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By Wells H. Anderson

Audit Log

U o 1 0 1 Yo SRR 1
COITECE MISTAKES ...ttt ettt r ettt e e be e st nbeaneenteanes 1
ChECK TIMEI ENEFIES ...oveiiieeiee ettt sttt ettt e sreeente e seeesaeeenee s 1
Automatic Reminders and Alarms in Event Codes ........cccccevvivieeennee. 2
Avoid clogging up the Reminders eNtries. .........ocueiueiiieiie i 2
Set a default Alarm for 10 MINUEES.........cooiiiiiiiiiiee s 2
Non-Client Contacts and Matters.........ccccueiieiieeee e 2
Create a type of Contact named “SUDJECE”.........cocviiiiiiii s 2
Create a type of Matter classified as “TOPIC” .....cccoiiiiiieii e 2
Choose Columns for FOrm Tabs.....cccccceeiiiiiiii e, 2
See the most useful information on the Matter FOrm tabs..........c.ccoocvivviininiiieniiencen 2
Billing Tab COIUMNS. .....ciiiiiiiiiie ettt sbe et 3
Use the Related Tab ......c..oeviiiiiiiiiiiieee et 3
See all related records: Events, ToDo’s, Contacts, Matters, Notes, Documents................ 3
Show both normal and Archive records on the Related Tab ..........cccoocvevviviiniveiievieinns 4
Show Linked Records on the Related Tab........ccoooiiiiiiiiiiiii e 4
LinK ANYONe 10 & IMBLLET .........oiuiiiiiiieiieie st 4
Copy and Paste Addresses for Linked CONtactsS...........ccceevveiieiiieiie e sie e sree e 6
Turn Following On or Off ... 7
Program Level FOIOWING SEttING ...ccovvviviiiiiieie e 7
Classification Code FOIOWING SELtING .......cc.eiieiiiiiiiiiieie e 7
Disabling the FOHOWING FEALUIE ........coiiiiiiiie i 8
Faxing from Time Matters via MaxEmail............cccccccvnnnnniinnninininininnnnnnn. 9
Big time savings sending ouUtgoiNg TaXES.......ccueiiiiiiiiiiieieee e 9
Set up Time Matters to send faxes via TM Email...........cccccooveiiiiiiciiniiic e, 9
Set up Time Matters to send faxes via MS OULIOOK...........cccooiriiiiiiiiiiici e 10
Use the Whole Time Matters DeSKLOp ....cvevvveeeiiiiiciiiiieieee e 11
Expand a List to fill the Time Matters desKtop.........cooveiiiiiiiiiiie e 11
Park Forms at the bottom of the Windows DesKIOp.........ccovvrierininiiieniene e 12

Note: Click on any topic to go to it. Other links are live, too.

Correct mistakes
Main Menu | File | Utilities | Audit Log
Filter the Audit Log by User and/or Date using the Binoculars icon

Check Timer Entries
Event Record | File | Record Properties | Audit
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Start and Stop times can assist you in adjusting the billable time for an Event if you overlooked
turning the Timer on or off.

Automatic Reminders and Alarms in Event Codes

Avoid clogging up the Reminders entries
Main Menu | File | Setup | Codes | Event

Clear the Reminders field for each Code except for important one for which you need an advance
Heads Up.

Set a default Alarm for 10 minutes

In the same window, set the Alarm Min. to 10. You will get a pop-up reminder for this type of
Event. But be sure everyone want these pop-ups!

Non-Client Contacts and Matters

Create atype of Contact named “ Subject”

Time Matters can become an electronic file cabinet. Use some Contacts “file drawers” (Topics).
Go to: Main Menu | File | Setup | Codes | Classification Codes | Contact
Create a Code: SUBJ. Then add Contacts using this code, such as Legal Forms, Taxes, ...

Create a type of Matter classified as “Topic”

You can subdivide your Subjects creating a Matter for each Topic within the a Subject. For example,
within Legal Forms you could have Real Estate Form, Corporate Forms, IP Forms, .... Each of
these Matters would use the TOP Classification Code.

Choose Columns for Form Tabs

See the most useful information on the Matter Form tabs

Each Matter Form has tabs for Notes, Documents, Phone, Email, Billing and more. Here is where
you select the columns of information to show for these records that are related to the Matter.

The changes you make will be effective for all users of Time Matters when they login after you
make the changes.

To select columns for Form Tabs:
1. Open any Matter Form.
2. Click on the Properties button at the right end of the small toolbar in the middle of the Form.
GoTo | 11/28/2013 |2 [ Spedified I Automatic ] ~EH RE =S
3. Clickon List.
4. Click on Edit List Layout.
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5. Use the Add and Remove buttons to choose the columns listed in the right pane.
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Time 7 Add »
EndTime o
Code
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Reminders
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Billing Tab Columns
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Sent Date
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If you use Billing Matters or a billing program linked to Time Matters, such as Timeslips or Tabs3,
the Billing records you enter in Time Matters are displayed on the Billing tab of the Matter Form.

The default selection of columns on the Billing tab should be changed because they are a bit
deceiving. They show the Date column, but Date is not the Date of Service. It is the date the record

was entered.

We recommend you select the fields shown in the screenshot, above.

Use the Related Tab

See all related records: Events, ToDo's, Contacts, Matters, Notes, Documents...

Open a Matter.

Click on the Related tab.

Click on the View button.

Check all the boxes for Record Types to View.

4lé Matter Form - Change
File Edit View Process Help
BSEVE&CI:}_SE ESave & & @M E'%Elm @b@ [#) cancel @
Primary | Secondary | Additional | Custom | Belated = Motes | Doce | Phone | E-bail | Mail | Lexiz | Biling | Timeli
Mat Fef Aamond Project Code | AT |Matter
Matter Mo | 00-0279a 4 | Court | | Staff |CS|Caren Sch
; Choose Record Types
Client Aamond, 5am
Calated 3 Specify Record Tupes bo View
(5] view ~ : Document (4] Duline
N Al Matter Phone Call Marketing
All Event Email
[= % E|-E|[Ee|:| Records TaDo Mail
- Ewvent Records [3) . .
[ 1/19/2006 11:004M Con Clusiamn [Fem Lepiers
i 14232008 33040 Mest] Mote Billing
= FA4/2008 3:00PM Mest]
[=F E] ToDoRecords (5)
— B 142042006 3 Update co [ ok l [ Cancel
— B 1/23/2006 2 Aamond dis
— E 120420081 Tases Due — !
— E 1/15/20091 Quarterly Estimate Due WTQ DUE™ Aamond, 5
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All records related to the Matter are displayed, including Events, ToDo’s, etc.
Show both normal and Archive records on the Related Tab
On the Related tab, click on the Options button on the middle toolbar.

Related

|_E|'u"|n.=-_w - [Speciﬁed I.ﬁ.utomaﬁc] @ @ H - % T i= @ D Options

Check the box: Show Related Archive Records (See below.)

HRelationzhips | Liztz |

Autormatic Belationz Inchude

[ Contact
b atter
[T Staff Primany i@ Al

[ Show Related Archive Records
Linked Records Show as Relations

[ Show Relationship Code on List

Show Linked Records on the Related Tab

Forms in Time Matters can have fields with Lookup Buttons that link to other records. For example,
you may have an Opposing Attorney field that links to the Contact list. It makes sense to show these
linked people on the Related tab.

To show linked records on the Related tab:

Click on the Related tab of any Form.

Click on the Options button on the middle toolbar.

Check the box Linked Records Show as Relations.

Link Anyone to a Matter

You do not always have enough fields on a Matter record to handle everyone involved in a Matter.
Use Specified Relations to link additional people to a Matter.

To link anyone to a Matter:

Go to the Related tab of a Matter.
Click the Add button on the middle toolbar.
Related

|3 View ~ [Spe::iﬁed I.ﬁ.utomaﬁc] 52l 54
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Select: Contact. Select: Specified Relation — Use Existing Record. Press OK.
( £y Add New Related Record or Relate to Existing R... | 2 ﬁr

Type af Record...

Ewvent Dacurnent Outline

Tala Phione t ark.eting
@ Contact E mnail

b4 atter G ET]

Cuztorn Farm Lexiz

Mate Billing

Type af Relation...
Automatic Relation - Add Mew Record

Specified Relation - Add Mew Record

@ i Specitied Belation - Use Exizting Record

Relationzhip E| |:|
| k. | | Cancel |
Start typing the Last Name of the Contact.
Ref Marme Last Firzt zer...| Mailing2s3 | Firm
FAR2AZ T F2AR2A2A T -
1andl 1andl 1andl
35-45 Cansulting Group 35-45 Cansult... 35-45 Canzulting
37 Signals 37 Signalz
200voicemail net 200voicemnail.... Freedonfoice
BB ABA
Wife Aaacker Aaacker Wil
Aagesen Aagezen
Aarnond, Pat Aarmond Fat Aamond & Azsociz
Aarnond, Sam Aarmond Sam Aarmond & Azsociz
Aarnond, Suzan Aarmond Suzan Aamond & fesociz 1l
] 3

Double-click on the Contact to link it.
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The Contact will appear on the Related tab preceded by a tilde, e.g. ~Aamond, Pat
1= peH Felated Recaords

[ Ewvent Becords (3
[ ToDo Records [5]
I & Contact Recards [B)
E] ~Aamond, Pat

& Aamond, Sam

Copy and Paste Addresses for Linked Contacts

From the Related tab on a Matter, you can copy addresses and paste them into a Document using the
Formattable Clipboard.

To copy addresses:

Go to the Related tab on a Matter.
Click on a Contact.

Press: Shift-T Notice that the Contact is now Tagged as shown by a plus sign: +Aamond, Pat
Tag other Contacts using Shift-T

All
[ {8 Related Records

[ Event Recaords (3

[ ToDo Records [5]
] Contact Records (6]
— [+ “tamond, Pat

T
— [ ~ABA GPSala,

Click on the Process drop-down button just above the tagged records.

Belated

5| view ~ | Spedfied |Automatic| 5} 2l ¢ - B3 - &= & [) options
sl

Al

& FRelated Records
& Event Becaords (3
[ ToDo Records [5]
= ] Contact Recards [5)
E E] +~Aamond, Pat

=)
[E] ~ABA GPSolo,

Select: Copy to Clipboard. Click OK
Choose: Standard Label or Envelope
The addresses are now in the invisible Windows Clipboard.

To paste the addresses:
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Go to a document or e-mail.
Press the Paste button or shortcut key (Ctrl-V).

Subject: Addresses for Aamonds

Kim,
Here are the addresses you need:

Sam Aamond
343 Front Avenue
Saint Paul, MM 55118

Pat Aamand
345 Front Avenue
Saint Paul, MN 55118

Turn Following On or Off

I am not a big fan of the Following feature in Time Matters. Every day it changes the Date of records
with the Follow field checked. Used sparingly, the feature has its place. But if too many records are
checked, the number of ToDo’s or Events dated Today can become overwhelming.

There are two places where the Following feature can be set to operate automatically and one place
where it may be disabled entirely.

Program Level Following Setting

To turn Following on or off for all records of one kind, go to:
Main Menu | File | Setup | General | Program Level

Next go to:
k' Program Level Setup L 7 —Ehl
hf_x',. Eereral O ptionz for Each Form Type
|- Fim Select Form Type | Talo @ [=] [ Set Form Optiors ]
il Regional Options for All Forms
@ LexisNesis k' Program Form Settings - ToDo Form ? 28
£] Ligts General
Sy
3‘ [] The "Following"' Field iz Checked By Default

=] Foms

T The "Reqarding" Fields are Automatically Completed *When Paossible
£ Biling

) [ Automatically Archive When "Done' is Checked (50 Always Brompt

> Link
¢ Links
Save Timer Start/Stop Timesz inAudit Log
Ipdate

Classification Code Following Setting
To turn Following on or off for all records with a particular Classification Code, go to:

Main Menu | File | Setup | Codes | Classification Codes
Select a Classification Code and change the Following setting. See below.
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k) List of Classification Codes ? 2]
Record Type |ToDo | 1 ! El @ @ = [E]Close @ F——
Code Descption | Memo | Statuz | Awbol
MW lt k' Todo Classification Code Form I. ? &J
ACCT Ano
AD At H
';‘ES ';LF Code: Description: Call Back
BUY, —, Buy |  Memo
CE ( 2 )Call AutoE ntry (=] (=]
Cu Clie
DELE Dl Code will have the following color: Clazsification Code | [ Select ]
DEY De
DUE Due ze Form Style:  |Default E| [T Inactive
FOLL Fall Additional Code Settings
MET 14 an Frerming
000 Ot eminders
arD ord Duratian: 0.00 @Eolluwing Initially “On"

FER Per Ericrity: [T Hide
PRO Fro : . -
PR Fro M atching Biling Code [=]
4
Se— [ u] 4 l [ LCancel ]

Disabling the Following Feature

Disabling the Following feature is not recommended. It will also disable the Aging feature of Billing
Matters. You can use the Following feature sparingly or not at through use of the settings described
above. But if you do not use Billing Matters and do not want to use the Following feature, here is
where you disable it:

Go to: Main Menu | File | Setup | General | Program Level
Click on Update. Check: Disable the “Following” and “Aging” features

Update (1 ) Auditing

W2 Sunc Activate Auditing

Special W arnings

Warn when troing to schedule:
onh a Special Date [T on aweekend Day

Fallowing

[ 2 ) [] Dizable the "Following'' and "Aging' features
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Faxing from Time Matters via MaxEmail
Big time savings sending outgoing faxes

Why bother with the fuss of printing documents and feeding them into a fax machine? You can send
faxes directly from Time Matters or from MS Outlook without a fax machine or even a fax line.

One of the biggest drawbacks of using any fax software is that it requires an available outside
telephone line and ties up that line when sending or receiving faxes. Because it is dependent on the
telephone line, fax software can only receive one fax at a time. Using a separate fax software product
often requires that you maintain a separate address book with duplicates of the names addresses and
fax numbers already saved in Time Matters.

MaxEmail (http://www.maxemail.com) is a $24 per year service that sends and receives faxes via e-
mail. It has several advantages:

e MaxEmail is less expensive that other fax-via-e-mail services

e Send faxes without going to a fax machine

e Use one program instead for both e-mails and faxes

e Phone lines are not needed or tied up

e Send multiple documents easily

e Link outgoing and incoming faxes to Clients and Matters in Time Matters

e Everyone in the office can send and receive faxes without leaving his or her desk.
(Note: I have no relationship with the makers of MaxEmail other than that of satisfied customer.)
For more detailed information, see: http://www.activepractice.com/articles/faxes-via-email.html

Set up Time Matters to send faxes via TM Email

You can start a fax from a Time Matters Contact record with one click and send it out via TM Email.
You need to have TM Email set up and a MaxEmail account ($2 per month — see above).

Customize a Contact field to send a fax:

Right-click on an unused field. (Note: Take care if you use Time Matters Form Styles or have
purchased a Features Package that customizes Contact Forms. It is best to work with a consultant.)
Select: Email. Select: Actual Email Address

In the Suffix field, enter: @maxemailsend.com


http://www.maxemail.com/
http://www.activepractice.com/articles/faxes-via-email.html
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| k' Field Properties - Contact [Style: Default] - I. ? i"j—]
1. Field Descrptions. ..
Screen Label | MaxEmail Screen Tool Tip | @k arEmailzend. comn
Field Mame | MaxEmail Core Field Name  [COz.c0NZ_05_05
2. Cuztomize Field...
Teut
Nurmber Hide Label Adit Required F.emyords
Date Prampt for Clipboard Format
Time i
Checkbox Prefis
Phone Sulfix (| @maremailzend. com
Money Drefault
e N e [ Delot |
@ Email -
~ Fax @ Actual Email Address

Change the Screen Label and Field Name to MaxEmail
To use this new field:

Enter the contact’s fax phone number with a 1 at the front and no punctuation:
MaxEmaill | 15153018545 =]
The entry in the field should look like: 18153018545

Now you can click the button to open a TM Email that will be delivered to the recipient’s fax
number.

Set up Time Matters to send faxes via MS Outlook

You can start a fax from a Time Matters Contact record with one click and send it out via MS
Outlook. You need to MS Outlook Email set up and a MaxEmail account ($2 per month — see
above).

Customize a Contact field to send a fax:

Right-click on an unused field. (Note: Take care if you use Time Matters Form Styles or have
purchased a Features Package that customizes Contact Forms. It is best to work with a consultant.)
Select: Email. Select: Actual Email Address

In the Prefix field, enter: mailto: (Make sure you add the colon.)
In the Suffix field, enter: @maxemailsend.com

10
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g Field Properties - Contact [Style: Default] 0 P S|
1. Field Dezcrptions. ..
Screen Label | MaxEmail | Screen Tool Tip | @M axEmailsend. com |
Field Mame |t axE mail | CoreField Mame  [COzCONZ_05_05 |
2. Customize Field. ..
() Test
® Number [7] Hide Label [T it [ Required Eewwords
i) Date [] Prompt for Clipboard Format
) Time _ .
#® Checkbox Prefix. | maita: ) |
(71 Phane S uHfi (@maxemailsend.mr@ |
71 Maney
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(71 Soc Sec Mo. : :
Field Dizplays...
o (@ Actual Email Address

Change the Screen Label and Field Name to MaxEmail
To use this new field:

Enter the contact’s fax phone number with a 1 at the front and no punctuation:
MaxEmail 18153018545 |
The entry in the field should look like: 18153018545

Now you can click the button to open an MS Outlook e-mail that will be delivered to the recipient’s
fax number.

Use the Whole Time Matters Desktop

Expand a List to fill the Time Matters desktop

Double-click on the top bar of a list window in Time Matters if it does not fill the whole Time
Matters desktop.

T e T L LT R Tty T T

11



20 Hidden Treasures in Time Matters

List now fills the Time Matters desktop:
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Park Forms at the bottom of the Windows Desktop

Time Matters lets you link many records to a particular Matter. If you need to refer back and forth
between related records, you can open them and park them at the bottom of the Windows Desktop.

To open Contact records from a Matter record:
Right-click on the field of a linked Contact and choose: Open Contact

Area 3

Billing Con
Firrn Midway Orthape/C 5pecia Insert »

Address Cut
Right-click T
City -

Paste
Tel |B51.5G6. 2345

Area 11 Spell Check
Status Call | 1/08/2005 Dial Mumber

Dateld 1/08/2005

Date1s B Open Contact Record
Hserl® Click Customize Field =
Drate?

Datel18 | Customize Area

S

Minimize the Contact record by clicking its Minimize icon . —
The Contact record is parked at the bottom of the Windows Desktop:

=T AEIEIES

féll

Park another record of any type and both appear at the bottom of the Windows Desktop:

12
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Wells H. Anderson, JD, CIC
ACTIVE PRACTICE LLC
5200 Willson Road #150
Minneapolis, MN 55424

Training and Customizing Time Matters
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