage, when firms may choose to change how security is
implemented once they better understand how it works.
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Changing the security implementation does run a very extensive conversion
script, and is not a recommended action when there are users working on the
system. Thereis plenty of detailed information in the dialog boxes that appear
when you change the implementation to aid the user in knowing what actions
need to be carried out, and when. While the scripts are being run, the following
progress indicator appears:
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Only the owner of the database can change the Security System implementation.
If auser, other than the owner of the database, with permission to administer
Security Settings attempts to change the security model, the following message

appears:

Froger - Camnat char e hite Sechirity Sett [E=]

Oinly the pwner of the datebase is slomeed o dhange fe Site Seounty sstinges, Fractos
Marager haz srabyed vour logn oredentals, srd determned that you are rot the
e of the datahass.

Hua_s-eomuctw-.r Spetem Admireietor W srenge o the requested changs o be

[

Changing the Sité  None to Inclusionary
Security
Implementation If you change the Site Security implementation from None to Inclusionary, the

following message appears:

WA RHI MG - Site Seqir ity I:'I'lu\l'lj:Fl‘l from Mame to Inclisionang

rou hase sected o enshile Incheionsy Sie S ub

l } Oince mpkeneni=d, veers vl resd o e nchoadsd inos cils 1o Bey csnscoees it ard the conisnis thersof
oifervize, Leae vill be e ioded hom sceeearg e mke by defall

Please nole that Frache e kenages ba: detected that Inciusoeag S Seconly wes prevou s srsbled.
turme=d of, 2nd nowe pou have choser o b i back, on; homese. presaous Site ety assagrnenis
linche ard s udes| ves prezareed and il e estmed

11 sacas i posad stk iz change, Prachcs Maraper need 1o updsbe e dalshiaes o mplerent he e Sie
Sapaip modal for vaur orgarizalion Ml e prscariog sxising Falbaors and sscusions fran e previos:
Inclusioram Siks Senaip ssting This map tsbs e vsral mirotss, snd oo plscs s baghs drarencimd load
ol SOL Seaven. The change vl ral bake sffect lor 3 ueer untl thes log cagt and Fan log back in o
Fractio s Mahager

In adkciban. & & posshbie that, s Site S eounty was st bo More, users mens cioned Funcional Secunly
Finlsz st zite s Hrey wamps nol mevioys b nchadsd in

Fiactio e W acer e ar autonia b ealy indl udd Leors 2 e haoa d nn el Fuin cional Seclrly Foke
s g ey, e i ey were nod previcasls incioded in thode skes. K esp i nind Thal suloencosion map, 8y
Tavcd, ooz ok = user 0 3 sile they Aee spephicaly anchaded om when Inclusan Sibe Sepaip wes
ey mrablad | poua chooos bo cbip salpsc sion, pous can shesrs manusl e nchoos uss in e

e e i i e e o Pl S
Helors piocesding mith this changs. ss iscommend thel wou mskes 8 backup of 1he Fraciios Mansgs
dalabaze Fyoudo nol. grd zonething happens duing iz corperzon. (hee vl be ro possbdip of oling
back b0 of festong the databass

Chck "1 Understand” 1o proc s=d with changing Site Secury 1o the ssdugionsp nplsmeristion snd capng
md hn eleched cphons

Clck 'C ol to reborn bo e Geneal bab ol S unky Sedings § you do ral veant fo ensble Ske Secuily, a1
prader 1o choase the 253 rasictve Exclusioray Sie Seounty oploe

| | Uincle istand I Cancel |

» You can have Practice Manager automatically include users in sites based on
their functional security assignments. Without this, users will be able to
login to a site, but they won't have permission to access any records on that
site.
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None to Exclusionary

If you change the Site Security implementation from None to Exclusionary, the
following message appears:

Q
WA RHI MG - Site Seqir ity I:'I'lu\l'lj:Fl‘l from Mome fo Eacluskonary

rou hase sected o enshle Esclennsp Sie Secmiy, o e e wiu ophon et doss rok poside e ghed
[\ lawal of sepeaip cfierad by Prsalics Hansger.

Onca molanen e, ceees vall resard bo b egclyded from sccessing srw zies. and b contentz Thasecl, that
fzad b b kept conficantal, oihenuea, ol uees vl Faea 2o e o dl e and Fal cantanis

Flzass note that Prachoe Manager has detected that Excumorany Ske Secusl) was previoudp snaceed.
Turned off, snd nove pou hevs chossr (o s # back ore hoseesr prssi o Sils Secily srsgrmenis
|nchaer ard s udas| v prezaresd and il e restmed

11 sicas i posad stk e change, Prachcs Maraper needs 1o updabe e dalshiaes o gl erent The e Sie
Sapaip modal for vaur orgarizalion Ml e prscariog sxising Falbaors and ssolusons fan e previos:
Inciusioram Sl Sensip osting This map tsbs e vseal mirotss, snd oo plscs s bighs drarencimd load
o lhe SOL Seaven. The change vl ral bake sffect for 3 uesr untl thes log cagt and Fan log back in o
Fractio s Mahager

In adkciban. & & posshie that, sbie Site S acunby was st bo More, users mens scioned Funcioral Secunly
Finlsz st zite s Hrey wames nol mevioys b nchadsd in

Prachs e blsnager con automabcal include cesre & sk bese d an their Functionsl S eountp Fols
msagrnerds, syan 1l ey wers nod previousp inchaded in thode Skes Kesp rnind Thal sulc-nolsion map, B
fmct, i huce = pmsy in s il they wse soe e by s chodsd o e B s oreng Sis Secusk) v
preimely sabled. || pog chomes o sip sdoirchmon, wou can gk marualy includes sz in e

W T, automshoaly incude weeis b sies bared on Funclional Secunty
Balore poncaeding mih ts charge. qe iscommend thal you msks 8 backup of the Pracios Hansge
databaze Fyoudo hek, and somedh ing happens duing ik coresizan, hee vAl Ba ro poeablip of oling
bemck b oo restoning Hie data bese

g:h 1 Understand”’ 1o pron s=d vith =nabling Eschgionsip Sits Secwily srd cargng ool the melsctsd
s

Clck "'C ol to reborn ho e Geneal bab ol S by Sedings § you do rol veant To ensble Ske Secuil), a1
prefer 1o choose the mome reshictve Inchsmnap Sie Seo iy opban

| | Uincleistand I Cancel |

» You can have Practice Manager automatically include usersin sites based on
their functional security assignments. Without this, users will be able to
login to a site, but they won’t have permission to access any records on that
ste.
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Inclusionary to Exclusionary

If you change the Site Security implementation from Inclusionary to
Exclusionary, the following message appears:

Wit RN

You hase sected ho chenge Fe npleneishion of Sike See oty Dom ko beioran o Exchaxnsg, & Sie
": Semaip ophon bl doss nol o vide Hhe Raghes! lewel of secunly oflsred by Practics Merags

Olfvca itk misibad, Lears Wl Fsad b b gescli et Pram oo ssing s s, and Fa cantanls thetesd, that
need o be kepl confide sl othenete 2 Lser: vl bave access o al sles and they contents

1 sacas o ocwmed vth e rhangr Practica Mﬂpﬂ nescy 10 upclsbe e catshars o rplement the nes Sie
Sanaip model for yow ogerizslion mhle pe=aqing sxding rebsore snd esduzons, The may ek
erulad rifunas, and could placs & highai-thare oimial koad an bhe SOL Seived. Thie chancs vl nol Bk
effect o nmﬂ'urﬂilhwbuntandunbubadc n to Prmclice Hanager

Bekte concesding aih this charge. rs= 1scommend Thal you mska a backun of The Pracics Mansger
databare Fyoudo Rk, and comeh ing happens duling ik corusrzan, heie vl Ba ra poesblip of oling
back oo resionieg Hie databese

Chck 1 Understand” 1o proc sed vith charging Site Secur 1o the Exclusioray mpemnsntstion

Chick: "Carasal o rabon Lo bra Giaresd al bt ol Seeurig Sedincg S B0 cha ion g Hie 5 e S ecunty
il e bk,

Exclusionary to Inclusionary

If you change the Site Security implementation from Exclusionary to
Inclusionary, the following message appears:

WA RHI MG - Site Sty € |:F|‘| from Exclusionag ry o bl

You hase sected o chenge Fe irpleneishion of Sie See ity Hom E ol uscnan to Inchaxinsg, & noe
": v ko of Sile Sacily,

DOlivcs itk aiband, Lear: Wl P £ besr el I & £l 20 thy con Sctiet B, o Hhia coeleel s rancal,
othenvies, woers will be escluded hom sccestng e ke by defell

1 sacas o ocwmed vth e rhangr Practica Mﬂpﬂ nescy 10 upclsbe e catshars o rplement the nes Sie
Sanaip model for yow ogerizslion mhle pe=aqing sxding rebsore snd esduzons, The may ek
erulad rifunas, and could placs & highai-thare oimial koad an bhe SOL Seived. Thie chancs vl nol Bk
effect o nmﬂ'urﬂilhwbuntandunbubadc n to Prmclice Hanager

Bekte concesding aih this charge. rs= 1scommend Thal you mska a backun of The Pracics Mansger
databare Fyoudo Rk, and comeh ing happens duling ik corusrzan, heie vl Ba ra poesblip of oling
back oo resionieg Hie databese

Chck 1 Undestand” 1o proc sed vath changing Site Siecuriy 1o the Inchsmnssy implemeristion

Chick: "Carasal o rabon Lo bra Giaresd al bt ol Seeurig Sedincg S B0 cha ion g Hie 5 e S ecunty
il e bk,
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Disabling Site Security

If you change the Site Security implementation from Inclusionary or
Exclusionary to None, the following message appears:

-
WARHIBG - Site Segurity Disabled|

rou haee sected lo deabls Sie Secinby Sites thet wene previous b secuned rom ccess by exchided weer:

will o bt b peti e
AN
3 In addition. the Sie Se=cwiy 1ab sl be Hdder in Secui Selings, Secuity sssigramsnts ko siter will ro

Innger b made: horwever. preicaslp made: ass gomenks rl ieman
Check 'Y Understand ko procesd with cieabling sie szcuniy
Chick "Canoel to reiam o the Gensal bsb ol Secuniy Selings sibout dcsbing s secuip

Cancel
Changing the None to Inclusionary
Matter Security
Implementation If you change the Matter Security implementation from None to Inclusionary, the

following message appears:

WARHIBG - Matter Security Chanped from Hone ta ncluskonany

11 saoas i ocesed sty ke o henge Prmzrdwwm T upeciabe Fee cha bbb il e it $hes: e

! l.'l Hafizr Secunly madsl lor pour organcalion sbils piearing =g ino usons snd aichasions from e
preio g e s oreny Mslie Secoaip ssting This map tsks 1evsral bours, snd coud placs 5
hgher-than-romsl osd on e SEL Serml This drange vl rol bake efleck lor g uze ol ey op out ared
It bog bk in o Piac s Wanager

In adkcitan. & B posshle that, sbie Hoatier Secunly wees st fo More, ress mathes veae oregted. In o
peres, the cmaior mould ot haws bssn suiomstcely indudsd n e mabs becsuss bsiisr Secuil vas
nol erablexd. Likeries. usmz may hars myvised ssesting maliey ecods, bt hece.en maller sacunty was ot
il e, ey Mere rot aubanatcaly incded in the nater

Pracboe Menager cor sdoovaioady vtz 2l ratbers and roakes sune e crestor o Dok ievies) aie included
n b el w0 thed can goindo the matter and nchdsdsscuds veerr a0 nesded, Fssp innind thet e
walmre oy ey, n Fack nchade g vz e methes ey v e speciically srcluded om shan Exclusonan
it Seciily was praedousp enatid P ogou e hooe o S0p Sukc i cosdon, ywu can auags nan el
mpude uies nmallers

W es. aunnabcalp inchuds e Cealore o the malkes

W ren sunnsticalp incuds b lad Remes in thei matters
Bualborn paoced g sk this charge, s s nd thal you miake & beckup of ihe Pracios W anage
detabase Foowdongt, ard sonethng happens duing Bt corwersan fheie vl be ro poss bl of cling
beak b ot restonng the databose
Fleazs nols that ary wser ralh Ho Malier Sapadp nchaded in ek Sapsip Ackh canako go nln s nalle e
minkide el i iear: Nom | he nallar, o Aaeded. ol can &k ko) oeslie ks o ks b g
Seriaiy Settinge

gck 1 Undersand”’ 1o prox ssd with =natling B gionsip M= Secuity and caping o e seleded
s

Clck "'C sl to reborn b bre Gene ol bab ol Sa by Sedings | you do rol want 1o enshle kele Secaip o
prafer 1o choose the s reshctve Inchainap PMake S ecunty aption that mas preyel npemented.

Cance =3

» You can have Practice Manager automatically include the creatorsin their
matters.

» You can have Practice Manager automatically include the last revisers of a
matter in those matters.
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None to Exclusionary

If you change the Matter Security implementation from None to Exclusionary,
the following message appears:

WARHIBG - Matter Security Chanped from Hone ta Exclusionary

e O, e oot s Pt o 10 B i Bk ) Posairoor. prcad s W ARl S acurity e igrmonis: .
ll.. |iruchadest s hacks s | i prasereed s il be esaed

In adcimn it & pogshis that, shis b ostisy Secuily wes cst o Nore, rep matiers v oossosd Inthoos
caens, the cealorz mould ot haes been sulomeh cally induded in e malbe bacsuss: Walisy Secuik vz
ol erabled. Likaia, Users neag har navtead et madler keconds, but bica e mislkel $Rcui) wes riot
gl bed. they mere ok subonets sl inciided in the natter

Fractcs Menags can adomalicaly ieviss sl matisrs and maks s e cissiom and lad v sis includsd
n tha meakes 50 Thal can goinlo the et and includ eerd ude ueers a8 reeded. Feep innnd (hal e
Ao o s, 0 Tk, inchocke 2 s I e Hrany vk spacilicaly el uded lom skan Exclusionany
bladb=i Secunly vaas presioudy enabied  Fyou e hoose b dop subceinchsion, wou can shesis nanusly
nchade user nmalkem.

W T, autnnatically includs o Cra o in tha | nakbas

¥ (e aunnalsely inchide o las Fereems inther mathcs

11 o chons e b impkenent ether of The above opliors, Prlacios Hansger needs o camy ot a major upsdate
of the datsbase.  This cauld fake sevemd o, ad cauld place 2 hicherthan-romal oad on the SOL
Semer Thi dharge vl rof teke =il ect fon s ussr ool they log ot srd then log back 0 10 Pradics Marege:

Bualborn paoced g sk this charge, s s nd thal you miake & beckup of ihe Pracios W anage
detabase Foowdongt, ard sonethng happens duing Bt corwersan fheie vl be ro poss bl of cling
beak b ot restonng the databose

Fleazs nols that ary wser ralh Ho Malier Sapadp nchaded in ek Sapsip Ackh canako go nln s nalle e
ke ok Lo Do (e nalter, o osdad . o can AR e ke el s from e B gk
Seriaiy Settinge

:fk 1 Undersand”’ 1o prox ssd with =natling B gionsip M= Secuity and caping o e seleded
s

Clck "'C sl to reborn b Bre Gene ol bab ol Sa ik Sedings | you do rol want 1o enshle kslie Secaip o
prafer 1o choose the nom reshictve Inchswmnap Make Secuniy apbon

| | Uncle 1stand I Cance | =3

» You can have Practice Manager automatically include the creators in their
matters.

» You can have Practice Manager automatically include the last revisers of a
matter in those matters.
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Inclusionary to Exclusionary

If you change the Matter Security implementation from Inclusionary to
Exclusionary, the following message appears:

Wit RN

YYou hase sected ho chenge be inplenerishion of Hake Seconku hom Inclisicear b Eacksionsip, & Hally
": Semaip ophon bl doss nol o vide Hhe Raghes! [ewsl of secunly oflsred by Pracics Merags

Olfvca itk ke, Leor: Wl Fsed b b gescdided Fram oo ssing s maters, s e covdoris il ihal
need o be kepl confide tisl; othenege 2 Lser: vl have access o al mattere s et corlenls:

1 scas o e vath e change, Practics Meruper nesdh 10 upcsbs e datshsss o mplement the nes
Halier Sacusky mode! lor poa ogarealion rbds preanning ssing rdusons snd sschmions. This ney lake
i lad Hode, and could plaes a higradharendinad oad on the SOL Seiver. Thiz chancos vl nol Bk afnact
low al.rserunlilheybumandhnbnbuklnmpmimuam

Bekte concesding aih this charge. rs= 1scommend Thal you mska a backun of The Pracics Mansger
databare Fyoudo Rk, and comeh ing happens duling ik corusrzan, heie vl Ba ra poesblip of oling
back oo resionieg Hie databese

Chck 1 Understand” 1o proc sed vith changing b siisr Sscuily to s ssduson sy mplemeniafion

Chick: "Carasad 1o na b Lo bra Garesd al tab ol Securig Sedinggs Mk cha on g the W alker Saciiily
il e bk,

Exclusionary to Inclusionary

If you change the Matter Security implementation from Exclusionary to
Inclusionary, the following message appears:

WARHING - Matter Sacurity Ch

“ou hrse sected lo chenge be nplenerishion of Hakes Secunby hom Exebsoesn o ncsionsip, & nie
'-: 1ermicive bom of W ks Secunty

Clvca itk maibed, Leor: Wl e b b medhodend i 2 nalion en thi e acoess 1, 2hd b eonitents thisa ),
othenvce, woers vill be e luded hom scceeirg e matier by defauk

1 scas o e vath e change, Practics Meruper nesdh 10 upcsbs e datshsss o mplement the nes
Halier Sacusky mode! lor poa ogarealion rbds preanning ssing rdusons snd sschmions. This ney lake
i lad Hode, and could plaes a higradharendinad oad on the SOL Seiver. Thiz chancos vl nol Bk afnact
low al.rserunlilheybumandhnbnbuklnmpmimuam

Bekte concesding aih this charge. rs= 1scommend Thal you mska a backun of The Pracics Mansger
databare Fyoudo Rk, and comeh ing happens duling ik corusrzan, heie vl Ba ra poesblip of oling
back oo resionieg Hie databese

Chck "1 Understand” 10 proc sed vith charging Walier Secuily o the Indurionary i plementation

Chick: "Carasad 1o na b Lo bra Garesd al tab ol Securig Sedinggs Mk cha on g the W alker Saciiily
il e bk,
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Tracking
Previous Security
Implementation

Disabling Matter Security

If you change the Matter Security implementation from Inclusionary or
Exclusionary to None, the following message appears:

-
WA RN MG - Matfer 'ku;.l,:rir_\l Hsabilad|

rouhaee sected o deabls roatler ey, kaber: thal s pieoudy eeoured Hom acomss by el udsd

1-: wmeis e nger bie seciae
-

In addition the Secuiby tab wall be badden i both S ecuritp Setings srd Matlers. Secuily scsgrments lor
mathers w4 ro konge ba mads. hoperes. presi el made sezignments wil mnsin

Clck 1 Uredepstand” 1o pioe e with diesbling nathe ooy
Chck "' vl 1o et o the Genesdl bab ol Sec by Seiings sbout dsabling maber sscwily,

| Coned |

PCR 10269

Changing your security implementation in any of the following combinations
creates unique issues within Practice Manager:

» Inclusionary => None => Exclusionary
» Exclusionary => None => Inclusionary

The issue arises because the security assignments in the Practice Manager
database need to be reversed, just asif you carried out any of the following
changes:

» Inclusionary => Exclusionary
» Exclusionary => Inclusionary

Theissueis that there is an interim state of None, which makes it look more like
you are carrying out the following:

» None => Exclusionary
» None => Inclusionary

These two changes do not require any conversion, but because there was a
previous state of security that isin contrast with the newly selected state, Practice
Manager treatsit asif you are going from that previous state to the newly
selected one. In other words...

» Inclusionary => None => Exclusionary
istreated as
Inclusionary => Exclusionary
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» Exclusionary => None => Inclusionary
istreated as
Exclusionary => Inclusionary

To accomplish this in both matter security and site security, Practice Manager
tracks the following:

» The current security implementation
» The previous security implementation
» The newly selected security implementation

There is, however, an issue with users upgrading from any version of Practice
Manager 8.6, including SP1 and SP2. Practice Manager supported the following:

» None => Exclusionary
» None => Inclusionary
» Inclusionary => None
» Exclusionary => None

Y ou could not change from Inclusionary to Exclusionary without the help of
Client Services or Application support. Now that this release of Practice
Manager supports switching the security implementation, it becomes necessary to
know what security implementation, if any, was used before it was set to None.
This requires a specific script to be manually run on the database. These scripts
arein version the Changing_Securities folder for a Network Upgrade.

» If you turned off Matter Security in v8.6 and the previous state was
Inclusionary, then you need to run oldMATsec_INC.sgl.

» If you turned off Matter Security in v8.6 and the previous state was
Exclusionary, then you need to run oldMATsec_ EXC.sql.

» If you turned off Site Security in v8.6 and the previous state was
Inclusionary, then you need to run oldSITEsec_INC.sgl.

» If you turned off Site Security in v8.6 and the previous state was
Exclusionary, then you need to run oldSITEsec_ EXC.sql.
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Now, if you had site security previously enabled and you want to remove all the
old assignments and start over, you can run either of the following scripts:

» For Matter Security, run oldMATsec_DEL .sql.
» For Site Security, run oldSITEsec_DEL .sql.

If you are not sure which scripts to run, please contact Practice Manager
Application Support for assistance.

Configuring Duplicate Entity Checking for Site Security

PCR 9265

There are new options on the Security Settings - General tab for controlling how
duplicate checking is carried out. Thisisthe result of a potential security "hole"
that advises the user when a duplicate entity is found on a site they do not have
access to. The choices are to limit duplicate checking based on the user's site
security assignments, or to check all sites, ignoring site security.

o' H T




Administration

Changes to Security and Site Settings = 11-25

The options are listed under the heading When checking for duplicate records
during entity creation, limit as follows: and work as described here:

Option Function
Ignore site security Practice Manager will ignore site security and report on
assignments and check all | found duplicates to the user, even if the duplicate was found
sites on a site the user in excluded from.

The does present a potential security “hole” in that users
could simply enter an entity name, just to see if it does exist
at a site they are excluded from.

Respect site security Practice Manager respects site security assignments for the
assignments, and check active use, and only reports on duplicates found at sites the
on included in sites user is included in.

This means that a duplicate could exist at a site the user is
excluded from, but that duplicate would not be reported
back to the user.

Working with Sites Types

PCR 8847

Site Type was introduced in preparation for the upcoming release of Practice
Manager's Internet Portal Integration, as well as Site-specific Administration.
When a Siteis created, a Site Type is selected. Site Types allow Practice
Manager Sites to be grouped logically based on their type. With Internet Portal
Integration, we will divide sitesinto Legal/Law Sites and Portal Sites. This
division allows a firm to segregate their data at alevel higher than just site, thus
keeping Practice Manager lists from become full of records that are not
necessarily applicable to the day-to-day business functions of users at a specific
block of sites. In the Internet Portal Integration, this segregation will prevent
portal-specific documents from being mixed in with a firm's work product,
though filtering will alow a user to see all records for al sites.

Beyond using Site Types to differentiate between legal and portal sites, Site
Types can also be used to differentiate between different areas of business that an
organization may be involved in. For example, if Practice Manager is used by a
corporation, the in-house counsel may use Practice Manager for its law-specific
functionality; however, corporate management may also want to take advantage
of some of the more generic features, such as the ability to generate documents,
manage workflow plans, and generate timedlips. In thisinstance, a Corporate
Site Type could be created to differentiate between sites — and ultimately records
—that are part of the corporate business unit, as opposed to the legal business
unit. There are no limitations on the number of Site Types, so the possibilities
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for deploying Practice Manager in any business environment are somewhat
limitless.

With Site Security enabled, Site Types are maintained through the Site Security
tab (alternately, they can be maintained through Site Settingsif Site Security is
not enabled):
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To Create a New  Carry out the following steps to create a new Site Type:

Site Type 1 Click New. A blank Site Type Details window appears.

2 Enter aCode and Description.

=

Site Type Details

Code

Dregcription ]Legal Practice Sites

Delete ‘ Save LCloze |

3 Save and Close as needed.



To Modify an
Existing Site
Type

To Set the Site
Type for a Site
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Carry out the following steps to modify an existing Site Type:

1 Highlight the Site Type you want to edit, and click edit. The Site Type
Details window appears with the previously entered values.

=

Site Type Details
Code

Dregcription ]Legal Practice Sites

Delete ‘ Save | LCloze |

2 Modify the Code or Description as needed.
3 Saveand Close as needed.

The Site Type column has been added to the listing of Sites:

=
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Notes

When you upgraded from earlier versions of Practice Manager, a default Site
Type was created — Legal Practice Sites. As Site Type did not exists before, it
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was assumed that all Sites were of the same Site Type and, because Practice
Manager is first and foremost a tool for legal organizations, the default Site Type
was used for all existing sites. If this is not the case in your organization, you
should edit the description of the default Site Type. If you have more than one
Site Type, you can add those and then edit existing sites so they use the
appropriate Site Type. Changing the Site Type of a Site in Practice Manager
currently does impact access to the records of that site, though users should be
aware that additional Site Types may now be available at the time of login.

The Site Typefield is found on the Site Details window.

=

Site Details

(oa/=§HOMESITE

Description |Eentral Office--Shared Records

Site Type |Legal Practice Sites j

Delete | ; | LCloze |

» If the siteis new, you select the Site Type when creating the record.
» If the siteis existing, you can edit the Site record and pick a different Site
Type.

Changes to Functional Security

Several changes have been made to Practice Manager functional security,
including the following:

» Functional Security Role Assignments are now site-specific, meaning a user
can log in to more than one site and have a different role at each time.

» Change have been made to the list of available operations in Functional
Security to accommodate new functionality in Practice Manager, as well as
to enhance the management of the security roles.
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Change to As stated before, Functional Security Role assignments are now Site-specific.

Functional When you assign a user a security role, you aso choose the site at which that role

Security Role isto beused. Thisallowsthe user to have different permissions at each site. For

Assignments erampIe,_ the user may be a Power User at the Atlanta site and a Guest User at the
enver site.

The Assign Users page of the Functional Security tab in Security Settings has not
changed from Practice Manager 8.6:
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The logic behind the assignments, however, has changed:

» When afunctional security assignment is made, an inclusionary Site Security
assignment is also created for that user at that site if Site Security is enabled.
Without this, the user would be able to log in to the site, but would not be
able to access any records at that site.

» When afunctional security assignment is removed, no changes are made to
Site Security, as Site Security assignments should be maintained through the
Site Security tab.

» Thelog in process has been modified to respect the Site-specific assignments
(for more information, see "???' beginning on page 2-1).



Release Notes

11-30 = Changes to Security and Site Settings

Changes to
Functional
Security

Operations

PCR 9116, 9661,

New Functional Security Operations

The following functional security operations are new for this release of Practice

Manager.
Security Function Assigned... Not Assigned... Version |In PMProf?
Add New Entity The user can The user cannot PM87 Yes
Relationship create a new create a new
relationship relationship
between entities. between entities.
All Filter/Query The user can The user cannot PMm87 Yes
Access access the filter access the filter
and query and query
functions on all functions on all
listings. listings. The user
can still carry out
type-search on the
listing.
Allow clear Billable | The user can clear | The user cannot PMm87 Yes
field on Entity the Billable field on | clear the Billable
Record an entity record. field on an entity
record.
Allow clear Client | The user can clear | The user cannot PMm87 Yes
field on Entity the Client field on | clear the Client
Record an entity record. field on an entity
record.
Edit Entity The user can edit | The user cannot PMm87 Yes
Relationship an existing edit an existing
relationship relationship
between two between two
entities. entities.
Edit Standard The user can edit | The user cannot PMm87 Yes
Matter: Billing the information on | edit the information
the Billing tab of a | on the Billing tab of
standard matter. a standard matter.
Edit Standard The user can edit | The user cannot PMm87 Yes
Matter: the information on | edit the information
Summary/Desc the Summary/Desc | on the

tab of a standard
matter.

Summary/Desc tab
of a standard
matter.
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Security Function Assigned... Not Assigned... Version |In PMProf?
Open Desktop The user can open | The user cannot PMm87 Yes
View - Manager the Manager open the Manager
version of the version of the
Desktop View. Desktop View.
This includes This mean the user
setting that view in | can not set this
Preferences. view in
Preferences.
Open Desktop The user can open | The user cannot PMm87 Yes
View - Single User | the Single User open the Single
version of the User version of the
Desktop View. Desktop View.
This includes This mean the user
setting that view in | can not set this
Preferences. view in
Preferences.
Open Desktop The user can open | The user cannot PMm87 Yes
View - Two-Party | the Two-party open the Two-
version of the party User version
Desktop View. of the Desktop
This includes View. This mean
setting that view in | the user can not
Preferences. set this view in
Preferences.
Outlook Access The Microsoft The Microsoft PM87 Yes
Outlook menu item | Outlook menu item
appears on the does not appear
Tools menu, on the Tools menu.
allowing the user
to start Microsoft
Outlook, if
installed.
Remove Entity The user can The user cannot PMm87 Yes
Relationships remove an existing | remove an existing
relationship relationship
between two between two
entities. entities.
Report Errors and | The user can The user cannot PM87 SP2 | Yes

Send Feedback

report an error
from an error
message or Help
menu using the
new feedback
form.

report an error
from an error
message or Help
menu using the
new feedback
form.
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Security Function Assigned... Not Assigned... Version |In PMProf?

Allow General Bar PM87 SP2 | Yes

Numbers

The Require Bar
Numbers and Bar
Numbers button
appears on the
Entities-General
tab so that bar
numbers can be
entered for any
entity.

The Require Bar
Numbers and Bar
Numbers button
does not appears
on the Entities-
General tab. It will
continue to show
on the Entity-Other
Details tab for Staff
and Judges.

Renamed Functional Security Operations

The following functional security operations have been renamed in these three
releases of Practice Manager.

Original Functional
Security
Operation Description

New Functional
Security
Operation Description

In Version

Reason for Change

Change Personnel
Information

Change Staff
Information

PM87

Consistency with the
entity data entry form.
The field label was
changed in a previous
release of Practice
Manager.

Change Site

Change Entity
Home/Default Site

PM87

Consistency with the
entity data entry form.
The field label was
changed in a previous
release of Practice
Manager.

Create Matter Number

Create Matter Number

PM87

Fixed description
(Matter was repeated
twice).

Open Annotation

Edit Annotation

PM87

Consistency with
functional security
operations added in
PM85 and PM86.

Open Document Profile

Edit Document Profile

PM87

Consistency with
functional security
operations added in
PM85 and PM86.

Open Entity Information

Edit Entity

PM87

Consistency with
functional security
operations added in
PM85 and PM86.
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Original Functional
Security
Operation Description

New Functional
Security
Operation Description

In Version

Reason for Change

Open Groupware Item

Edit Groupware Iltem

PM87

Consistency with
functional security
operations added in
PM85 and PM86.

Open Issue

Edit Issue

PM87

Consistency with
functional security
operations added in
PM85 and PM86.

Open Jurisdiction

Edit Jurisdiction

PM87

Consistency with
functional security
operations added in
PM85 and PM86.

Open Matter
Information

Edit Standard Matter:
General

PM87

Consistency with
functional security
operations added in
PM85 and PM86.

Open Note

Edit Note

PM87

Consistency with
functional security
operations added in
PM85 and PM86.

Open Timeslip
Information

Edit Timeslip

PM87

Consistency with
functional security
operations added in
PM85 and PM86.

Open Workflow
Information

Edit Workflow Item

PM87

Consistency with
functional security
operations added in
PM85 and PM86.

View Entity Contact
Listing

View Entity
Relationships Listing

PM87

Consistency with the
user interface. The
field label was changed
in a previous release of
Practice Manager.

Show All Paths

Workflow: Show
branches for all
answers

PM87 SP1

Consistency with the
user interface. The
field label in
Preferences was also
changed. See "Show
branches for all
answers" beginning on
page 8-61).
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Removed Functional Security Operations

The following functional security operations have been removed from this
release of Practice Manager.

Functional Security In
Operation Description | Version

Reason for Change

Settings

Manager.

Administer Label PMm87 The Label Settings functionality, added in
version 8.5, has been removed from Practice

Forms Designer and Auxiliary Settings

There are 55 Forms Designer-related PCRs and 7 Auxiliary-related PCRs
addressed in these releases of Practice Manager, including but not limited to the

following::
PCR Description In Version

6540 The entity auxiliary now appears in the correct tab position PMm87
based on the value selected.

8485 The document auxiliary now appears in the correct tab PMm87
position based on the value selected.

7827 The social security mask has been updated so that it uses PMm87
000-00-0000 for individuals, 00-0000000 for organizations,
and no mask when International Format is enabled in
System Settings.

9129, 9130, Matter, entity and document auxiliaries now respect the PM87

9491 and same security settings as their parent records, including

9659 Site Security.

7315 The entity look-up fields on annotation forms created with PMm87
FormsDesigner now respect Site Security.

7703 Launching FormsDesigner from the Practice Manager PMm87
Tools menu no longer requires a separate login, as the
active Practice Manager login is used.

9150 Auxiliaries now respect the new Grid settings from the PMm87
Preferences — Appearance tab.

9656 The Cancel button has been changed to Close, and the PM87
OK button has been changed to Save. Note that existing
buttons on forms are not automatically changed. You will
need to go into each form and make this update.

2210 DateCreated and DateRevised is automatically added to PM87 SP1
all FormsDesigner tables.
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field, the checkboxes for In Listing, Index and In Filter are
disabled, as memo fields cannot be included on the listing
or used in queries.

If fields already exist in FormsDesigner where these fields
have been enabled for Listings, Indexes or Filters, the field
is automatically disabled to avoid problems.

In an upcoming release of Practice Manager, these fields
will be disabled if Memo is selected as the field type.

Install and Upgrade Programs = 11-35
PCR Description In Version
5625 FormsDesigner has been updated to be fully MS SQL PM87 SP1
2000 compliant.
11527 The convert.exe utility, which changes apostrophes to PM87 SP1
quotes in Forms Designer form SQL statements, must be
copied to the <pmroot> folder in order to run. It cannot be
run from the utilities/ subfolder.
12020 In FormsDesigner, when a field is defined as a memo PM87 SP1

Install and Upgrade Programs

There are 167 Install and Upgrade-related PCRs addressed in these releases of
Practice Manager, including but not limited to the following:

PCR Description In Version

8225 WordXP has been added to the list of available word PM87
processing engines for document assembly.

8254, 9769 RightFax configuration has been added to the list of PMm87

and 9771 available options. When selected, a configuration window
appears.

8363 A new version manager has been implemented for PMm87
tracking that the appropriate versions have been installed.
For more information, see "Version Control Checking and
Details" beginning on page 11-1)

8404 Corel 7 and Word 85 have been removed from the list of PM87
available word processing engines for document
assembly.

8405 Corel 2002 (10) has been added to the list of available PMm87
word processing engines for document assembly.

8456 The workstation where you carry out the network PMm87

installation from no longer has to have MSSQL Server
installed.
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PCR

Description

In Version

8460

Upgrade programs have been added to Practice Manager
to support migration from earlier versions of Practice
Manager. At this time, we support upgrades from the
following releases:

¢ 8.0.74.x and higher
¢ 8.5.62.x and higher
e 8.6.11.x and higher

Upgrade Preparation — If your organization’s database is
not on one of these versions, we have provided the
necessary scripts for upgrading the database on the
Practice Manager Upgrade CD and Web site. These files
are available in the Upgrade Preparation folders:

e upg_prep80
e upg_prep85
e upg_prep86

PM87

8470

Creators and the last reviser of matters are automatically
included in the matter if matter security is enabled.

PM87

8834

If a workflow item is not assigned to a site, the default site
of the creator is used.

PM87

8909

Initials are now required for users on the Entity — Other
Details tab. This was not the case in earlier releases of
Practice Manager. As part of the upgrade, any user that
does not have the Initials field populated, it will now be
populated with their Code by default. It can then be
manually changed in the entity record.

PM87

9328

Because Code was added to Law Type, we have included
a conversion logic for pre-PM85 databases as follows
(note that you can modify the code at any time after the
conversion with no adverse effects):

¢ For the First Law Category...

And the first Law Type in that Category, use the first 6
letters of the Law Category Code, with "01" appended.
For example, if the Law Category is GENERAL, use
GENERAO1 for the first Law Type Code (we tried
coming up with a way to use a truncated part of the
Law Type Description, but this was so incredibly
complex, it was probably not worth it, and might not
work).

For each subsequent Law Type within a Category,
increment the appended number by 1.

« For the next Law Category, repeat the process;
however, compare the first assembled Law Type Code

PM87
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PCR Description In Version

of that category with previously assembled Law Type
Codes. If it creates a duplicate, reduce the number of
letters to 5, and change the number to "001". For
each remaining Law Category, repeat this process.

9343 and If there are no existing Matter Types, then a Default Matter PMm87
9345 Type is created and automatically assigned to all Law
Types. In order to create a Litigation-specific matter, you
must select a Matter Type.

9708 The install program now uses Microsoft Installer v2.0. PMm87
This is required for the installation of MSXML v3.0 SP2,
which is also used by the install program. If you do not
have Microsoft Installer v2.0 installed, the install program
gives you the option of going to the Microsoft download
site, and downloading and installing this software.

9943 Additional error logging information has been provided in PM87 SP1
the upgrade scripts to handle “problem” databases (i.e.,
those that have non-standard or undocumented
customizations applied).

11003 During upgrade, if you are backing up the current PM87 SP1
installation of Practice Manager, and a file is in use, you
now have the option to retry backing up that file or
skipping.

11100 During install or upgrade, the setup program now checks PM87 SP1
the server collation to see if the configuration is supported.
If it is supported, the install or upgrade proceeds as
normal. If it is not supported, the install or upgrade is
terminated with a message.

Supported server collations are as follows:

¢ For SQL 2000:Dictionary order, case-insensitive,
accent-insensitive, for use with 1252 character set.
This collation uses the dictionary sorting rules for the
U.S. English character set (code page 1252 —
Windows Latin 1 ANSI, sort order ID 54). Uppercase
or lowercase characters and accent marks are not
considered when sorting. In Transact-SQL, the string
SQL_Latinl_General_CP1_CI_Al is used to designate
this setting.

e For SQL7: Sort Order =52 Dictionary order, case-
insensitive, for use with 1252 character set.

11101 The backup folder created during upgrade (optional), is PM87 SP1
now placed inside the <pmroot> folder.

11493 When you install Practice Manager Server and select the | PM87 SP1
path to PM as seen by workstations connected to the
server, that mapping must exist for the workstation
BEFORE they run the Workstation Install or attempt to
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PCR

Description

In Version

connect to Practice Manager.

For example, if you have the following server path to the
<pmroot> folder:

/ldas01/d/apps/reallegal/pm

And you indicate that the following is the path to Practice
Manager during the Network install

T:/reallegal/pm

The workstation must have T:\ mapped to //das01/d/apps/
or Practice Manager will not install or run correctly. And,
as noted in PCR 12264, the user must have Read/Write
permission to that folder.

Note that the path to the <pmroot> folder is stored in
System Settings within Practice Manager, and determines
where Practice Manager files are installed.

11690

For installs, the last field for each phone number now
accepts five characters to allow for changes in
international phone number formats.

PM87 SP1

11819 and
11821

A new command line switch (/register) has been added to
client install/lupgrade that allows all installed executable
and COM objects to be registered automatically on the
workstation during the install or upgrade.

PM87 SP1

12264

Practice Manager users must have Read/Write permission
to the <pmroot> folder. This is due to the fact, that our
licensing mechanism has to be able to read and write
information into special encrypted files, so that PMWIN
would be able to track number of active users

PM87 SP1

12298

The registration files have been moved to a /reg/ folder
inside of <pmroot> folder so that read-only rights can be
applied to the <pmroot> folder.

Users must have read/write permissions to the
<pmroot>/reg/ folder so that licensing can be properly
incremented at login.

PM87 SP1

12319

Your SQL Server should be configured to update all
indexes in the Practice Manager database at least once a
week, preferably during non-working hours.

PM87 SP1

12333

The minimum recommended folder level security for a
Practice Manager installation is now as follows:

<pmroot>\ : Read Only

<pmroot>\CAPTIONS\ : Read/Write
Created dynamically as needed

<pmroot>\CLIENT_INS\ : Read Only
Created by install or upgrade

PM87 SP1
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PCR

Description

In Version

<pmroot>\CLIENT_UPG\ : Read Only
Created by upgrade

<pmroot>\COS\ : Read/Write
Created dynamically as needed

<pmroot>\CSS\ : Read Only
Created by install or upgrade

<pmroot>\DOC\ : Read Only
Created by install or upgrade

<pmroot>\DOCCOMPS\ : Read/Write
Created dynamically as needed

<pmroot>\HDANSWER)\ : Read/Write
Created dynamically as needed

<pmroot>\HELP\ : Read Only
Created by install or upgrade

<pmroot>\IMAGES\ : Read Only
Created by install or upgrade

<pmroot>\IMGVIEW\ : Read Only
Created by install or upgrade

<pmroot>\LOGS\ : Read/Write
Created dynamically as needed

<pmroot>\MACROS\ : Read Only
Created by install or upgrade

<pmroot>\PLUGINS\ : Read Only
Created by install or upgrade

<pmroot>\PMPURGER\ : Read Only
Created by install or upgrade

<pmroot>\REG\ : Read/Write
Created by install or upgrade

<pmroot>\PMREMOTE_INS\ : Read Only
Created by install or upgrade

<pmroot>\PMREMOTE_UPG\ : Read Only
Created by upgrade

<pmroot>\PM_SQL\ : Read Only
Created by install or upgrade

<pmroot>\TIFFVIEW\ : Read Only
Created by install or upgrade

<pmroot>\UTILITIES\ : Read Only
Created by install or upgrade
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PCR

Description

In Version

Note that, if you apply such a security model, the user who
runs any future upgrades must have full access to the
<pmroot> folder and all subfolders so that the upgrade
can be successfully be carried out.

12429

An option has been added to the upgrade program to
automatically upgrade the Word Processor for existing
components. This upgrade is handled as follows:

¢ Select your existing word processor
¢ Select your new word processor
Conversion options are as follows:

¢ If you select Word97 as your existing word processor,
you can choose from Word2000 or WordXP.

¢ If you select Word2000 as you existing word
processor, you can choose from WordXP.

¢ If you select Corel 8 as your existing word processor,
you can choose from Corel 2000 (9) or Corel 2002
(10).

¢ If you select Corel 2000 (9) as you existing word
processor, you can choose from Corel 2002 (10).

PM87 SP1

12571

Microsoft SQL Agent must not be installed and running on
the SQL server in order to carry out an install or upgrade.

PM87 SP1

13411

The network server install/lupgrade no longer requires the

workstation or console to have a screen resolution of 800

x 600. The resolution can be as low as 640 x 480. This is
to support older server consoles.

The workstation install/upgrade still requires the
workstation to have a resolution of 800 x 600 or higher.

PM87 SP2

13591

ESD files that were installed on the server are now
removed by the server uninstall program.

PM87 SP2

13709, 13734,
and 13823

Practice Manager installs and upgrades not support NT
Authentication for connecting to the database.

PM87
SP2A

For more information, refer to the RealLega Practice Manager Installation and
Upgrade Manual.
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Utilities
There are 40 Utility-related PCRs addressed in these rel eases of Practice
Manager, including but not limited to the following:
The following utilities have been added in these rel eases of Practice Manager.

For information on al utilities release for Practice Manager, refer to the start.htm
filein the <pmroot>\utilities\ folder.

PMTemplate.exe

PCRs 9941, 10931, 10933, 11349, 11388, 11390, 11397, 11399, and
11605

This utility was designed to replace merge field codes in Practice Manager
document assembly components that have been renamed in the database, causing
them to no longer merge when assembling a document.

This utility uses the concept of ChangeSets to track the changesin Practice
Manager. Once a ChangeSet has been applied to a component, it does not and
should not be run again on that component. Practice Manager keeps track of
which ChangeSets have been applied to which components.

When a ChangeSet has not been applied to any components, it has a status of
"Not Started”. When a ChangeSet has been applied to some, but not all
components, it has a status of "In Progress®. When a ChangeSet has been applied
to all components, the status is changed to "Completed".

From within Practice Manager, this utility is automatically called when an Entity
Type or Entity Role Description is changed for an Entity Type or Entity Role that
isused in document assembly. No interaction is needed. The only time
PMTEMPLATE should be run manually is after an upgraded, or if Not Started or
In Progress ChangeSets exist.

The following step should be carefully followed when executing this utility
manually.
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Before Running
PMTEMPLATE

Running
PMTEMPLATE

MSWDAFIX.EXE

If thisisthefirst time you have run PMTEMPLATE, we recommended that you
first run MSWDAFIX.EXE. Follow the EXACT procedure in MSWDAFIX.txt.

From the <pmroot>\utilities\ folder...
1 Start PMTEMPLATE.EXE.

If you have already PMTEMPLATE.EXE, then restored the component files
from a backup copy, and you are rerunning as instructed, then started
PMTEMPLATE.EXE with a/D switch.

2 Click Connect.

3 Choose Microsoft OLE DB Provider for SQL Server. Click Next.
4 Select a Server.

5 Enter aUser name and Password.

6 Choose a Database.

7 Click OK.

8 A list of ChangeSets appears.

If you are rerunning PMTEMPLATE.EXE, click on each ChangeSet and
choose Update to Not Started.

9 Click Go. The Recent Log tab becomes active, showing exactly what has
been carried out.

10 When finished, click Exit.

Y ou should review errors.log for any logged errors that may have occurred, and
take the necessary corrective action.

PCRs 12425 and 12505

This utility was designed to repair Practice Manager document assembly
components that have become corrupted over time, or will no longer work
properly with the latest version of Practice Manager. The following step should
be carefully followed when executing this utility.
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As anote, when the existing components are updated, the contents of the origina
component file, as well as the styles and page layout, are included. Any
component-specific macros or toolbars are not migrated to the new file.

If you have run Y ou need to restore the backups from the individua backup folders. Use the
MSWDAFIX following procedure (the example is for DOCCOM PS\templates\):

before... 1 Start - Run, type Command, displaying a DOS window.
2 Change to the BACKUP folder for TEMPLATES.
3  Type"dir /b >files.txt".
4 In Windows explorer, double-click on files.txt.
5 Start Excdl.

6 Copy the contents of files.txt and paste into Column B and C. Notethat C
will still be highlighted after pasting.

7 Choose Edit - Replace.

8 Type" bak" inthe Find field and leave the Replace field blank. Click
Replace All.

9 InColumn A, enter "ren” in everything line containing a filename.

10 Copy the contents of the Excdl file (Columns A, B, and C, al populated
lines) and paste into files.txt.

11 Save As"files.bat".

12 Switch to Windows Explorer and double-click on files.bat. This renames
all the backup filesto their original name.

13 Delete files.txt and files.bat.

14 Copy the contents of the BACKUP folder to the TEMPLATES folder,
overwriting the existing files

15 Repeat for each folder:
 CAPTIONS\
« COS\
* DOCCOMPS\ADDRTMPL\
» DOCCOMPS\B-PLATE\
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« DOCCOMPS\CAPTIONS\
«  DOCCOMPS\COS\

» DOCCOMPS\ENTTEMPL\
» DOCCOMPS\LETRHEAD\

Before Running Before you run MSWDAFIX, you should carry out the following:

MSWDAFIX 1 You need to calculate the amount of disk space you will need in order to

carry out the execution of this utility. 1n the <pmroot> folder...

* Right-click on the CAPTIONS folder and choose Properties. Write
down the "Size on Disk" value, typically in megabytes (MB). Y ou will
need to convert, if not.

* Right-click on the COS folder and choose Properties. Write down the
"Size on Disk" vaue, typically in megabytes (MB). Y ou will need to
convert, if not.

* Right-click on the DOCCOMPS folder and choose Properties. Write
down the "Size on Disk" value, typically in megabytes (MB). Y ou will
need to convert, if not.

2 Add up the three numbers from above, and multiply by 2.

3 Check the disk space of the hard drive, and make sure there is more disk
space available than that calculated in Step 2. 1f you have enough disk
space, you are ready to go. If not, you need to free up some disk space
before continuing.

Running From the <pmroot>\utilities\ folder...
MSWDAFIX 4 Start MSWDAFIX.exe.

5 Enter the Server Name, Database name, User name, user Password, PM
Root Directory, and select atarget engine.

6 Check which components you want to convert.

It is recommended that you only do one at atime if you have a large number
of components.

Remember, CAPTIONS\ and COS\ can be quite large, especialy if you have
one for each matter. A logical grouping would be to run the DOCCOMPS
foldersfirst, then CAPTIONS, and then COS.
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7  When finished, you should run PMTEMPLATE.EXE.

Y ou should check the logs to see what actions were carried out and what errors
were recorded, and take the necessary corrective action.

» w97conver_process.log contains alist of all actions that were carried out.
» w97convert_errors.log contains alist of al recorded errors.

Y ou should review each of the following folders, to see that all files have today's
date:

» CAPTIONS\

COS\
DOCCOMPS\ADDRTMPL\
DOCCOMPS\B-PLATE\
DOCCOMPS\CAPTIONS\
DOCCOMPS\COS\
DOCCOMPS\ENTTEMPL\

vV V V V¥V VYV V VY

DOCCOMPS\LETRHEAD\
» DOCCOMPS\TEMPLATE\

If afile does not have today's date -- that is, the date on the file is older than the

day on which you ran MSWDAFIX, it most like meets one of the following

criteria

» It was created for use with WordPerfect. Those files are not updated by
MSWDAFIX.

» Itisacomponent that is no longer used. In previous versions of Practice
Manager, deleting a document assembly component record did not actually
delete the component file. Thiswas changed in version 8.6.
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Commands Itemsthat appear on the Practice Manager Menus and that
allow a user to complete atask.

Command Usualy arectangular button that is located on awindow or
buttons didog box and carries out a command.

Data window A type of window in Practice Manager that is used to enter
information into Practice Manager about a particular data
record such as a matter, entity, document, timedlip, note, e
mail message, task, appointment, or workflow plan. Data
windows often consist of multiple tabs that contain data entry
fields, listings of records, or both.

Thisis also referred to as a Data Entry Form or just DE Form.

Document Text, graphic, or multimediafiles that are generated by or
maintained in PM. Examples of document files include:
correspondence, legal documents, forms, reports, research
results, medical or financial records, personnel records,
transcripts, photographs, and tape or video recordings.

Document A record that that must be created for all incoming or outgoing
Profile documentsin PM. Document profiles capture summary
information about a document such as its date, description,
category, type, author, location, and the application used to
generate the document.

Entity A set of datarecords that pertain to either an individual or an
organization. Such records can include names, addresses,
telephone numbers, birth dates, occupations, and relationships
to other records stored in Practice Manager.
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Entity Role

Entity Type

A labdl that is applied to an entity when the entity is assigned
to a specific matter. The entity role characterizes the function
an entity serves within the framework of the matter. Entities
can be assigned to several matters and may be assigned
different roles within each matter. Examples of entity roles
include: Lead Attorney vs. Co-Counsel, Treating Physician vs.
Expert, Client vs. Adverse Party, etc. Choices that appear
when selecting an entity role are dependent upon the law type
selected for each matter. Entity roles appear only on the
Matter Entity listing and provide a quick summary of all
entities associated with a matter. See also, Entity Type.

A labdl that is assigned to each entity record asit is created
and that often characterizes the entity's occupation in life
Examples of entity types include: Attorney, Doctor, Insurance
Adjuster, Court Reporter, etc. Entity types generally do not
change for an entity record while it exists in the PM database
and appear on the Global Entity listing for easy grouping of
similar entity records. See also, Entity Role.

Filtered List
box

Filters

Global
listings

A form of drop-down list box that is unique to PM. The
Filtered list box is associated with a faucet-shaped control that
indicates the items that appear in the list can be limited for

display.

A tool provided with PM that alows you to search for data
records from any available listing. Filters can be created and
applied immediately to alisting or saved and applied to a
listing at alater date. See aso, Query.

A PM window that displays alist of al records of onetype
regardless of their relationship to a specific matter. See also,
Matter listings.
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Law
category

Law type

Listings

List window

Login
window

Matter

Matter
listings

Menu bar

A descriptive term that classifies related law types used in
your organization’s business. Categories are defined by each
organization when Practice Manager is first implemented and
are used primarily to ssimplify administrative-level tasks. See
also, Category.

A descriptive term that classifies areas of law used in your
organization’s business. Law types are defined by each
organization when Practice Manager is first implemented and
are used to control the kind of information recorded about a
matter.

A window that displays Practice Manager recordsin atable
format for easy access and organization. Listings allow you to
see severa entries at once and allow you to customize the
table layout. See also, Global listings and Matter listings.

A type of window in Practice Manager that is used to display
records in a columnar or grid format and enables you to view
many records at once. List windows often contain check
boxes, options, and shortcut menus that allow you to sort,
filter, and access records.

A window that may appear when Practice Manager is started.
The Login window displays licensing and versioning
information and may require users to enter alogin name and
password before proceeding.

A set of datarecords that pertain to a single instance of your
organization’s business such as alegal casefile or insurance
claim. Such records can include case names, file numbers,
summary or descriptive information, budget or billing
information, individuals or organizations associated with the
matter, and relationships to other records stored in Practice
Manager.

A PM window that displays records of al typesthat are related
to a specific matter. See also, Global listings.

A horizontal bar located directly beneath the Title bar on the
Practice Manager window. This bar provides access to Menus
and Commands for commonly used tasks.
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An electronic record of any type of communication (formal
and informal discussions, phone calls, negotiations, research,
etc.) that contains any type of content (remarks, explanations,
comments, observations, or annotations, etc.). Notes can be
associated with one or more matters, entities, or both.

PM window

Preferences

Query

Query
Groups

Query
Statements

Quick Filter
options

Quick Filter
bar

The window that appears once you have successfully logged
on to the Practice Manager program. Components of the PM
window include atitle bar, menu bar, menus, command
buttons, work area, and a status bar.

A command on the Edit menu that allows users to customize
the PM environment to meet their individual needs.

A tool provided with PM that alows you to search for data
records from any available listing. Queries utilize Boolean
logic to create query statements and query groups. Queries can
be created and applied immediately to alisting or saved and
applied to alisting at alater date. See aso, Filters, Query
Satements, and Query Groups.

A series of query statements that are assembled together to
form a query. See aso, Query and Query Satements.

A Boolean search expression used in the creation of a Query.
Query statements consist of three parts: search field, operator,
and search value. See aso, Query and Query Groups.

Options that appear on the Quick Filter bar when a Global or
Matter listing is displayed. These options allow users to
control the amount and type of information that appearsin a
listing. See aso, Quick Filter toolbar.

A toolbar that appears below the PM toolbar when a Global or
Matter listing is displayed. The toolbar contains several
filtering options that vary based on the type of listing that is
displayed. See a'so, Quick Filter options.
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Quick A method of searching for recordsin any PM List window.
search This method requires that you select a text-based column
heading and begin typing a search string that contains the first
few letters of the item you are searching for.

Retrieve A form of drop-down list box that isuniqueto PM. The
Listing box Retrieve Listing box is associated with a cowboy-shaped
control that retrieves and displays the appropriate Global
listing needed to populate a data field.

Title bar A horizontal bar located at the top of the Practice Manager
window that displays the name of the current program or
window. The Title bar also contains control buttons that allow
you to minimize, maximize, or close Practice Manager.

Selection A type of window in Practice Manager that is used to
window customize settings or make choices when relating records.
Selection windows often contain two selection panes,
command buttons, and a taskbar.

Status bar A horizontal bar located at the bottom of the Practice Manager
window that displays status information such as a matter
name, matter number, or client number, the amount of time a
matter has been opened, the site the current user is logged on
to, and a percentage indicator for any activitiesin progress.

Timeslip An aternative method for working with time and expense
calendar entriesin PM that displays daily summaries of time and
expenses charges per timekeeper.

Timeslip A toolbar that appears bel ow the PM toolbar when either the
calendar Globa Timeslip Calendar or Matter Timeslip Calendar is
toolbar displayed. Thetoolbar contains buttons that allow you to view
timedlip entries on a monthly or weekly basis.

Timeslips Time and expense records generated by members of your
organization.
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Not Available.
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