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1. Introduction
1.1 Document Purpose

The purpose of this User Guide is to explain how to install and
use the AttorneyOnline application. The document contains a table of
contents, detailed information, images and a frequently asked
guestions section for better understanding.

1.2 Application Overview

AttorneyOnline simplifies the firm’s daily operations, enabling
the attorneys to manage, store, and track legal cases and records (e.g.,
contacts, matters, documents, appointments, deadlines, tasks, invoice
and payment transactions etc.) as well as providing them help with
accounting operations, such as invoicing billable time and recording.
This means that such an all-in-one legal system offers a mix of
document management, CRM, accounting programs, scheduling/time
tracking, and project management features precisely for attorneys.
This system further automates basic procedures, such as preventing
duplicate data entry and promoting secure sharing of information
within the firm. With the right case management system, the law firm
can save time, money, and effort with fewer chances of error, making
sure that nothing is missed.
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2. Administration

This section will help you set up your organization to start using
AttorneyOnline app application on the web and in Salesfrocel. In order
to set up your AttorneyOnline application, you need to do steps 2.1 to
2.7.

2.1 Install AttorneyOnline application
In order to install the AttorneyOnline application:

1. Go to AppExchange
http://www.salesforce.com/appexchange

2. Search for AttorneyOnline

¥ Get It Now
3. Click the button.

4. Click the option Log in to the AppExchange.

5. You can then select to install AttorneyOnline in either
Production (includes active, trail or developer orgs) or Sandbox.

How would you like to continue?

&7, Install in production
Includes active, trial or developer orgs

Install in sandbox
Test in a copy of your production org

6. Select check box to agree the terms and conditions.


http://www.salesforce.com/appexchange
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Confi d Install!
7. Click the button.

8. Enter your organization credentials.

9. Select installation details (either for Admin Only, All Users, or
Specific Profiles)

10. Then click Install.

If the installation is successfully completed, you will see the confirmation
message.

2.2 Prerequisites

Before using the application, there are some pre-requisites to
be followed, there is a need for a user-account. There are two
types of main users as below:

o Admin User (System Administrator)
o Standard User

2.2.1 Create User
o Go to setup
o Write users in quick find box
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i35 Setup  Home

Q. Search Setup

Object Manager v

Q user

v Users

Permission Set Groups

Permission Sets
Profiles
Public Groups
Queues
Roles Get Started with Einstein Bots
User Management Settings Launch an Al-powered bot to automate your digital
connections,
v Feature Settings Get Started
v Datacom

wEnEmm 822008

Create v

Mobile Publisher Real-time Collaborative Docs

Use the Mobile Publisher to create your own branded Transform productivity with collsborative docs,
mobile app. spreadsheets, and shdes inside Salesforce,

Learn More ¢ GetStarted G

i Setup  Home

A Search Setup

Object Manager

Q user

v Users
Permission Set Groups
Permission Sets
Profiles
public Groups
Queves

Roles

User Management Settings

| o
v Feature Settings
v Datacom

Prospector Users

SETLP
Users

eomemm 8 2 2 o # &

O this pAGE YOU CAN Create, View, 800 MANSGE Users.

In addmon. downioad SalesiorceA 1o view and 90f user details. rese! PASSWOCS. ANG PATTOrm Other Adminisirative tasks from your mobile devices: [0S | Android

AIBICIDIRIFIQIMIIIIIKILIMINIGIPIQIRIBITIVIVIWIX|YIZ

l New User Iu...n...-qn Add Multiple Users

o Click on the new user button

o While adding all the information, specify “Salesforce” in
the “User License” field and select “Standard User” in the
“Profile” dropdown selection.
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New User Heta for this Page @)

User Edit Save | | Save & Hew | | Cancel

‘General Information 1 = Required Information

i fel |[sNone Speciied> v
el - — Urerteense [ Satestorce =)
Auas  [oshet ) Protie  |'Standard User ~]is
Emsil  |[prekshasheth@aimdek.com Ative
username  |oreksha@aimdek com Sarkesinn Liser
Mickname | User1663839669272287042] (1 fine Leer
Titie Knowledge User
Compe [ ] e
Owepartment Service Cloud User

Division | | Site com Contributor User

000000«

2.2.2 Assign permission set to standard user:
There is a need to assign permissions to specific users, we
need to follow the steps below:

o Search 'permission set' in quick find in setup
o Select AttorneyOnline Standard User'

I Setup  Home  Objectnanzger

Q, permission SETUR
Permission Sets
v Users

Permission Set Groups

- Permission Sets
Permission Sets

On his page you Can create, view, and manage permission sels.
~ Custem Code e .

In addition, you can use the SalesforceA mobile app to assign permission sets 1o a user Download SalesforceA from the App Store or Google Flay. (DS | Android
All Permission Sets w | Edit | Delete | Create New View

Hew | |23

Custom Permissions

Didn1 find what yeu're looking for?
Try using Global Search.

O] Aesen Permission 61 Label &
e e

T s

[ clene Duer Manageement Cesrations Managsr

0 Cione Ouder Management Agent Read Access 1o all entities enabled by Grder Management  Lightning Order Management User

O cione Merchangiser Allow 3ccess 10 commerce merchandising fealures. Commerce Merchandiser User Permission St License 5.
O oaicues N

O Cione EiskdServiceMobieStandardPomSel Give your mobile worklorce access o the Field Service . Fieid Service Moble

Il

o Select 'Manage Assignment'
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Q Searchsetwp e g2 ez - [¢) 22 82®

Home  Object Manager v

Q permission serup
Permission Sets

— [ORCT— ]~
| Permission Sets LPMS Standard User

v Custom Code Q Find Setings % || Cione | Cotete u.'........!-.....mv-.-.‘l

Custom Permissions Permission Set Overview

Oeseription APiMame  LPMS_Standard_User :
Didn't find what you're looking for? Ucense  Salestorce Namespace Prefic  amak.
Try using Global Search. Sesio Aetatton Nomiind Creatwd By LPMS AMDEK 8232022, 6:31 PM

Lastuones By LEMS AIMDEK 9152022, 1145 AM

Apps.

SR ecty whi 058 are vasle in e 000 menu

Assigned Connected Apps
‘Settings Mat specdy which connecied apps are visdle in the app menu

331 Setup  Home  ObjectManager v

Q permission e

Permission Sets
v Users

[
Permission Set Groups Al e N P
| permission Sets LPMS Standard User T

« Back to: Permission Set
v Custom Code

P A8ICIDIEIFIGIMIIIJIKILIMINIOIPIGIRISITIUIVIWIX Y Z One /AN
ustom Permissions
T g
Didn't find what you're looking for? Futame + Atas Username. Rele Acuve Protse. Exgices On
Try using Global Search. o recorcs 1o sainy. II
Add Assignments | | erovs Assignmerts

AIBICIOIEIFIGINIIIIIKILIMINIOIPIQIRISITIUIVIWIXIY Z One AN

o Select the standard user you want to Assign and save.
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i Setup Home  Object Manager

SETUP
Permission Sets

Permission Set Groups.

Asaie sers
| permission Sets All Users

~ Custom Code

Custom Permissions.

Didnit find what youre looking for?
Try using Global Search.

Only System Administrator can assign the permission set to the user.

Next step in the process is to “Enable Path”, follow below procedure
to do this action:

o Go to Setup
o Go to path setting
o Click the “Enable” button as shown below

$31 Setup  Home  ObjectManager v

Q path SETUP
Path Settings
v User interface
I Path Settings

v User Engagement Complete processes fast by keeping users focused on what's most important. By guiding users to the right fields and content
Learning Paths fl“(he right time, Path enforces and ensures adoption of your company’s process. When you create paths, you choose
following
f:c;:;"’a:;: i © Which fields and content appear for your users at each step in the process
e © What good advice, reminders, links, and best practices to include at each step.
o How many different paths to provide For example, provide different paths for inside sales and outside sales, or for
delivery status of different products or services.
© When paths are available to your users

n you activate your path, Kanban also shows key fiekds and guidance for views based on the same object, record type,
and picklist
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For the Reports section, there is only an “Administrator” who has the
right to give permissions to a standard user. By default, only Admin
users have the right to view the reports.

Admin User has to put reports into the “Public” folder to give rights
to the standard user. Admin users have to follow the steps below:

o Go to the Reports from Nav bar, there is an option for each
report to move it to the “Public” folder.
o Click on “Move”, select “Public Reports” and then click on “Select
Folder” button as shown below
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Move Bar Line Chart of Total Client & Company
Public Reports

Q, Search folders...

All Folders >
Created by Me >
Shared with Me >
Private Reports >
Public Reports > |1

Nothing here yet

This folder has no subfolders.

Cancel | Select Folder

2.2.3 Approval Process:

-

Users have to follow the steps below for the approval process:

Step 1:

o Setup -> Approval Processes -> Manage Approval Processes For:

Invoice (Custom Object)

o Create New Approval Process -> Use Standard Setup Wizard
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:55 Setup  Home  Object Manager v

Approval Processes

S.
13

Q approval

v Data

Creale an approval process using eitier the Jump Start or Standard Wizard
Add Approval History Related List fo all page layouts
7. Actvate the process to deploy o your users

0 Manage Approval Processes For: [0
ct val processes f ispiayed below. To ¢ pproval process, click Create Nes roval Process then select Use Jump Start Wizard to set up yous
o configur

f  2listing of both acky
4 approval process in

Mass Transfer Approval Requests

v Process Automation

Approval Processes

Didn't find what you're looking for?
Try using Global Search.

Create New Approval Proc
| Use Jump Start Wizard

o Enter Process name and description and press “Next” button.

e Step 2:

In this step, the user has to specify entry criteria, If criteria are met then
select the values as shown below:

o Field -> Invoice: Invoice Status
o Operator -> equals
o Value -> Draft

Then Press “Next”.
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Home  Object Manager

ol SETVP
9 Approval Processes

i Setup
a approval

w Data

Mass Transfer Approval Requests h
v Process Automation

I Approval Processes
Specify Entry Criteria

Didn't find what you're locking for?
Tryusing Global Search.

Use this approwal process if the following [ criteria are met vl

I only certain types of records should enter this appeoval process, enter at criteria below: For example, only expense reports from employees at headquarters should use tis appraval
process.

1| ovoics Tnvoics Sals -4@ <) [Onak | @y a0 I
e — ] r—] e
e ol Err—]| | e
o e rr—]| ) e
[~Mone-— ~] [~-None— > [ |

Then, in steps 3 & 4 press “Next”.

e Step 5:

In this step, the user has to select “fields to display on the approval page”,
Select All Invoice Custom Fields from Available Fields and Add to Selected

Fields. And press “Next”.

B ==
9, weow
o
s
o st Step $ Sotect Finch 8 iniay on Agproal Page Layout Sip Sof b
s Frocesns

e | v | o
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e Step 6:
Here select Initial Submitters as below:

Submitter Type Search: Owner Then go to “Submission Settings” and

Select -> Allow submitters to recall approval requests. And click
“Save”.

e Step 7:

In this step, the user has to select “Initial Submission Actions”. Follow

below actions:

o Add New -> Field Update ->
o Name -> Changing Status to Submit for Approval

Created By Praibha Bhalergo, G/22/2022 4.58 AM Modified By  Prtiohy Bhalergo 8/22/2022 4:S8AM o
|
Initial Submission Actions ! Add Existing | _Add New ¥
| Task
Aalen] Ty Descrigtion | Frmad sle
Recoed Lock Lock the recd Fiaig Upaate
Oulbound Message

Approval Steps | Wew Approval .snn

X ou hirve mot yet defined any approval staps

Final Approval Actions * Add Existing | | Add Hew ¥

Action Typs Deserigtion
Edn  Recoed Lock Lock e recced fiom being sdited
Final Rejection Actions 1 Add Existing | Add New ¥

Astion Type Descrigtion

Ean  Recoed Lock Unsiock the record for sciling

o Field to Update -> Invoice Status
o Specify New Field Value
o Select ->A specific value -> Submit for Approval
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And then click on “Save”.
e Step 8:

Next step is “Approval Steps”. Click on “New Approval Step”.

Approval Steps .1 I (em Acprorat sup) I

rx_| You have not yed defined any approval steps

Final Approval Actions ! Add Existing || Add New ¥

Astion Type Description

Edit  Record Lock Logk the record from being edited
Final Rejection Actions © Add Existing | | Add New ¥

Action Type Description

Edit  Record Lock Uniock the record for editing
Recall Actions © Add Existing || Add New ¥

Astion Type Description

Record Lock Uniock the record for editing

Enter “Name” and “Description and Press “Next button.
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New Approval Step e tor s Page @
Step 1. Enter Name and Description Steplof3
i Cancel
| Enter a name, description, and step number for your new approval step. :
Enter Name and Description 1 = Reguired infeemation
Approval Process Mame  Invoice Appeoval

Mame [chocking Approved Request J
Unique Mame | Chacking_Approved_Request Jla
Description

e

Enter this step if the following -> criteria are met, else ->reject record:
Field -> Invoice: Invoice Status
Operator -> equals

Value -> Submit for Approval

Pravious | | Save || Next | Cascel

Spacify whether a record must meet certain criteria before entering this approval step. If thesa criteria are not mat, the approval process can skip to the next step, if one exists. Leam more

Specify Step Criteria :

(O) &M reconds should enter this 1 2
© canma e o iz o] | <]

3

Figld Operator Value

[Invoice Invoice Status ~] [equals ~] [Submit for Approval | @y pro

| —None— v | |~None—- al | AND

[~Nene— v| [~None- v | ] AND

ETT= G ErTe— | o

| ~None— v| [-None- v ]

And then press “Next”.

Then Select “Approver” as shown in the screenshot below, select
option given as per requirements and then click “Save”.
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Select Approver

() Let the submitter choose the approver manual vy,
O Automatically assign to queue @)

)
ZFPMSNMDEK [ |3
Al Miw Remove How

When multiple approvers are selected:
(®) Approve of reject based on the FIRST response
() Require UNANIMOU'S approval from all selected approvers.

[ The spprover's delegate may also appiove this request | |

e Step 9:

This step is used for “Final Approval actions”

Final Approval Actions ! Add Existing | | Add
Task 4
Action Type [ 1
Edit  Record Lotk Lock the Field Update J
Dulbound Message
Final Rejection Actions ? Add Existing | | Add Kew ¥
Action Type Description
Edit  Record Lock Uniock the record for editing
Recall Actions © Add Existing | | Add New v
Acticn Type Descripon

Record Lotk Unlock the record for editing

Follow the actions below in sequence to complete this step:

o Add New -> Field Update ->

Name -> Changing Status to Approved
Field to Update -> Invoice Status
Specify New Field Value

o
o
o
o Select ->A specific value -> Approved
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e Step 10:

This step defines final rejection actions as below:

o Add New -> Field Update ->

o Name -> Changing Status to Draft
o Field to Update -> Invoice Status
o Specify New Field Value

o Select ->A specific value -> Draft

Field Update Edit LS| LAt e |Cemen]

Wame  FStatus change to Draft
uniqes Wame | ratus_change_to_Drafl |

Mamaspace Prefin  amdi
Descripticn |

oopect  Invoice

Protected Component
v [ 1
Fiaac Data Type e

Ra-svaluats Worfiow Rules after Flsld Change ) |

Specify New Field Value
Pickist Options
() Tha value above the cument one

I '@;&':..@ |2

Save | | Save b tew | Comcm
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Now click on “Save” and then click on “Activate Process”.

2.2.3 Files Tab Flows Permission
User has to give “Files Tab” flow permission in order to use it.

o Search 'permission set' in quick find in setup
o Select AttorneyOnline Standard User'

i Setup Home  Object Manager

Q permission SETUP

Permission Sets
o Users

Permission Set Groups

.. [ —
r—— Permission Sets ol

O this page you

~ Custom Code

Custom Permissions

Gidn't find what you're looking for?
Try using Global Search.

Then click on “Clone” button.

v Usen

Parmyssicn Set Grougs R o Ttanst | e o e g D [
e LPMS Standard User B

v Curom Code 3, Frd Semegn [ = [y,

Custom Parmissions

Desimpmen AN B8 _Stantan_User E
Didie't find what you're keoking for? Lense  Speslae Memsisace P e -
Try Lting Global Search, Hassien Rasvnsien Reguired Crestedly  Prawahy Shetn BTANI2, 450 AN

Assioned Anoy

Selags Bl 1ecdy which 4pss doe valie i the 450 mers
Aasigred Connested Aooy

Semags Wil sty whch Contecied BEDN drw vibbie i e 300 ety
Dheeil Setlesy

Fremitiont 15 Acort cpchs nd St #nd WERgE Such 34 140 Svalasasy

Anp Primisiony
Parmaont 15 Drinm 200-se080 3ctons such 35 "Manaoe Cab Ceniery

Then give valid name and “Save”.
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Q, peemission

Permaision St Grougs.
Permission Sets
v Custom Code

Custom Parmissices

it find what yourre locking for?

Feeminaien

s 3 s el and Sescriphon o the cloned permamon et

2E=
Enter permission setimformation.

Tey wing Glokal Search.

1 ]
Arsiane " JLPMS_Standard_Use:_Flow_Permission s

]

fersin hotraten Romaied [
Leaase  Saesiere

Then open the cloned permission set and go to system permission.

35 Setup  Mome  Objectmumager v

Q permasscn
v Users
Permussion Set Groups
Permission Sets
v Cuttom Code
Con JUBCIAN  cos ios
Didn't i what yeu're locking foe? wbm_rmmuw
Try using Global Search. w 553
funimotmn i
System
[ ———
Soies oy
e T L et vovtes e g v en

Click on the Edit button and the next screen will be displayed below:
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v Ly
Parmirpicn Sat GIOUET
Parenivsacn Sats

w Custom Code

‘Custom Permissions

Didnt find what you're looking for?
Try using Global Sesech.

SETP
Permission Sets

LPMS Standard User Flow Permission

Witea e et e 2 Page @ l

Q, Fin2 Sengn B || Same| Owiete || £ Properbes | Manage Assigments
- System =
Sysiem Permissions IEI :
¥ System
Parmianicn Nams Eassied Descrignsn
Accom Acsten Acoa 3wk, wvents caiadar. snd srsd

an

Actens Expesence Management
Aceens Liares

Aceens Toacer for Externsl Dot Seurees
2d Pecgia 13 Drwct Mevages

Asow Ascams 8 Cuvlomized Acsony
Aow biockchan data upad

A2ces pages 100 aHESNTY Jvadatie B Exprience Lanagement
Aeeass ierares

Accass B Tracer 150k for leating cueees 12 Extermsl Clata Sources

Lats 3 whar 302 omers 15 dewct masaages e ubar i

Usnuzpsried 0

Let Tt wber wpioad Blacksham data 2

Then tick the ‘Run Flow’ checkbox in the list and save it.

w Custom Code
Custom Permissions

Didnt find what you're looking for?
Try wsing Global Search.

SETUR
Permission Sets

F Oerachanses Wvenlery Sye 5 ‘Syne invealery usng e Omashannel lsvericey Service APla -

Serd sencurcenent emady

Fatsmens Neves Expees ] Poeventme users passwond rom expieng.
P Pt i Feess (n] o and e
[-AT— D] Adowes ubers 1o accons up matncs
O Lner Engagement Matcy o 8w UBen 15 accens Qup user sagagement metricy
Rman i Sampioe Gl o ]
Famave Facose from Drect Uensages. C1is]  Leta a user remorm sars o dewct massages Bhe vier 8 E
Foepart Buder o Creale. eot
Fuepart Buider (Lighting Experiente) i) Creale. edt and deleie regoris using ihe sohanced seport bubdes inierisce. Daly avatatie in Lighining Experisnce
Fren Flowes B v oy rum ey aete B nn any
T T
5 (]
Satewtorce Anpwhers o Moble D usethe Salestouce anywhars mable 350 l
Salestarns Mobls dpp Nates prsling o o Raplace u L] Usern nersling.
i
Scheduie Reports o and format
Swasiie

Seiect Fins from Salesforce ] Seiectng 2 Saiestorcs e s 30 opton when aaching e

o 2 v po

Then select Cloned Permission set
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SETuP
Permission Sets

Parmission 54t Groups e
— Permission Sets He o e e
“ Custom Code \ VA, S g
PRp— In gamon, o can uie Eebemigdann 341510 8 uide. Dowalodd SHeIRICHA Hom T App Stor of Ooope Py (05 | Atdrod
[ Bersion S ) o oot e e i s

Didn find what you're booking for?
Try wsing Global Search.

AIBICIDIEIFIGI M JIKILIMINIQIPIQIRIS TIUIVIWIXIYI Z Oner NI

i

Dascripacn Licanse
Lets whers create, read o4 and delele loeators susieca  Fachty Masager

|

Clone Saerire
I Saatece
> Salevice
Ol | Clong Samriorce -

-0000000I0
g

Select 'Manage Assignment'

Q. sewchsetup T o T SR (o)

Setup Home  Object Manager v

Q permission serup
Permission Sets

Permission Set Groups R
I Permission Sets LPMS Standard User

e S )

Custom. Emss Pormission Set Overview

Viceo Tutomai | Heip for s Page @

Oescription LPMS_Standars_User
Didn't find what you're looking for? License  Saiestorce —
Try using Global Search. Spssion ftvafien foquins LPMS AMDEK 82372022 631 PM

LastModified By LPMS AIMOEK, $/15/2022. 11.45AM

ST ity whicn a0 e vsmie i e 399 menw

SRS v acns oo s s e
e

Select 'Add Assignment'
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131 Setup  Home  ObjectManager v

Q permission SETup
Permission Sets
v Users

Permission Set Groups. . Auslomed Usen:
| Permission Sets LPMS Standard User

« Back to: Permission Set
~ Custom Code

i sisiciaieisianiinnie winioieiainisiviulviwix
Pp—
=T
—— S = - e .
Try using Global Search. HOEeoudsto ey
e
SRTUR—— uintoleiainislTiuIviwi

Select the standard user you want to Assign and save.

i Setup Home  Object Manager
@ permission ST
Permission Sets
v Users
Permission Set Groups
Assign Users
| pemisionses AllUsers

~ Custom Code View: [AiUsen w) far) Srame tew vew

Custom Permissions.

Didnit find what youre looking for?
Try using Global Search.

Only System Administrator can assign the permission set to the user.
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3. Web application

AttorneyOnline can be accessed by using a web browser. The
user just needs to log into its Salesforce organization and look for the
AttorneyOnline application in the Force.com menu.

3.1 Home Screen

® S EEEY X

E AttorneyOnline Dashboard

This dashboard includes several essential pieces of information for the
entire system. This shows the following sections on this tab filtered for the
user that is logged in

e Matter Status Report - Shows recent matters count in graphical form
as per their status wise either “Open”, “Pending” or “Close”.
e Financial O/T account - Shows Bar chart for Trust account balance.
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e Activity Feed - Shows upcoming activities report of the matters.

e Tasks - Shows total count of task status wise in graphical form.

e (lients — Shows total clients & companies in a line chart format along
with company names and their record count.

e [nvoices Status — It shows the current status of the invoice as “Draft”,
“Approved”, “Partial Paid” and "Paid".

3.2 Matters

3.2.1 Matters Listing Page

::t AttorneyOnline  Home  Accounts

® - Eer2el®
N f di ayment Trans: ices 4

| UnBilled Amount \ | UnPaid Amount | Operating Ret... - | Trust Retainer | Billing Type ~ | Responsible A.. v

ourly Rate v
Test Package Albert 0 10 0 Flat Fee

When the matter tab is selected it shows by default a listing of recent
matters, including search and a few more options.

3.2.2 Create Matter
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New Matter

Customer Information

*Customer

B avert

Information

Matter Number *Matter Name

M1t Digital Fraud

Practice Area

bankruptey

Open Date
9/26/2022

Originating Attorney User

Search People...

Client Reference Number

Billing Preferences

Billing Type Billing Charges
Hourly Rate $50

Trust Account

Minimum Retainer Amount

There is an option at the top right for creating a “New” matter. The
new matter creation page will ask for the details below:

o Customer Information.
o Information.

o Billing Preferences.

o Matter Description.

In the “Billing Preferences” section, there is an option to select

“Billing Type”. By default, it is selected as “Hourly rate”, but the

user has the option to choose other values like “Flat Fee” and
“Contingency Fee”.
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There are three different fee types below which are mostly used in creating
matter and invoices:

Flat Fee: When a lawyer charges a specific or total fee. Mostly in simple
cases like, example: creating a will, etc.

Contingency Fee: This is based on a percentage of the amount awarded in
the case. If you lose the case the lawyer does not get a fee but pays some of
the expenses.

Hourly Rate: When the lawyer charges the client for each hour. This option
is used. When users don’t enter any billing rate while creating an activity
then it will take the billing rate defined in the matter’s billing preferences.

3.2.3 Matter Details

@ FEe?aald

aaaaaa

0:0:0:0
Save Timer
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Upon clicking on a particular matter from the listing page, this page
will be displayed along with all the detailed information about the selected
matter. The Details tab consists of some more sub-sections as below:

Details

Billing

Files

Time and Expenses
Timer

Activity

O 0O 0O O O O

o Details

Here the status of the matter can also be viewed as either “open”,
"Pending” or “Closed”. There is a button on the right side to “Mark status as
complete” which is used to make status as “Complete” at any stage.
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o Billing

@ Q sesrch Gie22ca®

33f AttorneyOnline  Home Accounts v Contacts ~  Matters ~  Activities ~  Expenses ~  Funding Accounts ~  PaymentTransactions ~ Invoices . More ¥ P

| clone Delete | E

Matter
Digital Fraud

Details Billing Files Time And Expenses Files Activity

Subject

‘ 2] 1nveices (0) | New | ‘

Assigned Date
‘ [} Funding Accounts (0) | mew | change owner | ‘ ‘ |
. Due Date
‘ 2 Payment Transactions (0) || record payment | ‘ Ls‘gm «)

The billing tab lists all the Invoices, Funding accounts, and Payment
transactions made against the invoices. The invoice amount is calculated
using billable time entries and expenses logged.

@ Q sesrch o222 ®

::E AttorneyOnline Home  Accounts ~  Contacts v  Matters ~  Activities ~  Expenses ~  Funding Accounts ~  PaymentTransactions w~  Invoices v  More ¥ rd

n Matter
Digital Fraud

| clone - vetete ||
~ Mark Status as Complete

Details Billing Files  Time And Expenses Timer  Fils  Activity  Tasks

2] 1nveices (1) |:‘ ‘?H New ‘
1 item - Updated a few seconds ago -

Timer Activity Type
| select. B

Description

|| Invoice Code ~ | Draft Date ~ | Invoice Date v | DueDate v ‘PiymemTerms !

1 ] INV-0089 9/27/2022 91272022 Due Date

T »

View All

[ Funding Accounts (1) [@-|/c| wew | changeouner |

1 item « Updated 3 few seconds ago

0:0:0:0

‘ Start H Reset H Save Timer ‘

Customer ‘Tm:l Balan... v ‘TypeofFul\ds v ‘

) v | Account Type v
1 [] Fa0027 Operating Account. Albert $100.00 Personal Funds [v]
View All
2 Payment Transactions (2) Record Payment
Payment ID Payment Date Payment Method Payment Amount
PT-0105 9/27/2022 Cash 590.00 [+
BT-0107 9/27/2022 Check Transfer $5.00 [v]

View All




AlMDek

Technologies

Once the User clicks on any of the invoices, it will open a detailed view of
the invoice as shown below:

® Q semc GFr@e2na®

bt orneyOnline  Home Accounts ~  Contacts ~  Matters ~  Activities ~  Expenses ~  Funding Accounts ~  Payment Transactions ~  Invoices v More ¥
2o At yOnl di
Invoice
INV-0089 submit for Approval || zait | elete | v | [
Details Related
v Information
Bill To Client.
Albert
Matter Number Matter
Digital Fraud
Description Tags
Term Condi N
v Invoice Status
Draft Date Invoice Date
9/27/2022
Payment Terms. Due Date.
Due Date
 Invoice Balances
Invoice Sub Total Adjustment Amount
102 2
Final Invoice Amount After Adjustment
$100.00
Paid Amount Payment Dues
0 §100.00
v Invoice Details
Invoice Information
Customer : Albert || Matter : Digital Fraud || Invoice Amount : 100 || Status : Draft
Created By Last Modified By
3 LPMS AIMDEK. 9/27/2022, 12:29 PM B3 LPMS AIMDEK, 9/27/2022, 12:29 PM

This includes sections like information, invoice status, invoice balances, and
invoice details.

There is another section called “Related”, There are options at the top right
side like “Edit", "Delete” and “Clone”. which shows below details for the
invoice:
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@ Q sesreh [ a2p @ ‘?:“"

i1 AttorneyOnline  Home Accounts v Contacts v Matters v Activiies \ Expenses ~  FundingAccounts PaymentTansactions  Invoices \  More ¥ ’

nnnnnn

Details Related

Invoice Line Items (3) Add items
D Activity Payment Status. Hours / Qty

1L-0131 Email Paid 2

uuuuuuuuuuuu aid
Expenses Partially Paid
View All
Invoice Adjustments (1)
1A-0056 Discount t SubTotal ‘Amount
All
Invoice Payments (2) New
D Payment Payment Amount
1P-0121 PT-0105 $90.00
1P-0123 PT-0107 $5.00
View All
[0} Notes & Attachments (0) Upload Files

&, Upload Files

or drop files
Approval History (2)
Step Name Date Status Assigned To
Checking Approved Request 9/27/2022, 1231 PM Approved LPMS AIMDEK v

Approval Request Submitted 9/27/2022,12:30 PM Submitted LPMS AIMDEK

Initially, Invoice will be in the “Draft” state. There are other stages after
“draft” as follows: “Submit for Approval”, “Approved”, “Sent”, “Partially
Paid", "Overdue” and “Paid”. There is a button at the top right for “Submit
for Approval”. Clicking on this button will push the invoice to the “Approval
History” section at bottom of the page.
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Admin user has permission to “Approve", "Reject", "Reassign” and “Recall”
the invoice. As soon as the admin user presses on the “Approve” button, the
ice is changed to the App "Approved” state and there is an option at the top
right corner appeared called “Generate Invoice”.

“Generate Invoice” will open a new window showing full invoice with the
option to “Print”, “Send to Mail” and “Upload”.

Invoice

LPMS AIMDEK

907 Time Square 1, Thaltej - Shilzj Rd,
Ahmedabad - 330059
Gujrat, IN.

Pratibha Bhalerao INV-0019
Ayodhya Nagar, Upnagar Date:2022-08-26
Mumbai, Maharashtra, 400071 Due on
india
Digital Fraud
Open Date : 2022-08-

Type Date

Event 2022-08-11

o Invoice
To create a new invoice, follow the steps below:

1. Click on the new button on top right corner of the “Invoices” section.
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2. It will open a new window as below:

New Invoice

Invoice Information

* Matter Customer
Digital Fraud || Albert v Albert

Payment Terms Description
Due Date

Notes

Terms & Condidtion

Invoice Line Items Information

» IL-0131 1 40 40
1L-0132 Call for matter discussion  0.03333333333333333 50 1.67
ILI-0133 2 50 100

v IL-0134 1 50 50

» IL-0135 Travelling 1 12 12

Total Amount: 1025

Invoice Adjustment Information

Apply Adjustment To Adjustment Type
SubTotal : Discount
Percen it / Amount Value

Percentage 2

Invoice Amount Adjustment Amount

Date : 2022-09-27

canee!

3. Click “Save” once you fill all the mandatory fields.

There is option to select different payment terms like “Due date”,
“Due on receipt”, “Net 15 days”, “Net 30 days” and “Net 60 days”.

Invoice Adjustment Information: This section allows users to select an
adjustment option for invoice amount. It will be “Subtotal”, “Time entries”,
“Expenses” or “Flat Fees”.
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Adjustment type can be selected from the multiple values as either
“Discount”, "Interest” or “taxes”. Also, there is option to select value either
in “Percentage” or “Amount”.

o Funding Accounts:

Users can see here a list of funding accounts as well as create new funding
account as shown in below window:

New Funding Account

Here users can see a list of contacts for whom they want to create a
funding account.

User has Facility to select account type (“Operating account”, "Trust
Account”), also Type of funds they can specify based on the account type
selected.

Upon clicking “Save” button, it will create a new funding account
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o Payment Transactions:

This section shows a list of payment transactions made for this matter.
Here users can record new payment transactions as shown below:

INV-0089 Sep 27,2022 $100.00 $50.00 $10.00  Partial Paid

This section is used to record payment transactions made by customers.
Here User can select “payment method” from the given payment options.
There is a facility to enter notes and reference numbers for the payment
transaction.

There is a sub-section below showing “Invoice Information” against which
this particular transaction is being adjusted.

It shows the invoice amount, the total amount paid, the total amount due,
and the invoice status. Whatever amount is entered into the “payment
amount” box is adjusted against the “total amount due” and it shows the
updated amount on the go.
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o Documents and Files
In the files section, there are two sub-parts that contain Documents and
Files.

® 2 se F@e20a®

22 AttorneyOnline Home  Accounts v  Contacts v  Matters ~  Activities ~  Expenses v Funding Accounts ~  PaymentTransactions v Invoices v More ¥

Matter .
Digital Fraud e | Edit | Delete !

| Details Billing Files  Time And Expenses l Tim Fil Activity Tasks
[2) Documents (1) New Subject
Document Name Activity Author Upload Date
Proof LPMS 9/27/2022, 11:12 AM v =3
al Due D:
&
Files (1) Add Files

AIMDek-full vector logo-AD
Sep 27,2022 - 33KB + png

Here it shows documents listing, for the existing documents uploaded and
the feature to upload new documents as shown below:
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® .

H@e20a®

i3 AttorneyOnline  Home Accounts v Contacts v Matters ~  Activiies ~  Expenses FundingAccounts v PaymentTransactions v Invoices \v  More ¥ s

Matter

Digital Fraud Clone | Edit | Delete
Details  Biling  Files  Time And Expenses ! Timer  Files  Activity  Tasks

o * Document Name
[E Activities 3) New
Proof
Activity Code Activity Date Activity Type Billable Author
AD146 9/26/2022, 5:30 AM call Yes - eme
AQ147 9/26/2022, T:17 PM Email Yes - Description
A-0148 9/26/2022, 9:00 PM Event Yes -
4
View All

) Expenses (0) New

Here it shows files listing and option to upload new file as below:

® Q seue 2202 ®

0 T
Digital Fraud Clone | Edit | Delete

Details Billing Files Time And Expenses ! Timer Files Activity Tasks

5 Activities (3) e UploadiFie
& Uplozd Files | Or drop filas

Activity Code Activity Date Activity Type Billable
A-0146 9/26/2022, 5:30 AM Ccall Ves v Previous.
A-0147 9/26/2022, T17 PM Email Yes v
A-0148 9/26/2022, 9:00 PM Event Yes v
View All

) Expenses (0)

o Time and Expenses
This section shows a list of activities and expenses. Activities list includes
activity code, date, type and billable or not.
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Q search NEer2al®

AttorneyOnline Home Accounts ~ Contacts »  Matters ~  Activities ~ Expenses ~  Funding Accounts ~  PaymentTransactions ~  Invoices v  More ¥ 7

Details Billing Files Time And Expenses Files Activity Tasks

[E] Activities (6+) | New | Timer Activity Type
‘ Select.. .
Activity Code Activity Date Activity Type Billable e
£-0145 0/26/2022, 5:30 AM call Yes

A0147 9/26/2022, 7:17 PM Email Yes E\

20148 /26/2022, 9:00 PN Event Yes

0:0:0:0
A-0149 9/27/2022, 11:12 AM Documentation Ves ‘e B e B S—
- [ s || reser || saverimer |
w0150 272092, 5:30 AM Tack Ves = —
A-0151 /27/2022, 5:30 AM Task Yes
View All
[ Expenses (1) \ New \
Subject Amount Quantity
Travalling 5000 12.00 1

View All

To create a new activity, click on “New” button and it will open below
window:
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New Activity: Without Billing Status

Matter Information

" Matter
o Digital Fraud

Information

* Activity Type P} Assign Activity Code
Email A103 Draft/revise

Billable Activity Date

Yes Date

9/27/2022

Billing Rate Duration [Hour . Minute]
$11.00 1.00

Billed By User
By ems aMDEK

Description

Description

In the Expenses section, it shows a list of all expenses recorded as well as
there is option to add “New” expense as below.
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New Expense

Matter Information

*Matter
O oigital Fraud

Information
*Subject Expense Code
Travelling E106 Online research

Billable Expense Date

es Time

9/27/2022 & || 11:16AM
~Biling Rate *Quarntity
1000 1

Billec By User
B eus amvpec

Users can define the expense code, subject, billable or not billable,
guantity and rate, user for whom the expense is billed and description.

o Timer:
This function defines activity timer for selected tasks or events.

Activity type will be Email, Call, Documentation, Task or Event

There is an option to start, stop and save timer as shown below:

® a s DB acea @

] AttomeyOniine  Home Acos v Conuas v | Wi V| Adwees v Gpens v RndngAwaes v SymaTomstion v Imocs v Duhbows v Repons v Tmen v Tk v Glndw v R v g

ater

CEETTE— e

Oetails  Biing e Time And Expenses Timer  Fies  Actvity  Tasks

[5) Activities @)

3 Expenses (0) New Callfor matter dlscutsion

0:1:8:600
Sava Timer
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o Activity
In this section, it shows upcoming & overdue events and calls month
wise. There is an option to create “New Event”, “Log a Call” and “Email”

New Event:

Users can create “new event” by entering subject, start and end dates. The
other details like customer, matter and assigned to names will be auto-
populated here and users can change it manually.
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Afl@erea@®

® =
5 - 4

133 AttorneyOnline  Home Accounts ~  Contacts v  Matiers »  Acivites v  Expenses v funding Accounts v PaymentTamsaclions v Imvoices v More

Details Billing Files Time And Expenses

[E) Activities (2)

Sep 26,2022 i@ | B00PM

End
“ate “Time
Sep 26, 2022 FRELY

All-Day Event
Name
Bl sesrch contacts..
Relsted To

3 oigital Fravd
*assigned To

Y s ek
Location

Torante, Canada.

Filters: All time = All activities « All types. n
Refresh « Expand All « View

v Upcoming & Overdue

Mo activities to show,
Get started by sending an email. scheduling a task.and more.

- September - 2022 This Month

> Bl o subiecn 747 0M [ Today |
‘ You sent an email to albert1 23@gmail.com

Mo more past activities to load.

Log a call:

Users can log a call quickly using this window. Users enter comments and
select the “contact” with whom they want to log the call. Then click on the

“Save” button as shown below:
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a22028@

AttorneyOnline Home  Accounts v Contacts v  Matters v Activities v  Expenses v  Funding Accounts v  PaymentTransactions v  Calendar v  More v s

n M Cle Edit Delet:
Digital Fraud one " elete

Details Billing Files  Time And Expenses Timer  Files  Activity  Tasks
—_ —_ ]

~ Customer Information Log a Call Email New Event

Customer Subject

Albert cal Q

v Information Comments

Matter Number Matter Name

M111 Digital Fraud

Practice Ares Status P

bankruptey Panding ame

Open Date Close Date

9/26/2022 [E] Atvert x

Originating Attorney User Responsible Attorney User

Related To

Matter Visibiiy Statute of Limitations 03 oigtal Fraua x

Yes

Client Reference Number Tag

Unbilled Amount UnPaid Amount

1267 s Filters: All time + All activities « All types a

Operating Retsiner Trust Retainer Refresh + Expand All - View All

100 0

~ Upcoming & Overdue

v Billing Preferences No activiies to show.

Get started by sending an email. scheduling a task. and more.

Biling Iype Biling Charges
Hourly Rate 350 v September - 2022 This Month
Is this matter Billable? Advance Fund Transfer to

Yes Trust Account. > E Meeting 800 PM | Vesterday |w
Does This Matter Have Minimum Retsiner? Minimum Retainer Amaunt | Youhad an event

Ne > B [No subject] 717 DM | Vesterday | v

L | You sent an email to albert123@gmail.com
~ Matter Description

No more past activities to lozd.

Description
Created By Last Modified By
# LPMS AIMDEK, 9/26/2022, 6:52 PM # LPMS AIMDEK. 9/27/2022, 6:06 PM

Email:

III

In this section, the User can be able to send “Email” by entering “To",
"Subject” and “Email body” parts. “Matter Name” will auto-populate from
the list. Users can change it manually.
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@ [ q seore | i@ a2ca®

Expenses ~  Funding Accounts ~  PaymentTransactions v  Invoices v More ¥ ra

i1 AttorneyOnline Home  Accounts v Contacts ~  Matters ~  Activities

Matter
Digital Fraud

Details Billing Files Time And Expenses Timer Files Activity Tasks

[E] Activities (1) logaCall  Emal  NewEvent

FOM | LPMS AIMDEK <aimdeklpms@gmailcom> v |

Activity Code Activity Date Billable

A0146 9/26/2022, 5:30 AM call Ves [ ]
To albert123@gmail.com X c

View All

Bec simdeklpms@gmail.com X

Subject | Enter Subject.

‘ [ Expenses (0)

(o )= s

Tu

Powered by Salesforce
http: /s salesforce com/

& e © W
Related To

‘n Digital Fraud

Filters: All time » All activities + All types ‘ o ‘

Refresh « Expand All + View All

~ Upcoming & Overdue

No activities to show.
Get started by sending an emai, scheduling a task, and more.

No past activity. Past meetings and tasks marked as done show up
here,

New Task:

This section is used to create a “new task” without activity, where “Matter
name” can be selected along with username. Also, it can state its current

status.
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® @e2ea®

222 AttorneyOnline Home Accounts v  Contacts v  Matters \»  Activities \v Expenses v  Funding Accounts v  Payment Transactions v  Invoices »»  More ¥ Vi

Details 8illing Files Time And Expenses ! Timer Files Activity Tasks

[E] Activities (3) New Subject

Discuss about case

Activity Code Activity Date Activity Type Billable esigned Dute
AQ146 9/26/2022, 530 AM call Yes v Sep 27, 2022 =
A0147 9/26/2022,7:17 PM email Yes - Due Date
A0148 9/26/2022, 9:00 PM Event Yes v Sep 26, 2022 L
assignee
View All

[ Expenses (0) tew | Save |

3.3 Accounts

This section is used to create accounts of different types. Accounts can be
used to link customers. There is also option to “Edit", "Delete” and “Change
Owner”.

Listing shows Account name along with below details:

® a e arel®

:::  AttorneyOnline Home Accounts v Contacts v Matters v Actwitis v Dpenses v Funcng Accounts v PaymentTansactions v Cakendar v More ¥ 7

m Accounts
Recently Viewed v

14 items « Updated » minute ag0

Account Name V| Account Site ~  Phone W | Account Owner Allas v
(6503 867-3450 LMD v

1234563870 LAMD

(415) $01-7000 Lamo
(650} 450-8810 Lamd

s24191
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To create a new account, users have to fill below details:

MNew Account

Account Infarmation

Rating
#4 LPMS AIMDEK

*Account Mame

AimDek Technologies

Technology

Annual Revenue

address Information

Billing Address n= Shipping Address
Billing Street Shipping Street

Ihaltei

Billing City i, Shiprping City
State/Provi
Ahmedabad

Billing Zip/Postal Coda i Shipping Zip/Postal Coda

Additional Information

While creating an account, the user can define account type, rating, parent
account, industry, and ownership.
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3.4 Contacts
There is a default option for contacts to add, edit and get the list of already

created contacts.

@ o seach Frae?2n2®

231 AttorneyOnline Home Accounts » Contacts v  Matters v  Activities v  Expenses »  Funding Accounts s  Payment Transactions »  Calendar v  More ¥ Vi

Contacts -
New | Import | AddtoCampaign | Send ListEmail | Printable View
E All Contacts v # P paig

Search this list. #Hy B C || C Y

items - Sorted by Name - Fiftered by All contacts - Updated  few seconds

a0

Name T ~ | Email | Contact Owner Alias

~ | Account Name

1 Alpert United Oil & Gas, Singapore albert@gmail.com LAIMD v

Grass GenePoint LAIMD v

To create new contact, there is an option at top of the window, click on
“New” button and it will open new window as below
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Contact Information

Contact Owner
#5 LPMS AIMDEK

New Contact

Phone

~Name h=] Home Phone
Salutation ‘
[ e ~
First Name
| Atber |
*Last Name
[ cress |
Account Name o Mobile
| B3 cenepoint x | ‘
Title Other Phone
Department Fax
Birthdate
| s
Reports To Assistant
| Search Contacts... Q | ‘
Lead Source Asst. Phone
[ —rore— <1 |
Address Informa
Mailing Address ) Other Address
Mailing Streat Other Street
e e
Mailing City Mailing Other City Other
State/Province
Toranto Pl L

Mailing Zip/Postal Code

Mailing Country

| State/Province
\

| Toranto

Other Zip/Postal Code

Other Country

Description Information

Description

Cancel H Save & New
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3.5 Calendar
The calendar is unique and an important feature in the whole system. As it
gives facility to see logged in user’s recent events, upcoming events and their
team’s recent and upcoming events. Users can see events in decent calendar
view as below:

P
® a seoe lee2ol®
i3 AttorneyOnline Home Accounts -  Contacts ~  Matters ~  Activities ~  Expenses ~  Funding Accounts ~  PaymentTransactions ~  Calendar ~  Mora ¥ pl

Calendar
& New Event
a September 2022 <> clav v E
- o e e o " SAT “ SEPTEMBER > o2
Aug 28 2 30 31 Sep1 2 3

55555555
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3.6 Reports

One of the essential parts of the system is very useful and gives an overview
of each piece of data.

@ x| R EE 4=
ttorneyOnline  Mome  Accounts v Cortacts v Matters v Actwit Runding Abcount 5 p

The Report section is divided into several different sub-parts like “Recent”,
“Created by Me”, “Private Reports”,” Public Reports” and “All Reports”

There is also the facility to manage favorites and folders for specific reports.
Users can create “New Report” as per custom requirements, and “New
report (Salesforce Classic)” as from the salesforce default menu.

4.Glossary

Term Description
Unbilled Amount | The amount of the matter that has NOT been
attached or billed to an invoice.
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Responsible
Attorney

The username is set as the Responsible Attorney
for the selected matter.

Unpaid Amount

The amount of the matter that has been
attached/billed to an invoice has not been paid
yet.

Draft The invoice is still being prepared.

Submit for If the user preparing the invoice does not have

Approval approval rights, s/he needs to submit the invoice
for approval by clicking on the "Mark Next Stage as
Complete" button.

Approved The user with approval rights will approve the
invoice by clicking on the Mark Next Stage as
Complete button. The button for "Email Invoice
PDF" shall be activated.

Sent Upon clicking "Email Invoice PDF", the invoice is
sent to the "Contact" email and the stage changes
to be "Sent".

Partially Paid This stage is auto selected if a partial payment is
made for the invoice.

Overdue This stage is auto selected if the Due Date has
passed, and FULL payment has not been made for
the invoice.

Paid This stage is auto-selected once the invoice is fully

paid.

Trust Account

Trust accounts are bank accounts set up
specifically to hold client retainers. Trust accounts
are held in the law firm’s name, but the money in
them belongs to the client.

Operating
Account

An operating account is an account from which the
firm can make payment of its expenses:
o Salaries and Payroll
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o Technologies

o Utilities

o Rent
It’s also the account into which firm profits are
deposited.

Statute of
Limitations

The time limit for filing charges against the
defendant.

Practice Area

The area of law in which an attorney primarily
focuses throughout their career.

Matter This is the issue on which the case can be filed.
Originating The lawyer is responsible for bringing business to
Attorney the firm.

Responsible The lawyer to whom primary responsibility is
Attorney assigned for the matter.

Hourly Rate When the lawyer charges the client for each hour.

Contingency

This is based on a percentage of the amount
awarded in the case. If you lose the case the
lawyer does not get a fee but pays some of the
expenses.

Flat fee

When a lawyer charges specific or total fees,
mostly in simple cases like “creating a will” etc.
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CONTACT US

marketing@aimdek.com

+1 956-506-1010

MR. AVAKASH DEKAVADIYA

VP OF DELIVERY & SOLUTIONS INTEGRATION

B avakash.dekavadiya@aimdek.com

& +1289-301-4287

AIMDEK TECHNOLOGIES INC.

265 Rimrock Road,
Unit #4, North York, ON M3J 3C6, Canada

www.aimdek.com
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