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Firm Central
Exporting and downloading data

User guide

As a law firm leaving Firm Central, it is imperative that the data be exported and
downloaded BEFORE the subscription lapses. Once the subscription is lapsed, some
data will no longer be available. For more information on exporting data from a
lapsed Firm Central, please refer to Page 29 in this document under the section titled
“Exporting Data from a Lapsed Firm Central.”

We recommend you first export or download a list of all clients and cases.
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Exporting Clients and Contacts

To export the client and contact list:

1
2.

Select “Contacts” from the main menu.

Then select “All Contacts”. Note: you do not need to click the “Select All” box
- leaving this unclicked will allow you to download all Clients and Contacts,
including any that are inactive.

Click on the “Export” icon in the upper right corner. This will begin the export of
your Client list to a .CSV file.

CONTACTS

0:00 oc (@)

All Contacts

Clients  Client Groups

n 1-20 of 152 123 45@ Sortby: | Name -Ascending v

ETTET -

= A B Cc D E ¥ G H I J K L M N o e S T u X
lers:
(] Selectall  No items selected
CONTACT TYPE @
[ Person (33 =
) AAA
(O Business (69 Role: Vendor
ROLE
() AAA Properties
[ Accountant (4 Role: Vendor
() Adverse Party (4 1492 Columbus Avenue, Maintown, MN 55123
) Att 1 —
O Atomey (] Abby's Apartments
[ Billing Contact (1 Role: Client
[ Client (79
[ Court (1 [CJ ABC COMPANY INACTIVE
O Expert (1 Role: Client

() Mediation Party (2

[ Realtor (1
[ Spouse

[ ABC Corporation
Role: Client
123 test |
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Exporting Matters

To export Matters:
1. Select “Matters” from the main menu.
2. Select "All Matters”.
3. Make sure both Open and Closed Matters are selected.

4. Click on the Export icon in the upper right corner. This will begin the export of your
Matter list to a .CSV file.

0:00 o KevinG v (D

o @
[, NP Search Firm Centra Q

All Matters My Matters

Sealun\M\/ E! 1-20 of 124 123450 Sortby: | Matter (A-2) v © New Matter by |z] b @

[J Selectall  No items selected
clear filters

(] 123 First St. Sale 0126 Litigation, Larry CLOS
OPEN/CLOSED

Open (119 omo Ave 100 Ropelia, Andrea OPEN

January 17, 2019

USERS
O 18338 0096 Groundbreaker Properties ( SEL
5 Petect toers 9901 Example Street February 1, 2019 - September 13, 2021
DATEOPENED (A1 v] ) Abilene v. IHS Inc. 0054 Abilene, Joseph OPEN
January 23, 2019
PRACTICE AREA
[ Civil Litigation (2 () Abilene v.10C Inc. 0110 Abilene, Joseph OPEN
() Contracts (1 April 16, 2019
() Corporations/Business Entities (1

1 Priminal §aw

[J Accounting Matter 0080 Calendar, Roman OPEN
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Export data from the Home Page

From the Firm Central Home Page, you can export data from the Calendar, Tasks,
and Notifications widgets.

1. Select “Home"” from the main menu.

2. To export Calendar data: click on the icon to email or print data. This process is
the same as outlined in the section on exporting Calendar (see page 11)

3. To export Task data: click on the icon to email or print data. You can select “Export
Completed Tasks” from the drop-down menus as well.

4. To export Notifications data: click on the icon to email or print data. When
printing data, most printers support the choice to “Print to PDF.” We recommend
using this method to create and save a digital copy.

0:00 KevinG v (D

Search Firm Central Q

«
+

— (WED DAY, OCT 18, 2023 » v + (= TASKS —~ NOTIFICATIONS v 0

s 0Ny m \ All Open (3) v Sort by Assignee v No new notifications today. /
Kayin G
7AM 2
File documents with the court m
Ben Franl

8AM Real Estate Development, Frankiin -
OVERDUE
Assigned To: Kevin G
9AM February 24, 2023
10 AM
No Assignee
1AM .
() File documents with the court
12 Estate Planning, Jefferson Thomas Jefferson
December 16, 2022
1PM
p— (© order documents from courthouse

Business Development - S Adams Samuel Adams
February 22, 2023

— THOMSON REUTERS WESTLAW » =

Search Thomson Reuters Westlaw Q
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Export data from within a specific Matter

Data can also be exported or downloaded from within a specific Matter. To export
this data, you will need to go into each Matter separately.

From the Profile Tab:
1. Click on the “Profile” Tab within the Matter.

2. To export Matter Tasks: click on the icon to email or print data.

3. To export Notes: click on the icon to email or print data. Most printers allow the
choice to print to PDF to download the information.

0:00 KevinG v (@
Real Estate Developmen -4 4
John Adams (=]  Fi n)
Profile Mendm Deadline Assistant  Time & Expenses 4 Back to All Matters L™
= MATTER TASKS v + = NOTES (5) v + (=

All Open (1) v Sort by Due v Kevin G
September 12, 2022 10:17 am
Friday, Oct 27, 2023
o File Documents MERCHIGN N WS 3
October 27, 2023 2 Edit ' Delete

Kevin G
Mareh 4 077 212 nm
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Export data from within a specific Matter

Data can also be exported or downloaded from within a specific Matter. To export
this data, you will need to go into each Matter separately.

From the Documents Tab:
Please refer to the Exporting Documents section (see Page 9).
From Client Portal Tab:

If you have uploaded documents to the Client Portal, please refer to the Exporting
Documents section (Page 9), as the process is the same. Otherwise, you are not able
to download documents directly from the Client Portal page. Also, you are not able
to export messages from the Client Portal.

From the Calendar Tab:
Please refer to the Exporting Calendar Events section (see Page 11).
From the Deadline Assistant Tab:

For customers with the Deadline Assistant program, you can download the Events
from the Calendar within the Matter. As an alternative, you can download the
Directory of Events from the Deadline Assistant Tab by following these steps:

1. Select the “Deadline Assistant” tab within the Matter.

2. Click on the Export icon or down arrow and select the date range and file type
to download.

0:00 0o KevinG v (@

e
MATTERS [ . Search Firm Central Q

Real Estate Development (0028 - 0182) 1
John Adams (4= February 7, 2020 (Open) 2

Profile  Documents  Client Portal  Calendar  Deadline Assistant  Time & Expenses Back to Home w

Directory of Events

Rules Updates © New Event |~

Event Name Rules Authority Event Date Last Updated
= I Trial of matter. MN ST RCP Rule 39 December 6, 2023 October 18, 2023 x

Kevin G

| L/D to make expert disclosures. MN ST RCP Rule 26.01(b)4)(A) September 7, 2023 October 18, 2023
Kevin G

| UD to disclose witness and exhibit information MN ST RCP Rule 26.01(cX2) November 6, 2023 October 18, 2023
Kevin G

| /D to serve an offer of judgment (by mail) MN ST RCP Rule 6.01(e) November 16, 2023 October 18, 2023
MN ST RCP Rule 68.01(a) Kevin G

l Deadline to serve an offer of judgment (by hand, fax or electronically before 5:00 p.m.) MN ST RCP Rule 68.01(a) November 21, 2023 October 18, 2023

Kevin G
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From the Time and Expense Tab:

For customers with the Time & Billing module, you can download all Time and
Expenses for the specific matter by following these steps:

1. Select the “Time & Expense” tab within the Matter.
Select the specific User or all Users.

Select all time and expenses, just time, or just expenses.

2

3

4. Select a date range (optional).

5. If you wish to include billed time, check the box to include billed time.
6

Click the Export icon or down arrow to export the data to a .CSV file.

0:00 oo KevinG v D

Search Firm Central Q

1 6
JohnAdams (a=|  February 7, 2020 (Open) /

Real Estate Development (0028 - 0182)

Profile  Documents  Client Portal Calendar  Deadline Assistant  Time & Expenses 4 Back to Home W 3>

Total
Matter Time & Expenses - $3,777.08
-4

All Users X / » 5

View Date Range

Time & Expense Entries v 571 10/182022  to 071312023 Include Billed Reset + TimeEntry | v

Date ¥  User Entry Type Description Notes  Taxable Cost x Quantity Rate x Time Total  Status

03/102023 Kevin G Time Research on land documents and legal description. 8 $350.00/hr $490.00 Billed
1.40hr 1431

03/01/2023 Kevin G Time Research and review B $350.00/hr $525.00 Billed
1.50hr 1431

03/01/2023 Kevin G 3 Time Carry Over Balance B $1,152.08 Fiat $1,15208 Billed
1.00hr 1431

02/132023 Kevin G Time Call with commission of lands B8 $350.00/hr $525.00 Billed
1.50hr 1423

;
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Exporting Documents

Windows File Explorer is the best method to download your documents. To use this
feature, you need to have the Desktop App installed. With this, you can open two
file explorers and copy or drag-and-drop from one (Firm Central) to another (your
own computer). In this case, you will need to manually drill down to the Matter

and copy that folder. However, you can copy entire folders, which will include sub
folders and files. If you have many files that need to be exported from Firm Central
to your machine, we recommend that you export them in chunks (e.g., 100-to-200
at a time), rather than all of them at once. Please note that the Desktop App is only
available for PC computers.

N © & httpsi/frmcentral.qed.westlaw.com/wb/DoaumentsV2/#Zsort=modifiedDate%3AdescBcurrentFolderld=OpenSicurrentFolderType=Matters: *»+ & | | Q search n @O 0
3 = | Adams, John -~ o X
-
Home Share View
» £ u % cut B x _I New item 2 E]open - [ selectal
E| w Copy path - ) easyaccess - Edit =1 Select none Search Firm Central
PintoQuikk Copy Paste Move Copy Delete Rename  New Properties = s
[] Paste shortcut to~ B folder @History ] invert selection
Clipboard Quoanize New Open Select
« v 4 3> ms 9&1 > Thomson Reuters Firm Central > Matters - Open I Adams John| [ | (3} || = | Documents o X
i T Home  Share  View 7]
# Quick access - T
- 2 Business Development - Adams * [ B L-I b cut % (=] x _I] T3 New item = ﬂ ¥ Open = [ selectal
woAtop Divorce - Adams, J. =l s Copy path fleasyaccess> 2 Edit Select none
& Downloads > R PintoQuick Copy Paste Move Copy Delete Rename  New Properties
Divorce - Flat Fee - ) Adams. sccess [ Paste snortat “toe g0~ - folder - @History ] invent setection
[£ Documents » ©  DWI-Adams | Organize New Open Select
[&] Pictures - < e <
SE Flat Fee - Individual Wil B+ TePcs Docais 5 v o Search Documents
@ OneDiive - Thomson Reuters Incorporatec. FIERS o - gl %
Flat Fee Simple Wi, Adams & ] Neme Status Date modified Type Size "
8 This PC Personal Injury - Adams, )_ = Sk accun W1 - Adams ) 5/14/2021335 PM File folder
2 30 Objects Real Estate Closing I Desktop * FC Mock Docs o 4119 7PM File folder
B Desitop Real Estate Closing - Adams, John ¥ Downloads . MISC Docs. o File folder
B Bocaraic test billing contacct [£ Documents . NewBlue o File folder
" — = Pictures o Outlook Files @ File folder
i personal docs and pix o File folder
Lo e @ OneDrive - Thomson Reuters Incorporatec Postive Thinking Docs o P ol
U Pictores @ This PC Snagit o File folder
1 Thomson Reuters Firm Central 3 30 Objects Sound recordings o File folder
B Videos . Desie Training Learning Cestificates (&) File folder
48 05 () . - Giazaits Training Leaming Portal materials o File folder
v % Documents
Z @ File fold
Titems 1 item selected . ki i
¥ Downloads Q Accounting Training INTERNAL USEwrf & Y 2,
- i D Music @3 Aicle about Nikki Gibbons, Sept. 201..  © Microsoft Word D.
A Aesdlemtion Py o [®) Adticle sbout Nikki Gibbons, Sept. 201... € Adobe Acrobat D. 83 KB
@ Thomson Hees Hirm Cential @ bookmark from IEhtm (<3 Chrome HTML Do. 12k8
@ bookmarks from fireffox htmi o Chrome HTML Do, 21K8
- "
L. AcesHigh,Lic | [ Videos & binntonsitic 11 14 10 et ~ e TN Tin

If you do not have the Desktop Software installed, you can click on this link to download
and install. Please note, this software is only compatible with a Windows computer.

http://info.legalsolutions.thomsonreuters.com/software/firm-central/

Also, here is a help video with step-by-step instructions to download and install the
Desktop Software:

https://answers.legalprof.thomsonreuters.com/firm-central/tx4han2wuet7fah5sri5



https://legal.thomsonreuters.com/en/support/software-downloads/firm-central
https://answers.legalprof.thomsonreuters.com/firm-central/tx4han2wuet7fah5sri5

Firm Central | Exporting and downloading data | User guide

The alternate way to download a document is within Firm Central:

1. Select the individual document by clicking on the document name highlighted in blue.

0:000 v - KevinG v @

& 2‘ v Search Firm Central eﬁﬁ

. =y
rmE— ﬁ Correspondence Rrename

: I ¥ =
Sort by: Added Date - Descending v :. t*o Py i& ° X v

Filters

[J Selectall  No items selected

FILETYPE

1
L]} Micrusoft Word(] O Letter to Client Oct 19.docx / October 19, 2023 10:59 am

Kevin G

DATE ADDED

All v

ADDED BY

[ Kevin G(1

2. Inthe upper right corner click on the Export icon. Your document will be downloaded in
its original format.

0:00 o0 - KevinG v @

9, 2+ v Search Firm Central m

Letter to Client Oct 19.docx @

4~ back Real Estate Development » Correspondence

-
a Show All Notes | v ° |1| | v

Notes (0)

October 19, 2023
Mr Client 2

4
123 Main Street (] Only I can view this note

Anytown, MN 54321
Cancel

RE: Lecal Matter.

10




Firm Central | Exporting and downloading data | User guide

Exporting Calendar Events

To export Calendar Events:
1. Select “Calendar” from the main menu.

2. In the upper right corner, click on the Export button.

CALENDAR

October, 2023 < Today » Day Week Month Agenda y gl . © New Event
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
< October v 2023 v >
01 02 03 04 05 o7
sv MO TV WE ™ FR SA
1 2 3 4 5 6 7
8 9 07 1" 12 13 1
15 16 17 19 20 2
2 B U B B T B
2 30 N 08 09 10 " 12 13 14
Users Hide Duplicate Events (\l
Kevin G X
AK X

3. A pop-up window will appear with options.

4. You can select a date range to export along with which types of Events and files.

Choose options below for delivering events.
Calendar filters will be applied to delivered results.

Which dates do you want to include?
® Events within the next year
O Dates between (limited to 365 days)
10/01/2023 and 10/31/2023

Which events do you want to include?

All Events v

What format do you want to receive?
Deliver As

PDF v

Download [ReELIE

You can only export 365 days at a time. Depending on how long you have used the Firm
Central calendar, you may need to run multiple exports. You can run the export in different
file types; however, you should export at least one as a .CSV file, since most practice
management software import/exports require .CSV files. This will allow you to import your
Calendar data into another practice management system, provided it's supported.

1l
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Time & Billing

For customers with Time & Billing, it is strongly recommended to generate invoices for all
unbilled time and expenses. All Pre-Bills should be generated into Invoices. We will go
through each tab starting with the Time Entry Tab.

Time Entry Tab:
1. Select “Time & Billing” from the main menu.
. Select the “Time Entry” Tab.
. Select the User. Please note, you can only select one User at a time.

2
3
4. Select either “Day” or “Week”. You can click into the calendar to go to a previous week.
5

. Click the Export icon or down arrow to export the data to a .CSV file.

0:00 oo ~ KevinG v @
Time Ent: xpense Entry  Pre-Bills  Payment & Invoices  Trusts & Retainers  All Accounts
‘Weekly Total
Time Entry
5.30 $1,015.00
/ 4
G, Kevin (%) /
1 Oct 15 - Oct 21, 2023 < Today »> | Day @ Week Q|- | | + Time Entry Save
Sun Mon Tue Wed Thu Eri Sat
Client / Matter * External Narrative Oct15 Oct 16 Oct17 Oct18 Oct19 Oct 20 Oct21 Hours Details Total
ABC Corporation v Meeting with client. Activity 1 Task
240 240 X
Contingency law suit v Cont. E
Franklin, Ben v Reviewed contract documents. Activity. ! Task
150 150 §52500 X
Contract Review v 350.00 B
Adams, John v  Telephone Call with Client Activity ! Task
140 1.40 $490.00 X
Insurance v $350.00 B

12
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Expense Entry Tab:

Follow these steps to export expense data:

1. Select “Time & Billing” from the main menu.
2. Select “Expense Entry” Tab.

3. Select the User.
4

Select the date range. Please note, the expense date range is one week. You can click into
the calendar to back date to previous weeks.

5. Click the Export icon or down arrow to export the data to a .CSV file.

0:0000 v — KevinG v @
Time Entry  Expense Ent Pre-Bills  Payment & Invoices  Trusts & Reta All Accounts
Total
Expense Ent \ E
. » 2 1 $55.00
6 Kevi o d— ‘
3
4
> = ]
B Oct15-0Oct 21,2023 <  Today > A= + Expense Save
Date Client / Matter * External Narrative Code Total (§) Non-Billable Taxable Request Check Details
ABC Corporation v Ordered documents.
UE, Expense Code
et TANEREDN 55.00 (] I Request Check B X
ocT 17 Contingency law suit 4 v 1255500

13
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Pre-Bill Tab:

A list of your Pre-Bills can be downloaded by following these steps:
1. Select the “Time & Billing” Tab from the main menu.
2. Select the “Pre-Bills” Tab.
3. Click on the “All Matters” box.
4. Enter your desired date range and click the “Generate Pre-Bills” button.
5

Once the Pre-Bills are generated, select the Pre-Bills you want to print or click the box to
select all.

o

Click on the Export icon or down arrow.

7. Select “Download”.

0:00 00 KevinG v @

TIME & BILLING o 8 2, = Search Firm Central Q

Time Entry  Expense Entry Pre-Bills _ Payment & Invoices  Trusts & Retainers nts
Generate Pre-Bills \ - :
Select Pre-Bill Group [] Include matters with no new activity Select Matters ~ Manage Pre-Bill Groups
All Matters (119) Civil Litigation (2) Jenny's Cases (2) Kevins Cases (10) Probate Matters (&) >
UNBILLED TIME UNBILLED TIME UNBILLED TIME UNBILLED TIME UNBILLED TIME
$0.00 $0.00 $0.00 $0.00 $0.00 6
<
Oldest item: est item: Oldest item: Oldest item: Oldest item:
Enter Date Range 3
2 101182023 | [ A
i .
Pre-Bills
Search Pre-Bills 4 ¥ F] Finalize | | Remove
= Print
v Generated Date ¥ Start End Lead Client Matter Matter ID Total  Status
¥ Download L E
10/18/2023 10/09/2023 10/18/2023 KG Frankiin, Ben Contract Review 0036 5555.00  Pre-Bill Edit | v
10/18/2023 ABC Corporation Contingency law suit Contingency $0.00  Pre-Bill Edit | v
10/09/2023 10/18/2023 Adams, John Insurance 0130 Hourly $490.00  Pre-Bill Edit | v
7
09/05/2023 09/12/12023 KG Jones, Tom Estate Planning - 0158 Hourly $431.00 Pre-Bill Edit | v
5
Showing 1 to 4 of 4 entries 1

Show [ 50 | entries

14
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After selecting “Download” a pop-up window will appear with options to download (all)
Pre-Bills or just a list of the Pre-Bills. By selecting “Download Pre-Bills” you will then be
prompted to select a delivery method as a Single File or Multiple Files (Zip file download). If
you select the list, it will be in one PDF document with a summary of the Pre-Bills.

Download

‘

Pre-Bills Selected (4)

Select Content to Download
@® Download Pre-Bills
O Download List of Pre-Bills

File Name*

Firm Central 4 Pre-Bill List
Format
PDF

Deliver As
@ Ssingle File
O Multiple Files (Zip)
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Payment and Invoices Tab:

To download invoices, follow these steps:
1. Select the “Time & Billing” Tab from the main menu.
2. Select the “Payment & Invoices” Tab.
3. Search for a specific client or matter (optional).
4. Apply a date range (optional).
5

. The “Filter” drop down menu supplies the choice to download all invoices, including
Paid in Full and Voided invoices.

6. Click on the Export or down arrow button. You will see three options: Print, Download,
or Export. When selecting “Download” it will download the invoices as PDFs. You'll have
the option to download a summary list or each invoice either as one PDF file or a ZIP file
containing each invoice summary of the invoice data will export to a .CSV file.

Please note: under “Reporting” you can download reports that will detail invoice time and
expense entries.

0:0000 v — KevinG v @
| 1
Time Entry  Expense Entry  Pre-Bills  Payment & Invoices ~ Trusts & Retainers  All Accounts
Apply Payment
Invoice Number * Payment Date *
Enter number T 1011812023 D
Payment Amount * Payment Type *
$ v
Enter an Invoice Number to the left to view details
Payor/Payee
Enter a contact v
Description
Notes to yourself and team 4
3
6
7
500 characters remaining
5
Apply Payment EEeERN
A
Invoices
= A |
Search Invoices Date range ] to [F Filter 2 selections v =
[ Al Invoices
[ ~ Date v Invoice # Lead Client Matter ID Send By Amount Paid Due  Status
Overdue
(] 09/06/2023 1440 KG Frankiin, Ben O Paidin Ful 0036 $500.00 $0.00 $500.00
=] 09/06/2023 1439 KG Frankiin, Ben UnpaidFaesl nt, Frankiin 0028 (] $161.00 $0.00 $161.00
[J Voided
Total $661.00 $0.00 $661.00
Showing 1 to 2 of 2 entries 1

Show \ 20 v[ entries

16



Firm Central | Exporting and downloading data | User guide

Trusts & Retainers Tab:

To export data from the Trusts & Retainers Tab:
1. Select the “Time & Billing” Tab from the main menu.
Select the “Trusts & Retainers” Tab.
Select an individual Client or Matter by entering the name in the search box.

2
3
4. Select a specific account type or select all accounts.
5. Include closed accounts (optional).

6

Select individual accounts or all accounts (you do not have to make any selections if you
want all accounts).

7. Once your selections have been made, click on the Export icon or down arrow. When
selecting “Download” it will download the account activity as PDFs. You'll have the
option to download each single account either as one PDF or a ZIP file containing each
account as a PDF. If you select the choice to “Export”, a summary of the invoice data will
export to a .CSV file.

0:00 oo

TIME & BILLING o - Search Firm Central Q

Time Entry  Expense Entry  Pre-Bills  Payment & Invoices  Trusts & Retainers «iounls 7

" Balance
Trusts & Retainers

B 2,735,065.20
Search Accounts Filter by:  All Account types v (81) ([ Include Closed Accounts T v + Account

-] A Matter Matter ID Lead Account Type Balance
[ Jerry Judgment 0164 Matter Trust Account $8,545.00
@) Abilene v. IHS Inc. 0054 Matter Trust Account $877,215.06
@) Client Pre-payment $550.00
O Acme Corp Real Estate 0072 Matter Retainer $149,100.00
5] Adams, John Real Estate Development 0182 Matter IOLTA $371.12
| Adams, John Sept Real Estate Closing - Adams 0240 Matter Trust Account $0.00
) Adams, John Business Development - Flat Fee 0194 Matter Trust Account $3,000.00
@ Real Estate Devell 5 jcount Adams, John Real Estate Development 0182 Matter Trust Account $0.00
i Power of Attorney. Adams, John Power of Attorney 123456789 Matter Trust Account $1,844.00
] Sept Real Estate Closing - Adams - Real E Adams. John Sept Real Estate Closing - Adams 0240 Matter Real Estate Transa $147,250.00
] Trust Example - Trust Account Adams. John Trust Example 0212 Matter Trust Account $330.00
| Business D - S Adams - IOLTA Adams, Samuel Business Development - S Adams 0248 Matter IOLTA $10,328.00

17
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All Accounts Tab:

“All Accounts” supplies an account summary for each Matter. The data can be downloaded
in similar way to the trust account data.

1. Select the “Time & Billing"” Tab from the main menu.

2. Select the “All Accounts” Tab.

3. Select an individual Client or Matter by entering the name in the search box.
4. Include Matters with a zero balance (optional).
5

Select individual accounts or all accounts. Note: you do not have to make any selections
if you want all accounts.

6. Once your selections have been made, click on the Export icon or down arrow. When
selecting “Download"” it will download the account activity as PDFs. You'll have the
option to download each single account either as one PDF or a ZIP file containing each
account as a PDF. If you select the choice to “Export”, a summary of the invoice data will
export to a .CSV file.

0:0000 v ~ KevinG v @

TIME & BILLING 5 B~ Search Firm Central Q

Time Entry  Expense Entry Pre-Bills  Payment & Invoices  Trusts & Retainers  All Accounts

\ Total Outstanding
s -~ $661.00
Search All Accounts [ Include open matters with zero balances h 4 ‘4 v

[J __Client 4 Matter Matter ID Lead Matter Balance Summary
O Jerry Judgment 0164 5 $8,545.00
O Abilene, Jos Albilene v Jones (banana corp) 0232 $0.00 @ $550.00
(0  Avilene, Joseph Abilene v. IHS Inc 0054 $0.00 $877.215.06
Il Acme Corp 5 Real Estate 0072 $0.00 $149,100.00
=) Adams, John Sept Real Estate Closing - Adams 0240 $0.00 $147,250.00
| Adams, John Power of Attorney 123456789 $0.00 $1,844.00
O Adams, John Real Estate Development 0182 $0.00 $371.12
) Adams, John Trust Example 0212 $0.00 $330.00
O Adams, John Business Development - Flat Fee 0194 $0.00 $3,000.00
) Adams, Samuel Business Development - S Adams 0248 0.00 $10,328.00
-

3
3
H
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Reporting

From the “Reporting” Tab you can run a series of reports to export data. We recommend you
run several, if not all, the reports to capture your data.

1. Select “Reporting” from the main menu.

. Select the “Reports” Tab.

On the left side of the page, you will see the report titles.

In the center of the page, you will see the description of each report.

oA WwoN

. The Category column shows the category of the report. Customers with Firm Central
Accounting will have six additional report categories to choose from.

6. On the far right of the page you can select “Run” to run the desired report.

0:0000 v ~ KevinG v @

REPORTING PO <::ich Firm Central a

Dastboard  Reports oy | 5

Reports

@ Ho 8 my report?

Search Reports

Report Description Category A

View a list of taxable transactions over a selected date range. Provides a total of the taxable transaction amount as well as a total of the tax liability amount for the

I il
Sz le Lentl selected date range.

Accounting
View all associated transactions including firm deposits, firm expenses, journal entries, trust transactions, invoice payments or payable payments. View for all accounts

Account Transactions s 8 A s
e et or an individual account over a selected date range. Inactive accounts are included by default. Optional ability to also view all distributions for the associated accounts.

Accounting

View the firm's profit or loss for the date range selected. View if a profit or loss has been made and identify the account/s which contributed to that profit or loss.
Profit & Loss Provides a net operating income total as well as a total of the net profit or loss. Net operating income is calculated as the total income subtracted by the total Accounting
expenses. Inactive accounts are included by default. Optional ability to include zero balances.

View a list of accounts and their balances for a specified date. Provides a total of debits and credits. Inactive accounts are included by default. Optional ability to

Trial Balance Accountin
Sy e include accounts with zero balances. :
View a point-in-time statement of the assets, liabilities, and capital of the firm. The total of the Assets and the total of the Liabilities + Equity should always match.
Balance Sheet Accounting
Inactive accounts are included by default
View a summary of vendor information including status, year-to-date spend, and current balance. The current balance column will always show the current balance
Vendor Summary E Accounting
due for the vendors regardiess of when the report is run.Inactive vendors are included by default
Time by User View details of all time entries for a single user or all users during a selected period of time. Optional ability to view time entries for inactive/deleted users Time and Biling
Time by Client View details of all time entries for a single client during a selected period of time. Clients which have been marked as inactive are not included as a selection option Time and Billing
Time by Matter View details of all time entries for a single matter during a selected period of time. By default closed matters are included in the selection drop down list. Time and Billing

View the details of billed, written off, and collected fees with realization rates broken down by invoices for a selected time frame. Will only include invoices on which a
payment/collection has been made in the selected date range. The reports can be run for a single user or for all. The amount due column will always show the current
Collection Realization by User amount due for the invoice regardiess of the selected date range. For a partial payment the order in which payment is applied to the invoice is taxes, expenses, fees, Time and Biling
and finance charges respectively. For a partial write off or credit the order in which the invoice is written off is finance charges, fees, expenses, and taxes. This report
does not show payments or adjustments made to finance charges, expenses or taxes. Optional ability to view collecti ization for i i users.

View details for any discounts, credits or write offs applied to an invoice over a selected time period, or where a prebill has been entirely written-off. View totals for all
Write Offs clients or select to view for a single client. Clients which have been marked as inactive are not included as a selection option. By default closed matters are included in Time and Biliing
this report.

View the details of billed and collected fees and expenses with realization rates broken down by invoices for a selected timeframe. Only includes invoices where a
payment/collection has been made in the selected date range. The report can be run for a single matter, single client or for all. The amount due column will always

chow tha rirrant amaint dia far tha invnire ransrdlace nf tha calartar rate ranna Thie ranart dnae nnt chaw naumante ar adinetmante marla tn financa rharnac ar
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After selecting your report, the report page will load. If the report allows for a date range,
date range will default to the previous month. However, depending on the report, you
can easily change that with options such as Client, Matter, User, and Date Range. In this
example, we have selected the report “Time by User":

1. Select all Users or a specific User.

2. Select a Date Range. Please note that for the report to display on the screen the date
range must not exceed 365 days. If the date range exceeds 365 days, you will be
prompted to “Download the Report.” When you select “Run” you will see a pop-up
window informing you the report must be downloaded. Choose the file format and
select “Download” to continue. Follow the prompts. If your report is less than 365 days
continue to Step 3.

3. From the drop-down menu, select the file type in which you want to export the data.
Reports can be exported in several file formats, including .CSV. We recommend at least
one format be .CSV file because other report formats do not include information from all
the fields (due to limitations in the data field). A .CSV file includes all field information.

4. Once your options have been selected, click on the “Export” button to export, and
download your report.

0:0000 v -~ KevinG v @
Time by User @ 4
3
& user Date Range / 2
All Users Q/ 7 09/01/2023 to [ 09/30/2023 m
1 /. External narratives may be too long to display on some report types. Full narratives are included on csv and excel exports. Q Q | o v
J

N Acme Law Fi
1 1234 XYZ Stre
s " Minneapolis, MN 5512

Time by User Date Range: 09/01/2023 - 09/30/2023

i Matter Matter  Lead ivi ABA External Billing Billable Non- Billable g
lser & LHlent Watiar D Status  Attome  D2€ Activity Task  Narrative Type Hours Billable Rate. Feo Diled
y Hours
G, Kevin Ben Franklin Contract 0036 Open Kevin G 09/04/2023 Telephone Call  Hourly 1.10 0.00 $150.00 $150.00 Yes
Review flat
G, Kevin John Adams Insurance 0130 Open 09/06/2023 Telephone Call  Hourly 030 0.00 $350.00/hr $105.00 Yes
G. Kevin John Adams Real Estate 0182 Open 09/06/2023 Telephone Call  Hourly 0.10 0.00 $350.00/hr $35.00 Yes

Development
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Accounting

For customers with Accounting Module, we will show how data can be exported
and downloaded.

Accounts Receivable Tab:

The “Accounts Receivable” Tab is identical to the “Payment & Invoices” Tab within “Time & Billing”
(see Page 16 for steps to download invoices).

0:000 v - KevinG v @

ACCOUNTING 5 e v Search Firm Central Q

Payable  Chart of Accounts  Checks

Apply Payment 1

Invoice Number * Pay O

Payment Amount * Payment Type *

Enter an Invoice Number to i

ew details
Payor/Payee

Enter a contact v

Description

Notes to yourself and team

%
500 characters remaining

Apply Payment Cancel

Invoices

Search Invoices Date range Filter 2 selections v

~ Date v Invoice # Lead Client Matter Matter ID Send By Amount Paid Due Status

&
IS

||
] 00/06/2023 = 14 KG Frankiin, Ben Contract Review 0036 $500.00 $0.00 $500.00
| 09/06/2023 1

1439 KG Frankiin, Ben Real Estate Development, Frankiin 0028 (V) $161.00 $0.00 $161.00

e}
&

Total $661.00 $0.00 $661.00
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Accounts Payable Tab:
Within the Accounts Payable page, there are three (3) sub-tabs. We'll start with “Payables”.
1. Select “Accounting” from the main menu.
Select the “Accounts Payable” Tab.

2
3. Select the sub-tab “Payables”.
4

. We recommend you click on “Total Outstanding” or “All Payables” to capture all
outstanding Payables.

vl

Click the “Select All” box to the far left on the page.

6. Click the Export button or down arrow to choose your option to print or download.

0:0000 v — KevinG v @

ACCOUNTING o - Search Firm Central Q

Accounts Receivable  Accounts Payable  Chart of Accounts ~ Checks

Accounts Payable 1

Payables Payments | Credit Notes 2

Total Outstanding (2) 0-30 Days (0) 31-60 Days (0) 61-90 Days (0) Over 90 Days (0)

OUTSTANDING

$1,150.00

Next Due: 02/03/2023

$0.00 $0.00 $0.00 $0.00

Next Due: - Next Due: - Next Due: - Next Due: -

Search Payables + Payable + Payment
4 ’
Due Date 4 Vendor Reference Due In Status Amount Paid Balance
02/03/2023 AAA Properties Jan Rent Past Due Open 1,100.00 0.00 1,100.00 Pay | v
03/2872023 0 Cell Phones R Us Apiil Phone bill PastDue  Open 50.00 0.00 5000 | Pay [v
1,150.00 1,150.00

Showing 1 to 2 of 2 entries 1

Show | 20 | entries

22



Firm Central | Exporting and downloading data | User guide

When selecting “Download” a pop-up window will appear, giving you the choice to rename
the file and to choose the format (.CSV or PDF). Continue by selecting the “Download”
button to download the information.

Firm Central 2 Account Payables List
2 Account Payable(s)

File Name *

Firm Ceniral 2 Account Payables List

Format

csv v

Deliver As
Single File
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The next tab within “Accounts Payable” is the “Payments” Tab.
1. Select “Accounting” from the main menu and then the “Accounts Payable” Tab.
2. Select the “Payments” Sub-tab.
3. Click on the box to the right of the page to “Select All".
4

Click the Export icon or down arrow to download the report. Like the “Payables”
download, when selecting “Download” a pop-up window will appear, giving you the
choice to rename the file and to choose the format (.CSV or PDF). Continue by selecting
the “Download” button to download the information.

0:0000 v — KevinG v

ACCOUNTING o ® ~ Search Firm Central Q

A ts Receivabl A Payable  Chart of Accounts Checks
Accounts Payable \ 4

P SR K

Search Payments 2 |~ + Payable + Payment

<]

PaymentDate v  User Payment Type Vendor Reference Notes Amount

<]

KG Check AAA Properties Aug Rent 1,100.00 \ View | v

04/26/2023 C AAA Properties Jan Rent (1,100.00) | View | v
03/28/2023 Office Supply Company office supplies 115.00 View | v
03/28/2023 KG Credit Card ' Burger Joint lunch meeting 36.12 | View | v
03/28/2023 KG Check Office Supply Company office supplies (115.00) | View \C
03/28/2023 KG Check Office Supply Company office supplies 115.00 | View |~
03/10/2023 KG Payment Hennepin County Clerk filing 25.00 | View | v
03/10/2023 KG Check Discount Office Supplies Copy paper 21.00 | \(lew v
02/16/2023 KG Check Pizza Hut Lunch Meeting 36.12 | View | v
02/16/2023 KG Payment Dakota County Clerk filing fee 33.08 | View |~
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The third and last tab under “Accounts Payable” is the “Credit Notes” Tab.
1. Select “Accounting” from the main menu and then select “Accounts Payable”.

2. Click on the “Credit Notes” Sub-tab.

3. Thereis no option to select all notes or individual notes, so continue by clicking the
Export icon or down arrow to begin the download. Like the “Payables” and “Payments”
downloads, when selecting “Download” a pop-up window will appear giving you the
choice to rename the file and to choose the format (.CSV or PDF). Continue by selecting
the “Download” button to download the information.

0:0000 v — KevinG v @

ACCOUNTING o o Search Firm Central Q

Payable  Chart of Accounts  Checks

Accounts Payable \ -

Payables = Payments Credit Notes

Search Credit Notes A |~ + Payable + Payment

Date ¥ User Vendor 2 Reference Status Amount Used Balance

10/28/2021 KG American Express client exp Closed 119.00 119.00 0.00 View

10/28/2021 KG Bank of America VISA cerd bill Closed 429.00 429.00 0.00 \ﬁe-.\i

03/02/2020 RH Banana Republic More uniforms Closed 300.00 300.00 0.00 View

11/21/2018 KG In And Out Burger Company Lunch Closed 75.00 75.00 0.00 View
Showing 1 to 4 of 4 entries 1

Show | 20 | entries
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Chart of Accounts Tab:

Data from the Chart of Accounts can be exported following these steps:
1. Select “Accounting” from the main menu and then select “Chart of Accounts”.

2. To capture all the Chart of Accounts data, select the “All"” box. You can also select
individual account categories, if so desired.

3. Click the “Select All” box on the far left on the page.

4. Click on the Export icon or down arrow to begin the export. Like the “Payables” and
“Payments” download, when selecting “Download” a pop-up window will appear, giving
you the choice to rename the file and to choose the format (.CSV or PDF). Continue by
selecting the “Download” button to download the information.

0:00 oo - Keving v @

ACCOUNTING o 5 - Search Firm Central Q

A Receivabl A Payable  Chart of Accounts hecks \
g 2

Chart of Accounts 1
Asset (17) Liability (5) Equity (3) Income (8) Expense (24) All (57)
$5,388,401.18 $2,884,671.83 ($752,841.28) $3,338,209.46 $81,638.83 $10,940,080.02

Search Chart of Accounts (7) Include Inactive w ¥ N4 + Account <+ Transaction
ount Number 4 Account Name Type Balance

00 Operating Account - Checking Asset Active 3.422.467.28 Edit | v
10011 3 Mastercard Active (5.935.17) Edit | v
10012 redit Card - Opening Balance 4 set Active 5.400.00 Edit | v
10100 Trust Account Psset Active 515436.78 Edit | v
10101 Investment Account Asset Active 15.000.00 Edit | v
10200 Credit Card Asset Active ' 191988 Edit | v
10300 Escrow IOLTA Asset Active ' 1.043.316.86 Edit | v
10400 IOLTA2B Asset Active 2.021.00 Edit | v
10501 Bank of America VISA Asset Active (1.200.00) Edit | v
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To download or export data from an individual account, click on the account balance
(highlighted in blue in the “Balance” column). This will bring you into the individual
account.

1. Begin by selecting your date range.

2. Click the “Select All” box on the far left on the page.

3. Click on the Export icon or down arrow to begin the download. Like the “Payables” and
“Payments” download, when selecting “Download” a pop-up window will appear, giving
you the choice to rename the file and to choose the format (.CSV or PDF). Continue by
selecting the “Download” button to download the information.

0:0000 v+ ~ KevinG v
Operating Account - Checking (10000) Ending Balance 3
Opening Balance: $3,882,172.87 | Last Reconciled Date: - O 1 $3,422,467.28
Search Transactions Date Range 77 09/01/2021 to ] 10/19/2023 W | v + Transaction

<]

Date v Type Ref Number Description Debits Credits Balance

<]

AP Payment filing fee Dakota County Clerk - filing fee $3,346,035.84 View | v

10/12/2022 0sit interest for Sept interest for Sept $6.02 $3,346,060.84 View | v
10/12/2022 Invoice P2 2 l Ben Franklin - 0036 - CK#11123 $1,220. 3 $3,346,054.82 View j\i
09/26/2022 Invoice Pay™ John Adams - 0182 - CK#11123 $1,490! $3.344.834 82 Vlgwi v
09/20/2022 AP Payment Photocopy Paper Discount Office Supplies - Office Supplies §25.00 $3.343,344.82 View | v
09/19/2022 Deposit interest for August August Interest $6.02 $3,343,369.82 V'ew, g
09/19/2022 AP Payment Sept Rent AAA - Sept Rent $1,100.00 $3.343,363.80 View | v
09/19/2022 Invoice Pay... 1393 Ben Franklin - 0036 - CK#1111 $100.00 $3.344,463.80 View | v
09/19/2022 Invoice Pay. 1400 Acme Corp - 0072 - Reversal: 09/19/2022, KG, Check, CK#11 (8100.00) $3,344,363.80 ,lﬁew %
09/19/2022 Invoice Pay. 1400 Acme Corp - 0072 - CK#11 $100.00 $3,344,463.80 View | v
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Checks Tab:

To download generated checks, follow these steps:
1. Select “Accounting” from the main menu and then select “Checks".

2. From the “Filter by” drop down menu, select “All Bank Accounts” or individual bank
accounts.

3. To download checks that have been printed or voided, check the “Include Printed/
Voided"” box.

4. Click on the “Select All"” box to include all the checks (optional).

5. Click the “Print” button. Please note, this information is only sent to your printer.
However, most printers have an option to create a PDF. We recommend doing this to
keep a digital copy of your checks.

0:0000 v+ ~ Keving v

ACCOUNTING o >~ Search Firm Central Q

Checks \ -

A Receivabl A Payable  Chart of Accounts ~ Checks

Search Checks Filter by:  All Bank Accounts v Include Printed/Voided ? 3 Order Checks &' Print

Date A User Account # Type Payee Reference Check # Status Amount

JG 10000 Payable E-File Service Fees 123 Printed 12.00 vr
09/14/2018 10000 Payable E-File Service 124 124 Printed 50.00 Vi
09/21/2018 il Payable Copy Center 1245 1245 Printed 40.00 nt | v
09/24/2018 JG 1 4 Payable Office Equipment Supply 1234 1234 Printed 575.00 7\:7
09/25/2018 JG 10000 Payable Office Equipment Supply 100 100 Printed 300.00 v
09/25/2018 JG 10000 Firm Expense Copy Center 1254 1254 Printed 50.00 t | ™
09/28/2018 AKR 10000 Payable E-File Service 1234 1234 Printed 300.00 F s
10/23/2018 10000 Payable Hennepin County Clerk 124 124 Printed 175.00 t |wv
10/29/2018 10000 Payable Hennepin County Clerk 12345 1234 Printed 510.00 T v
10/30/2018 10000 Payable Copy Center 1234 1234 Printed 50.00 b
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Exporting data from a lapsed Firm Central

This section will provide information on how to export your data from a Firm Central
subscription that has been lapsed.

The first thing to note is that you will have 180 days (about 6 months) after the lapse
date, to access Firm Central. Your access will be limited, and we shall review that
here in this document. We will go page by page in Firm Central describing what data
can be exported.

Home Page

Starting with the Home Page, you will first notice a warning message going along
the top of every page in Firm Central. This is just to indicate that your subscription
has lapsed.

Your subscription to Firm Centrai has lapsed. You may export your content. Please contact your sales representative to renew your subscription

KevinG v (3)

Search Firm Central

< MONDAY, JAN 8, 2024 > Fiw + |E TASKS vy - = WHAT'S NEW

Firm Central Learning Journey

ALL D&Y All Open {4 Sort by Matter
iy i X = Need help learning Firm Central? Visit our newly created
6AM Firm Central Learning Journey, an online digital resource
Abbott Abbott containing over 100 help videos and PDF guides.
TAM —~
§ (©) Order documents from the court Ea
sam
Assigned To: Andre King °
9AM ber 31, 2023
104M MY RECENT ACTIVITY
Estate Planning
1AM
- All Activity (25) v
() Do you use this Firm Central OVERDUE
- E=3
_— Assigned To: Andre King A nnlerane/Time R
Oclober 27, 2023 )& ApplecarisiTime & Billing
Invoices.
2PM .
(©) File documents with the court Ammentorp, Bob  Applecarts
Assigned To: Andre King a Aabott, Mike
~ TOOLS October 31, 2023 )
Springboards
Portal ]
Asbott, Mike Springboards
(©) Send fact sheet to client
Credit Card Processor > E 1Spring
Pav an invoice with a credit card - i i — Ed  Aabolt Mike Sorinaboards

You will be able to export data from:

1. The Calendar. Remember, this Calendar Widget is only a one-day snapshot.
The export option will be grayed-out if there is no data on the calendar. Itis
recommended to export data from the main Calendar. This will be outlined further
in this document.

2. Tasks

3. Notifications
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Matters

You will not be able to access individual Matters. That option will be grayed out.

Your subscription to Firm Central has lapsed. You may export your content. Please contact your sales representative to renew your subscription

MATTERS

All Matters My Matters

Search All Matters v a 1-20 of 190 123450 Sort by. ent |A-Z ~ {+] i |-

_] Selectall  No items selected

0 0415 OPEN
i i August 17, 2023
Closed (5
Open (185 O 0251 OPEN
July 19, 2022
USERS
O 0347 OPEN
ol November 30, 2022
DATE OPENED 7 v - 0401 OPEN
May 1, 2023
PRACTICE AREA
Agriculture Law (1 O 0361 OPEN
Cvil Litigation (2 December 8, 2022
Civil Rights (1
- O 0359 OPEN
Commercial Law ( December 8, 2022

Constitutional Law (3

You will be able to export your Matter list in one of two ways:

1. Selecting this menu option will download your Matter list as a .CSV file. The file will
contain most, but not all, of the information on the Matter intake.

2. This second option will allow you to export to a .CSV file, like the first option. In
addition, you will be able to print or email your Matter list. If you choose to email
the Matter list, a pop-up window will appear with a drop down offering the option
to email the Matter list as a PDF, CSV or Word document.

Email Request X

To* 190 Matter(s)
Format
Separate email addresses with a comma or semicolon csv v
) Microsoft Word
Subject *
Firm Central Matter List - 190 Matter(s) PDF
ingle File
Message

%
500 characters remaining

Cancel
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Contacts and Clients

Like the Matter Profile, you will not be able to access the Contact and Client Profile.
You will be able to export the Contact and Client list as shown below.

Your subscription to Firm Cantral has lapsed. You may export your content. Please contact your sales representative to renew your subscription

AllContacts  Clients  Client Groups

Search All Contacts v 1-20 of 221 123450 Sort by v Lo v + v - ¥ -
L A B c D E F <] H I J K L M N o P
Filters:
[[) Selectall  No items selected
CONTACT TYPE
Parson (17
G
Business (44 Role: Client
19522145144 610 Opperman Drive, Eagan, Minnesota 55121
ROLE
Accountant (4
Attorney (1 O
Client Role: Client
Court Clerk or Personnel (| -
&
Expert Role: Client. Vendor
Judge
Vendor (12 )
Role: Client
O
Role: Client

1. Selecting this menu option will download your Contact and Client list as a .CSV file. The
file will contain most, but not all, of the information on the Contact and Client intake form.

2. This second option will allow you to export to a .CSV file, like the first option. In addition,
you will be able to print or email your Contact and Client list. If you choose to email the list,
a pop-up window will appear with a drop down offering the option to email the list as a
PDF, CSV, or Word document.

Documents

The Documents Tab will have full access to all documents, including the ability to run
the search option. Please note that you must be logged in as Admin to access the “My
Documents” folder for any inactive user.

Your subscription to Firm Central has fapsed. You may @xport your content. Please contact your sales rapresentative fo renew your subscription

DOCUMENTS

[ All Documents

Filters My Documents
No fiitars available to further refine the fist

| Firm Library
Open Matters

Closed Matters

Inactive Users
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To download an individual document, drill down into the folder to the document you
want to download.

1. Select the individual document by clicking on the document name highlighted in blue.

KevinG v (2

DOCUMENTS

=
e — u Correspondence rename

Sortby. Added Date - Descending v el B + 1 x -
Filters

[ selectall  Naitems selected

FILETYPE
B 1
O Microsott Word(1 5] Letter to Client Oct 19.docx w October 18, 2023 10:59 am
[l Kevin 6
DATE ADDED
[ -

2. Then, in the upper right corner click on the export icon. Your document will be
downloaded in its original format

Your subscription fo Firm Central has lapsed. You may export your content. Please conlact your sales representative to renew your subscription

CALENDAR

January, 2024 < Todwy > Day | Week = Month Agenda + F{ &
Email

Sunday Monday Tuesday ‘Wednesday Thursday Saturday

< January w2004 v >
0 02 o3 04 e Print (3
) Mo 1] VE ™ R SA
2 3 4 5 B ¥ Downioad

1
7 ] 1w n 17 9
M 15 1% 17 18 19
n 2 B U B B N0

2 2 W N = o8 09 10 " 12 13

Users Hide Duplicate Events X

Kevin G b 4

© Add

Matters 14

@ Add

Contacts & Clients

O Add

Letter to Client Oct 19.docx @

% back  Real Estate Development » Correspondence

-
Py Show All Notes | = ° EI v

Notes (0)
October 19, 2023

Mr Client

123 Main Street _| Only | can view this note

Anytown, MN 54321

RE: Legal Matter,
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If you have the Desktop software installed, you will be able to drag and drop documents
from Firm Central using the Windows File Explorer. The best method is to use Windows
File Explorer. You do need to have the Desktop App installed to use this feature. With
this, you can open two file explorers and copy or drag-and-drop from one (Firm Central)
to another (your own computer). You will need to drill down to the Matter and copy that
folder. You can copy entire folders, which will have sub folders and files. Please note that
the Desktop App is only available for PC computers. If you have many files that need to
be exported from Firm Central to your machine, we recommend that you export them in
chunks (e.g., 100-t0-200 at a time), rather than all of them at once.

¢ o @ & hrtpsy/firmeentral.ged westlaw.oom/wb/DacumentsV2/#7sort =modifiedDs cBurrentFolderid=OpenSicurrentfoiderType=Matters: +» @ ¢ | | Q Search in 0 O
gSkarted s - o
Home  Share  View (7]
B, pm fca = = - Ty New item Ejopen - FEselectan
ol = u Wi Copy path » =5 x * 4 Essy aceess - Eoit Select nane
e 1o ete Rename  Mew ropeties
b el M P SR el R Basaieadt e Y @mton vt setection
Chpoosrd New Open Select
« “ 4 3 » TisPq » Thomson Reuters Fitm Central » Matters - Open | Adams John| (& | [ | = | Docoments
= 1 T
s# Quick access : 2 - - . =
Buiiivtss Development - Aduns » B u d Cut B x _I T New item S » Open = [ selectan
I Deskicp i Dok A =l Wi Copy path * ] Ensy ccess » Edit Select none
& Downloads * - PintoQuick Copy Paite . Move Copy Delete Rename  New Properties
' Divorce - Flet Fee - ) Adams prty [E] Pastemonaut. gge g+ s foldes - lptustory Y inven setection
[ Documents " Bl DwWi- Adams J Organize New open Select
& Pictures 4 Flat Fee - Indrvidual Will v O Search Documents
Flat Fee Cate - example
@ OneDrive - Thomson Reuters Incorporates " =
Flat Fee Simple Will. Adams. S L] Name Status Date modified Type Sae o)
I This PC Persanal Injury - Adams, J_ o Quick access. | DWI- Adems e) File folder
29 30 Objects Real Estate Closing I Deskrop * FC Mock Docs o File folder
B Desitop Real Estate Closing - Adams, John ¥ Downloads * MISC Docs (=3 Fiie folder
B Bocumests test billing contacet £ Documents ” NewBlue o i
& Downloads & Pictures - Outlook Fites @
personal docs and po o
£ Music @ OneDrive - Thomson Reuters Incarporatee. Posicie Trinking Docs &
= Pictures W This PC Sneg! o
i Thomson Reuters Firm Central 3 0Okt Sound recordings =Y
B video: - Training Lesrming Certificates )
@ osic . i i/ Training Learning Portal matesials =Y
4 iterm selected = 2o ®
i
et snibrunion — — ¥ Downlcads @ Accounting Taining INTERNAL USEwrf O
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If you do not have the Desktop Software installed, you can click on this link to download
and install. Please note, this software is only compatible with a Windows computer.

http://info.legalsolutions.thomsonreuters.com/software/firm-central/

Also, here is a help video with step-by-step instructions to download and install the
Desktop Software:

https://answers.legalprof.thomsonreuters.com/firm-central/tx4han2wuet7fah5sri5
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Calendar

You will be able to export your calendar events along with the Deadline Assistant events
if you have this in your subscription.

1. Inthe upper right corner, click on the “Export” button and a pop-up window will
appear the options to Email, Print, or Download.

Your subscription to Firm Central has lapsed. You may export your contant. Please contact your sales representative 1o renew your subscription

CALENDAR

January, 2024 < Today » Day Week Month Agenda ¥ m [+]
Email
Sunday Monday Tuesday Wednesday Thursday Saturday
< January ~ 2024 v >
01 02 03 = Print 06
BU MO TU WE TH FR SA

2 3 4 5 8 ¥ Downioad

1
7 9 7 11 12 13
4 15 18 7 18 19 0

N 2 N MU B B N 1

s o7 08 o 0 " I 1
Users Hide Duplicate Events x
Kevin G X

© rdd

2. You can select a date range to export along with which type of events and the file type.
If you have Deadline Assistant, the option to print those events separately is available.

Choose options below for delivering events.
Calendar filters will be applied to delivered resuits.

Which dates do you want to include?
® Events within the next year
O Dates between (limited to 365 days)
10/01/2023 and 10/31/2023

Which events do you want to include?

All Events v

What format do you want to receive?
Deliver As

PDF b

Note: you can only export 365 days at a time, so depending on how long you have used

the Firm Central calendar, you may need to run multiple exports. You can run the export in
different file types; however, you should export at least one file type as a .CSV file. Most practice
management software import/exports require .CSV files. This will allow you to import your
Calendar data into another practice management system, provided it is supported.
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Time & Billing

You will have full functionality of the Pre-Bills page along with the “Payment & Invoices”,
“Trust & Retainers” and “All Accounts” pages. This will allow you to complete all

billing including the ability to close out Trust & Retainer Accounts and print all Account
Summary Statements.

Even though certain buttons may work on the “Time Entry” and “Expense Entry” pages,
neither will be functional. We will now go through each page. Please note for the sake of
brevity, we will not explain “how” to do certain functions, such as “edit a Pre-Bill".

Time Entry and Expense Entry

The “Time Entry” and “Expense Entry” Tabs may appear to have active menu options, but
these pages are not functional. You can, however, enter time and expense in the Pre-Bill
Summary, which we will cover next.

Your subscription o Firm Central hag lapsed. You may axport your content. Please contact your sales representative to renew your subscription

KevinG v (B

TIME & BILLING Search Firm Central

Time Entry  Expense Entry  Pre-Bills  Payment & In : Trusts & Retainers  All Accounts

g Daily Total
- 0.00 $0.00
G, Kevin
= Monday, Jan 15, 2024 ¢ | Today > [Day week 3 | =] [ + TmeEnwy
Date Client / Matter External Narrative Hours Details Total
on Client Name ~  Enter message 1o chent Activity 1 Task
5 h §0.00 X
— Matter Name ~ £400.00 B

Pre-Bills

You will have full functionality to generate Pre-Bills whether in a batch or individual selected Matters.

‘Your subscription to Firm Central has lapsed. You may export your conlent. Please contact your sales representative to ranew your subscription

KevinG v (D

TIME & BILLING

Search Firm Central

Time Entry  Expense Entry  PreBills  Payment & Invoices  Trusts & Retainers  All Accounts

Generate Pre-Bills

Select Pre-Bill Group [ Include mattars with no new activity Select Matters ~ Manage Pre-Bill Groups
All Matters (185) Attorney 1 (2)

UNBILLED TIME

$65,426.05

UNBILLED S

<
Oldest Item: 11/14/2018 Oldest item:
Enter Date Range
1 11142018 01082024 Generate Pre-Bills
~

Pre-Bills
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Your subscription to Firm Cenfral has lapsed. You may export your confent. Please contact your sales representative to renew your subscription 0:00 ka5

TIME & BILLING . Search Firm Central n

Time Entry  Expense Entry  Pre-Bills  Payment & Invoices  Trusts & Retainers  All Accounts

Generale Pre-Bills

Select Pre-Bill Group [ Include matters with no new activity Select Matters Manage Pre-Bill Groups
All Matters (185) Attorney 1 (2) N
UNBILLED TIME UNBILLED TIME
<
Oldest item: Oidest item:
Enter Date Range
3
= 01/15/2024
~
Pre-Bills
Search Pre-Bilis - | Finalize Remove

O n End Client Matter Matter ID Billing Type Total  Status

01/08/2024 11142018 01/08/2024 AAA Properties @aa business 0251 Hourly §17500 Pre-Bill Edit | v
01/08/72024 17142018 01/08/2024 Billboards Inc Abacus 0375 Hourty Edit | w
01/08/2024 111422018 01/08/2024 Adams, Abe Abbott Abbott 0255 Hourly Edt | v
a 01/08/2024 11142018 01/0872024 Baiaban, Bob ABC 0379 Hourly $058 Pre-Bill Eatt j
o 01/08/2024 11/142018 01/08/2024 Parker, Bonnie Apples 0213 Houry . §1275.00 Pre-Bill Eatt v

)

All functions on the Pre-Bills page will remain active, including the ability to:

1. Select Matters.

2. Sort by Date Generated or other column headers.
3. Print or Download.

4. Finalize, Remove, or Generate into an Invoice.

5. Edit.
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Your subscription to Firm Central has lapsed. You may export your content. Please contact your sales representative to renew your subscription

KevinG v (@

TIME & BILLING

Search Firm Central

A State of Florida vs Dwayne Johnson (0085 - 0101) Fes Anangement. Hourly Invoice Total >
Aguirre, Grisell Billable Date Range' 11/14/2018 10 01/08:2024 l l $1.926.67 .

Time Entries Expense Eniries Invoice Summary Finalize

Generate Invoice w

Time Entries @ All tme entries have been added 1o this pre-pi.  Involce
B Date  User External Narrative Details Time Billable Adjust Time Total
T VST ESS RO T LA COmOT T 185K S————
O Pettersen, Bill o 0.02 5167 Remove | v Agd 0.02 $1.67
—— - $10000 B
- o training with Shane glad if's summer Activity Task
) £ King, Andre [x] time 030 §105.00 Remove | v Add 0.30 $105.00
Jun 03 £350.00 B
= Wed fraining with Shane glad if's summer Acivity /  Task
O King. Andre [} time 520 $1.820.00 Remove | v Add 520 §1,820.00
Jan i £35000 B
Total 552 §1.926.67 552 $1,926.67

Edit a Pre-Bill

Special attention should be given to this page because it remains fully functional. Meaning, you can:

1. Access Time and Expense Entries along with any edits on the Invoice Summary Page.

2. Edit any Time or Expense Entries, including all functions relating to Adjustments, Removing, and
Deleting entries.

3. Add or remove a time or Expense Entry, saving all edits.

4. Finalize, Generate an Invoice, and Write Off or Remove a Pre-Bill.

Please note that even though we are not showing the “Expense Entry” page or the “Pre-Bill” Summary
page, these pages are fully functional.
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Your subscription o Firm Central has lapsed. You may export your content. Piease contact your sales o renew your

TIME & BILLING

Search Firm Central

Time Entry Expense Entry Pre-Bills  Payment & Invoices  Trusts & Retainers  All Accounts

Apply Payment

Invoice Number * Payment Date *

Enter number lo1082024

Payment Amount * Payment Type *

PayoriPayee

Enter a contact w

Description

Notes fo yourseif and team

500 characlers remaining

cance‘

nvoices

Search Invoices

. e
Filter 2 selections ~ |

) Date ¥ Invoice, Client Matter Matter ID Send By Amount Paid Due Status

o] Arnold, Tom Trust Administration 0205 $25.00 $0.00 §2500 Unpaid

O 01/08/2024 mentorp, Bob Applecarts 04n 5058 $0.25 §0.33 Partial

a 08/10/2023 422 poit, Alvy leal Estate Millions 0359 o §5.000.00 $0.00 $5.000.00
a 05/30/2023 420 Ammentorp, Bob ecarts 041 §70.00 $2500 §45.00

2 ] 05/01/2023 413 imbing 0401 $200.00 $0.00 $200.00

0311372023 378 White, Molly Copynight, Molly W 0073 Email $2.550.00 $2,000.00 $550.00

Payment & Invoices

The Payment & Invoices page is fully functional. You will have all the ability to:

1. Apply a payment directly on this page or by clicking on the invoice number to load the alternate
payments page.

2. Sort and filter.
3. Select invoices.
4. Print, Email, Download, or Export Invoices.

5. Click on the Invoice to access the alternate Invoice page, which we will cover next.

38



Firm Central | Exporting and downloading data | User guide

Your subscription to Firm Central has lapsed. You may export your content. Please contact your sales representative fo renew your subscription S

TIME & BILLING

Amount Due

& Applecarts (0373 - 0411) Fee Arangement Hourly
Bob Ammentorp Bilable Date Range: 11/14/2018 10 01/08/2024 $0.33
Invoice #430
Invoice Amount $0.58
. ’ 4 + Payment + Adjustment

Transactions e :

Date ¥ User Payment Type Payor/Payee Description Amount

01/08/2024 KG Check CK® 11123 $0.25 Edt | v

Showing 110 1 of 1 eniries

= download

FIRM CENTRAL PREMIER ACCOUNT
Water 245

New York, NY 11000

Office: (612) 234-4567

www lawfirmanchi com

All functions are available on the alternate Invoice page including:

1. Print, Email, or Download.
2. Add a Payment or Adjustment.
3. Edit or reverse the payment.

4. Void an Invoice.

LawPay and Quickbooks Integration:

For those customers who have the integration with LawPay and Quickbooks, the integration will still be
functional (provided your account with these providers is still active).
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Your subscription to Firm Central has tapsed You may export your content. Please contact your sales representative to renew your subscription 0:00 20 T

TIME & BILLING S Search Firm Central

Time Entry  Expense Entry  Pre-Bills  Payment & Invoices  Trusts & Retainers  All Accounts

Balance

3,992.83

Search Accounts Filter by All Account types v  (76) [0 include Ciosed Accounts % |- + Account

Account Name Client A Matter Matter ID Lead Account Type Balance

Trusts & Retainers

O Springboards - Retaines Aabaolt, Mike Springboards 0347 Matter Retainer $25 00000
8] Abacus - Pre-payment Client Pre-payment $25.00
a Vaudeyille - Retainer Abbott Costelio Vaudeville 0261 Matter Retainer $2500.00
O Shelly - Trust Account Acme Phone Shally oM Matter Trust Account §5,000.00
a Acme Waxworks - Trust Account Acme Waxworks Client Trust Account $35.00
o Agquanums - Retainer Acme Waxworks Aguariums 0105 Matter Retainer §3,000.00
(1 | Abbott Abbott - Retainer Adams, Abe Abbott Abbott 0255 Matter Retainer $2,590.00
(1} Eabulous - Trust Account Adams, Rachel Fabulous 0099 Matter Trust Account §5,500.00
() State of Florida vs Dwayne Johnson - Retai. Aguirre, Grisell State of Fionda vs Dwayne Johnson 0101 Matter Retainer $307333
m Powarhall Winner of 260 Millinn - Trust Ace Amos Nawn Powarhall Winnar of 360 Millinn NI614 Matiar Trust Accoont 57 A0 00

Trust & Retainers

All functions within the Trust & Retainers pages are fully functional, allowing you to make transactions,
close accounts, and export data. You will have the ability to:

1. Add an Account.
2. Print, Download, or Export.

3. Use the filter and search options.

4. Click into individual accounts.

Your subscription to Firm Central has lapsed. You may export your content. Please contact your sales representative to renew your subscription

KevinG v (3

TIME & BILLING b = Search Firm Central

Balance 3
SPRINGBOARDS - RETAINER | Matter Retainer Date Opened Nov. 30, 2022 Open 1
E- Spnngboards (0347) Mike Aabott 525.000.00

Minimum $500 00

Saarch Transachons = we | ¥ |v|| + Tansaction

=) Date v User Type Invoice # Payment Type Payor/Payee Description Debits Credits

072022 WJP Deposit

Check Opening Balance from ciient $25.000.00 $25.000.00 Edit | v

$000 §25,000.

Showing 110 1 of 1 entries

All the functions within the individual accounts are active.

1. Print, Download, or Export.
Edit or close.

Add a transaction.

Edit a transaction.

Select transactions.

o v~ W N

Filter options.
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Your subscription to Firm Central has lapsed. You may export your content. Please contact your sales representative to renew your subscription PERRpIy

TIME & BILLING Search Firm Central

Time Entry  Expense Entry  Pre-Bills  Payment & Invoices  Trusts & Retainers  All Accounts

Total Outstanding
S MD 3 $440,601.89

Search All Accounts [T} include open matters with zero balances

a Client A Matter Matter 1D Lead Matter Balance  Account Summary

o ﬂ i ue S 1000
| Aanderson, Jefl Plumbing 0401 4 $200 00
O Abboft Costallo Vaudeville 0261 510900 §2.500.00

| Abboit, Alvy Real Estate Millions 0359 $5.000.00

All Accounts

All functions are available in “All Accounts”, including the ability to:
1. Filter.

2. Select.

3. Print, Download, or Export.

4. Select an Individual account.

Your subscription to Firm Cenitral has lapsed. You may export your content. Please contact your sales representative o renew your subscriplion

TIME & BILLING

« Vaudeville (0233 - 0261) Balance >

Abbolt Costello Date Opened Jul 21, 2022 $199.00 .
1
i 011512024 View: | Hide Voided and Reversed P = i

Date v User Type Invoice Description Charges Credits Balance
100202022 Invoice 281 2 $1098.00
07212022 Invoice 21 Invoice $199.00
07121/2022 210 Invoice §199.00
0712172022 wWiP 209 $37.00 $199.00
077212022 WJIP 209 §54.00 $236.00
0772172022 WP 209 Auto Deducted from Veudeville - Retainer $500.00 $300.00
0712172022 Invoice 209 Inveoice $800.00 $800.00
Showing 110 7 of 7 entnes 1

All functions are working within an individual account under “All Accounts”, including:
1. Sort and filter.

2. Select an invoice to view.

3. Sort the Date column.

4. Print or Download.
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Accounting

All functions within the Firm Central Accounting Module are fully functional,
allowing you to print, download, export, reconcile, add adjustments, and perform
other activities. We will now provide a high-level overview of each page. As with the
Time & Billing section, we will not go into detail on each page, but rest assured that
the Accounting pages are all fully functional. The same access and functionality will
be available for those customers who have granted their Accountant access to Firm
Central Accounting.

All Accounting tabs and pages are fully functional, allowing you to complete your
work and export your data.

Your subscription to Firm Central has lapsed. You may export your content Please contact your sales representative to renew your subscription 0-00 KevinG v (D

ACCOUNTING Search Firm Central

Accounts Receivable  Accounts Payable  Chart of Accounts  Checks

Apply Payment

Invoice Number * Payment Date *
Tlo10s2024
Payment Amount * Payment Type *
s v
i

Payor/Payee

Enter a contact v
Description

Notes 1o yourself and team

500 characters remaining
Apply Payment [0
~
Invoices
= . |-

Search Invoices Date range ] o Filter 2 selections A

(] v Date v Invoices Lead Client Matter Matter ID  Send By Amount Paid Due Status

0 01/08/2024 430 Ammentorp, Bodb Applecarts 0411 $058 $025 $0.23 Partial

0 08102023 422 Abbott. Alvy Real Estate Millons 0350 © $5.00000 S000 5500000

O 05302023 420 Ammentorp, Bob Applecarts 0411 §70.00 $25.00 $45.00

r oAMIPMA 413 Aandarcnn iaff Plimhina nant <700 0o snnn nnon  RVEETE
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Reporting

The Reporting page along with Dashboard and Reports are all fully functional,
allowing you to export data.

Your subscription to Firm Central has lapsed. You may export your content. Please contact your sales representative to renew your subscription

KevinG v

REPORTING

Dashboard  Reports

RBpOl’tS (3 How do | customize my report?

Search Reporis

Report Description Category v
Time by User View details of all time entries for a single user or all users during a selected period of tima. Optional abilty to view time entries for inactive/deleted users Time and Billing
Time by Client View detalls of all time entries for a single client during a selected period of time. Clients which have been marked as inactive are not included as a selection option. Time and Billing
Time by Matter View details of all ime entries for a single matter during a selected period of time. By default closed matters are included in the selection drop down list Time and Billing

View the details of billed, written off, and collected fees with realization rates broken down by invoices for a selected time frame. Wil only include invoices on which a
payment/collection has been made in the selected date range The reports can be run for a single user or for ail. The amount due column will always show the current

Coliection Realization by User amount due for the invoice regardiess of the selected date range. For a partial payment the order in which payment is applied to the invoice is taxes, expenses, fees Time and Billing Run
and finance charges respectively. For a partial write off or credit the order in which the invoice is written off is finance charges, fees, expenses, and taxes. This report
does not show payments or adjustments made to finance charges, expenses or taxes. Optional ability to view collection realization for inactive/deleted users

View details for any discounts, credits or write offs applied to an invoice over a selected time period. or where a prebill has been entirely written-off. View totals for all
Write Offs chents or select to view for a single client. Clients which have been marked as inactive are not included as a selection option. By default closed matters are included in Time and Billing Run
this report.

View the details of billed and collected fees and expenses with realization rates broken down by invoices for a selected timeframe. Only includes invoices where a
payment/collection has been made in the selected dale range. The repori can be run for a single matter, single client or for all. The amount due column will always
show the current amount due for the invoice regardiess of the selected date range. This report does not show payments or adjustments made to finance charges or
faxes, For a parbial payment the order in which paymeni is applied fo the invoice is taxes, expenses, fees, and finance charges respectively. For a pariial write off or
credit the order in which the invoice is written off is finance charges. fees, expenses, and taxes. Optional ablity to also view closed matters. Clients which have been
marked as inactive are not included as a selection option

Coliection Realzalion by Matter or Client Time and Billing Run
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Administrative Menu

There should not be a need to make global edits in the Administrative Menu.
However, if you do, there is some limited ability to do so. The Administrative
Menu options that are still functional are Accounting, Conflict Checking, Product
Integration, and Time & Billing including all the sub tabs.

Your subscription to Firm Central has lapsed. You may export your content. Please contact your sales rep

ive to renew your st

KevinG v (2)

Search Firm Central

Administration

Accounting Conflict Check  Conflict Check Reports

Conflict Checking

Firm User Management

Import Firm Data These menu options are

still functional.

Customization

Settings & Storage

Thomson Reuters Product
Integrations

Time & Billing First Name

Firm User Management, Import Firm Data, Customization, and Settings & Storage
are all nonfunctional.

Your subseription to Firm Central has lapsed. You may export your content: Piease contact your sales representative fo renew your subscription

Search Firm Central

Administration

Accounting

Conflict Checking

Firm Uiser Management

Not Available

import Firm Data Origination Percentage @ %

ICustomization
New Users

Settings & Storage

Thomson Reuters Product seEnun ermssion @
Integrations
User Permissions
Time & Billing
SetAll
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Recycle Bin

Lastly, the Recycle Bin is fully functional. This option is found on the bottom of every page.

ADNI 2B, U2

: REUTERS NEWS

(Reuters) - Top bankruptcy law firm Kiridand & Ellis has been sued for allegedly = PRACTICALLAW >
profiting from an undisciosed romantic relationship between a Houston

bankrupicy judge and a local bankrupicy lawyer, a relationship that ultimately

caused the

Practice Notes.
Standard Documents
Checklists

Articles

Updates

State Q&A

Any user can “Restore” a document. However, you need to be logged in as Administrator to
Empty the Recycle Bin or Delete items.

Your subscription to Firm Central has lapsed You may export your content Please contact your sales representative to renew your subscription

&% Recycle Bins)
—

W Empty Recycle Bin

Filters
TTLE DATE DELETED
CATEGORIES
] Contacts (10 TEST CENTRAL Client 3/08/2023 20043 pm x
(7] Foiders Karen Arochi
() Documents (42
CENTRAL VS WEST Matters 3/08/2023 1:53:38 pm Restore x
[ Matters (20 2 s
= CENTRAL Karen Arochi
USERS
LOAN BUDGETxIsx Documents 202172023 12:49:27 pm X
(1 Arochi. Karen (59) Copyright, Molly W Karen Arochi
(] Pettersen, Bill (14
cuments 21161202 4 i
(] King, Andre LOAN BUDGET.xIsx Documents 2/16/2023 1:23:54 pm [ "
o Copyright, Molly W Karen Arochi
DATE DELETED
1| AN RIINGET iy Nacimants 1AI73 175037 nm |
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