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Quick Guide to PracticeMaster Quick Clicks

The PracticeMaster Quick Clicks pane provides an easy way to navigate and organize data files in
PracticeMaster. This guide will provide you with all the information you need to make use of the features
and filters in the Quick Clicks pane.

GETTING STARTED

The Quick Clicks pane of each file provides single-click access to a variety of features that will help you
navigate your data files. Many of your common activities can be made easier with the use of Quick Clicks
pane features. For example, if you want to view only your own open clients, you can set up a filter in the
Filter group of the Quick Clicks pane in the Client file.
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The Quick Clicks pane is available in all PracticeMaster data files and the Matter : Quick Clicks ®)[o
Manager, although its functionality differs from file to file. The figure above shows the ﬁ = . §
default view of the PracticeMaster Client file. The top-left pane displays the List & Take Action w2
window of the Client file. The bottom-left pane displays the SnapShot window. The 9 WorkFlow w1 k3
right pane displays the Quick Clicks pane for the Client file. Pr— R =
The Quick Clicks pane can be docked on the right or left side of a file window by Quick(licks @
clicking and holding the L_| area (gripper), and then dragging it into the desired & Take Action g
position. The [#] (pin) in the top-right corner of the Quick Clicks pane allows you to set B Repor %
the pane as a static feature of the file window, or hide the pane as a Quick Clicks EE.::LHW ;
Quick Clicks | b tton when it is not in use. By default, the Quick Clicks pane is Wi sort 8y ¥
“‘unpinned”. We recommend clicking the pin to make the pane a static feature so that Column Layout ¥
you can easily access all of the features of the Quick Clicks pane. The individual 1/ Customize Current V... (&
groups of the Quick Clicks pane can be displayed using the ¥ button or hidden using Refresh (F5)
the # button on each group’s title bar. You can also drag and drop the groups in the List Preferences
Quick Clicks pane to reorder the options. Configure Client Pages
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Li1ST WINDOW VIEW OPTIONS IN THE QUICK CLICKS PANE

Quick Clicks can be used in a variety of ways to customize the List window, depending on the file in which
they are used. The Customize Current View group of the Quick Clicks pane can be used to alter which
tabs are displayed in a file and how they are displayed. For example, in the Client file you can use the
Configure Client Pages option to determine which tabs are displayed in the Client file. Likewise, the
Column Layout group can be used to customize the columns displayed when a file is opened.

USING CuSTOMIZE CURRENT VIEW

. R . ) List Preferences @
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or Contact file (the options for the Contact file Document Management Page
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boxeS W|” be dISpIayed as tabS in the | Contact Uzage Page | Restore Default Settings
associated file, while tabs for the cleared check
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In any PracticeMaster file, click the List Preferences option to display the List Preferences window. In this
window, select the Show Grid Lines check box to display grid lines between each line in the List window
of the file. Then, select how many lines will display for each row. This provides the opportunity to display
more information per record than the default single row, or to simply double-space records in a file. Finally,
select contrasting colors as the Row 1 Color and Row 2 Color fields to optimize viewing ease.

ALTERING THE COLUMN LAYOUT
The Column Layout group of the Quick Clicks pane can be used to organize the List window of each file,
making skimming for the right record more efficient. By editing the column layout, you can choose which

fields are displayed upon opening a file, and then use

L ) ) Edit Column Layout @
these columns to sort by a specific field. The fields e
included in the column layout are also the fields that will ’ ST
be copied if you select records in the list to copy into third fuaiadalikls - Feld O AT -
. . . . lenl_| iy, ame ALl
party software. Many firms will define multiple column flphs_Search Desc delaul
layouts for the frequently accessed files, such as Client s o 22 s
and Contact Addr3 Celular_Phane default
City P — Email_Address defalt
State ﬂ_ Categar default
. .. Zip Stat_gLir:Iit default
To add a new, or edit an existing column layout for the County Koo J [sottaion defauk
current file, click Add/Edit Column Layout. This will i Conments defouk
open the Column Layout Manager window. e fnone [ wian |
Location
i Task_Bazed_Biling & &
TO Create anew COIumn IayOUt Mote: Check mark indicates which colurmn
will resize to fil remaining column space.
1. Ig tlhe Column Layout Manager window, press o) [ooen ) [
trl+N.

2. Enter a short name to describe the new column layout. This name will be displayed as an option in
the Column Layout group of the Quick Clicks pane.
3. Click the Edit button.

Page 2



In the Available Fields column, select a field, such as Contact.

Click the Add button to add the field to the Field Order column.

Do this for each field that you want to display in the new column layout.

In the Field Order column, select fields individually and click the Up and Down buttons to change
the order in which the fields will be displayed in the List window of the current file.

8. Click Save, and then click OK to save the new column layout.

No oA

To edit an existing column layout, select the desired column layout in the Column Layout Manager window
and click the Edit button. To create a new column layout based on an existing one, select the desired
column layout and click the Copy button. You can then click the Edit button to edit the new layout.

r
e .
Client

WORKING WITH INDEXES AND FILTERS | [ ¢y || g | Seorchty tame

The Quick Clicks pane can be used to access indexes
and create filters. These features provide a unique way
to organize and search information in each file.

) Petg[mhggrﬁﬁelgg. _alqeneral Legal urlsn?l . J@?A{SE-'I?SEI 5
USING INDEXES FOR QUICK SORTING o BTSN Ao

An index controls the order in which records are displayed in the List windows of their [ sort 8y 2
respective data files. A temporary index can be applied by clicking on the column F—

header of any column in the List window. The triangular sort indicator (shown above) Alternate Search

will be displayed, denoting whether the sort is ascending or descending. After you AoP ClientlD

have selected a column, the Sort By group of the Quick Clicks pane will display the Name

index used. Some indexes are created when you click the column header, and are Contact

called “temporary” indexes. These temporary indexes are displayed using a shorthand

version of the column name, preceded by an asterisk (*) (shown to the right). In . v
addition to clicking the column header, you can reapply indexes by selecting an indeX | {} customize Current V... ¥

in the Sort By group of the Quick Clicks pane. Temporary indexes only apply while
the file is open. When the file is closed, any temporary indexes are removed from the Sort By group.

Once an index is applied, begin typing. An Incremental Search (i.e., Search by *index) window will be
displayed (shown above), which searches the selected column for the first record that matches the
characters entered. For example, if the Client Name column is selected, the window will be titled “Search
by *Name” and the Client Name column will be searched for the first match to the characters entered.

A permanent index can be created using File Maintenance. Once created, permanent indexes are always
displayed, and are shown in the Sort By group above any temporary indexes. These indexes are retained
when the file is closed, and can make sorting faster. Take the time to set up permanent indexes for those

sort orders you use frequently. Another way to search for specific records involves the use of filters.

IEd

INTRODUCTION TO FILTERING & Contac | - El@
Filters make it easier to find the specific records DOEHSE | eOOIBI U XK OR E
you are looking for by displaying only those [__Cendar_|,_Jouma ], Gient ! Quick Clicks 7
records that meet the criteria you enter, such as List  Comtact | Misc é —— v
records created for a certain timekeeper or by a € Fiter k
specific User ID. There are three different ways to | | [bontactLateaay  FullMame

filters; you can use the List Text filter, a pre- et ol e Rl C_List Text Filter
us_e _I > y ! p Inzurance Aduster  Mancy J. Marting 7 Contact Cat
existing filter (e.g., the Contact Category option Inswrance Adjuster  GaryJ. Olson n egory
in the Contact file), or an Expression filter. The Insurance Adjuster  Harold J. Sanders Insurance Adjuster
List Text filter can be used to quickly search for I P N atll

all records that contain a specific string of text in any of the fields included in the currently selected column
layout. Using the pre-existing Contact Category filter allows you to search for contacts who are assigned to
certain Contact Categories. For example, suppose an insurance adjuster is working on a claim for one of
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your clients, but you cannot remember the adjuster’'s name. In the Filter group of the Quick Clicks pane
select Contact Category, and then select Insurance Adjuster in the Contact Categories window.
PracticeMaster will search the Contact file for all records with “Insurance Adjuster” selected as the Contact
Category field, and display only those records.

Alternatively, use the powerful Add/Edit Filter option to create an Expression filter and gain more control
over the search parameters. Expression filtering can be useful when searching for records that meet one or
more conditions beyond simple text searching. Unlike the List Text filter, PracticeMaster uses the
Expression filter to search records based on specified field values. To begin, select Add/Edit Filter from
the Filter group of the Quick Clicks pane. This will open the Query Expression Editor where you will define
the queries for your expression filter.

To create an expression filter:

1. Inthe Query Expression Editor window, enter a title in the Description field. Make sure you use an
easy to understand description, because it will be shown in the list of filters in the Quick Clicks
pane.

2. Enter alogic statement in the Expression field, or click the Query Wizard button to create the
desired expression(s) without having to enter the logic statements yourself. Using the lookup arrows
and inserting new rows in the Query Wizard, you can search for virtually any combination of field
values.

3. If desired, select the Use Index check box to apply an existing permanent index to the filter. (Note:
Using an index allows the filter to work more quickly by searching relevant records first.)

4. Click the Save button to save the new filter.

Once an expression has been created, it is saved and can be used from then on. There is no limit to the
number of expressions that can be created. Making use of Quick Clicks filters can be an easy way to sift
through what might otherwise be a thick file in a filing cabinet. Additional information and procedures
regarding how to create and use filters and indexes in PracticeMaster can be found in Knowledge Base
Article R11207, “Working with Indexes and Filters in PracticeMaster” (www.support.PracticeMaster.com). If
you need more help, call our Technical Support Department (402) 419-2210. We will be happy to help you.

& Filter

Active Clients Only

]

Query Expression Editor

Dezcription: L& List Text Filter
by Active Clients Query Wizard ‘E Add/Edit Filter
Query Wizard
And Field Test Field Test -
Ar Mame Condition Comparison *Yalue |
Inactive iz FALSE Mo b
Frim Tk Jequalts  [No | Rd
[ Mew Fow ] [ Delete ] [ Move Up ] [ Move Down ]
Cluery Expression:
[Inactive = 0] and [Prim_Tkpr=1] -
Cancel ] [ Help
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ACTIONS IN THE QUICK CLICKS PANE & TokeAction 4

The Take Action group in the Quick Clicks pane of each file is unique, yet each file B eNotify
shares a few common functions. These common functions include: Display History, B Display History
Dial Phone, Send E-mail, Find and Replace, and eNotify. iz Dial Phone

B Send E-mail
DisPLAY HISTORY B Find and Replace

When any PracticeMaster record is selected, click the Display History option to
view changes made to the record. Any changes to the field will be displayed, provided History Tracking is
enabled in PracticeMaster Customization (Utilities | Customization) and for the selected field in File
Maintenance.

DiAL PHONE
The Dial Phone option can be used to automatically dial any phone number in a Phone Number field or
any other phone number and/or start a timer record. All 19 client/contact phone numbers are available.

SEND E-MAIL

The Send E-mail option can be used to create a new e-mail message using your default e-mail software,
such as Microsoft Outlook. Using the Outlook Plug-in in conjunction with the Send E-mail option allows
you to save a copy of the e-mail and optional attachments as an e-mail record in the Journal file and link
the e-mail record to a client and/or contact. These e-mail messages can also be linked to calendar and fee
records using the Outlook Plug-in. The ability to track all client and contact e-mail in a central repository,
regardless of which employee sends or receives it, is a powerful feature of PracticeMaster.

FIND AND REPLACE

The Find and Replace window can be used to find one or more records in a file containing the specified
text, and optionally replace this text with alternative text. This window can also be used to quickly find
records as an alternative to using the incremental search.

[;r PracticeMaster eNote - 4 of 3 SHACHL X
ENOTIFY — ——
When using the Platinum version of the software, LOEROCOOBED::
selecting any PracticeMaster record and clicking the R eE & (Jpismiss
eNotify optlon_ will open a new S_end eNote Wln_dow. The R IO —
Send eNote window will automatically insert a link to the To MARTIN
record yOU are Vlewlng' The n_eW eNote WI” aISO Flease review the deposition included in the linked Daoc. Mamt. record and let
automatically contain information based on the record b Ul L e st
from which it was created. This feature provides a simple o
way to notify co-workers of additions or changes to their Bl o o e GEET,
PracticeMaster records. The eNotify option is a
PracticeMaster Platinum feature. @ Linked Document Management ,e@
ADDITIONAL ACTIONS | For Help, press F1 1 Urgent eMote  Online - )

Unique options are also available via the Client file, including the Client Calendar, Word Document
Assembly, and HotDocs Document Assembly. The Contact file offers a Create Client feature, allowing you
to quickly create a new client based on an existing contact. The Journal file allows you to Change Client ID,
Convert to Fee, Load Fee Record, Reply, Reply to All, and Forward. Additional features are available in
other PracticeMaster files, and all are described in detail in the PracticeMaster Help.
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REPORTS IN THE QUICK CLICKS PANE

Similar to the Take Action group, the Report group in the Quick Clicks pane of each file is unique, yet
each file shares a common report — Print Record.

PRINT RECORD
When a PracticeMaster record is selected, clicking the Print Record option will print a report that displays
the value for each field included in the selected record. This is a fast and easy way to print a copy of any

PracticeMaster record.

USAGE REPORTS

Usage Reports are a powerful feature in PracticeMaster that let you quickly see all references in the
PracticeMaster data files to a specific record in a lookup file. This concept is sometimes referred to as a
reverse lookup. For example, you can run a Contact Usage Report for a specific contact in the Contact file
to quickly see all cross references to that contact.

Usage reports are available for all lookup files. A special Contact Usage Report can be run from the Client
file that will list all contacts used for a specific client. You can run a Usage Report for a particular
timekeeper and see all cross references to that timekeeper.
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FEE-RELATED REPORTS
In the Fee file, and in the Client file on the Fee tab, you can run the Timer Fee Report. This report includes

the highlighted fee record(s), and indicates if the fee record(s) were not created from Journal tasks or
displays information regarding the journal task used to create the fee record(s). You can mouse over
individual records and with a click of the mouse immediately display the field and individual record.

CONCLUSION

The PracticeMaster Quick Clicks pane provides an easy way to navigate and organize data files in
PracticeMaster. The Quick Clicks pane of each file provides single-click access to a variety of actions and
options that will help you navigate your data files. Taking the time to explore the capabilities provided by
Quick Clicks can save you time and help you find the information you need quickly.
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