Rescheduling a PNC

Rescheduling a PNC

Sometimes PNCs will call intake needing to reschedule their Goals and Planning
Conference.

To reschedule a PNC, first, navigate to the CLIO homepage.
a 8

Personal Dashboard Firm Dashboard Firm Feed

Dashboard
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Select Calendar from the left-hand toolbar.
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The CLIO calendar page will populate.
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The following calendar(s) that is shared with you is no longer able to sync. To fix this, please contact the calendar owner to fix the issue in their sync settings: Elise Cousineau (Elise Cousineau) 4 March 2023
Dashboard
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Settings 02481-
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https://app.clio.comjnc/#/calendars

Locate and select the Goals and Planning Conference that needs to be rescheduled.

An event description box will populate after selection.

83 of 401 https://app.trainual.com/great-lakes-advisory/curriculums/981990


https://app.trainual.com/great-lakes-advisory/curriculums/981990
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1:00P... ‘Work/Taks/Pending
Event Name: Goals & Planning Conference - Fee Hires
Waived Welcome to Freed Marcroft! Please select a
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will gladly waive the fee for your Goals and Planning
conference. On the next screen you will see a set of

questions to answer in advance of booking. Your
Goals & Planning conference will be a virtual
appointment. Please watch your inbox for a message
from our team with your link to join by video (Zoom)

| call or telephone. Thank you! Location: This is a
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frevn viewir

tahlat or

[

Delete
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ﬁ

Scroll down in the event description box and select the

Call with Client
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02349-Collins:
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e S e

about (divorce, custody, etc.)?: Potential new client

dealing with a divorce and custody matter. How did |

you hear about us? Were you referred to us by

someone?: Google If applicable, please provide the

name of the person on the other side of your matter. and

If not applicable, please indicate with N/A.: Uyi 2:15 PM - 3:15 PM

Osunde Has anything been filed in regards to your hitps://freedmarcroft.i

matter?: No We invite you to please share anything

that will help prepare for our meeting.: No Need to

make changes to this event? Cancel:
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Delete

A Calendly scheduling link will populate.

"Reschedule” link.
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' Produc
12:30 P
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430 PN

84 of 401

https://app.trainual.com/great-lakes-advisory/curriculums/981990


https://app.trainual.com/great-lakes-advisory/curriculums/981990

Goals and Planning Select a Date & Time

Goals & Planning

Conference March 2023 < >  Frday,March17
° 1hr SUN MON TUE WED THU FRI SAT 10:30am
= $250 USD 1 2 3 4
11:45am
We're happy help you with booking yo
LSRRy NP YU N R 2 1B 1B 15 16 \s
next step: The Goals & Planning

Conference.

The fee for our Goals & Planning

Conference is $250, but what's most 26 27 28 29 30 31
important to us is that you keep moving

forward. When you keep this initial

Time zone
appointment that you set, the $250 will be

refunded to you at the end of it. @® Eastern Time - US & Canada (10:47am) »

On the next screen you will see a set of
questions that will help you get the most
value from our time together.

Cookie settings \ Troubleshoot

Select the PNC's desired date and time for the rescheduled Goals and Planning
Conference.

After the Goals and Planning Conference has been rescheduled, update Rainmaker.
To do this, first, navigate to the Rainmaker Homepage.

= keap >a W o0 Q- o

Dashboard Contacts v Tasks

Dashboard

Friday March 03, 2023

&"‘ "Show Stats has been shared to your dashboard by TRI Developer.

Show Stats <

Today's Shows o

This Week's Shows 12

Contacts Needing Call/Meeting/Appt Type <
View Report

Hired Another Attorney stats <

View Report

In the search bar, input the PNC's phone number or name.
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= keap hNOw® 2 o] Qs o]

Dashboard Contacts v Tasks

AL No name L (860) 916~
Dashboard o
N 221-
Friday March 03, 2023 o.pame $i(ee0)
&) | "show Stats® has been shared to your dashboard by TRI Developer. 5 adiéa * (860) 888-
Show Stats < 2 Kristin t. (860) 614-
Today's Shows o
A Norris t, (860) 816-
This Week's Shows 12
A Leoni L (860) 930~
Contacts Needing Call/Meeting/Appt Type 5]
A Elroy X, (860) 922-
View Report
A Beatrice L (860) 840-
A Shanique \, (860) 725-
i le ]
Hired Another Attorney stats < 2 Marina . (860)997-

View Report

Search results will populate.
Select the desired PNC's profile from the search results.

= keap AOwN 20 Qv (+)

Dashboard Contacts v Tasks

Quick Search

Actions v Edit Fields... Advanced Search >>

Skye c4 \AAAD D
Company Email Intake Type
e@gmail.com
Phone 1 State (Billing)
(407) 766- Mobile) CcT
Notes Tasks Appointment malls Forms Opportunities Score

The PNC's profile will populate.
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C @ aga23i i com/Cor ontact.jsp?view= 1D=21250&: 21250 h % @ » 0 0 Upda

5554 ¥ 473 @) 2 @ Connecticut Judic.. () Clio - Calendar ) (44) Second Satur... @ New Tab 44 Kk Infusionsoft - Log.. k Dashboard - Dece.. @ Seafood-and-Chic.. () Freed Marcroft LLC [ Linkedin @ Ruby Chat

= keap ANOwH® 20 Qv o

Dashboard Contacts v Tasks

Skye (back to search results)

General Address Additional Info Person Notes Intake Data Appointment Data New Client Questionnaires Do Not Use This Tab Custom Fields Tag Linked Contacts Access Privileges

General Information

Score
First Name
Sy Lead Score ?
Last Name
Company Phone / Fax
Company  Choose a company Phone 1 Mobile v | (407)76€
Go Search... Clear
Phone2 | work v
Job Title
Fax1  Work o
Intake Type | Please select an intake type v
Lead Source Email / Social
owner | Reagan A Email \Ogmall.com D]
Status: Unconfirmed Manage Email Status...
Billing Address Website 2
Street Address1 795 Facebook @
Street Address 2 Twitter (94
City Linkedin @
State cT Instagram @
Postal Code Snapchat 0
Fruntns = YouTube o)

Scroll down the PNC's profile to the "Forms and Submissions” section.

[Natasha Ro

Notes View All | Note Template. v | Add Note

This Contact does not have any Notes [Marcos Fort
Form Submissions View All Internal Forms... v Fill Out

Date Form Submitted By Referring URL

2/2412023 2 Goals and Planning O... Reagar https//ag423. com/Contac ntact_legacy. ID=21250

2/23/2023 2 Intake/Appointment ... Melissa https:/ag423.infusionsoft.com/Contact/manageContact jsp?view=edit&|D=21250

2/23/2023 2 Goals and Planning O... Melissa https://ag423.infusionsoft.com/Contact/manageContact jsp?view=edit&ID=21250

2/21/2023 2 Intake/Appointment S... Melissa ! https:/ag423.infusionsoft.com/Contact/manageContact jsp?view=edit&|D=21250&searchResult=

2/16/2023 2 Intake/Appointment S... Jenni r hitps:/ag423. in.
Recent Email History Sync Email Account Send Email View Entire History

Received Sent @ Campaign Notification @ Bounced

Email Status Date Subject EmailTo EmailFrom Template

Select "Intake/Appointment Setting Form™ from the drop-down menu at the top of this
section.
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Notes View All Note Template... v | Add Note

This Contact does not have any Notes

Internal Forms...
Goals and Planning Outcome Form

Form Submissions LETUN v Intake/Appointmer* Setting Eorm

Date Form Submitted By Referring URL
2/24/2023 2 Goals and Planning O... Reagal https:/ag423. com/Ci ontact_legacy., D=21250
2/23/2023 2 Intake/Appointment S... Melissi https://ag423. .com/Contac ontact jsp? t&ID=21250
2/23/2023 & Goals and Planning O... Melissi https://ag423 com/Contac ontact i it&ID=21250
2/21/2023 2 Intake/Appointment S... Melissi https://ag423. .com/Contact ontact ID=21250&searchResult=..
2/16/2023 2 Intake/Appointment ... Jenna https://ag423. PP ? in.
Recent Email History Sync Email Account Send Email View Entire History

© Received Sent @ Campaign Notification @ Bounced

Email Status Date Subject EmailTo EmailFrom Template

Then select "Fill Out.”

Form Submissions View Al Intake/Appointment Settin...
Date Form Submitted By Referring URL
2/24/2023 2 Goals and Planning O... Reagar 423 com/Contac ontact_legacy.jsp? ID=21250
2/23/2023 2 Intake/Appointment s... Melisse https://ag423.infusi com/Contac! geContact jsp2vi t&ID=21250
2/23/2023 2 Goals and Planning O... Meliss: https://ag423 com/C: ontact jsp?view=edit&ID=21250
2/21/2023 2 Intake/Appointment ... Meliss¢ //ag423 com/Contact/ma ontact. 1D=21250. hResult=.
2/16/2023 2 Intake/Appointment ... Jenna | 23 ? nav. navLin.
Recent Email History Sync Email Account Send Email View Entire History

The "Intake/Appointment Setting Form" will appear with the general profile information
already populated in the appropriate fields.
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Complete Form X

Intake/Appointment
Setting Form
PNC Information
Initial Call Date * 02-15-2023 B
First Name * Skye
Last Name
Emall r @gmail.com
The email will be addressed 'Dear * and will appear exactly as typed into the Email
Salutation field (Mr. Smith will appear as Dear Mr. Smith)
Email Salutation * Skye
Phone 1 Type Mobile v
L3

Phone 1 (407) 766
Phone 2 Type Work v
Phone 2 hone 2

OYes
HTM Call?

ONo
If you have colk d a Mobile Number above, please duplicate it in the field below. Select Yes

from the dropdown below once you have confirmed permission for appointment notifications and
other reminders.

Mobile Number (407) 766-

nission to text? * No v

Scroll down to the "Appoint Information” section and edit the following information to reflect
the rescheduled Goals and Planning Conference:

Appointment Date

Appointment Time

Appointment Location- This selection should reflect who the appointment is scheduled
with.

Consult Set With
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Appointment Information

If setting an appointmerIt or case evaluation, then please be sure and check something from all
fields below as appropriate. If no location is selected then no emails will be sent if an appointment
is set.

Appointment Date 02-24-2023
Appointment Time 10:30 AM

Appointment Location * Zoom-Reagan

Consult Set With Reagan

Retainer 2000.0

@® Call/Meeting/Appt Scheduled
O Pending Appointment-Ruby Scheduled

£ NPV bl Pt

After all the information is correctly revised, scroll down and select "Save” at the bottom of
the "Intake/Appointment Setting Form."
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Intake Task Assignment * Reaga v

Intake Completed By * Jenna o

Intake Completed By if Other Intake Completed By If Other

The new "Intake/Appointment Setting Form" will appear in Rainmaker and trigger
preliminary actions for the upcoming appointment.
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Synching CLIO with Case Status: New Client

Synching CLIO with Case Status

Case Status and CLIO need to be synched for clients and personnel to be able to access
and communicate about the case in Case Status.

Dashboard
Calendar

Tasks

Matters
Contacts
Activities

Billing

Online payments
Accounts
Documents
Communications

Reports

App Integrations

Settings

To do this, navigate to the desired client’s profile in CLIO.

02625 i
nsulting Regarding a

~ Contac

Mari

Phone

Email
Address

Related ci

~ Timelin

JUN 6, 2023

Brandy k

message

Dashboard istom Fields Activities ndar ommunications Notes Documents Tasks Bills Transactions
~ Financial
Work in progress @ Outstanding balance Matter trust funds
$45.00 $0.00 © $2,000.00
Unbilled $45.00 View bills Min threshold: $1,000.00 Edit
Draft $0.00
New request
Quick bill
Time ©® $45.00 020 Add time Expenses - Add expense
~ Details ~ Custom Fields
Matter Consulting Regarding a Dissolution Color Status —
description of Marriage
Case Manager —
Responsible Maya Notes
attorney
Task Status —

Locate and copy the CLIO reference identification number.

This will be at the end of the CLIO page's URL.

C ( & app.cio.com 11573936865

B3 E-Services - CT Judi...

cf mmm N\ O

Dashboard
Calendar
Tasks
Matters
Contacts
Activities

Billing

Online payments

Accounts

Documents

Communications

] Case Status

02625

Dashboard istom Fields Activities

~ Financial

Work in progress ©@
$45.00

Unbilled $45.00
Draft $0.00

Quick bill
Time ©® $45.00 020! Add time

-« RNataile

©® tosched

endar Jommunications Notes Documents Tasks 1sa
+C
Outstanding balance Matter trust funds

$0.00 © $2,000.00
View bills Min threshold: $1,000.00 Edit Phon
New request Emal
Addr

Expenses -  Addexpense

Rela

- Cuetam Cialde
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Now, navigate to the Case Status Home page.

Firm Insights Cases Clients Inbox 9 v

Search Clients v  Search by Name or Phone *@dd Case -

Filters: Practice Area Date Status NPS Message Client Interactions  Clear Filters Showonly - AllOpen Cases

0 selected

D < Client <

Primary <

Date * Status * < Updated

@ Discovery Kickoff

01835-Fr. - Brandy 05/26/2021 Conference and First 06/06/2023

Financial Affidavit

e Collaborative Planning

02562-Pa...  Sunil Selena 04/10/2023 06/06/2023
Session
02513-Va...  Gloriz Selena 02/23/2023 @ Pursue Resolution 06/06/2023
02624-So...  Jasor Selena 06/06/2023 e Introductory Information 06/06/2023
02622-S... Scott Selena 06/05/2023 @ Consulting Session 06/06/2023 n

Select the down arrow icon from the top right corner, then select "Sync with CLIO."

Firm Insights Cases Clients Inbox 9 v

1 by Name or Phone -

ate Status NPS Message Client Interactions  Clear Filters Showonly « AllOpen Cases

Sync with {:lio

Primary < Date =~ Status < < Updated

@ Discovery Kickoff
rcroft Brandy 05/26/2021 Conference and First 06/06/2023
Financial Affidavit

e Collaborative Planning

wa Selena 04/10/2023 . 06/06/2023
Session

lentino Selena 02/23/2023 @ Pursue Resolution 06/06/2023

usa Selena 06/06/2023 e Introductory Information 06/06/2023

A "Sync with CLIO" box will populate.

Select the "Individual Case” tab and paste the copied CLIO reference identification number
in the "Enter ID" field.
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Sync with Clio
All cases Individual case

Sync case data by entering integration ID below.

Then select "Sync Case.”

Sync with Clio

All cases Individual case

Sync case data by entering integration ID below.

1573936865

The CLIO file will synch with Case Status and appear in the case list on the homepage,
highlighted in yellow to indicate that it is a new entry.
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Firm Insights Cases Clients Inbox

Filters: Practice Area Date NPS Message Client Interactions clew Filters Showonly « AllOpen Cases

0 selected

D < Client < Primary * Date * Status * < Updated

02625-Ga... Maya ! 06/06/2023 e Introductory Information 06/06/2023

. ® Divorce & Carry Out the
02491-Th... Heather Selen 02/02/2023 06/06/2023
Judgment

@ Gather & Submit

02607-Lo Lopez Second ParentAdop...  Selen 05/18/2023 06/06/2023
Documents

02486-M...  Ashley Selen 01/26/2023 e Initial Discovery 06/06/2023
e Decide How to Move .

02612-Pr... Krysta Marga 05/23/2023 06/06/2023

Forward

Double-click the case to open the client/case page.

Firm Insights Cases Clients Inbox e v

- Case Info Share Status Internal Messaging Appointments Place On Hold

Case ID: 02625-___.... Client: Mari

Current Status Last updated 06/06/2023

Not Activated

< Engage with your client

Cases get activated once you send your first message to N

the client. Start by sending them a message introducing
them to Case Status
Introductory Information

Send welcome message T
p us

Click to add group name +Add Clients
Messages Documents Automation Checklist

1 Client Last Interaction ‘.

Scroll down to the "staff Members" section of the page to review and ensure that all the
appropriate personnel are added to the profile.
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Firm Insights

{ Case Info Share Status Internal Messaging Appointments CloseC

Case ID: 02625 Client: Mari
Lase Notes (Only visible to the irm)

https://app.clio.com/nc/#/matters/1573936865

| T

Staff members

2 Staff members + Add Staff member
Meghan Make Primary Remove a2
Maya Primary A

S —

Remove Case

Select "Add Staff Member" to make any needed personnel additions to the profile.

<

Staff members

2 Staff members

+ Add Staff member

Meghan Make Primary Remove

Maya Primary

Remove Case

The "Add Staff Members to Case™ box will populate.
Search and select all needed personnel additions.

Important Note: If unsure what personnel is responsible for the case, refer to the CLIO profile.
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Add staff members to case

Selected Staff members
Melis Carrie

The added personnel will now appear in the "Staff Members” section.

L Case Info Share Status Internal Messaging Appointments

CaselD: 02625 Client: |
Lase Notes (Unly visible to the firm)

https://app.clio.com/nc/#/matters/1573936865

<

’ Staff members ‘
4 Staff members + Add Staff member
Meghan Make Primary Remove A
Melissa Make Primary Remove A
Carrie Pq’ﬁ:ary A
Maya Make Primary Remove a

—

Set the paralegal as the primary on the profile by selecting "Make Primary” next to their
name.

97 of 401 https://app.trainual.com/great-lakes-advisory/curriculums/981990


https://app.trainual.com/great-lakes-advisory/curriculums/981990

Staff members

4 Staff members

Meghan Make Primary

Melissa

Carrie P@a

Maya Make Primary

+ Add Staff member

Remove A

Make Primary Remove A

Next, review the "Case Information” section for accuracy, editing any information as
needed.

«

Case Info

Share Status Internal Messaging

CaselD:02625  Client: Mari_

’ Case Information Edit \

Integration ID
1573936865

Practice Area

Facing)

Consulting Arrangements No Referral Source
CaselID Date
02625-Gadlin 06/06/2023

Case Description (Client

Consulting Regarding a

Dissolution of Marriage

\ Case Notes (Only visible to the firm) /

Referral Source

Cl

Appointments

-Scrollto !

Now the CLIO profile is synched with Case Status!
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Manually Scheduling a G&P in Clio

Manually Scheduling a G&P in Clio

Sometimes PNCs will contact us needing to schedule a Goals and Planning session but do
not have the ability to schedule through Calendly.

In many of these cases, the client will need immediate help.

In these instances, we need to manually schedule the Goals and Planning session in CLIO.

First, navigate to the CLIO "Calendar” tab and locate the Sales Representatives' Calendars.

= <« »  Thu,Jun 15,2023 v Agenda | D; P J
Dashboard

Elizabett Firm Meghan Freed Kristen Marcroft Natash: Melissa Reagan
Calendar

|7:30 AN - 8.00 AM )
11221
Legal Team Call Legal Team Call Intake Team Round-Up 18 19 2
Activities ck Ortiz and Melissa 25 26 2
S
i T E—— ‘
Freed: [10.00... [Meghan Freed: |Freed: |Meghan 1000 AM - 11:30 AM hitps:/ifreedmarcroft zoom.us/y820 160
Clarissa Freed: |50 000 Clarissa| Clarissa Freed:
= gis{ic vt
povs | aacvann: | DOOK. ~n N ot |
o My calel
8 Elizab
Documents =4
) Tasks
o = CLASS - Mkig Analytics Lunch e
Commumications 12:00 PM - 1:30 PM Partners 12:00 PM - 1230 PM 0 statut
s C
Reports of
100 Meating (Call Amanda . Other ¢z
[ S .
Ep—
b
| Goals & Planning CF with Megh:
2 =
‘Aaron Frank and Melissa 200 PM - 3:00 PW Krister
iy
Access new payments 3:00 pm 2.30 PM - 3:30 PM Small
features h L ys20108
Large
| Jonathan
4:00 PM - 5.00 PM ;:l‘v“l\:y“
Confirm All Em .. |outstanding it Confirm All Em... |outstanding itd Frd it Lori €i
4:30 PM - 5:00 4:30 PM - 5:00 4:30 PM - 5:00 4:30 PM - 5:00 |ElnﬂCh¢lP...
End of Day Wr. Confirm All Em. | Confiem Al Em... |4:45 PM - 5:15 . LisaC
Selen:
Natas!
Meliss
[ Brana
Then, double-click on the desired available time slot.
Recents ~ » 00:00:00 O
Today « » Thu, Jun 15, 2023 » Agenda Day Week Work week Month More v m. « J
Calendar
|7:30 AN -8:00 AM 7S
4 51
1121
Legal Team Call Legal Team Call Intake Team Round-Up 18 19 2
Dereck Ortiz and Melissa 25 26 2
NMR & EA social media [ Meghan [Installat | Cancele Meghan | Meghan |Cancele |installat | NMR & EA social media . el
10:00 AM - 11:30 AM [Freed: [10:00 ... |Meghan - reed: jhan | 10:00 1000 AM - 11:30 AM https:/freedmarcroft zoom.us//82016¢
| e
o [ T e -
s B [t e e °
8 Elizab
) Tasks
Ao e - 0
Communications 12:00 PM - 1:30 PM Partners 12:00 PM - 1230 PM 0 statute
e C
£
Meeting |Call Amanda ... Other c:
[ S -
Ep—
o
| Goals & Planning CF with Megh:
B =
m Aaron Frank and Melissa Frd e Krister
i
Access new payments 3:00 pm 2:30 PM - 3:30 PM Small
s N o)
Large
s
Block | Mateovici and Chesh
Confirm AN Em... Immh.. Confirm All Em .. |outstanding te. Confirm All Em... |outstanding ite. Fanadcyan dcl Lori €I
End of Day Wr... | Confirm All Em. | Confirm ANl Em... |4:45 PM-5:15 .. LisaC
Courtr
Selen:
Natas!
Meliss
[ Brana

The "Event Details™ box will populate.
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Event details

Title Required
|

Startime  Required Endtime  Required

06/15/2023 (m] 11:00 AM Q 06/15/2023 m 11:30 AM o

All Day Repeat
Location

Video Conferencing
Make this a Zoom meeting
Matter
Type in a matter name -
Reminders

© Add new reminder

€)  Contacts who are notified by text will receive a text reminder 1 day(s) before this

event. Change setting
L

Save to this calendar Required
Reagan Ray =
Add this event to the Firm calendar as well as the selected calendar
Event type ©

© Create event types

Description

Title Required

John Smith and Reagan

06/15/2023 () 11:00 AM 0] 11:30 AM (0]

All Day Repeat
Location

Invite attendees
Find firm users or contacts to invite

Type in name

Suggested attendees
No suggestions at this time

Invite attendees

For the event "Title" field enter the name of the PNC and the name of the Sales
Representative they will be meeting with.
]

Event details

Find firm users or contacts to invite

Type in name

Suggested attendees
No suggestions at this time

Next, edit the meeting time selections to reflect a 1-hour meeting.

Event details

Title

John Smith and Reagan

End time

Starttime Required Required

06/15/2023 - 11:00 AM o 06/15/2023 [

Location

12:60 PM|

Required

(O]

Then, scroll down the "Description” field and enter in:

o Why the meeting was scheduled manually.
« Any coming court date.

Invite attende
Find firm users

Type in name

Suggested atten
No suggestions a
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« The Goals and Planning Session link for the sales team member.

Reminders

© Add new remende

o Contacts who 3o 2e0Rad Dy Wit il reCewe 3 Wt 1emnder 1 dapis) tators T
over! _haroe relirs

ASd v ever! 1 P e Calendir 3 well 13 P seecied Labende’

Event type ©

Select "Save" at the bottom when all information is entered.

Reminders
© Add new semmnder
KD  Cortaum vt e notted by st w recewe 3 St remunder 1 dapts) betore Tt
ovent Chunose seling
Save 1o thiy Cabendar Ruqured
Respan Ray
ASE Tm event 15 P Frve catendr a1 wel 58 1w SeRCied catender

Cvent type ©

© Cooam event trpes

Description

The calendar event will now populate in the Sale Representative’'s calendar in CLIO.
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4 5 6
1121
18 19 2
25 26 27

My calen
Elizabe
[ Tasks
[ statute
Other cal
£ Firm
2 Meghar
1 Kristen
(] small R
| Large F
| Cheshil

Lori Cip
_| LisaCa

Courtn¢
[ Selena
[ Natashi
2 Melissa
(O srandy

M lanna ¢
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Steps to Open a New Matter in CLIO

Steps to Open a New Matter in CLIO

When opening a hew matter in CLIO, several actions that need to take place.

Clio

In this training, we will review the step-by-step process of each.

Refer to the following Opening a New Matter in CLIO Checklist to guide your learning.

Opening a New Matter in CLIO
Checklist
Edit the Matter in CLIO
Create the CLIO Tasks List

Synch the New CLIO Matter with Case Status

Upload the Billing and Engagement Documents
to CLIO

OO OO

Provide Email Notification
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Editing the Matter in CLIO

Editing the Matter in CLIO

After hiring a PNC, first, we need to edit the matter in CLIO.
Navigate to the PNC's CLIO profile.

sl Recents v » 00:00:00 © © Createnew ~ ‘.
Q Andrew L Quickbill  New trust request m
Dashboard Communications  Notes Documents  Bills Transactions  Clio for Co-Counsel
~ Contact information ~ Custom Fields ~ Client's matters All | Open m
Company / Title -/ = Special Notes Custody/Support U.’t«“b{_j,, _: Custody/Support i Edit ¥
Phone 413) 374 Other =y Referred by -
1-10f1 View all matters
i Sy Date of Birth -
i~ = ~ Associated matters Al Open
Address Other @
cToe This contact isn't associated with any matters.
Date of birth -
~ Billing information
LEDES clientID  —
Payment profile  Default (0 days)
Access new payments Rates =
features
N N . " ' " N
Select the matter being hired for in the "Client’'s Matters” section.
Q Recents v » 00:00:00 © © Create new ~ ‘.
@ Andrew st Quick bill New trust request m
Dashboard ommunications  Notes  Documents  Bills Transactions  Clio for Co-Counsel
Matters ~ Contact information ~ Custom Fields + Client's matters All | Open m
Contacts Company / Title -1= Special Notes. Custody/Support 02686, _ Custody/Support P Edit | v
Phone 413) 374 Other Text Referred by =
ew all mattes

Email Boomcast net (Other Date of Birth -

Website =

~ Associated matters | Al | open [[EITEENTNY

This contact isn't associated with any matters.

Address Other

[

cT o€
Date of birth ~
« Billing information
o
LEDES clientID  —
[ Now ] Payment profile  Default (0 days)

Access new payments — ”
features

CLIO will populate the matter information.
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oy — . -

Dashboard  Custom Fields ~ Activities  Calendar Notes Documents Tasks Bills Clio for Co-Counsel
~ Financial ~ Contacts Export
Work in ress © utstanding balance Matter trust funds
oo o i e I Kndrew
$0.00 $0.00 $0.00 Cient
Unbilled $0.00 View bills New request Phone 413) 374 Text
Draft $0.00
Email
Quick bill
Address
CT0e @
(Other
Time® - Add time Expenses - Add expense
Related contacts (0) Add
~ Details ~ Custom Fields
~ Timeline Filters ~
Matter description Custody/Support Color Status JUL 25, 2023
Responsible - Case Manager -
attorney Notes Natasha reated matter note ‘Note imported from
® LCS
Permissions Firm Task Status
Access new payments 8:12 am
festures Originating - Funds Status -
attorney NPS/Client _ - modified permissions to ‘Everyone
Matter - Happiness
notifications o
mmunication -
Sraciice area = Status g |Natasha created Matter ‘02686-
12 am
Matter stage - Client Score -
Client reference - Junior Attorney - Beginr
number
Responsible =
Location Zoom-Melissa Paralegal «|» Export
Status - Sales Team Reagan

Select "Edit Matter” in the top right of the matter information page.

-

Duplicate Share

15ks Bills Clio for Co-C
~ Contacts
Matter trust funds
gndrew
$0.00 Cient
New request Phone 413) 374 Text
Email st.net (Other)
Address
<. .Crot @
(Other
nse
Related contacts (0) Add
+ Timeline Filters v
JUL 28, 2023
Natasha reated matter note ‘Note imported from

The "Matter Details” will populate.
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Edit matter: 02686 Update matter name/number when saving changes @ P

SECTIONS & m fetail

Matter details
Matter permissions Client*
M ificati
A Andrev @comcast.net) v
Custom fields
Billing preference Matier description®
Task lists eustody/Support
Responsible attorney Originating attorney
v v
Client reference number Location
Zoom-Mekssa
Practice area Matter Stage
v v
Matter status
Open -
Open date Closed date
07/25/2023 (] ddlyyyy ]
Pending date
3 m]
Statute of limitations date
=] Statute of limitations date satisfied

Enter in the "Matter Description.”

& Matter details

Client*

Andrew i@comcast.net) v

v v
Client reference number Location
numbex Zoom-Melissa
Practice area Matter Stage

Select the "Responsible Attorney."

Remember, this information can be found in the Slack Sales channel.
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&= Matter details

Client*

Andrew Bcomcast.net) v
Matter description*

Consuiting in a Custody/Support

Select the "Originating Attorney.”

Remember, this will always be Meghan Freed.

Client reference number

Practice area

07/25/2023 ™ mm/ddAvvy M

Next, select the "Practice Area” from the drop-down menu.
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Input the appropriate individuals in the "Matter Notifications” field.

This is always the billing specialist, assigned attorney, and assigned paralegal.

e

Specific users or groups

& Matter notifications

Firm users that you select will receive notifications when the status of this matter changes or the matter is
deleted. They will also be notified when documents are uploaded by clients and related contacts.

Information for related contacts appears on the matter dashboard. These contacts will also appear in future
confiict checks.

Next, select the Dragon responsible for the "Sales Team Member” field in the "Custom
Fields" section.
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NPS/Client Happiness Communication Status

Client Score Junior Attorney

Responsible Paralegal Sales Team Member*
. Reagan I

Melissa
Judgment Date enter at end

Legal Team Member

Internal Referral Credit*
N/A

Matter Source*

Crmstmdlmsopamtmmm
have three children together.

Planning purposes, what to expect,
identifying/finding legal partner

Then, enter in and select the "Responsible Paralegal.”

VRISV VT AT TRy

Sales Team Member*

Mehssa v

Deadline to file Motion to Open
]

External Referral (N/A if none)*

NA

Matter Notes

Custody/Child Support Planning.....Not married,
Children's Mother and | are separating and we
have three children together.

Planning purposes, what to expect,
identifying/finding legal partner

Select the individual responsible for the “Internal Referral Credit” field if one exists.

If there is not an internal referral, select "N/A."
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Referral (N/A if none)*

tter Notes

Custody/Child Support Planning.....Not married,
cm;mmmdlnmmmdwo
e three children together.

Spouse Plaintift/Defendant

Type in an “External Referral” if there is one.

If there is none, enter "N/A."

— rev —

Internal Referral Credit*

N/A

Matter Source * Matter Notes

Select the "Matter Source” from the field drop-down menu.

Internal Referral Credit* External Referral (N/A if none)*

N/A v N/A

atter Notes

Custody/Child Support Planning.....Not married,
Children's Mother and | are separating and we
have three children together.

Planning purposes, what to expect,
identifying/finding legal partner

Closing Matter Reason
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In the "Billing Preference” section, enter the rates for the:

¢ Managing Attorneys

¢ Brandy Thomas
e Attorneys
e Paralegals
15
Custom billing rates

k

Matter budget
Set a budget for this matter

Next, select the "Trust Balance Notification” selection box.

This will notify specific parties when the evergreen retainer balance gets low.
Paralegals v at $ | 22600 [x]

© Add a custom billing rate

Matter budget
Set a budget for this matter

Trust balance notification
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Upon checking the "Trust Balance Notification” selection box, the "Notify when trust funds are
below" field will populate.

In the field, input the monetary value that is half of the evergreen retainer.

Trust balance notification

Notify firm users when matter trust funds are low

The "Notification Recipients” field will also populate.

Enter the individuals who should be notified when the evergreen retainer is half used.

These are the:
¢ Billing Specialist
e Assigned Attorney
e Assigned Paralegal
X

$  1000.00

Notification recipients *

Lon o Coytney

When all this information has been input appropriately, select "Save Matter” in the top right
corner of the Matter page.
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Task Status

NPS/Client Happiness

Client Score

Responsible Paralegal

Update matter name/number when saving changes @ l Save matter

Funds Status

Junior Attorney

Sales Team Member*

Melssa

Cancel ¥
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Assign task list

Task list*

Assign all tasks in this list to this assignee
Notify task assignees via email

Matter
02686

Assign task list Cancel

Enter in and select the appropriate "Task List.”

Important Note: "Consulting” and "Learn & Decide” are the same matter type.

Assign task list

Select an assignee

Assign all tasks in this list to this assignee
Notify task assignees via email

Matter
02686

Trigger date* ©
07/25/2023

Assign task list Cancel

Next, input the individual receiving the tasks for the "Assign To" field.

This should always be the paralegal assigned to the matter.

118 of 401 https://app.trainual.com/great-lakes-advisory/curriculums/981990


https://app.trainual.com/great-lakes-advisory/curriculums/981990

Assign task list x

Task list*

Strategy Session - Learn & Decide (v. 2023) v

Notify task assignees via e

Matter
02686

Trigger date* ©

07/25/2023 ™

=

Then, select the task list "Trigger Date” using the calendar widget.

Important Note: It is Freed Marcroft's policy to never assign a same-day task list, except in
cases of emergency.

Assign task list

Taclk liet™

‘ July 2023

We Th

07/20/2023]

Assign task list Cancel

Finally, select "Assign Task List.
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l Assign task list |
| e

Assign task list

Task list*

Strategy Session - Learn & Decide (v. 2023)

Assign to*

Carrie

Assign all tasks in this list to this assignee
Notify task assignees via email

Matter
02686

Trigger date * ©

07/25/2023

Cancel

The newly assigned task list will populate the CLIO Matters page "Tasks" tab.

ayments

o ouwtcne || srre [T
Consulting in a Custody/Support Sose .
Dashboard  Custom Fields ~ Activities  Calendar Communications Notes Documents Tasks Bills  Transactions  Clio for Co-Counsel
Tasks Assign task list m
Outstanding =~ Completed 8- ™ Al dates - Columns Filters v
Action Due date - Name and description by to time Status Task
Mark complete v 08/01/2023 D. Debrief from S on Melissa Carrie Add time Pending
(1) Foliow Up with Sr. following the SS, st Task
Mark complete v 08/02/2023 E. Draft Strategy Session Summary [Strategy Session - Learn & Decide| Melissa Carrie Add time Pending
(1) Draft Strategy Session Summary {'J
8. Schedule Strategy Session & Post Strateg
Session Call [Strategy Session - Learn &
Mark complete v 08/03/2023 E. Review Strategy € o te¢ Decide] Brand Add time Pending
(1) Review the SS € rom pa d any applicable blog
oosts and video re: r the Clier iend the Strateav Session
Mark complete « 08/03/2023 G, Confirm if New Fe Ne [Strategy Session - Learn Melissa Brana Add time Pending
(1) Confirm he Chent v
(2) Confirm tvpe of Fee Aare and update “Draft Fee Aareement”
Mark complete v 08/04/2023 H. Draft Fee Agreement [Strategy Session - Learn & Decide| Melissa Lori Ci Add time Pending
Mark complete v 08/07/2023 “Post Strategy Session Meeting [Strategy Session - Learn & Decide]" Melissa Meliss Add time Pending
(1) Reach out to the Client via phone re: Post Strategy Call
Mark complete v 08/07/2023 | Send New Fee Agreement to Client [Strategy Session - Learn & Decide] Melissa Brand Add time Pending
(1) Send the Full Fee Agreement to the Client via HelloSign
Responsible Paraleaall found in Client's Folder (Droobox - Clio - Client's
Mark complete v 08/08/2023 J » Fee Agreement & Set Applicable Task List [Strategy Session - Melissa Carl @ Task list assigned: Strategy Session - Q
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