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@ @ ngntyLaw Add New Outside Counsel

There are 10 steps to complete this task:
1. Open the System Management module.

Select Outside Counsel.

Press New in the Outside Counsel Maintenance window.

Fill in the mandatory fields.

Press Modules... in the Maintain Outside Counsel Records window.
Check the Modules to include.

Press Save in the Modules window.

Press Save in the Maintain Outside Counsel Records window.
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Press Close in the Outside Counsel Maintenance window.

10.Press Close in the System Management window.

Once these steps are complete, the new Outside Counsel record should appear as
expected. Users may have to exit and restart CLW to see the changes.
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Standard Guide

Step 1. Open the System Management module.
There are two ways to open this module.
1-Step Option:

Press the System Management icon on the Global Toolbar.

File Options Tools Help

AMFE & 8W 6‘:Fvu O

When you hover over the correct icon,
will appear.

Systems Management

2-Step Option:
1. On the Menu Bar, press Tools.

2. Press System Management.

File Tools ] Help
s> -
aQa s System Management

M 47 My Preferences
Im Records Management Tracking

Global Reports

My Open M{

Find My Files
Module Y Personal Calendar
Group Calendar

My Email Time Accounting Entry

Timesheet Batch Entry

Hlall
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Step 2. Select Outside Counsel.
On first opening System Management, Global System should be the default module

selected and should be listed under the System Management heading.

System Management ‘; A || ol || g @ e % L

Global System

Files | Admin | ; |

Department Attorney Object Codes

If not, press the Global System icon.

System Management
Litigation

@Ils;;(" N

Files | Field Setup | Close Matter Field Setup |

Admin Password Login

The Files tab should be selected by default.

.\"J.@Ilsé;("\

Files | Admin | Reserved |

Department Attorney Object Codes

Fund - Accounts Investigator Street Types

If not, select the Files tab.

System Management d,_hl
Global System

‘4.\ ‘ J. @ ﬂ& ‘ r“. -

Fil Admin I Reserved |

Admin Password | | Login
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Press the selection box beside Outside Counsel, which is located near the middle of the

window.

System Management
Global System

JTIes] Admin I Reserved

o

‘v’\ ‘ J!‘ c} llsé l.‘ r“. -~

Department
Fund - Accounts
Staff Types
Teams

Prefix

Calendar Types
Holidays

Note Types
Fiscal Years
Retention Class

Insurance Funds

Attorney
Investigator

Paralegal

Judge

Outside Counsel

Other Staff
Enterprise-wide Staff
People

People Types

Consolidate People

Object Codes

Street Types
Directions (Compass)
Subject

Report Footer Text
Vendor Object Codes

Gang Codes
Clique Codes

User Setup and Security

Close
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Step 3. In the Outside Counsel Maintenance window, press New.
After completing Step 2, an Outside Counsel Maintenance window appears. Press New

in the bottom-left corner of the window.

Outside Counsel Maintenance b3
|__| Show Inactive Only

‘ ID Name Search l

Drag a column header and drop it here to group by that column

.| ID T | Name T
> lMM Morgan & Morgan |
PM Perry Mascn

New Edit Inactive Delete Print A v Close

Step 4. Fill in the mandatory fields.

In order to save a new Outside Counsel record, a Code ID and Name must be entered.

Maintain Outside Counsel Records PX3
f § ) Qutside Counsel records are maintained here. Modkes..
Code ID 1 BB 1 l Type | OC v | | Show all staff types || Force login password
Net User
Team h.s Dept |
Name | Baker & Barnes
Title |
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Step 5. In the Maintain Outside Counsel Records window, press

Modules...

The Modules... button is located in the top-right corner of the Maintain Outside Counsel

Records window.

Maintain Outside Counsel Records

Code ID | BB ‘ Type | OC

Net User ‘ ‘
Team

Name ‘ Baker & Barnes

n
f { ~ Outside Counsel records are maintained here.

(2]

d Modules...

|| Force login password

v | || Show all staff types

v Dept ‘ [| -

Title |

Step 6. In the Modules window, check the Modules to include.

Put a check beside each module that should have access to this Outside Counsel record.

By default, none of the modules are selected. If none are selected, this Outside Counsel

record will not appear in any module.

Modules

|| Prosecution
Assignment

L Claim

L_| Litigation

|| Global Utilities

| Payments

LI Time Accounting

&l

|| Contract Management
L_| Department Only
|| Labor Relations

Save Cancel
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Step 7. In the Modules window, press Save.

After checking the appropriate modules, press the Save button located in the bottom-right
of the Modules window.

Modules =
| Prosecution | Contract Management
] Assignment __| Department Only
W Claim L Labor Relations
I¥] Litigation

| Global Utilities

L Payments

__| Time Accounting

Cancel

Step 8. In the Maintain Outside Counsel Records window, press
Save.

Press the Save button located in the bottom-right corner of the Maintain Outside Counsel
Records window.

f# T Ty
Ref # | | [ Billable
Bar | | L_| Calendaring
|| Inactive
Mail Box ID | |
Save ‘ Cancel

Step 9. In the Outside Counsel Maintenance window, press Close.
The new Outside Counsel record will not yet be visible. Press the Close button located in
the bottom-right corner of the Outside Counsel Maintenance window.

New Edit Inactive Delete Print A v

Close
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Step 10. In the System Management window, press Close.

Press the Close button located in the bottom-right corner of the System Management

window.

System Management
Global System

JK| Admin | Reserved

E & - 9 Dt || - e ~

Department
Fund - Accounts
Staff Types
Teams

Prefix

Calendar Types
Holidays

Note Types
Fiscal Years
Retention Class

Insurance Funds

Attorney
Investigator
Paralegal
Judge

Vendor

QOutside Counsel
Other Staff
Enterprise-wide Staff
People

People Types

Consolidate People

Object Codes

Street Types
Directions (Compass)
Subject

Report Footer Text
Vendor Object Codes

Gang Codes
Clique Codes

User Setup and Security

* Close
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