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Start the New User Wizard
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B % New User

Create a New User - Introduction
The User Wizard will quickly guide you through the process of creating a new user,

At the end of this wizard, the link to install Time Matters will be
available to send to the new user.

B Introduction o i
Complete the fields below.
4

[] staff First/MI/Last | I
[ ] Access User ID* | |
[] Rights Password | |
1 Frsh M obility Ll zer
Email Address * | |

Do not check

[T Do not use this wizard again.

{ Back | Next ) Cancel
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New User

fiNEw User 2%

Create a New User - StafffSecurity
Select the default Staff/Group and security settings to assign to this User 1D,

Default Staft/Group for this User ID

. (¥ Create a new Staff with this User
[} Introduction

" Use an existing Staff/Group | K4

o securnity Settings
N Individual Security Settings
*  sze Settings from the Following User

" Use Settings from the Following Pr

B staff

L4

[T Do not use this wizard again.

{ Back | Mext 3 Cancel
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New Staff

Brewsat N 1P

Create a New Staff - Introduction
The Staff Wizard vl quickly guide pou through the process of creating a new staff. ‘

; Bl

\—

A Staff is a person or a resource [e.g., conference room/other) for which you
oLep maintain a E:R?nclar and/or azsign records.

| Introduction Enter the name and unigue initials [2-4 characters) for this persondresounce.

The unique identifier will be used throughout the application for identification.

[] Address
[] custom Last [Cz |
[ Biling First [Henry |
Middle | |
[} Finish

Irnitialz of this person or resource

Change to correct abbreviation

Cancel |
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New Staff

21
Create a New Staff - Address/Phone Numbers

Enter an addrezs and phone numbers for this staff. ‘

H‘
' MNo need to fill this in. Press Next. '

i | |

[} Introduction

M Address
e Home | |
Muobile | |
[] illing
Beeper | |
(] Finish

[ Do not use this wizard again.

¢ Back Mext Cancel
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New Staff

_ 21|
eate a New Staff - Billing Options

Complete the billing information for thiz staff. ‘

Choos a Rate Table

Rate Type % Use Ratey

[} Introduction

¢ Lustom Hates Uze Custom R4

ATTY 1-240 2-280 3-3

| CLERICAL 1-40 2-60 375
LAWCLERK 1-90 2-90 3-90
[] Address PARALEGAL 1-80 2-120 31
O c " Houry Rate Arnount | 30,0012
M siling
[} Finish
Click Next

[ Do not use this wizard again.

¢ Back Mext Cancel
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Finish Creating the New Staff

20

Create a New Staff - Finish u

You have completed the Staff Wizard. To review or madify the information you entered, chick
the Back button, or click a step in the progress indicator to return to that step.

You are now ready to begin using the new staff or

[ 1" Introduction IesOuUrce.
[ Address Would pou like to open the staff form now?
L__| Custom T Yes
[ Biling @ (No

B Finish

[ Do not use this wizard again.

Einish Cancel
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Finish Creating the New User

O New User i

Create a New User - Finish

You have completed the User Wizard. To review or modify the information you
entered, click the Back button, or click a step in the progress indicator to return to that
shep.

You are now ready to begin using the new user.

[ Introduction
[ staff Click the following link to install Time Matters.
W LAW-SBS-01\Data\TMA\Setuphsetupe.exe
User ID: ]
Paszsward:
B Finish

\.I' Do not use this wizard again.

( Back Einish

LCancel
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Go to User Level

File View Calendar Database Mail Biling Report Search Window Help

User and Security
Rates and Accounts »

Rillina Ninkinne 3
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Choose a Similar User

Bumerieviseme 2

rdﬂd A User Opening Defaults
Default mar@dnw [N avigatar [*]
i, General L after login
© Choose a similar User _bg
0- LesisNesis Hermnders
_ [T Automatically load and open the Day File
2] Lgs ™ Show Tip of the Day after login
] Forms [V Start as maximized
é|> Links General Defaults
(2] Calendars Default entry for Date Calculator | |v]
\Z] Phone [~ User can skip Network Update
"I—.j Toolbar Wizard Defaults
= Communications Use a'Wizard for adding Other Wizards
v Staff ™ Contact v Archive Related Records
[¥ Class Code [T Case ¥ Record Review
¥ Quick Tab ¥ Biling Preferences ¥ Security
et e
Defaults Capy 0K Cancel
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Check the New User's Checkbox

2]
1. Select User to Copy From... 3. Select Settings to Copy... ———
[acC [¥] ¥ General Settings
2 Select Users to Copy to... [¥ List Settings
User Initials  User Name - ¥ Form and Sublist Settings
[ GAB
= d Link Settings
E E Check the New User's box Seltings
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Press OK
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Expert assistance with practice management applications
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