CityLaw/
@ @ CountyLaw Automate Calendar Entry for New Matter

There are 20 steps to complete this task:
1. Open System Management.

Select the Admin tab and enter the Admin Password.

Select Workflow Management Profile.

Select the New Activity type.

Choose the Module for the type of matter.

Drag CalendarEntry to the Selected Activities list.

Press Add Profiles icon.
Select the Module.
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Press New.

10.Enter a Profile Name and a Category (if applicable).

11.Press Save.

12.Press Add Parameters icon.

13.Select the Module and Profile.

14.Add the Parameter(s).

15.Close the Activity Parameter Maintainance window.
16.Close the Workflow Profile Maintainance window.
17.Save the Profile.

18.Close the Workflow Profiles window.

19.Close the System Management window.

20.Confirm the calendar entry is generated as expected by creating a new
matter.
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Standard Guide

Step 1. Open System Management.
There are two ways to open this module.

1-Step Option:

Press the System Management icon on the Global Toolbar.

File Options Tools Help

AN F Q@ :JF ¢ e m O

When you hover over the correct icon,
Systems Management |Will appear.

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

2. Press System Management.

File Jools | Help

¥

g P System Management

: My Preferences
,77; V LA Y
Records Management Tracking

~
\‘\

Global Reports
My Open M{
Find My Files

Personal Calendar
Group Calendar

My Email Time Accounting Entry

Timesheet Batch Entry

TR
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Step 2. Select the Admin tab and enter the Admin Password.

System Administrator privileges are required to create or edit workflow automations.
Select the Admin tab and enter the password to access Admin options.

System Management
Global System

E| Admin m‘

& i
| ¥ @ 8| @ | 0] &

Admin Password | ‘

Login

Step 3. Select Workflow Management Profile.

Select the box to the left of Workflow Management Profile, located near the middle of

the Admin options.

System Management
Global System

Jml Admin I Reserved

W‘-’\‘J"@w‘(‘.\

Recalc Finance Summary
Sync Dept Table

Replace Dept or Acct

Move Document References

Document Audit

Set Email Confidential Subject Text |¥] Enable Email

Set Email Confidential Footer Text [v] Use Outlook Client
Rebuild Staff Recent Matters || Use Lotus Client
Review Audit Log (| Use MAPI Email

Reset User Login Lockout || Request Receipts

Delete Temp Table

Delete Orphan Memo Records

Set Default # of Tl Staff Recent Matters
Change Staff Id

Export Risk Management Info

Sync Voucher Request Vendor Information
Set Admin Passwords

Records Retention

Set Template UNC Path

Add-In Settings

Show Reserves on Closed Matte‘ Workflow Management Profile
|_I Department Enable for Time Entry

|¥] Hide Email Logs

SMTP Host Address

| smtp.gmail.com |
SMTP Port

|587 |
™ Require rates on Non-billable Staff?

[_J Check Novel User Id for login security

Alarm default reminders days |2 ]

|| Allow Calender Integration deletes from outlook

Memory Management Settings
Unlock User Update Fiscal Year of Payout

Calendar Settings Riskonnect FTP Settings

User Setup and Security

Close
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Step 4. Select the New Activity type.

In the Runtime Activity drop-down, select the New activity.

Workflow Profiles

'K‘_h Maintain Runtime Activity for P
Modules.

I

Document

FileDate

Close

InvestigatorChange

o
StaffChange

StatusChange

Step 5. Choose the Module for the type of matter.

Once a Runtime Activity is selected, module icons will appear. Choose the appropriate

icon for the new matter type to which this automated calendar entry will be attached. The
Claims module is selected for this example.

Wo w Profiles

C‘_h Maintain Runtime Activity for

Modules. Save Close
¢
N 2hs) 8D E = A% id) L] e

Step 6. Drag CalendarEntry to the Selected Activities list.

Once a module is selected, 2 lists appear. On the left is a listing of All Activities which can

be automated. On the right are the Selected Activities. Drag the CalendarEntry activity
to the Selected Activities list.

Workflow Profiles Workflow Profiles
(o). Maintain Runtime Activity for fam.Y — " ”

\‘-. Modules. i Save Oose '\"" ::-::;:RunhmeAmny fos Save Close
New ||

New

L -

N ehs & d DS =oAL e

All Activites

N ehw e é&D e =aAlm | L e

Selected Activites
N o pe——
-

NewOrimportDocument
SendEmail
TimesheetEntry
CalendarEntry

e

NewOrimportDocument CalendarEntry
SendEmail

TimesheetEntry
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Step 7. Press Add Profiles icon.

The Add Profiles icon is located beside the Runtime Activity drop-down.
Workflow Profiles

N\
_ . Maintain Runtime Activity for
el :
K Modules. e ’ =
7=
New - ‘ o 1‘

! ‘E}‘}n&— DD e = A ] i L ©

All Activites Selected Activites
'Name 1 Name T
NewOrimportDocument CalendarEntry
SendEmail

TimesheetEntry

Step 8. Select the Module.

After completing Step 7, a Workflow Profile Maintainance window appears. In the
ModuleCode drop-down, select the module. This should be the same module selected in
Step 5. The Claims module is selected for this example.

Workflow Profile Maintainance

" ? : Workflow Profiles are maintained here.

ModuleCode : l: (g
voe [, B
y

Assignment

Claims

Contract Management
Labor Relations
Litigation

Payments

Prosecution

New Edit Delete A v Close
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Step 9. Press New.

Create a new Workflow Profile by pressing the New button located at the bottom-left.

Workflow Profile Maintainance

N .
“ a «  Workflow Profiles are maintained here.

ModuleCode : m pd t

Module | Name Category 3

‘ y
| New .Edit Delete A v Close

Step 10. Enter a Profile Name and a Category (if applicable).

Provide a Profile Name. If the Profile is limited to one category type, use the drop-down
arrow to select the Category. If the Profile is limited to two or more category types, use
the ++ button to select multiple categories. If the Profile is not limited to specific
categories, leave the Category field empty.

Maintain Workflow Profile =R

A —
l § «  Workflow Profile records are maintained here.

Profile Name : [BODayTickIed *

Category : | Select Category [~ ' ++

Save Cancel
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Step 11. Press Save.
The Save button is located on the bottom-right.

Maintain Workflow Profile

) s
‘ § #  Workflow Profile records are maintained here.

Profile Name : IBODayTlckler{ ]

Category : | Select Category v | |++

‘ Save ‘ Cancel

Step 12. Press Add Parameters icon.

The Profile just created in Step 11 will be highlighted. If it is not, highlight the desired
Profile and press the Add Parameters icon located to the right of the ModuleCode field.

Workflow Profile Maintainance

) T
‘ a #  Workflow Profiles are maintained here.

ModuleCode :  Claims v ||

c 30DayTickler

| Add P t J
Module ‘ NET | Category N

2]

|

Step 13. Select the Module and Profile.

In the ModuleCode and Profile drop-downs, select the Module and Profile from Step 8

and Step 10.

Activity Parameter Maintainance

> : B
f % #  Activity Parameters are maintained here.

‘ ModuleCode : Claims v
Profile : 30DayTickler X

| |
Parameter | Value Profile
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Step 14. Add the Parameter(s).

With the Module and Profile selected, the Parameters may be added. For a Calendar
Entry, there are three required Parameters: Subject, Number of days, and Class. To

add these Parameters, do the following:

In the Activity drop-down, select CalendarEntry.

4

=

R calendartntr

Value :

-]

Parameter :

New Save

Select Parameter

Edit Delete Close

In the Parameter drop-down, select Subject.

4

Activity : | CalendarEntry

Value :

New

Save

v ‘ Parameter : =

Edit Delete Close

In the Value field, enter the Subject to distinguish this calendar entry. The Subject should

be descriptive to prompt the user of the task required.

K b

Activity : CalendarEntry . Parameter : Subject x>

‘ Value : |30 Day Claims Review
New Save Edit Delete Close
Press Save to add the Subject Parameter.

4 .

Activity : CalendarEntry v Parameter: Subject v

Value: |39 Day Claims Review| |

New Save . Edit Delete Close
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A Success dialog box will appear to confirm the Parameter has been added to the Profile.
Press OK to continue.

Success X

Record Save Successfully.

In the Parameter drop-down, select Number of days.

1 »

Activity : | CalendarEntry . ‘Parameter:[ -]

Value : =
Enter the number of days into the future

New Save Edit Delete Close

In the Value field, enter the number of days in the future this event should be scheduled.
This is calculated from the date the new matter is Opened.

4 L4

Activity : | CalendarEntry x Parameter: Number of days E
Value :[ 34 %{ ‘

Enter the number of days into the future

New Save Edit Delete Close

Press Save to add the Parameter and press OK in the Success dialog box. Next, in the
Parameter drop-down, select Class. In the Value drop-down, select the type of calendar
event. In this example, a Tickler is chosen.

‘ .
Activity : CalendarEntry & ‘ Parameter: Class -
‘ Value : | Tickler -

New Save Edit Delete Close
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Press Save to add the Parameter and press OK in the Success dialog box. Once added,
the Parameters will be listed on the Activity Parameter Maintainance table.

Activity Parameter Maintainance bxd
f ? 3 Activity Parameters are maintained here.
ModuleCode : Claims =
Profile : 30DayTickler =
CalendarEntry Class R 30DayTickler
CalendarEntry Number of days 30 30DayTickler
CalendarEntry Subject 30 Day Claims Review 30DayTickler
1 »
Activity : CalendarEntry - Parameter : | Select Paramete v
Value :
New | Save ‘ Edit Delete Close

Additional CalendarEntry Parameters, if applicable, may be added in a similar fashion, by
selecting the Parameter, selecting or entering the Value, and then pressing Save and OK.

Step 15. Close the Activity Parameter Maintainance window.

Once all required and desired optional Parameters have been added, press Close in the
bottom-right corner to close the Activity Parameter Maintainance window.

4

Activity : | CalendarEntry - Parameter : [ [ - ]

Value :

New Save Edit Delete Close
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Step 16. Close the Workflow Profile Maintainance window.

Press the Close button located in the bottom-right corner of the Workflow Profile

Maintainance window.

Workflow Profile Maintainance

ModuleCode : Claims

‘ a : Workflow Profiles are maintained here.

- 30DayTickler

-

New | Edit Delete

Step 17. Save the Profile.

Save the Profile by pressing Save near the top-right corner of the Workflow Profiles

window.

Workflow Profiles

Modules.

C‘ )\ Maintain Runtime Activity for

Save ‘ Close

4

New - ’E}

AN s e SR = Al L] ©

All Activites Selected Activites
Name T Name T
NewOrimportDocument CalendarEntry
SendEmail

TimesheetEntry
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Step 18. Close the Workflow Profiles window.
Press the Close button in the top-right corner of the Workflow Profiles window.

Wor w Profiles

() Maintain Runtime Activity for
e
C Modul [ Save H Close

New 'g
A Qs &8 DS = A S| L] @

Step 19. Close the System Management window.

Press the Close button in the lower-right corner of the System Management window.

[
"4 P n)
System Management (| ([ (™| D [(p || & [ S]|
Global System
Files | Admin l Reserved
Recalc Finance Summary Set Email Confidential Subject Text | Enable Email
Sync Dept Table Set Email Confidential Footer Text |¥] Use Outlook Client
Replace Dept or Acct Rebuild Staff Recent Matters [_J Use Lotus Client
Move Document References Review Audit Log [_J Use MAPI Email
Document Audit Reset User Login Lockout | Request Receipts
Show Reserves on Closed Matters Workflow Management Profile |¥| Hide Email Logs
Delete Temp Table || Department Enable for Time Entry
SMTP Host Address
Delete Orphan Memo Records lsmtp‘gmail.com |
Set Default # of Tl Staff Recent Matters SMTP Port
|587 |
Change Staff Id
|| Require rates on Non-billable Staff?
Export list- Management info || Check Novel User Id for login security
Sync Voucher Request Vendor Information
7 eq Alarm default reminders days |2
Set Admin Passwords — .
|¥] Allow Calender Integration deletes from outlook
Records Retention Memory Management Settings
Set Template UNC Path Unlock User Update Fiscal Year of Payout
Add-In Settings Calendar Settings Riskonnect FTP Settings
User Setup and Security g Close
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Step 20. Confirm the calendar entry is generated as expected by
creating a new matter.

Create a new matter to confirm that the automated calendar entry appears in the matter

calendar as expected. If the calendar entry is not generated, repeat the steps to ensure the
Profile and Parameters were entered and saved correctly.
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