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Quick Guide to PracticeMaster Contacts

This Quick Guide will show you how easy it is to use PracticeMaster Contacts.

What is a Contact?

A contact is anyone that the law firm works with and retains contact information for. Clients, payees, vendors, and users are linked to
contacts. The PracticeMaster Contact file is shared with other Tabs3 Software applications to provide a central, organized location for all
of your contacts.

Getting Started

Let's take a look at the Contact file. In the Quick Launch, search for and select “Contact File.”

E Contact EI@
Do e LoOeOO Search List (Ctrl+E) ¥
List Contact Personal Social Motes (hidden) Calendar Journal Email Document Client  Organization Contact Usage E’_

5
Contact By Category §
Contact ID Organization Contact Name Business Phone Email Address - 7
Baldwin/Judy Lancaster District Court 402-474-5681 judy.baldwin@lanc.ne.c
Bennington & Morris Bennington & Marris Murray/alex J. 402-649-8827
Benson/Mark Mational Security Life Insurance 303-488-6614 mark.benson@natsecli
Berg/Sandra Bennington & Marris 402-649-3827 sberg@benningtonmo
Binder/Gregory Lancaster District Court 402-474-5681 gregory.binder@lanc.r
EBlackstone/Darlene Williams, Wilson & Harrison 402-475-9961 dblackstone @wwhlaw.:
Brown Court Reporting Services Brown Court Reporting Services Brown/Stephanie J. 402-484-9157
Bryan LGH East Hospital Bryan LGH East Hospital
Carter/Julie Gates, Lewis, Johnson & Stanton 303-262-6060 jcarter@gljslaw.com
Cook County Criminal Court Cook County Criminal Court Ramirez/Raul 312-603-1928 cookcountycourt@chi.s
< >
-k
Stephanie J. Brown Court Reporter
b Brown Court Reporting Services Individual
t Last Date mm/dd/yyyy
Contact Brown/Stephanie J. Business
Contact Harris/Melly Stephanie J. Brown
Business 402-484-9157 Brown Court Reperting Services
Business Fax 402-454-9112 915 E. Ketchikan Ave.
Mohile 402-474-1384 Ste. 1004
Web Page  www.brownreporting.com Lincoln NE 68519
Email sbrown@brownreporting.com

Home
2110 S. 27th St.
Lincoln NE 68519

Jensen, Martin & Anderson, P.C.

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 contact categories. An Individual contact represents a
single person, such as a client, an opposing attorney, a court reporter, a judge, etc. 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 individual contacts associated with it. When an organization's business fields are updated, you can specify
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:

1. In the Contact file, click the L button to add a new contact. This will
display a New Contact window.

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.

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

Finding a Contact

PracticeMaster provides an easy way to find any contact. From the List tab of
the Contact file, start typing the contact's last name. An incremental search
window will be displayed and the list will advance to the first record with the
letters entered, allowing you to easily find the desired contact. Or, click the
header of any column to sort by that column. Then, begin typing. An
Incremental Search window will be 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

MNew Contact x
Contact ID (Last/First): | Carter/Julie v
- N

Dous BEOCOQ
List Contact Personal Social Notes Calendar Joumd search by Organization ntact

Contact (IEIEEER by Category Gat_
Contact ID izati Contact Name
Knight/Elizabeth M. Gates, Lewis, Johnson & Stanton Carter/Julie

Gates, Lewis, Johnson & Stanton
Carter/Julie

James/Thomas

Labour Plating Company

Lancastsr Countv Attornev

Gates,
Gates, Lewis, Johnson & Stanton

is, Johnson & Stanton

Gates, Lewis, Johnson & Stanton
Labour Plating Company

Lancaster County Aftornev

Knight/Elizabeth M.

Lacey/Gary,

the Organization column header. The incremental search window will be titled “Search by Organization” and the Organization column
will be searched for the first match to the characters entered, as shown in the figure above.

You can also use the Search Box to search all columns for the desired text. The Search Box is discussed in detail in the PracticeMaster

Search Guide.

Another way to search the Contact file includes the powerful Contact Search
window, which makes finding a contact simple and quick.

1. In the Quick Launch, search for and select “Contact Search.”

2. Inthe Search for field of the Contact Search window, enter the name
of the contact you want to find.

3. Click the Search button. A Print window will be displayed allowing
you to print, save, or preview the Contact Search Report. This report
contains a detailed list of your search results.

(L Contact Search

[E=S{Eon S)

Search for: | BROWN

‘ Search

Search Options
[JMatch partial words
Starts with

Contains (slower)

Phanetic Search

Cancel

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!
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Date: 08/26/2024 Contact Search Report Page: 1
Jensen, Martin & Anderson, P.C.

Whole word search for: BROWN

Lewis/loseph M. Contact Modified: 08/22/2024
Attorney
Contact Category: Attorney

Organization: Lewis, Jacobs & Brown

Brown/Stephanie J. Contact Modified: 11/24/2023
Court Reporter
Contact Category: Court Reporter
Full Name: Stephanie J. Brown
Organization: Brown Court Rgporting Services
Last Name: Brown
Contact Name: Brown/Stef

/X7 Contact - Brown/Stephanie J.

File Edit Help

Harris/Molly DB $DOIBI VY RE OGE v g e

Court Reporter
Contact Category: Court Repor| Contact Personal Social MNotes (hidden) Calendar Journal Email Document Client

(8] ization: Court :
rganization: Brown Cour Contact ID |Brownjstephan|eJ. |Categorg,r Court Reporter

Brown Court Reporting Serviced Full Name Stephanie J. Brown |
Court Reporter O in
Contact Category: Court Repo ® Individual (O Crganization
Full Name: Brown Court Re . : - Dy
.- Organization Erown Court Reporting services |
Organization: Brown Court
Contact Name: Brown/Stef] | pgysiness* ~ || 815 E. Ketchikan Ave. Details
Ste. 1004
Lewis. Jacobs & Brown [ Default Address | Lincoln NE 68519
Attorney
Contact Category: Attorney
Full Name: Lewis, Jacobs &
e ; County | Lancaster |
Organtzation: Lewis, Jacobs
Business ~ | 402-484-9157 | = Home v | |f

McGuire/Shelly - _
Attorney Business Fax | 402-484-5112 | = mMobile - | 402-474-1384 | 2

Contact (_:ate_gory: AtForney Email 1* o] shrown@brownreporting.com |E-
Organization: Lewis, Jacobs & brovwn

BROWN found in 6 records

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

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



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
organization client’s contact name.

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

1. In the Quick Launch, search for and select “Contact File.”

2. After choosing a client, click the Address tab.

3. Click the ¥/ button next to the Contact Name field to open
the Contact Lookup window.

Double-click a contact in the list. This will return you to the
Client file with the Contact Name field now filled in, as
shown in the figure to the left.

5. Click the i button to save your changes.

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 to the right.

Client - [200.02] Petersen Insurance Co. (=N ECR <
LoBE&E $0O0GOO
Document Fee Cost Contact Client Related People E
i Address i i £
List Setup Details Court Calendar  Journal  Note Email Phone o
Client a
Client ID 20002
[ Inactive
I_Chant Name | Peterson Insurance Co. | v Peterson Insurance Co. J .
[ secure client
Work Description | Maintenance of Insurance Palicies |
Users
Business™ ~ || 5th & Turner
Malcolm NE 68633
Web Page |www‘petersumnsuran(e‘mm ‘ &

05/20/2024 v

Date Closed | mmy/dd/yyyy | v

Name Search

Date Opened

Matter Contact

Contact Name

Franklin/Paul v

Paul Frank\m]

Business || 402-435-1739x512 a8 Home v | 402-421-4677 =
T | 5
Email 1* ~ ‘ pfranklin@petersoninsurance.com ‘ =
[ Client - [200.02] Peterson Insurance Co. [l e =)
List Address  Setup Details Court Calendar  Journal  Note Email Phone Document |2
Fee Cost Contact Client Related People =
@®Detail O Summary &
Contact/ File = : Paul Franklii Client Contact. |
Farmer's Mutual Health & Life Ins - Insurance Companies aul Franidin e
g Peterson Insurance Co. Agent
Individual
onta ance Ag < Last Date mm/!
Client : Contact Name
| Medical Arts Associates - Medical Provider Business  402-435-1739x312 Business
lendar : Home 402-421-4677 Paul Franklir
Calendar : Contact Mohile  402-474-8505 Peterson Ins
Peterson Insurance Co. - Client; Client Contact; Insurance C Web Page www.petersoninsurance.com Sth & Turne
Client : Client Name Email pfranklin@petersoninsurance.com  Malcolm NI
Roth/David M. - Insurance Agent
Calendar : Contact Jensen, Martin & Anderson, P.C.
Calendar : Contact
Wallace/Andrew C. - Attorney
S hd < >

'Q PracticeMaster - [Client - [100.00] Larson/Michael] Jensen, Martin & Anderson, P.C. - I:i
File Edit Calendar Documents Reports Search Maintenance Utilities Wwiew Window Help (7] 1 AS pI‘EVIOuS|y ment|oned, ContaCtS can be I|nked tO
eboE& £EOGCOO { Clients in other ways. In the figure on the left, a contact
E Cost Contact Client Related People Claimant Information Employer's Insurance Medical Servics . | k d . tt hl th t t
é Accident Information Settlement Information Defendant's Information Witness Information Claimant's Employmeg Islinked as an OpPOSIng a Orney’ while another contac
= st Address  Setup Details  Court (hidden) (hidden) Calendar Journal Note Email Phone  Document Fef is ||nked as ajudge on the Court tab. ThIS ab|||ty to ||nk
. hael v . . . . .
Clent & [1omc0 | [tasomicae | { clients and contacts is a major benefit of PracticeMaster.
k Larsan v, Bel-Cor . . . .
wercosrpin | | | Keep in mind that there are other areas in which a
Statute of Limitat 09/20/2025 | v saturday 1 . . . .
AU ke { contact can be associated with a client using the same
Oppaosing Attorney Lewis/Joseph M. v 1 . . . . .
P—— ; basic steps. Linking a contact to a client can be done via
County of Fing — « multiple fields the Client file or the Create Client action
i
State of Jurisdiction 3‘ n the Contact f||e
1
County of Jurisdiction }’
Verdict or Outcome I:I |
1
Court Judge 4
Court of Jurisdiction ‘ Nebraska Workers' Compensation Court ‘ v Judge Olsen/Douglas A. | v i
L
State of Nebraska Workers' Compensation Co Douglas A Olsen 1,
R T & I I B I S J




Contact Usage

Now that you've linked contacts and clients, you can 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, emails, appointments, phone conversations, etc.)
in which a contact is used. Double-clicking any of the records in the list will instantly open the file containing that specific reference.

Contact Usage Report RN i

Contact List ¥

The Contact Usage Report provides the same information as the Contact Usage tab, giving you another Take Action ¥

convenient way to determine a contact’s involvement with your firm. Report A
1. In the Contact window, click the List tab. e

Contact Usage

2. Select a contact by clicking on their name. PETETEPEOIE Usage

. ¥4 . . .
3. Click the ** button in the Report group of the Quick Clicks pane. Journal Contact Usage
o
4. Select Contact Usage to preview the Contact Usage Report. MioriElow =
QuickView =
1 _ O x Filter ¥
g PracticeMaster - [Contact] Jensen, Martin & Anderson, P.C. =
Sort By =
File Edit Calendar Documents Reports Search Maintenance Utilities  View  Window v
Help @ _ax Column Layout ¥
) & RO Customize Current View =
E List Contact Personal Social Notes Calendar Journal Email ~ | €
5 Document Client Organization Z  The Contact Usage Report lists all cross references to that contact,
View: | Detail v|  som [Clentip  ~ £ and also includes drill-down capabilities. Clicking a drill-down field
Client / File A|E S — will take you directly to the file and field containing that specific
" arson/Michae
Larson/Michee! reference.
Claimant Information : Insurance Company Name 100.00
People : Contact
102.00 Gilbelrt/Andrew C. - Auto ACCI(‘jEHt Contact  Larson/Michael
Defendant's Information : Defendant's Insurance Co. Home A02-ATA-5421
People : Contact Business 402-474-45651
120.01 Klein/Daniel P. - Klein vs. Simmons Construction Email mlarson@larson.ce
Claimant Information : Insurance Company Name Web Page www.larson.com
N —— e < >
For Help, press F1 DISPLAY

Additional Information

There are numerous possibilities in which PracticeMaster’s contacts can benefit your firm. The following key items will give you a brief
introduction to those possibilities.



Make a Contact a Client

PracticeMaster allows streamlined processing of
prospective clients. Rather than using a Client ID for a
prospective client, enter prospective clients as contacts.
This allows you to not only store contact information, but
create a summary of the prospective client’s case, schedule
a follow-up meeting, and journal any phone conversations
that occur after the initial meeting. Then, when the contact
later decides to become a client, simply use these steps to
create a new client record.

1. In the Contact window, from the List tab, double-
click the prospective client.

2. Select the Contact tab.
3. In the Quick Clicks pane, click the Create Client
option in the Take Action group.
4. Select or enter the Client ID you want to use.
5. Click OK.
6. Click the I button to save the new client record.
oEa 1)
Cost Contact Client Related
Address  Setup Details Court Calendar ~ Journal ~ Maote Email
Client
Client Name v
Work Mew Client Record ? X
Specify a new Client ID: s
(®) Next Available Client ID | 851.00 |
Mext Available Matter
Web (O specific Client ID | 851.00 |
Date L y

Customization

Contact - Ramirez/Raul == =]
o N
DoEHeE LOGO®
Client Organization Quick Clicks =
List Contact Personal Social Notes Calendar Journ: £ Take Action A %
Contact ID |Ram\rez/RauI | Category| Attorney eNotify El
Display History
Full Name | Raul Ramirez ‘ Dial Phone
Address Details
® Individual O Organization

Organization | Cook County Criminal Court

Create Client
‘ h atter Manader

Send Email
Business* ~ || Criminal Courts Building Details -
2650 South California Avenue G Report ¥,
¥
Default Address | Chicago IL 60808 &S workrlow
County | |

Business Home

~ || 312-603-1928 &

Mabile

v || 312-542-8956

Email 1* ~ | paul.ramirez@cookcountycourt.org
Web Page | http://www.cookcountycourt.org
User/Group | ALL

Update any existing PracticeMaster records, such as calendar, journal, or
document management records, to include the contact’s Client ID so that all
of the information previously saved under the contact is also linked to the

new client record. That's it!

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

contact categories, you can take advantage of PracticeMaster’s ability to store 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 judge’s
information. 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.

Using Contact Categories opens the way toward customizing PracticeMaster’'s contacts with category-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
and for contacts who are a part of the Attorney Contact Category.




E Contact - Thomas/Scott B. EI@
DoEs BEeeeO
Document Client Organization Contact Usage E
List Contact Personal Sodcial Notes Calendar Journal Email i
Contact ID [ Thomasscatt b. ‘ g
Law Schoal | University of Nebraska, 1994 |
Date of Judgeship | | 08/25/2002 | ¥ | ® Contact - Wallace/Andrew C. =3 =<
Family LO%@ [: x& @009

Spouse Betty Thomas Document Client Qrganization Contact Usage

List Contact Personal Social Notes Attorney Information Calendar Journal Email
Children Beth, 10; Brent, 14

Contact ID [ wallace/andrew . |

Lincoln Country Clul . .
Club Affiliations o Firm affiliation | Partner |

40112 %3N0

Interests Golf, Big Game Hund | = ¢ practice | Bankruptcy, Medical Malpractice |
I Lawyers.ccml | http://lawyers.com/Mebraska/Lincoln/Andrew-Wallace-1056844-a.html| | ]
Notes Judge Thomas is a Law School | Creighton University, 2004 |
th i d
& community, an Professional Membership | Mebraska Bar, 2005; Colorado Bar, 2007; ATLA Phi Beta Kappa |
Club Affiliations | Sertoma, Knights of Columbus |

andrew Wallace grew up in Blair, Nebraska, and served three years in the .S, Navy,
Mr. Wallace is very active in the Lincoln Bar Association, having served as president
from 2007-2010

MNotes

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 just a sample of PracticeMaster's
many unique customization 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, 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
PracticeMaster’s Contact file, and 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 Report Writer lets you create custom reports based on PracticeMaster's
data. These two features let you 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 PracticeMaster’s contacts will allow you to be more
productive, and unlock new possibilities that were previously unavailable. More information on contacts can be found in the Tabs3
Software Help as well as the Clients and Contacts Guide.
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