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Quick Guide to PracticeMasterContacts

This Quick Guide will show you just how simple it is to use PracticeMaster Contacts. Taking advantage of
this feature will allow you to be far more productive than ever before.

WHAT IS A CONTACT ?

Contacts are the people, businesses, and anyone else with whom you might share a professional
relationship, including clients. The PracticeMaster Contact file is shared with Tabs3 and Trust Accounting
Software to provide a central, organized location for all of your contacts.

GETTING STARTED

Let 6s t ak e Cantattble kromathe Fite menu, select Open, and then select Contact. The

Contact window can also be opened from other areas of the software by clicking the &3 icon, which can be
found on the Task Folders, the PracticeMaster Task Bar, and in the Matter Manager window.
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Contact E=3EcH [t
L - \ ™ y b o ]
OOEHE sODOIBIVIXEOOCOD &
Lst | Contact | Misc | Calendar | Joumal | Client | Contact Usage | ! Quick Clicks 7
Contact [D Contact Categary Full Mame Organization Addr - é iakedding =
Bensondark, Insurance Agent  Mark Benson Mational Security Life Insurance 978E B eMotify
Berg/Sandra Sandra Berg Bennington & Moz 190C . .
Display Hist
Binder/Gregary Greqary Binder Lancaster District Court 1001 - !sp ay Histery
ElackstoneDarle Darlene Blackstor “Wiliams, Wilzan & Harrizon 1300 B Dial Phone
Brown Court Fepe Brown Court Bepe Brown Court Beporting Services 3151 [+ Send E-mail
Erown/Stephanie | Court Reporter | Stephanie J. Erow| Brown Court Fleporting Services| 315 B Find and Replace
Bryan LGH East b Medical Provider Bryan LGH East F Bryan LGH E ast Hospital 160C ~ b Create Client
4 I
SIo) @ Report &
it [ Print Record
Stephanie J. Brown Court Reporter
Brown Court Reporting Services Indmadual b Contact Usage
Last Date mmiddiyyy [ Calendar Contact
ﬁ Usage
3 B Journal Contact
. . Usage
Contact  Brown/Stephanie J. Business
Contact  Harris/Maolly Stephanie J. Brown Eﬁ WorkFlow ¥
Business 402-484-3157 Brown Court Reporting Services ﬁ Filter ¥
Business 402-484-57172 915 E. Ketchikan Ave. -ﬁ Sort B -
Fax Ste. 1004 Y =
Mobile 402-474-1384 Lincoln NE 68519 Colurmnn Layout ¥
Web Page www brownreporting.com 1? Customize Current .. (¥
E-mail SEBrown@brownreporting.com =

The Contact file displays all of your contacts on the List tab, with each row representing a separate contact
within the file. Highlighting a contact in the list and then selecting the other tabs in the window will display
additional information about that contact.

Two types of contacts can be maintained, along with an unlimited number of categories. An Individual
contact represents a single person, such as a client, an opposing attorney, a court reporter, a judge, etc.
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These individuals can be associated with organization contacts via the Organization field. An Organization
contact is a contact that represents a business or a group entity. An organization contact can have multiple
i ndi vidual contacts associated with it. When an
which associated individual contacts will also be updated, making working with business-related contacts
easier than ever!

ADDING A CONTACT
Adding a contact is done in three easy steps: | New Centact =S

: Contact 1D [Last/First]: Harriz/Marp -
1. Inthe Contact file, click the L button to
add a new contact. This will display a

New Contact window like the one shown [
on the right.
2. After entering a name in the Contact ID field, click OK.

3. Enter any pertinent information about the contact, and click the E button to save your entry.

] 8 ] | Cancel | | Help |

Congratulations, you have just added a new contact to PracticeMaster!

E C Contact /
INDING A CONTACT ™ I T Y Y. Y, 0
PracticeMaster provides an easy way to find any L CLS . Search by Organization GO Q
contact. From the List tab of the Contact file, start || [Contact [Mse [{ga IS
typing the contactods | a $|ftoaiDa M Eantact Cobady  AIMWE I E€ORM@atAR L A hddies!

Farmer's Mutual He Insurance Companies Farmer's Mutual H Farmer's Mutual Hes 4500w

search window will be displayed and the list will : _ {
Harriz /M ary Ingsurance Agent tary Harriz Farmer's Mutual He: 4500 W,

advance to the first record with the letters entered,

g . . - Knight/Elizabeth M| Attormey Elizabeth MUKnigh G ates. Lewis, Johns
aIIowmg you to eaSI|y find the desired contact. Or, James/Thomas  Albtormey Thomas James  Gates, Lewiz, Johng 122 C
: Gates, Lewiz, John Altormey Gates, Lewiz, Joh Gates, Lewis, Johnz 122 Ce
click the header of .any C.Olumn to sort by that Carterilulie Attarney Julie Carter Gates, Lewis, Johns 122 Cel
COIUmn. Then, begln typlng An Ir_]cremen:tal JohngondLammy Larry Johnzon Johnzon Industries :
Search (i.e., Search by *index) window will be e PR o bl R Ll b —

displayed, which searches the selected column for the first record that matches the characters entered. For
example, if you want to see all contacts associated with a certain organization, select the Organization
column header. The incremental search window wil
Organization column will be searched for the first match to the characters entered, as shown in the figure
above.

CTa:kFolder:—Jensen, Martin & Anderson, P.C. = [|[= | E2
) ) [ Setup I Reports | Files |
Another way to search the Contact file includes the Man | Clent | Calendar | Documents | Search | Integration | Maintenance |
powerful Contact Search program, which makes -
. - . e
finding a contact simple and quick. 8 \lﬂ &b

Client tatter Manager Contact Contact Search

1. Onthe Main tab of the Task Folders, click the

Contact Search icon. ¢4 = 7 T

2. Inthe Search for field of the Contact Search oo =8 )
window, enter the name of the contact you Searchior BROWN .
want to find, as shown in the figure to the right. e Otione N

3. Click the Search button. A Print dialog box will Match partial words Phontis S earch
be displayed allowing you to print, save, or E‘EW”[“W]
preview the Contact Search Report. This report ||
contains a detailed list of your search results.

4. Click the Preview button. This will display the Contact Search Report on your screen, showing you any
records that matched your search criteria.

5. Move your mouse over one of the records. When the record is highlighted in yellow, you can drill down
to it. This is shown in the figure on the following page.

6. A single click of the mouse immediately displays the contact information you are looking for!

Page2

or ga

be



As you can see, the Contact Search program makes it easy to find any contact.

Note: PracticeMaster even lets you customize the Contact Search Report to include any field you want.
Customization of this report is performed in the File Maintenance program.

Date: 11/15/2011

Whole word search for: BROWN

Contact Search Report
Jensen, Martin & Anderson, P.C.

Sy

Page: 1

e

Lewis/Joseph M.

Contact Modified: 11;‘151201?'

Aftorney

Organization: Lewis, Jacobs & B
i File

Brown/Stephanie J.

I /Y Contact - Brown/Stephanie J.
Edit Help

LoES8 s HOIBIUVUXE OCCOOIVS

E=R(EcE =

-
&
L

Court Reporter

Contact | Misc I Calendar I Joumal I Client I Contact Usage|

Full Name: Stephanie J. Brow

Organization: Brown Court Repdy c2=<t 1
Last Name: Brown Full Name

Contact Name: Brown/Stephanig

- Organization
Harris/Molly

Court Reporter
Organization. Brown Court Repa

Brown Court Reporting Services
Full Name: Brown Court Reportin
Organization: Brown Court Repqg
Contact Name: Brown/Stephanig

County

Lewis, Jacobs & Brown
Aftorney
__,Full Name: Lewis, Jacobs & Brow | User/Group

Web Page

915 E. Ketchikan Ave.

Default Address  Lincoln NE 68519

wwss @
Bt o) s |m
SBrown @brownreporting .com

]Bmwm"Stephanie J. Categary Court Reporter
Stephanie J. Brown _)

- - [ Inactive
@) Individual () Organization

[] Do Net Sync
Brown Court Reporting Services

Ste. 1004

Lancaster

@08 8

www brownreporting .com

ALL -
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CLIENTS AND CONTACTS

All contact information for clients is stored in
the Contact file. This allows you to update
all matters for a client by updating a single
contact record. Additionally, you can link or
associate contacts with your clients in many
other unique ways. This provides one of the
major benefits of PracticeMaster: You can
track the history of each contact and their
involvement with any client.

For this example, we will show you how to
add a contact as an organizationc | i en't
contact name. However, keep in mind that
there are other areas in which a contact can
be associated with a client using the same
basic steps. Linking a contact to a client can

> —
—— R o —— T — ——

Client - [200.02] Peterson Insurance Co.

OOHSE & OBIVKEBEOCOO V&

[ st ([ Address DSetup [ Details [ Cout | Profie | Calendar [ Joumal | Contact | Client Related |

=

Cliert
PDD.D2
Cliert ID [ Inactive
@nt Name Peterson Insurance Co. - Peterson Insurance @ X
[ Secure Client

Work Descrption  Maintenance of Insurance Policies

Malcolm NE 68633

Web Page www petersoninsurance .com &
MName Search Peterson Insuran Location Omaha -
Date Opened 08/26/2011 - Date Closed mm/ddAryy -
Matter Contact
Contact Name Franiin/Paul - Paul Frankdin
D % siness w | 402-435-173%512 '5' Home - | 402-421-4677 =
a -
pfranklin@petersoninsurance .com =

= EE=

IEEREE

be done via multiple fields the Client file or the Create Client action in the Contact file.

Selecting an individual as the primary contact for a client is done in just a few short steps:

1. Onthe Main tab of the Task Folders, click the 8 icon to open the Client file.
2. After choosing a client, click the Address tab. This is shown in the above figure.

3. Click the ™ button next to the Contact Name field to open the Contact Lookup window.
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Paul Franklin

Farmer's Mutual Health % Life Ins - Insurance Companies
erdar-Eortas! Peterson Insurance Co.

Franklin/Paul - In:
Client : Contact Mame
edical Arts Associates -
Calendar : Contact
Peterson Insurance Co. - Insurance Companies
Client : Cligrt Marne
Roth/David M. - Inzurance Agent
Calendar : Contact
Calendar : Contact
Wallace/Andrew C. - Altoiney
Joumal : Contact

Business 4024351730512

Home 402-421-4677

Mobile 402-474-8605

Web Page www petersoninsurance.com
E-mail pfranklin@petersoninsurance.com

Medical Provider

mn

Jensen Martin & Andersc

[ »

changes.

As previously mentioned, contacts can be linked to
clients in other ways. In the figure on the right, a
contact is linked as an opposing attorney on the
Profile tab, while another contact is linked as a judge
on the Court tab. This ability to link clients and
contacts is a major benefit of PracticeMaster.

CONTACT USAGE

Now t hat vy caentotseandlclieniskyewcan
use the Contact Usage tab in the Contact window to
see exactly how that contact has been involved with
your firm. Clicking this tab displays a list of records
(i.e., clients, e-mails, appointments, phone
conversations, etc.) in which a contact is used, as

If you click the Contact tab in the Client file,
you will notice the contact is listed here as
the Contact Name for this client. All contacts
associated with a client are listed on the
Contact tab, as shown in the figure on the

e - S— [=I=Es| 4, Double-click a contact in the list. This will
‘L ‘fbkrl“lL—lell QI“‘ Lf‘?q? QD?" ff“ £ _ return you to the Client file with the

List Address | Setup | Details | Courtt | Profile | Calendar | Joum omtact | Plient Related 2 - - .
PSP 2 Contact Name field now filled in.

Conact/ Fie |2 - 2] 5. Click the E button to save your

left.

[ [ Client - [100.00] Larson/Michael '_
DOHE L DBIVIXEOGOO V&

| st | Address | Setup [ Details | Cout(| Profie [Jalendar | Joumal | Contact | Cient Related | f
Qlient 1D 100.00 Larson,/Michael 3
@osing Attomey Lewis/Joseph M. - Joseoh M. Lewis ;'
Profile | @ Client - [100.00] Larson/Michael f'
OLOEE s 0B UI%EQ GO0

| List I Address I Setup I De{alI(LEU_Wlll_)‘mﬂle I Calendar I Joumal | Contact I Client Re,

Cliert 1D [100.00 |arson/Michael ‘!

Staute of Lmtations~ 03/10/2016 = Saturday 1

County of Fiing Lancaster f

State of Jurisdiction Nebraska ':

Courtty of Jurisdiction Lancaster 3

Court of Jurisdiction MNebraska Workers' Compensation Court - £

@ge Qlsen/Douglas A. D ;

el Y ——— e,

shown in the figure above. Double-clicking any of the records in the list will instantly open the file containing

that specific reference.

CONTACT USAGE REPORT

L Quick Clicks &
The Contact Usage Report provides the same information as the Contact Usage tab,  {& fakeaciion ¥
giving you another convenient way to detiﬂﬂm,&cneﬁ

. . . t'; [ Print Record

1. Inthe Contact window, click the List tab. .
2. Select a contact by clicking on their name. ‘E B Calendar
3. Click the ¥ button in the Report group of the Quick Clicks pane. \ . f;unr::t Usage
4. Select Contact Usage to preview the Contact Usage Report. Contact Usage

»
w WorkFlow

a

Contact - Farmer's Mutual Health & Life Ins EI@ 2
S— - e , - The Contact _ (7 Filter v
OOEHE OB IVIXE OO 8¢ Usage Report lists [t sor 8y v
[List [ Cortact | Misc | Calendar | Joumal | Client { Contact Usage )) 2 | all cross references Yl Column Lay... (¥
: | tothat contact, and 15 cusgmieGue,
ST iC = ||z | also includes drill-
100.00 Larson/Michael - Larson v. Bel-Cor C Larson/Michael — | down Capab"ities_ C||Ck|ng a drill-
Claimant Information : Inzurance Company Mame Larsonv. Bel-Cor C . . .

102.00 Gilbert/Andrew C. - Auto Accidert 10000 L down field will take you directly to the
Defendant’s Information : Defendant's Insurance Co. i 1 Tall ifi
120.01 Klein/Daniel P. - Klein vz. Simmons Construction Contact  Larson/Michael file and field Contaln|ng that SpeCIfIC
Claimant Information : Insurance Company Mame HO"_"e 402-474-5421 reference

121.01 Phillips/Marcus - Feal Estate Acquisition Business 402-474-4651
Title Insurance Charges | Company Mame E-mail milarson@larson.com
200.02 Peterson Insurance Co. - Maintenance of Insurance Web Page www.larson.com -
Calendar : Contact & ] Tl 3
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ADDITIONAL |INFORMATION

There are numerous possi bi lcontadgtsean banefit yauhfirnt The fBllovengt i ¢ e Ma
key items will give you a brief introduction to those possibilities.

Contact - Ramirez/Raul (= | e |
MAKE A CONTACT A CLIENT NOES LN TBIYU%EOCO O <&
PracticeMaster allows streamlined processing _ — - —— |
. . . List Contact | Misc | Calendar | Joumal | Client | Cortact Usage ¢ Quick Clicks |2
of prospective clients. Rather than using a : : 1|
. . . Contact ID |Ram|rez,-"Rau\ Category & Take Action z
Client ID for a prospective client, enter e i A— g
prospective clients as contacts. This allows you & evi  © Orgarnzsion b Display History
to not only store contact information, but create Opuitn[CoteConmay e ot i zaa\dp;one_l
a summary of the prospective clientd S € @ S € o) cunral Cours Buidn e et
schedule a follow-up meeting, and journal any i 2650 S Cafors Avrue - i e
. ! o 7| Default Address  Chicago IL 60608 h
phone conversations that occur after the initial BT %
meeting. Then, when the contact later decides || ..., g Workilow ¥ |
to become a cll_ent, simply use these steps to Foem— T yreTon = R r— Yy
create a new client record. e o =R —
- . E-mail 1* -
1. Inthe Contact window, from the List Web Fage hitp://www cookcoLrtycourt org
tab, double-click the prospective client. User/Group ALL

2. Select the Contact tab.
3. In the Quick Clicks pane, click the Create Client

. . . . ® Client P

option in the Take Action group, as shown in the — : — i

|nﬁ)age to the I’Ight g P [ L @' go M B T U | % EJ| (AN ENSN»]| v

’ . Address | Setup | Details | Court | Profile | Calendar | Joumal | Contact | Client Related (

4. Select or enter the Client ID you want to use. o ;

5. Click OK. Client 1D :

6. Click the E button to save the new client record. Clirt Name - :

Work | New Client Record 7|3 i

Update any existing PracticeMaster records, such as - O — J}

. Q ext Available Client .

calendar, journal, or document management records, to e ]
include the contactdos Client [[I D §pec(igcmem'[011at all—of |the |

previously saved under the contact is also linked to the new N 3

client record. Thatos it! bt o J[ conca ] {

oS e e

CUSTOMIZATION

PracticeMaster has been designed to be flexible and customizable so that it can meet your specific needs.

By grouping contacts into contactc at egori es, you can take adtytasioreage of
information that is specific to each category.

For example, when entering information for a judge, it makes sense that you would be prompted for
information relating specifically to judges. Conversely, it would not make sense to be prompted for
information related to insurance agents when entering that same judge6 mformation. By utilizing contact
categories, PracticeMaster is sophisticated enough to only prompt you for the information required.
Therefore, you are presented with the exact information that you require, without being inundated with
unnecessary pages and fields.

UsingContactCat egories opens the way t owaonthctsovithscategany- zi ng P
specific pages, custom fields, and more!

Below are examples of category-specific pages. These pages were designed for contacts who are a part of
the Judge Contact Category (shown on the left), and for contacts who are a part of the Attorney Contact
Category (shown on the right).
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Notice the fields displayed on each page, specifically the Date of Judgeship field on the Judge
Information page, and the Lawyers.com field on the Attorney Information page. These category-
specific pages and their custom fields are jatiost
capabilities.

OUTLOOK AND SMARTPHONE INTEGRATION

PracticeMaster integrates with Microsoft Outlook, and therefore integrates with any smartphone or device
that can integrate with Outlook, such as iPhone, BlackBerry, Android devices, and more. This makes
managing your clients and contacts even easier, and lets you take your clients and contacts with you on
your mobile device. Contacts and client contacts can be seamlessly transferred from Outlook to

Pr act i c eQdatatfile, arid any modifications made in PracticeMaster are also made to your Outlook
contacts. Maintaining PracticeMaster as your central hub for contact information ensures that information is
current and accurate no matter what device you are using. PracticeMaster can also integrate your calendar

entries with Outlook.

DOCUMENT ASSEMBLY AND REPORT WRITER
Two major components of PracticeMaster are Document Assembly and Report Writer. Document
Assembly pulls information straight from PracticeMaster to generate frequently-used documents; and

ReportWriterl et s you create custom r epor tTheseltiva featudes letryouPr act i

utilize all of your client and contact information to generate custom reports and documents. Be more
productive by using PracticeMaster to take advantage of all that information stored in a centralized firm-
wide database.

CONCLUSION

Contacts are an important aspect of any firm. PracticeMaster streamlines the process of maintaining a
directory of all your contacts, including clients, making it simple and straightforward. Taking advantage of
Pr act i c eddsasts vellralfow you to be more productive, and unlock new possibilities that were
previously unavailable.
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