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Viewing Documents of Specific Type(s) from an Amicus File

IMPORTANT NOTE TO AMICUS SMALL FIRM ACCOUNTING AND AMICUS MOBILE USERS: Integration requires
a compatible version of Amicus Accounting 2011 or Amicus Mobile 2011, as appropriate. To check your version,
choose About from the Help menu. Hardware & Software Requirements documents for the products are available from
the Support > Technical Resource Guides section of our website.

For additional new features and resolved issues in Service Pack 1, see the Update Release Notes for
Amicus Attorney Premium Edition 2011 SP1, available from the Support > Technical Resource Guides
section of our website.
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Recover, track, and bill your time faster

Amicus has always been known for helping lawyers “Do More, Bill More and Go Home Early”. Now that is
more true than ever! The enhancements in 2011 help you recover “lost” time, record your time faster, and
give you more flexibility for creating time on behalf of others.

New Time Entry Assistant

The new Time Entry Assistant makes it easy to ensure that Time Entries have been created for all relevant
items. It quickly locates items for which Time Entries have not yet been recorded: Done To Do’s,
Appointments, Phone Calls, E-mails, Notes, and Documents. Several methods are available for creating
Time Entries for the items in your list, and for assigning File(s) to items without a File. You may limit the
search by date range, and some additional exclusion options are available.

1 The Time Entry Assistant is available from the Tasks Toolbar I:I in the Time module, and from the
Tools menu in any module. (This function is available to Guest Assistants in another Firm Member’s
Office.)

A i ST = A =)o =]

File &ctions Help

The list below showws my items for the last 3 days El for which there is no Time Ertry recorded

Exciuding ttems with no Filg Outstancing Phone Calls/E-mails Motes Documents

igh {
rozs4 on affidavil Now 0 3:008M
Meet Adjustor Silverthom re Sales Tax Susan Kitmal Today

Discussed progress and setup  Syderham re Public Commi Frank Syderham Yesterday

Time Sover B DoaTime Entry ' Refresh |/ Close

2 Select a Date Range that is suitable for your purposes (items for the last x days).

3 Optionally, narrow your search by excluding items that may not be likely candidates for a Time
Entry. You can choose to exclude one or more of the following:
e Items that are not associated with any File
e OQutstanding Phone Calls and Saved E-mails
e Notes
e Documents (This refers to Document records designated as type File.)

Items associated with Closed Files are always excluded, as are Documents designated as type Folder,
URL, or Other.

4 Tosort the list, click any of the column headings. To refresh the list, click Refresh. To print the list,
click Print.

5 To work with items in the list, select one or more items, right-click, and choose:
e Time Entry (or click Do a Time Entry) to create and open Time Entry Details for each item.

e Time Saver (or click Time Saver) to create Time Entries immediately, without opening Time
Entry Details—for more information, see the following section.
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e Open to open the details of the Appointment, To Do, Phone Call, etc.

e Ignore Item to permanently remove items from the list without creating Time Entries on
them. This also hides the “Do a Time Entry” icon for these items in list views throughout
Amicus.

e Add to File to assign items to File(s) immediately, without opening the item details. Select one
or more Files in the Files Select dialog that appears and click OK.

¢ Printto printitems.

All Time Entries created will be dated as of the date of the underlying item, and become available for
review in the Time Sheets module.

Record your Time faster with Time Saver

Now you can create Time Entries for multiple items in a single click without opening each individual Time
Entry. This feature is ideal for quickly recording a Time Entry for your daily activities.

Kennedy v Kenneday
Draft Deed
Henderson Purchase

Interview 2nd witness

A new right-click context menu called Time Saver is
Time Entry available in many lists throughout Amicus, for Files, Events,

Time Saver Phone Calls, E-mails, and Documents.
Print

Delete

Showr Fields
Shiowr Group By

Amicus will draft a Time Entry and fill in the details for each of the underlying items selected, including
the applicable date and duration (such as Phone Call duration). Those items are then available in your
Time Sheets module for review, and editing where necessary, before posting to your accounting system.

You can even take advantage of this same great workflow when you use Time Saver in conjunction with
the new Time Entry Assistant.
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Time Entry improvements
When you open Time Entry Details, you'll notice a few new options and improved workflow:

D Time Entry Details £2
File Edit n3

Timekeeper oy Heather Gavel Date Today
File: ¥ Meighbour re Rhodes

Client:  Anne Meighbor
Matter: Anne Neighbor v, Jack Roads
Client Matter ID: MEIGHSEA4238

Category Billing Rate

Billable: |z| Florrmial E

Activity Code:. . Telephone Conference with
Telephone Conference with El Al Activity Codes:, *J

Activity Description
Telephone Conference with Anne Neighbor

@ mas

Entered by: Heather Gavel
Last Mociified

Cancel

e Select a Timekeeper—When creating or editing a Time Entry, users may now assign a
Timekeeper—themselves or any other selected Timekeeper. The Billing Rates and Rate Values
available in the Time Entry are directly related to the assigned Timekeeper.

e Faster Task-Based Code selection—Improved workflow means fewer mouse-clicks when
creating Time Entries for Task-Based Billing Files.

- The Task Code selector dialog is now automatically filtered to match the Code Set on the File.
- Double-clicking an item will automatically select and close the dialog.

AV Select Task-Based Billing Task Codes = EeRE==|
Task-BasedBilling Task Codes Curnrent Selection
[ UTBMS Litigation L240 Dispositive Motions

L7100 Codes
= L200 Codes
L200 Pre-Trial Pleadings and Motions
L210 Pleadings
L220 Preliminary Injunctions/Pravigional R
L230 Court Mandated Conferences
L240 Dispositive Motions
L250 Other *itten botions/Submissions
L260 Class Action Certification and Notice
L300 Codss
L400 Codes
LE0D Codes

< | I | r

I Double-click sslects and closes

Cancel

e Save & New button—A Save & New button is now provided on the toolbar so that you may, with a
single click, save the Time Entry and open a new one.
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New security option for unposting time

Amicus Administrators can now exercise more control over the use of the Unpost Time Entry function.
Permission to Unpost Time Entries is now controlled by a new Security Profile option (under Time >
Action).

Viewing Time Entries from the Calendar Day view

For convenience when viewing your schedule in the Calendar Day view, a list of all your Time Entries for
that day is available, including both unposted and posted items. Simply choose to view My Time
Entries in the right-hand section of the Day view.

My Time Ertries -

Arranged By: Fils A on Topa

Unposted  Alladin Purchase 1.50
Telephone call to Mr. Mathew Alladin - spoke

Posted Gallagher ‘will 0.80
reviewing file

Unposted  Parker Agency 220
Freparing documents; Telephone call to Mz Susa..

Unposted  Richter Purchase 3.40
Telephone call to Mz, Suzan Richter - spoke;

Scheduling Global Auto-Exchange with your Accounting Link

For those using the dynamic accounting link with PCLaw, QuickBooks, or Timeslips, you can now
conveniently configure a Global Exchange to automatically occur daily at a specified time. A Global
Exchange involves all Files and Contacts added or modified since the last exchange in either Amicus or
the accounting application.

This new option is available in the Exchange dialog in Step 2 of the Link configuration wizard. For
example, for PCLaw the dialog now appears as follows.

A Amicus - PCLaw Link Configuration Wizard IEI

\@ Exchange w

After the Link has been Initislized. information between Amicus and PCLaw will have to be

Exchangd regularly. The Exchange process ensures that the bwo applications reflect changes made

in either application An Exchange iz performed either on a File by File basiz [from the Accounting

Link Details wiew of the File] or Globaly from the Office module menu Actions > Accounting Exchangs

Optionally, vou can configure the Global Exchange to automatically occur dally at a specified time. 1t iz
recommended that you choose a time that is off-hours.

[¥] Scheduls Global Auts-Exchange to occur Daily at 03:004M

Use this Firm Member's login to run the Exchange ‘ |
—

when a linked File/Matter or People/Client record has been changed in both applications. or when a
new File/katter or new People/Client record has been created in both applications:

@ Use PCLaw

1 Use Amicus

Select the new option and specify a time. We recommend that you choose a time that is off-hours, and
does not conflict with other scheduled services, such as automatic backups your firm may have scheduled,
or the Amicus Daily Checks routines which run at midnight.
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If using the PCLaw or Timeslips Link, also select a Firm Member who has been granted security access to
Firm Files and Contacts. Because this user’s login session will be in use whenever a Global Exchange
occurs, it is important to schedule a time when they will not require access to Amicus.

Custom Accounting Templates

Two features have been added to custom Accounting Profiles, which give you more control over how
posted Time Entries can be exported.

If your Time Entry export format requires a Header as the first row in the output file (an option in the
initial screen of the Accounting Profile Wizard), you can now customize the Header Name for each field,
such as “Narrative” instead of “Description”.

You can also customize the export value of the Billable/Non-Billable field to match the requirements of
your accounting system. For example, you may be required to provide “Y” for Billable and “N” for Non-
Billable.

Both of these new options are available on Custom Template Field Layout and Details screen of the
Accounting Profile Wizard, accessible through Firm Settings. Simply select the applicable field in the
right-hand column and complete the Field Details.

A Accounting Profile Wizard =) ) Accounting Profile Wirard (=)
\A) Custom Template Field Layout and Detais e \A) Custom Template Field Layout and Detais e
Select the Amicus fields required in the Pasting File. The fiekds shauld ke added in the orcler specified by your Select the Amicus fields required in the Pasting File. The fislés shauidl be added in the arder specified by your
Aceounting System. Special attention should be given 1o the Field Details. Accourting System. Special attention should be given to the Field Detailz
 Filds Export Order Required elds Export Drder Required (2]
<Unused Field> ctivity Code <Urnused Fisld> Client ID
<Cariiage Retumn> Timekeeper ID <Caniage Retum> Matter ID
Date - Full Cient Name Date
Client ID Full Matter Name Client 1D
Matter ID Biling Fiate Amount Matter 1D r
Full Cient Nams Duration Full Ciert Name Tirekeeper ID 2
Full Malter Name Full Matter Name Full Client Name r
Biloble / NorsBilable | Biletle /NonBiletle | Full Matter Name r =
Field Detaiks Field Details
Padting None [+] Lemgth 1024 | dustification Pading Spaces =] Length |4 Justification  Let dustified [
[7] Constant Value (if field blank) [HEE”e’ Hame Marrative l [7] Constant Valus G field blank) Headsr Nams Bil
I Bilable: | B | hon-Bilable: | MB I

[ Cancel | € Finish Cancel | € Finish
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Easier to read descriptions

For enhanced readability, multi-line text fields are now displayed in larger text throughout Amicus—for
example, in the Summary view in File Details, Custom Memo fields in File and People Details, Call
Summary in Phone Calls, Note Details, Sticky Messages, and Activity Description in Time Entry Details.

: HouseofGrant  Client ( e )
Douglas Brackman tcKenzie Brackman  Lawyer Our client Janet Baily is a lawyer and an -
Fi. Kipling First Edition Publishing Party author of mystery stories based in the exciting

ervironment of a legal practice

Janet's publisher, First Edition Publishing, has
refused to release her latest hook, and has
withheld a promised advance on royalties.

Janet has retained us to bring an action

Add against First Edition and its editor Mr R.

Kipling for breach of contract

‘ Ms. Janet Biily

Edit Authar Expert testimony is going to be reguired to
House of Grant deal with the defense allegation that the

D 37 Forsyth ¥ B stories were unpublishable due to being
Marmara QR KOK 200 unreslistic, allegedly because no lawyer's life

—! Canada was ever as exciting as described in these

= (613) 555-8844 vB Works.

(513) 555-8574 B

i y“ﬁ janethaily@yahoo. com ¥ B
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Adobe PDF Integration

The Amicus Tasks Toolbar, similar to the one you can install in Microsoft Office applications and Corel
WordPerfect, is now available from within Adobe Acrobat or Adobe Reader. This enables you to quickly
perform tasks on the PDF file you have open in Adobe Acrobat or Adobe Reader. For example, you might
have scanned an item into PDF format—you could then click a button to add it as a Document on an
Amicus File and/or e-mail it to your client. Or you might have just run an Amicus Time Entry Report for
several Timekeepers in the firm and chosen to display it in PDF format—you could then click the Send by
E-mail button to send it as an attachment to the Senior Partner.

T BenchleyReport.pdf - Adobe Reader El@

File Edit “iew Docurent Tools Window Help *®

OB8ADe | © S & 0 2 @

In Adobe Acrobat X and Adobe Reader X, these buttons and controls are provided from the Tools button
at the upper right—expand the “Plug-In Amicus” item that appears below.)

Using the Toolbar
Click a button on the Amicus Tasks Toolbar to perform the corresponding function.

If the item is associated with a File or Contact, this opens the Amicus Document
Details.

D Details

If the item is associated with a Library Page, this opens the Amicus Library Page
Details.

*  Add to File Adds the item to Amicus as a Document associated with the File you specify.

View Related
File Details

Opens the Amicus File Details.

*  Add to People Adds the item to Amicus as a Document associated with the Contacts you specify.

View Related
People Details

Opens the Amicus Person Details.

Add to Library
Page

Adds the item to Amicus as a Library Resource associated with the Amicus Library
Page you specify.

LrJ.l Check Out Checks out the Document for use.
(Available only in an Amicus-Managed Documents environment.)
I::IJ Check In Checks in the Document which you checked out earlier.
(Available only in an Amicus-Managed Documents environment.)
E Send by Sends the item as an attachment on an e-mail.
E-mail

The Amicus New E-mail dialog appears with information filled in where possible.
Choose the recipients and/or add a File, and then click Open to complete and send the
e-mail with the attachment from Outlook.

If E-mail Integration with auto-save is enabled, the e-mail will be saved on the
designated Files or Contact.

* The action for this button toggles depending of the current state of the PDF.

Installing the Toolbar
Install the Amicus Tasks Toolbar into Adobe Acrobat or Reader from your Document Assembly

Preferences in Amicus.

1

If using Windows 7, Vista, or Server 2008—Right-click on the Amicus Attorney icon on your Desktop

and choose Run As Administrator before logging in to Amicus.
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2 Go to the Office module, choose Preferences, and click Documents - Document Assembly.
In Step 3, specify the location of your Adobe program (.EXE file) and click Install.

4 1f using Windows 7, Vista, or Server 2008—After installing the Tasks Toolbar and saving your
preferences, exit Amicus Attorney. Then log back in (without choosing to Run As Administrator) to
continue working in Amicus.

w

5 In Adobe Reader X, you might need to allow access to the Toolbar. In Reader, from Edit >
Preferences > General, clear the “Enable Protective Mode at startup” option and click OK. Restart
Adobe Reader.
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SQL Server Reporting Services

Amicus Attorney Premium Edition 2011 now supports SQL Server Reporting Services. This Microsoft

server-based report generation system is available as an install option in SQL Server. Now Amicus users
can generate and author easy-to-use interactive reports!

Generated SQL Reports open in a Report Viewer that enables you to:

Control the sort order based on the data in this column.

F

Drill down to view the actual data in Amicus. For example, in the Files Index report you
can click on a File Name field to open the corresponding File Details.

&)

Refresh the data in the report.

Find | Mext Search the report for the text you specify.

Export the report in a wide variety of formats.

il

Change the page setup (margins, etc.)

Preview the page layout.

u
&
e

Print the report.

& Wiewing - My File Index - Specified Status (=@ =]
1 of 2 b M |.ﬁ S EoE | Page'idth - | Find Nextl
Gavel & Gown LLC T
Files Index
All Files of Specified Status
Gavel & Gown LLC
Active
File Name +  Responsible + ClientlD/ =« File Status &
Lawryer Matter ID
| Alladin Purchase I.‘ Heather Gavel ALLMAMATOEE Active-None
Alo
A Alladin Purchase
Armg
Bail Alladin Purchase
Battz Peaple on this File C
i Name Company iole & _ 1
‘.‘ Narm mpar, R I ( o
Bervy | 5 Contacts Mathew Alladn Client ————— e —
Berv -:-F - Samuel Beatty Beatty & Perrin Lawyer Client Matt Alladin is purchasing a f
= Firm Memaers R. Kipling First Edition Publishini Yendor prapery from R. Kipling
Blan] | ©
Bl _ We have agreed to do this work for
an| | © Contacts whase role is approximately $1500 - must warn hi
Blue looks like the billing will go over tha
Brad | o roic
Busi [Esunmary A
CLE Status Report M Methew Alacin
ﬂ Motes Eclit
Coo &
§ Relsted Files
Ol Everts 5 400 South Stete Street H
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In the Amicus Office module, the Report views for Firm Member Reports and Firm Reports include Basic
and Advanced sections.

@ Reports - Files

Basic Reports Advanced Reports
Calendar

Communications All Events Selected File “MyFile |

m All Time - Selected File

My Events Selected File
My File Index - 41l Files

People

Time
My File Index - Closed in D'ate Range

My File Index - Opened in D ate Range

My File Index - Specified Status
Basic Reports provide a snapshot My File: Summary - All Files

of your chata. .
My File Summary - Closed in Date Range
Advanced Reports can be edited.
Report data can be sorted, by File Summary - Opened in Date Range
refreshed and accessed directly
fram the generated Report My File Summary - Specified Status

My Files with Associated People (one per page)]
My Fileg with dssociated People

My Resp Lawer File dssignment Index - Specifiec
My Fesp Lawyer Files with People [one per page]
My Resp Lavwyer Files with People

My Time - Selected File

People - Selected File [Graphic)

The reports in the Basic section provide a static snapshot of your data that can be generated in the
following formats: Excel, PDF, DOC, or RTF. However, the report template itself cannot be edited from
Amicus.

The Advanced section includes an assortment of SQL Reports that can be generated in a wider variety of
formats including Excel, PDF, DOC, CSV, XML, TIFF, and HTML Web Archive. These reports can also be
edited directly from within Amicus. It's easy to create a new report by basing it on one of the existing SQL
Reports.
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Editing reports
SQL reports can be created and edited with Report Builder (available as a free download from
Microsoft).

/“C\ﬁ People Index- Phone E-mail and Address_Copy.rdl - Micrasoft SQL Server Repart Builder TR
A J -

\Jl Home ] Insert Wigw @

= sy
= 0 Arial v 12 -
O RE o
5 i Split
Run Paste
|.E|: Align -~
Views Clipboard Font: Paragraph Border Murmber Layout

Report Data ---I‘-‘l"'"'2--‘I‘--3"""4|‘-‘I---S-*-I--*E;*--I-*'?"'
New -~ Edit. X & &

El".; AmicusDataSource e
=13 PeopleDataSet
| Name i - | ‘

[DisplayNameaf
«Exprs

Pelople Index

Name Company Primary Number Primary Email

=] FirstMame B
| LastMarne

| CompanyMName

| AssignedToPeople

=] TnwertedMarme
| PeopleTypeld
| [sFirmbermber )
| Id - [Marne] <Exprs <Exprs [Ermnail]
| AreaCode )

=] Mumber
] Extension i Exors <Exprs

m,

=| Ernail
| Street
| City
| State
| ZIP

-1-[3 FirmDataet =] Row Groups 1 column Groups -
=

l 1 F

= [Details1) -

=-[F UserDataSet
| FirmMName

| DisplayMName
=] PeapleMame -
] 1l r

| fo Current report server http:/fqa 5:80/ReportServer_Amicus ‘ f32 [ = 0/ +

Report Builder is an easy to use authoring tool with Office-like functions—users will instinctively be able
to use the formatting functions from the familiar Ribbon.

IR
2] T
=4 | Home Insert Wigw

I_S—‘EL =L # | v i v == _ 1pt oo Defaul - || 1 Merge
) | -] gy — 7 splie
Rum | Paste B I U A-|A 4= = (2= = || [ o i || 28]~ | (502 2| a8

— = = 00180 | | o -
Vigms Clipboard Font [F} Paragraph [F} Border Mumber [F} Layout

_U Home |m Yigw .
a7 E all Q@ E B E AN\ L] 3 =

Report Table Matrix  Lisk Chart  Gauge Map Data  Sparkine  Indicator Text Image Line Rectangle Subrepork Header Footer
Parts “ “ @ @ Bar Box k k

Parts Data Regions Data Yisualizations Report Items Subreparts Header & Footer
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Fields can be added simply via drag-and-drop from the Report Data pane to the design surface. The
Amicus database fields and pre-defined objects (such as People on File) are presented in an easy to
understand way.

“In: People Index
B Datasets
2-[Z] PeopleDataset

=] FirstMame
=] LastName
2] CompanyMarne

=] AssignedToPeople

=] InvertedMarne e

=| PeapleTypeld

=| IsFirmMernber
=| Id
=] AreaCode

= Rowy Groups
|| = [Details)

To learn all about this new Reporting feature, see the Using SQL Reporting Services with Amicus guide,
available from the Office Help Center in Amicus and from the Support > Technical Resource Guides
section of our website.
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Files Index enhancements

Additional columns and filters in the Files Index give you greater control over how you view your list of

Files.
A Bmicus Attarney
File Edit \i 5
Files
For: @ MyFiles () Firm Files
4| Cliert D L EE Pi
ALLMA, 57088 tathew Alladin Residential Feal Estate
Baily re Kipling BALJA 2345 Janet Baily Civil Litigation
Berwood Dirsctorship AUTOD 33402 Gary Berwood HG  Directarship
Benwood ve Wiight BERCO E7399 Benwood Constiuction Lid,  HG - Ciwil Litigation
Blark Purchase From Bitle BLAHA oa7re Harold Blank HG  Residential Real Estate
Type All E Blank vz Bittle BLAHA o003 Harold Blank JM Civil Litigation
Business Development GDA&TH 205 HG Business Development
Speciel Mo Selection E CLE Seminars CLE ES897 HG  Professional Development
Cooperman v. Cooperman COOPER 954433 Jim M. Coopermat HG  Family Law
Dom Coop/ Philips Shoes DOMCA, 88500 Frank R W ainwright HG  Civil Litigation
Firmn Adrministration GD&TH 97995 Firmn Administration

My Favorites filter
The Files Index can now be filtered to show your Favorite Files.

Files

Showe | My Favorites -

Greater Flexibility when viewing Firm Files

For those with rights to see all of the Files in the Firm regardless of assignment, new filters let you filter
the list based on File assignment by:

Files
for oy ries @ rmies e Allor selected Responsible Lawyers
e All or selected Firm Members
Responsible Lawyers - - -
YR e All or selected Primary Clients
. e All or selected Clients. (This includes those Contacts on Files
1 a1 1 Boio &, Brown whose Role on File has been classified as “Client Role”. This is a

new feature in Premium Edition 2011 described elsewhere.)
Type Al (=]

Special Mo Selection |z|

|:| Include Closed Files
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View more File information

e Name ClentlD  [Matter D |Primay Client afRL Ty
Technology Committes GAVGA 95038 BD | Firm Administration

Firrn A drministration GD&ETH 37335 HG | Firm Administration
Buziness Development GD&ETH 20015 HG | Businezs Development
CLE Seminars CLE B5837 HG | Professional Development
Meighbour re Rhodes MEIGH 94238 Anne Meighbar HG | Perzonal [njury

Benwood vz Wight BERCOD E7333 Bernwood Construction Lkd.  HG | Civil Litigation

Parker Agency PARKER 954643 Bill Parker HG JAgency

FirstHome Developments FIRSTH 206226 FirstHome Builders HG |Real Estate Development
Dom Coopd Philips Shoes DOMCA 2es00 Frarik R. ‘W airwaright HG | Civil Litigation

Sydenham re Public Commizsion of Inquiy  FRAMKSYD 32597 Frank Sydenham HG | Administrative Law
“Widgetco Share Purchase 119 BE7S Frank wiliamzon HG | Corporate

Berwood Directorzhip AUTOD 33402 Gary Benwood HG | Directorship

Gallagher Al GALGE 97035 George Evan Gallagher HG |'wills/E states

Blank vz Bittle BLAHA ono3 Harald Blank. JM | Civil Litigation

Blank Purchasze From Bittle BLAHA 28v7s Harald Blank, HG | Residential Real Estate
tarkham Realty re General 12345 239 \ﬂarold td arkham F'E’l) Corporate

Now you can display and sort by the following in your Files Index:
e The Primary Client on your Files
e The Responsible Lawyer on your Files
e Your Files that are flagged to be excluded from Accounting Link exchanges. This column
includes a convenient editable checkbox. Now you can update your list of Files without opening
each detail. This column is only available to those who are configured to use integration with
Amicus Accounting, PCLaw, QuickBooks, or Timeslips.

Syl == e
Available fields: Show these fields in this order:
Cliert ID Add - = File Name: i i i
Exced Tyee To add or remove columns, simply right-click on

Primary Cliert =- Remove
RL

the column heading and choose Show Fields.
Then choose the desired columns and adjust their
order as you wish.

Move Up Move Down

_

Cancel
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People on the File enhancements

Client-classified Roles on File

Specifying a person’s role on a File lets you know at a glance how that person is involved with your File.
Amicus allows you to customize the list of Roles on File to suit your practice, and provides filters for
viewing only individuals assigned to a specific role on the File.

The most important role is that of Client. However, some of the individuals you assign to a File may be
affiliated with the Client, but they are not the actual Client who has retained you and is responsible for
paying your bill. For example, your client’s assistant or accountant. Or in the case of a corporate client,
the main contact at the client’s office.

Now you can customize any Role on File to be “classified as a Client Role”. Then use the new filter option
to view all the People on the File who have a role that is classified as Client, and still get a clear indication
of their position as it relates to your client.

In File Details, you can easily filter the list of Contacts on a File to all Client-classified Roles (including
“Clients”)—in the Control Panel, select “Contacts whose role is” and the option “Classified as Client Role”.

-y Widgetco Share Purchase

Peaple on thiz File

7 Contacts
) Firm Members
O Al

@ Cortacts whose role is

Classified as a Client Role E'

File Facts

[E]summary
[ status Report M. Frank Wilismson
A totes o Prasident
“y Relsted Files Widgetco International Inc.
45 Beacon St
Ull| Everts B Boston M& 02109-3505
[ Time spent =3 |
& Communications = (617) 555-7500
[Z) Documents (B17) 555-0900 i
m Research > a frankw@widgetco.com B

% Chronology
E Custom Pages
] Custom Records

B admin

[ Role on File Contact At Client [=] l

Client Iz () Inclivicusl @ Company

E

Assigning a Client-classified Role to a Contact automatically assigns them to the “Clients” Contact Group
for convenience.
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To customize a Role with this new classification, in Firm Settings, click Files - People Roles, select a Role,
and click Edit. Select the Classify as a ‘Client’ Role on File option.

A Firm Settings EI = @
Files - People Roles ﬁ
Contact At Client Classify az a 'Cliert' Role
kL - on File

Cancel

Remove

Mowe Up

Move Doven

Add Separator

Contact At Client

Primary Client on File
For easy identification, the Primary Client on a File is now shown in bold in the People on the File list.

Default Full Client Name and Full Matter Name

When opening a new File, the Full Client Name and Full Matter Name fields are now auto-filled by the
name of the Primary Client and Short File Name, respectively. You may proceed to edit these values as
desired.

Negative values in Numeric and Currency Custom Fields

You may now enter negative values in Numeric and Currency Custom Fields in Custom Pages and
Records. Negative values will display and calculate in Custom Record lists.

Temperature k)

Balance 42447 35
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Phone Label Change Function

A new function enables your firm to ensure consistent use of either “Mobile” or “Cell” as a Phone Label
throughout all Contact and Firm Member records. Using a standardized label better accommodates
exchanges via the Outlook Contacts & Calendar Link, especially to facilitate a more accurate three-way
exchange with mobile devices. Advise users to use only the preferred Label.

o All users should be online and logged out, to ensure that records are not in use (and available to be
changed by the utility). We recommend that the process be performed during off hours.

e If using the Outlook Contacts & Calendar Link, review the firm’s Phone Label mapping settings in the
Configuration wizard, available from Firm Settings > Link - Outlook Contacts and Calendar. For
example, if “Mobile” is the preferred Label in Amicus, ensure that the Link is configured to exchange
Outlook Mobile phone numbers with Amicus Mobile phone numbers.

e Asan Amicus Administrator with rights to access Firm Contacts, go to the People module and display
Firm Contacts. Then choose Change Phone Label on the Actions menu.

e Inthe Mobile/Cell Phone Label dialog, choose to change all “Mobile” Phone Labels to “Cell” or vice
versa, and then click Change Now.

A Change Mobile / Cell Phane Label =% =R~~~
Thiz utility will optionally change the Communication Phone Label from hiobile
to Cell, or Cell to Mohile, where such label is currertly in use for all Contacts
and Firm Members, with the following exceptions:
- Contacts with both & Cell and Makile number
- Restricted Contacts
- Linked Phone records
It is recommended that you run this during off hours and when users are online
and logged off to ensure that records are not in use
IMPORTANT: Review your current Outlook link Communication Label
mappings in Firm Settings to ensure they are correct.
. Change Mohile to Cell
Change Mowy
@ Change Cellto Mabile

TIP: This function changes existing data only. It can be run from time to time as a general maintenance
function when desired.

Any records that have been changed will be flagged to be exchanged with Outlook.

The function will not change the label for those Contacts and Firm Members where:
e They have both a Cell and Mobile phone number.
e Their Cell or Mobile phone number is shared between a Company and Individuals as a Linked
Communications item.
e The record is locked (in use), or is Restricted and you do not have access.
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Outlook Contacts & Calendar Link enhancements

For faster processing when Initializing or Reinitializing the Outlook Contacts & Calendar Link, users may
now choose whether to process items in one direction only (from Amicus to Outlook or vice versa). We
recommend that you use this option if data exists only in Amicus or only in Outlook.

e Initialization—Set this option on the Initialization Checklist dialog (Step 4) of the Link

Configuration wizard.

A Qutlook Calendar and Contacts Link

@ Your Inftislization Checklist

Before Initializing the Link:

Rewiewy the Amicus - Outiook Link Guide

Set your Link preferences and match criteria

It the Link is configured in Exchange Special mode | set your Outlook to check addresses in the
Global Address List first when sending mail. (See your Outlook online Help for details )

Backup your Outlook tems (zee your Outlook onling Help or Administrator for details.)

Advise your Amicus Administrator that you are ready for Outlook Initialization

Receive confirmation from your Amicus Administrstor that you can begin the process

Initialize in one direction onhy Fram Amicus to Outlook |z|
This option is recommended when data exists only in &micus or only in Outlook

Click the Begin Initialization button when you sre ready .

WARMING: This process may be lenghty

==

Outlook

o Reinitialization—Set this option on the Reset Link dialog (Reset Step) of the Link Configuration

wizard.

A Dutlook Calendar and Contacts Link

@ Reset Link

your Amicus Administrator

Do you wish to Resst the Link now? @ ivesi

) bl

Re-nitialize in one direction anly From Amicus to Outlook |z| ]

WARNMNG: Resetting the Link will force & complete realianment of all your Amicus and Outlook records

‘e recommend that you do not Reset the Link without first reviesving the Link Guide and consulting with

"] on Reset do not synchronize Appaintments dated hefore Wied, Sug 25, 2010

Cancel / Re

==

Outlook
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Worldox Link enhancements

Amicus now provides new configuration options for Worldox integrations that provide more flexibility for
Worldox Profile Group Client/Matter configurations, as well as the ability to filter to Documents of a
specific Type in Worldox directly from the Amicus Files Details.

Your Amicus Consultant or Gavel & Gown Technical Support can help you set up your Worldox
integration with Amicus so it works the way that best suits your Firm.

Worldox Profile Groups Configuration

Rather than limiting your integration to Worldox Profile Groups that have Client and Matter configured
in Fields 1 and 2 respectively, Amicus now supports other configurations of these two fields. For example,
your Firm may prefer to have Department in Field 1, Project in Field 2, Client in Field 3, Matter in Field 4,
and Document Type in Field 5.

As before, we recommend that the Client and Matter Fields be set in Worldox to the maximum character
length, and the Matter field must be set in the Worldox Profile Group as being “Linked to prior field”,
namely Client.

Viewing Documents of Specific Type(s) from an Amicus File

Provided your Worldox Profile Groups include a Document Type Field, you can now optionally choose to
view Documents filtered to the Type you specify, such as AFF.

From the Amicus File Document brad view, simply enter the Document Type you want to see, and click
View In Worldox.

-y Baily re Kipling
People on thiz File . H e Company =5 = (
® Contacts Janet Baily House of Grant Client : AllDocuments )

. Douglas Brackman tcKenzie Brackman  Lawwyer
© Firm Members

R. Kipling First Edition Publizhire Party Integration with Worldox
[l

is currently enabled
© Cortacts whose rols is

ICIassifiad as a Client Role | =

File Facts

Qorldox

=

@ Summary Remove )
E | ¥ Restrict to Documents of Type:
B stetus Report Ms. Janet Baily oFF
11 MNotes Edit Author H
-y Relsted Files House of Grant |
Il Everts 37 Forsyth ¥ B
. Marmora O KOK 2w0 H
D Time Spent Canads

E|
=

Wigwe inWarldox

& Communications (613} 555-0644 vE

B (613) 555-8874 B =
(i Ressarch | janetbaily2Eyahoo com vE | %
& Chronology ’ g
Q Custom Pages &

1 Custom Records

i"\ scmin Raole on File ICIlem .I

Cliert |z  Individusl  Company

I Primary Client for Accourting Link

=

Restrict

| |
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Did you know?

You can apply the search capabilities of Worldox to your advantage when using filters such as the
“Restrict to Documents of Type” field. For example, your Amicus File has over 500 documents in
various Document Types in Worldox, such as Email, Affidavits, Discoveries, Motions, etc., and the
majority of the documents are Email. To see all documents except those that are Email, enter “NOT
EMAIL"—the result will be all other documents, except Email. Or you could enter “AFF OR DISC*” to
view all Affidavits and Discovery documents related to the File. These capabilities extend to the
Search Documents dialog in Amicus. For more information, see the Text Searching topic in the
Worldox Help.
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