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About this guide

This guide will discuss the basic use of the Law Manager database.  It will also go into some best practices that will make using the database more efficient.   This guide assumes the user has a LM username and is familiar with logging into the application.  

Matter Notebook made easy

With the exception of Military Justice, Claims and Regulations, all matters are created and maintained in the Matter Notebook.  When opening the notebook from the sidebar, the Matter Notebook opens up in Find mode, meaning it is ready to search the database.   

[image: image2.png][SLawmanageropro-[MatterNotebookl e =Tk

JEie Edk Records tisbooks Regots Tods Widow telp R

|2 & . |[BE.[[8® 2% 283 [ < > e s B

Favores Matter : =] Date Opened: E =
T 3 Il Closed Date: [l
Matter Name: N Priority:

Practice Area: =] stage:
Type: - Dollar Value:
Sub Type: < Settled Amount:

I2 Contingent Legal Liabil

=] Group:[

| Updated By:

00bjects

Explorer Colondat | Documets ] Time Enty | Fielated Maters | Notes





Figure 1 Matter Notebook detail view in Find mode

To search the notebook, enter criteria such as practice area and type then click on the binoculars.   When the results come back to the screen, only one record will be seen at a time.  To see all of the records in a spreadsheet type grid, the Toggle button, 
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, will change the view to tabular.  
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Figure 2 Matter notebook in tabular view

In tabular view, multiple records may be seen at one time.  The same can be done for the binder tab pages on the bottom of the notebook.  With the Matter Notebook in tabular mode, the columns can be rearranged to make the screen easier to use for adding and modifying matters.  

Queries
Global Search

Law Manager Web’s Global Search capability was added to Law Manager Pro. A search box was added to the LM Pro toolbar where the user can enter a word or phrase and press Enter to perform a search across the Entity Name and Matter Name fields. The results are displayed in a window within the LM Pro desktop. The results are organized by a main section that displays the field searched with the number of hits on that field. Nested within are the first 10 hits. The field’s value is displayed with the search term highlighted. The user can double click on a result to launch the corresponding notebook and automatically find that one record. Alternatively, the user can double click on the main section to launch into the corresponding notebook and automatically find all the hits on that field.  The user permissions will still hold for the global search.  Results will only show records the user has permission to see.  Since the global search is searching a text field, it is a good idea to use the wildcard (%)  on either side of the word being searched for.
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Finding Records Using an OR Search

If you want to search for records that have one condition OR another, use a notebook in Tabular View and enter the criteria on two separate rows.  To change a notebook or tab page between detail and tabular view, click the toggle button, [image: image6.png]


 (black for the upper and red for the lower sections).  Enter the first search criteria in the first row and then enter the second criteria in the second row.  You may enter as many OR rows as needed.  A vertical bar will be displayed in the solid grey box on the first column of the row.  
To perform an OR search in two separate fields, but on different rows, such as searching for a Stage of Closed OR a Practice Area of Procurement, putting the criteria on separate rows will also performs an OR search.  When performing OR searches, more than one field may be searched at a time.  For instance, to search for all matters that were either open or closed during a time period, enter the date range of the Date Opened on the first row, and the same date range in the Closed Date of the second row.  
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Finding Records Using an AND Search in the Main Section

Previous versions of Law Manager have supported the AND operator between rows in our tabs, but not in the main section. LM Pro 6 now supports AND searching in the main section. This is useful when combined with the field level NOT operator. For example, Matter Type NOT EQUAL Litigation AND Matter Type NOT EQUAL General. When entering two rows on a grid, the default is OR between rows. The user can right click on the row indicator and select AND. 
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Finding Records Based on a Date Range 

To search for records that fall in a date range, enter the two dates separated by a – (dash).  The query below uses the Calendar Notebook.  The query will return all calendar items for Player Lisa Nordstrom with a due date in March.  The greater than and less than symbols can also be used to find records whose date is before or after a certain date.   
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Finding Records Using a Wildcard 

Wildcard searchers are performed in Law Manager using the % key.   Putting the % on either side of the word being searched for will find all matters where that word is in the field.  Wildcard searches can only be performed on text fields which have the pencil box icon, [image: image10.png]


.  
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Finding Records Using Both the Main and Tab Sections 

Records can be found using search criteria in the Main Section and/or search criteria in a tab page.  In the case where you are using the Main Section and one or more tabs, search criteria can be entered into different sections of the tab page, an AND will be performed on the values entered.  The resulting set of records will then be combined with the search criteria entered in the Main Section.  For example, to find all matters where CGC Boutwell is the client AND the Opposing Counsel is Nordstrom, Lisa J.  In main section, select CGC Boutwell in the client field.  In the binder section select Opposing Counsel in the player role field and Nordstrom, Lisa J in the Name field. 
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Navigating Around Records

Once Law Manager has performed the search, it might return more than one record that meets your search criterion or criteria.  If the records are listed in Tabular view, records are displayed in a table allowing you to easily move from one record to another  

In either Detail view, you can use the navigation buttons on the Toolbar 
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 to move between records.  Clicking on the First button moves the cursor to the first record of the set; the Last button moves the cursor to the last record.  The Previous and Next buttons are used to move from record to record.  To change a notebook or tab page between detail and tabular view, click the toggle button, [image: image14.png]


 (black for the upper and red for the lower sections).  

If Too Many Records Are Found

When a notebook query results in a set of records greater than a 300, a box will appear prompting to Stop Finding Records, Continue Finding Records, or Abort Find and Re-enter Criteria. 

Abort Find and Re-Enter Criteria 

Abort Find and Re-enter Criteria stops finding records and returns to the query screen to modify the criteria, making the search narrower. 

Stop Finding Records

Stop Finding Records will stop finding records after the first 300 matches.  

Continue Finding Records

Continue Finding Records will continue to find all records matching the criteria.  This option can take a very long time; however, in some instances it may be necessary.  

Count Records Button

The user also has the option of finding out exactly how many records there are before continuing by clicking the Count Records button.
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Figure 1 Too Many Records Message

Saving a Query

Once a query has been created, it can be saved to a file to be run again.  A query can be saved in either the results mode, where all of the matters are displayed, or in the query mode where the search criteria grid is displayed.  It is useful to save a query in the query mode if the search criteria, such as a date range, needs to be changed each time the query is run.  For example, if a query returning all matters opened in a month is used, it may be useful to save that query in the query view so it can be reused every month, just changing the date range.   

In addition to saving a query in either mode, the layout of the notebook in detail mode can be saved.  Columns can be resized, sorted, and rearranged.  For more details on how to do this, see the description of the Main Section in Chapter 3.  

To save a query in either view, have the query on the screen with the columns laid out as desired and select File >> Save Query.  A dialog box asking where to save the query to will be displayed.  Can be saved either in the users folder, or in a shared folder so anyone in the office may use the same query.  Click the Save button after naming the query.  
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Recalling a Saved Query

To recall a query that has been saved to a file, click the open folder Icon, 
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, or File >> Open.  Navigate to the directory containing the saved query.  Select the Query from the list and click on the Open button.  The query will open up in the notebook.   

Reports
About

The Notebook Reporter is a utility used to print out results of queries.  The Notebook Reporter program utilizes a wizard to generate the report.  The wizard will prompt the user to answer questions on format of the report and what related data to include in the report.

Using the Notebook Report Wizard

The notebook reporter can be invoked by either clicking on the print button, 
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, or by selecting Reports, Notebook Reporter from the menu.  Before the print button is available there must be a notebook open and data in it.  See chapter 3 for information on performing queries.  To print out the query, follow the steps below:

1. With data in the notebook click the print button, 
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Figure 1 - Invoking Notebook Reporter
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Figure 2 - First Notebook Wizard Screen

2. The first screen gives general information on the wizard. Click the Next Button.

[image: image22.png][Notebook Report Wizard -- Step 2 of 6 (Report Title)

Report Title

‘Your tepart can contain e that descibes the averal repart you are urring, The
defauitis iven by the name of the nateback follwed by the word Report. This tlle s
displayed 3t the top of each report page. Y(ou may have up 1o thiee exta ines.

[ Firm Name: [U.5. Coast Guard

Title: [Mater Repart

I~ Include Search Citerain Tile - Pape Drentation——————
T Include Sort Columns in Tite @ Porat (" Landscape
T~ Tur off Header Frames

Paper Sze:[Leter8 172011 =]

¥ Use Color in Report

I~ Oriy Show Tills on Fist Page & Poge Setup.
) Breview Tite.

PHeb | Xcoce | ¢ Back

o Enih |





Figure 3 Report Title

3. The second step sets the report title.  The firm name is optional, un-checking the Firm Name box will not print it on the report.  A title other than the default can be entered.  In addition the following criteria can be entered:

a. Include Search Criteria in Title: If search criterion was used to retrieve data for this report, it can be included in the title.

b. Include Sort Columns in Title: 

c. Use Color in Report:

d. Only Show Title on First Page: 

e. Page Orientation: Report can be in either landscape or portrait.

f. Page Size: The size of paper can be selected.

g. Preview Title: Click here to take a look!

h. Click the Next Button.
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Figure 4 – Selecting the Main Section Records

4. The third screen selects the records to be reported.  The report is based on what was in the notebook when the Notebook Report Wizard was started. 

a. Current Record: Will generate a report on the current record in the matter notebook.

b. Selected Record: If the Matter Notebook was in tabular view and there were more than one record, multiple records can be selected by clicking with the Shift key held down.  Running the Notebook Reporter with multiple records selected will default to Selected records, although this default can be changed.

c. All Records: This will print all records returned in the query.
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Figure 5 - Column Layout

5. The Main Columns screen lets the user design the layout of the columns in the report.  

a. Columns Layout: Horizontal will list all of the fields with a heading at the top and all of the data listed below, similar to a spreadsheet. Vertical will print all of the field records lined up vertically with the column headings to the left.  Detail will print the report much as it looks with the matter view is in detail mode.

b. Columns: Columns that fit will print all columns that will fit on the page.  Highlighted columns will print only the columns that were selected in the matter notebook.  
Choose columns will bring up a listing of all columns returned by the query for the user to select.  All columns will print all of the columns.  The columns will wrap around so they all fit in columns.  

c. Group By: If multiple records are being reported, the can be grouped by a field. For instance, if reporting on all records for a single user, the report can be grouped by Practice Area so all of the types of law are grouped together.  If grouping is selected, the option of breaking before each new group is available.  If the field is numeric, the option to total that field can be selected. 

d. Page Break Before Group will print each new grouped item on a separate page.  For instance, if grouping by Owner, each new owner will start on a new page

e. Don’t Display Detail will create a summary report.  Only the group items plus the number of items found will print.

f. Wrap Columns and Wrap Data in Columns: whether or not to wrap the columns and data in them, or keep all of the data on one line.  

g. Include Audit and Security Columns: these columns contain administrative information.

h. Select Items to Total will show all numeric items that can be selected to total.  The record count option is also here.  If grouping is selected, subtotals will be displayed for each group.
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Figure 6 - Select Tab Pages

6. Select Tabs: this screen allows the user to select which related information tab to include.  Each of the tabs will have their own column layout screen.  If all tabs are selected, only the tabs containing data will be printed.  
7. Clicking the Finish button at anytime will display the report.  
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Once a report is displayed, several options are available:

a. Clicking the Save icon, [image: image27.png]


, will save the report as a template.  Clicking the Save As drop down box will also give options on saving as a Word document (RTF option) or a spreadsheet (XLS option).  

b. Clicking the Save Report to Menu button, [image: image28.png]


, will save the report to the Law Manager menu which is accessible through the report menu option.  Caption will be the name of the report, Description will be a short description of what the report will do, Visibility will show who will be able to access this report. Select Group to allow the entire group to see the report, or Private so only the Owner will see the report.  Do not select Public.  
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8. To access the saved report, from Law Manager click on Reports=>Saved Reports.  Select the method of visibility selected above and run the report.
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