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Quick Guide to Journaling in PracticeMaster

Journaling is one of the most useful features available in PracticeMaster. The journal records provide quick access to case information
such as phone conversations, emails, research, time tasks, and notes. You can also search and sort the journals for flexible reporting.
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Journaling is an activity that you will become very familiar with. Many of Jourmal Wy Journal (B Type (Phone & Em |E

your daily activities can be tracked using journal records. If you need to e L S M i o i 1D Comect =

make a note about a case, you can create a Note journal record. If you

have a phone conversation with a client, you can create a Phone Task S LT Torsarong,

journal record. If you receive an email from a client, you can save it as an o R 07 Yoo T R PR i o o o

Email journal record. As you can see, journal records are integrated into

your everyday activities Email 07/22/2024 05:03:00 PM  0:00:00 P Oct Appt Change Response 121.01 v

. . . A Date 07/26/2024 Fri Time 04:37PM

All journal records are stored in the Journal file, though you can access (= ser oA

journal records specific to a client through the Client file. Likewise, you ctiont 001 KieinyDamiel B,

can access journal records specific to a contact through the Contact file. Hene Smmen: Consructon SnapShot

. . . To dbrady@jensenmartinlaw.com
The figure above shows an example of the Journal file. On the top panelis || fem e
the List tab, which contains a sortable list of all journal records in Subject our Client Danie! P. Klein
. . . . We are willing to stipulate that scaffolding provided was
PracticeMaster. You can sort the list by clicking on any of the column inadeauate o he Suation, nowerer weare ot wilig o
. . . . . stipulate to anything that indicates that our client was in any way
headers. The List tab also includes QuickView tabs at the top of the list, violating any codie with the excepion of 29 CFR1926.451(g)1) v

allowing you to quickly change the view. The list in the figure above is

sorted by Client ID. On the bottom panel of the figure is a SnapShot of the

selected journal record. On the right panel of the figure is the Quick Clicks pane, which contains action items for the selected journal
record.

Journaling from the Client and Contact Files

Typically, when creating journal records, you will want to associate them with a particular client or contact. Thus, you can access journal
records through the Client and Contact files. From the Client or Contact file, select the desired record in the List tab; then navigate to the
Journal tab. This is where all the journal records are stored for the selected record. You will notice that the Journal tab looks strikingly like
the Journal file itself. This is because the Journal tab has all the same features of the Journal file, but is filtered by the selected client or
contact.

Creating a New Journal Record New Journal Record X
From the Journal tab in the Client or Contact file, it's easy to create a new journal e
® Note
O Email

(O Phone Task

record. To do so, simply click the D button in the toolbar or press Ctrl + N. When you
do this, a New Journal Record window will be displayed asking you which type of
journal you want to create. Select the type of journal record you would like to create

and click OK. (O Time Task
(O Research Task

The next section will discuss the various types of journal records you can create.

Types of Journal Records

There are five different types of journal records that you can create in PracticeMaster. These are based on emails, timers, phone
conversations, research, or client notes. The following sections will explore each of these journal types and describe their specific
functions and requirements.



Email

One of the most commonly performed tasks is reading and sending

emails. Once the Outlook Plug-in is installed, you can save any email

as a journal record from within Microsoft Outlook. The Comments
field lets you or other firm members make notes regarding the email.
Additionally, start a new email message, and upon sending
PracticeMaster will open and you can enter additional notes in the
journal record. To start a new email using the address in an existing

=
Email journal record, open the record and click the

button next

Journal - [100.00] Larson/Michael == ==l
pode %L OGOO
List  Email
Date v Monday To [ mlarson@larson.com =
From ‘OffireMgr@Jensenmamn\aw‘mm (@ cc ‘rmensen@Jensenmanin\aw‘mm ‘g
| | E

subject | Fee Agreement

Client 1D | 100.00 v larson/Michael
Larson v. Bel-Cor
ot | v e

Time [ 03:01 PM Duration Edit Times
User I v Michael L. Jensen

Mr. Larson,
Please sign the attached fee agreement and retum it to our office.

Sincerely,
Mr. Jensen

Comments

to the desired field.

Journal - [1.00] Administrative Account [=-o- ==
LoEeE BIUYXEROGOO

List Time Task =

Z

Reconciling Prudential statement for July 2

=

[z

Fee
Agreement.d
oc

Date

Contact
User ID

subject

:

Monday Time

v
v Administrative Account
For tracking all Firm and interest adjus

Duration
Prudential Financial Services Edit Times

Cathleen Trudore

Phone Task

Often, you will discuss a case over the phone. You may want to take notes from this phone conversation and perhaps even bill for the
time. You can accomplish this with a Phone Task journal record. When you open the new journal record, just start typing your notes from
the phone conversation.

{8 Journal - [101.00] Williams/John f=lra =
DoEs BOGCO®

List  Research o

2

g

Research URL | hitp://sww.alcoholtest.com/ir htm 2

®
&

[ Technology |

Research File | CRIMLAWADOCS\Stored Documentsyinfrared Spectrometry.htm

subject

[The basic premise of IR technology is that all things will absarb electromagnetic radiation in a unique and
consistent manner. Molecular chemistry tells us that all substances, including the alcohal molecular

structure, have a unique and consistent quality. Furthermore, the band between one atom and anther

that substance's sensitivity to various wavelengths of electromagnetic radiation and specifically,

'to infrared light energy. Since no two substances have the same molecular structure, it is possible ta

analyze or detect a substance's presence due to the manner in which that substance will absorb the various
wavelengths of the infrared spectrum. This absorption or "sensitivity” is caused by the resonating of the
molecular bonds when exposed ta the infrared energy. The IR energy is absarbed by these resonating

bonds and is depleted. Therefore, it is possible to measure the amount of energy that is used, due to the
unique and consistent manner in which it accurs. Since these bonds will resonate ta different degrees at
different wavelengths of IR light, a *fingerprint" of that substance's absorption or sensitivity to those
wavelengths is created. This fingerprint is most commonly expressed in percent transmittance, which .

Date 05/28/2024 v Tuesday Time | 02114 PM
Client 1D | 101.00 «  Wiliams/John Duration

State v. Williams
e Edit Times

User ID | KENDRA ¥ Kendra I. Michaels
[

Research Task

Time Task

PracticeMaster lets you track your daily activities using the timer. This can be
done with a Time Task journal record. More information on timers can be
found in the Timer Window Quick Guide.

Journal - [101.00] Williams/John (=R E=R "7
Doeas el
List Phone Task e
Left Message with Mr. Williams. Can he forward me information regarding his Action é
status? [ Spoke with 2

Date 07/23/2024 v Tuesday

Client ID 101.00 ~ Williams/John
State v. Williams

Contact | WilliamsJohn v John Williams

Phone # 770-598-2354x45691 k=1

User ID Paula Ann Martin

Subject

[ Returned Call
[0 Left Message

O voice Message

=

Time __02‘45 PM

:00:25

Duration

Edit Times

When you are performing online research for a case, you may want to keep track of how long it took to perform the research, as well as
make notes about your findings. This is done with a Research Task journal record. This type of record includes fields to enter your



) . — &
sources, such as a URL or file. There is also space to enter notes about your research. Clicking the "~ button next to the Research URL
field opens the specified Web page in your default web browser.

Notes Journal - [120.01] Klein/Daniel P. ==
K] S BIYUKEOGOO

Sometimes, you may be interrupted during your day by someone st Note 2

who wants to talk about a case. You will likely want to open the 07/25/2024 0:45 am KIM )

Mr. Klein suffered a broken leg and a back injury when falling from faulty scaffolding while working. He

client’s file and take some notes about the impromptu meeting, even was working construction at the time for Simmons Censtruction Company. Mr. Klein missed four months

of work. Preliminary information indicates approximate settlement of $150,000.00 for medical expenses

if the time is not billable. This is done in a Note journal record. and loss of wages.

The purpose of this journal record is to give you the opportunity to
record notes, associate them with a client and/or contact, and save
them for future reference.

Date 07/25/2024 ¥ Thursday Time | 02:45 AM

Subject

client D | 120,01 v Klein/Daniel p.
Klein vs. Simmons Construction
Contact | Klein/Daniel P. v Daniel P. Klein
User ID KENDRA ~ Kendra . Michaels Spal
|

Journaling from the Matter Manager

Many attorneys work primarily from the Matter Manager in PracticeMaster. You can easily add journal records from here too. To open the
Matter Manager, in the Quick Launch, search for and select “Matter Manager.” Once the Matter Manager is open, simply select the

Journal record type as shown in the figure below, and then click the D button.

[ Matter Manager - [101.00] John Williams ([ ]
[101.00] John Williams - State v. Williams

101,00 Williams/John - State v. Williams ~ : (W=l Y re] Search List (Ctrl+E)

John Williams Show: I Note [ Email I Phone [ Timer [ Research [“IBilling
State v. Williams

«

Journal My Journal *By Type ‘Phone & Email

Record Type Date Ti Duration Status Descripti
Research 05/24/2024 0 The b
is that all

S33T HIND

21225 Amberwood
Chicago, IL 60662

John Williams

electromagni

Business

Research 05/24/2024 07:49:00 PM  0:00:00 P Unlike most foods, alcohol requires
no digestion by the human body.
About 80% of consumed alcohol is

Journal Tab in Client & Contact Files vs. Journal File

Depending on what you want to do with the journal in PracticeMaster, you will either want to access the records via the Journal tab in
the Client or Contact file, or through the Journal file itself. There are advantages to each approach and this section will help you decide
when to use each method to best suit your needs.



Journal Tab in Client and Contact Files

The Journal tab in the Client and Contact files is an excellent choice if you are
creating a new journal entry for a specific client or contact. It is also helpful
when you just want to see the journals associated with a particular client or
contact. For example, if you want to view only the Phone and Email records
for a particular client or contact, a series of check boxes in the toolbar of the
Journal tab in each file provides a built-in filter, as shown in the Client file in
the figure on the right. You can also sort journal records using the column
headers.

Journal File

Client - [120,01] Kiein/Daniel P. (=R EER <)
Dods BEOCOO Search List (Ctrl+E) v
List Address Setup  Details Court (hidden) (hidden) Calendar Journal Fee Cost  People e
Show:  [INote mail one O Timer [JResearch Olsilling 2

Journal My Journal By Type Phone & Email

Record Type  Date’ Time Duration  Status Description Client ID Contact A
Phone 07/18/2024 03:41:00 PM 0:23:00 P Called Judge Thomas re: possible 120.01 Thomas,
conflict on this case. He had
Simmans Construction warking on

07/22/2024 04:37:00 PM  0:15:00 P Contact Atty Nelson re: culpability
for Scaffolding.

Email 08/15/2024 09:11:00 AM 0:00:00 3 scaffolding information 120,01

The Journal file is typically used when you want to view journal records for all clients and contacts or locate a journal record that is not
associated with a client or contact. It is best used if you want to see all journal records created on a particular day, search all records for a
key phrase, or search for a particular field value. You can also sort the records by column in ascending or descending order. The biggest
advantage to the Journal file is the ability to apply filters for searching, sorting, and reporting purposes.

Reporting, Sorting, and Filtering

From the Journal file, there are multiple ways to search, sort, and filter journal
records. Like other lists in PracticeMaster, you can sort journal records using
any of the column headers. Alternatively, you can use the Search Box to
search all columns for the desired text or create a filter to sort the journal
records to your liking. The Search Box is discussed in detail in the
PracticeMaster Search Guide. The process of filtering the Journal file is
explained below.

Getting Started with Filtering

In the Journal file, click the ¥ button on the Filter group of the Quick Clicks

[® sournal =5 =R
Do I BEOCOO Search List (Cirl+E)

«

SIS HIND

List

Jounal My Journal *(By Type " Phone & Email

Record Type  Date . Time Duration  Status Deseription Client ID Contact ~
Timer 07/22/2024 09:20:00 AM 0:34:27 P Phone call with Michael Larson abo 100.00
Timer 07/22/2024 09:45:00 AM  1:09:23 P Lefter to Federated regarding Tax A 20001
Note 07/22/2024 09:45:00 AM 0:00:00 u 07/28/2022 03:45 am KIM 120.01
07/26/2024 11:25:00 AM P Discussed previous owner's respons 4
Research 07/22/2024 01:36:00 PM  0:00:00 P Driving Under the Influence 101.00 Cook CoL
Email 07/22/2024 04:37:00 PM  0:15:00 P Contact Atty Nelson re: culpability fc 120.01 v
g :
S\ Date 07/26/2024 Fri Time  1125AM
@ User RON Duration 0:25:43
Phone Action  Spoke With
Client 12101 Phillips/Mareus
Real Estate Acquisition
Contact Wallace/Andrew C.

Attorney

Discussed previous owner's responsibilities.

pane. Any pre-existing filters will be listed here along with the Manage Filters option, which provides access to the Filter section and can

be used to create a custom filter.

Manage Filters

The Filter is a powerful tool that makes it easy to find exactly what you're :::::::r‘ e

looking for. To begin, select Manage Filters from the Filter group of the Quick And [Fleld Test Test

Clicks pane. This will open the Manage Quick Clicks window. Press Ctrl+N = i _‘"'"

(New) to open the Filter Editor where you can define queries for the Select ield from the Journel

Expression filter. Current selcion: [Record e

To pick your first field, click in the Field Name column, as indicated in the -

figure to the left. This will open a window that allows you to select from a list = = =

of fields. You can then define the other criteria for the expression. purston i:ﬂ:am] purstion

For example, if you want to search for all journal records dated 8/22/2024 or S\T:;t_m i o

8/23/2024, you could easily do this using the Filter Editor, as shown in the e Lomec e

figure to the left. By simply using the lookup arrows and inserting new rows in m e SuBlay

the query, it's easy to search for virtually any combination of field values.

Alternatively, you can click the Advanced Row button to enter an advanced e

expression. Fitr Nam: e
Filter Builder

If you require assistance with creating or updating filters, contact your PracticeMaster prl it o ition e

consultant, or our Support Department at (402) 419-2210 for assistance. ﬂb
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