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Working With Contacts and Clients Guide

Add contacts and clients to Firm Central™ so that you can access all of your relevant connections
from a central location. Contacts include prospective clients, attorneys, judges, vendors, and your own
private contacts. Clients can be people or businesses. A matter requires a client before you can add it
to Firm Central.

You can create contact or client entries one at a time, or you can import multiple contacts or clients
to Firm Central using a .csv file. If a contact becomes a client, you can easily convert the contact to
a client. If there is more than one client for a matter, you can add them to a client group for easy
organization and access.
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Viewing Contact Lists

Viewing Contact Lists

The All Contacts, Clients, and Client Groups lists serve as a landing page fore the Contacts tab in Firm
Central. This starting point allows you to view and filter contacts along with other functions.

All Contacts ~ Clients  Client Groups

] ABC Company
Primary Contact: Norman Hayden | Role: Client
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FILTER A CONTACT LIST
0 Use the Sort by: drop-down menu to arrange contacts,
clients, or client groups in alphabetical order from A-Z
(ascending) or Z-A (descending).

@ Use the letter links at the top of the All Contacts or
Clients lists to jump to that letter.

QSearch for contacts, clients, or client groups using the
Search field in the left column. As you type, suggestions
will appear directly below the Search field. Select the
contact to jump their profile page.

@In the left column, select filters in categories such as
Contact Type, Status, and Role to automatically narrow
the list of contacts or clients.

ADD A NEW CONTACT, CLIENT, OR CLIENT GROUP
@ Click the New Client or New Client Group button to begin
the process of adding a new contact, client, or client

group.

IMPORT CONTACTS OR CLIENTS TO FIRM CENTRAL
@Click the Import Contacts button to begin the process of
importing multiple contacts or clients.

EXPORT CONTACTS FROM FIRM CENTRAL

You can export all of the contacts in Firm Central except for
other users’ private contacts. The Firm Administrator can
export all contacts, including users’ private contacts.

) Click the Export Contacts button on the All Contacts or
Clients list.

a. Choose the Open or Save option displayed by the
browser you are using.

b. The list of contacts includes both contacts and clients
and identifies each entry accordingly.
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Additionally, there is a Delivery button on the All Contacts,
Clients, and Client Groups lists. Located on the far right of
the toolbar, this button is another way to export these lists,
and you can choose which entries you want to export.

: @ Select the contacts you want to export by selecting the
Do [0 check box preceding each entry. Select the Select All

o IRARE P 2, NewContat [+ [

: e check box at the top of the list to select all entries.

@Click on the Delivery button, and then select from
the drop-down menu the method you want to use to
deliver the list: print, email, or download. Once the list is
generated, fill in the information specific for the delivery
method.

DEACTIVATE OR REACTIVATE A CONTACT

“ams 0123450 sote o) i L1 When you deactivate a client or contact, their information
A R U L R @g : remains saved in Firm Central, but it is not queued when
[ Selectall | 1itemselected clear selected . . . .

you type their names into fields that call for client and
) Aarold. Envid "En contact information.

Role: Client, Expert
885-987-9874  oakstreet

@ Aottt om @ Select the contacts you want to deactivate by selecting
the check box preceding each entry. Select the Select All
check box at the top of the list to select all entries.

@ Click the More Options icon, and then click Deactivate to
deactivate the clients and contacts or click Reactivate to
return them to Active status.

[ Arburn, Aaron INACTIVE
Role: Client € When a contact or client is deactivated, an INACTIVE icon
will appear next to their name in the list.
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Working with Contacts

Working with Contacts

-
£, New Contact o

”- .
ate Mew Client

"":a New Client Group

All Contacts ~ Clients  Client Groups

a8 12001541 123450

# A B C D E F G H

Selectall | No tems selected

1 Call Does It All Inc.

gNew Contact

Contact Details

ContactType
® Prwn O ouness

Name 9
T — e o

Email

Phone

o raern

Website

Employment

Custom Fields
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ADD A CONTACT
@ Add a single contact in one of two ways:

* Click New Contact from the Contacts drop-down menu
in the banner.

* Click the Contacts tab in the Firm Central header and
then click New Contact. You may have to select it from
the drop-down menu.

@ The New Contact form is displayed. You must specify
whether the contact is a person or a business. The form
also provides options for classifying the contact by type,
such as prospective client or lawyer.

@You must fill in the First Name and Last Name fields.
All other information is optional. You can edit this
information later.

@At the bottom of the form, select Public if you want to
allow anyone at the firm to see this contact. Otherwise,
select Private so only you can see it. The default selection
is Public.

@ Click Save.
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IMPORT MULTIPLE CONTACTS

Import multiple contacts to Firm Central using a .csv file.
You can create this file by exporting your contacts from
Microsoft Outlook.

All Contacts  Clients  Client Groups

B xem c123450 Sorty: e perermn_7) 8, revconmt |- | [B] [B] [ [R ]+

Phrce e i uno a0 M @ Click the Contacts tab in the Firm Central header.
@ Toggle to the All Contacts subtab and click the Import
Contacts icon.
Open
| » Libraries » Documents » MyDocuments » Firm Central » Matter Documents » = |4 [ll search Matter Documents £ gACCESS the .CSV f|[e Containing your COﬂtaCtS and then
Organize »  New folder g 0l @ CliCk Open
/¢ Favorites = Documents library (e
Bl Desktop Matter Documents )
18 Downloads Name : Date modified Type
Dropbox . .
ZREE;WMES = )l AgeDiscrimination 3/10/2016 1139 AM  File folder @Before you import all of your contacts, Firm Central
reative Cloud Fi | Orion - Matter X (Fox v Bergman) 3/10/201611:33 AM  File folder . .
@ Ceatie leus® -.1Acc\dantReporlAndersong 3/11/20168:58 AM  Adobe Acrobat Document dISplayS the |mp0rt Management page. This page
— ] AndersonQuickmart Notes 3/11/2016 854 AM  Microsoft Office Word Document : .
ﬂé;mmm ) FirmClients 3/10/2016 10:58 AM  Microsoft Office Excel Comms Separted Values File contains three columns:
J Music @F\rm(ontsct; 3/10/201610:53 AM  Microsoft Office Excel Worksheet
& Pictures &4 FirmContacts2 5/0/2016 200PM___ Microsoft Office Excel Comma Separated Values File
H Videos £%4] matterstoupload 3/10/2016 11:52 AM  Microsoft Office Excel Camma Separated Values File Sample: The Sample data iS extracted from the ﬂI'St
o) 0 ] v . . .
= contact row in your file. You can refer to this data when
File name:  Firm Contacts2 -
(3] you map the column names from your file to the fields

available in Firm Central.

Column Name: The column names are extracted from
your file so you can map your column names to the fields
available in Firm Central.

Matched Field: Firm Central attempts to match the

Import Management

column names from your file to the fields in Firm Central
for you.

Found § contacts In Sle. Match e Sedds below to begin Import

- i ey i e 2 S

gl ‘ a. Review the fields. If a field does not match your column

name, select the appropriate field from the drop-down
menu. You cannot match a field to more than one
column name.

2 [ o JEES i b. Click Next.

A9 2ampie Calumn Kame. Maiohed Fiaid |

i
w
.

1
i

Note: Firm Central displays an error message if you have matched a field
to more than one column name. Correct this error by selecting a new field
from the drop-down menu. You can choose Select at the top of the menu if
e deich etz " you don’t want to map the column name to a specfic field. After you have

s ey o mupped 2 Sme

i
1

corrected the error, click Next.
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Working with Contacts
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@ At the Import Management page, Firm Central lists your
contacts.

a. Deselect the check box for any entry that you
determine you do not want to import.

b. Select whether an entry is a client or a contact. If all
entries are one or the other, click either All Contacts or
All Clients. All clients are public.

c. Select whether an entry is private or public. If all entries
are one or the other, click All Public or All Private.

Note: Choose All Private if you do not wish to select the status of each

contact at this time (unless you know they are all public). You can edit

contact information later to change a private contact to public, but you

cannot change a public contact to private.

d. Click More Fields to expand the information for the
contact. An error message appears if you try to import
a contact and have filled in a field incorrectly. Edit the
data before trying to import again.

@The form expands to show all of the fields for that
contact. If any of the fields contain an error, a message
will appear when you attempt to import the contact. Edit
the data before trying to import again. After you have
completed reviewing or editing the contact information,
click Fewer Fields to collapse the fields.

0By default, the check box for each contact is selected.
Deselect the check box for any contact you do not want to
import. Click Import All Selected at the top of the page
to import all of the selected contacts at one time. You can
import contacts one by one by clicking Import to the right
of the contact details for each contact you want to import.

@After you have reviewed and imported your contacts, click
Done at the bottom of the page to complete the import
process.

@The Contacts page is displayed.
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Working with Contacts

CONTACTS

Geoff Wall
Vice President, Investments at Finance Experts
NonClient

<4 Back to All Contacts

Contact Details Associated Matters

o 7 Edit
Job Title There are no associated matters.
Vice President, Investments

Employer
Finance Experts

Fax (866) 555-1212
Work  (612)555-1313

Email
geoflwall@financeexperts.com

Work

9050 8. 7t St
Minneapolis
MN

55402

United States

4 Back to All Contacts G
&b Add to Client Group (1)

X Delete Contact e
dlg AddasaClient  €)

:‘, Conflict Search 9

e
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VIEWING A CONTACT PAGE

When you click on a contact’s name, you are brought to
their Contact Profile page. The left column displays contact
information for the contact, and the right shows the matters
they are involved in, if any. This page has several notable
functions.

Edit Client Information
@ Click Edit in the Contact Details section.

a. The Edit Contact form displays the same fields as the
New Contact form. Add or edit the information as
necessary.

Note: The Edit Contact form does not include the Public/Private option if

the contact is public. You can change a private contact to public, but you
cannot change a public contact to a private contact.

b. Click Save.

Add the Contact to a Client Group

@ Click the More Options icon on the right, and then click
Add to Client Group.

a. The Add to Client Group form appears. Select the
Client Groups you want to add the client to, and click
Save.

Delete a Contact

@ Click the More Options icon on the right, and then click
Delete Client. All of their information will be erased from
Firm Central.

Convert a Contact to a Client

) Click the More Options icon on the right, and then click
Add as Client to begin the process of converting this
contact to a client.

Run a Conflict Search

@If you are signed on to Firm Central as an Admin, the
Conflict Search option is present in the More Options
drop-down. Click Conflict Search to initiate a Conflict
Search of the contact name.

Print Contact Information

@ Click the Print icon on the far right of the page to print
the Contact Page. It includes the Contact Details and the
matters they are associated with.

a. The Print Preview window appears. Click Print to
continue.
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Working with Contacts

EXPORTING CONTACTS FROM MICROSOFT OUTLOOK

Export Contacts into a .csv File from Microsoft Outlook 2010 and 2013

1.

2.
3.
4

9.

10.

Start Microsoft Outlook.
Click the File tab.
Click Options in the left column.

Click Advanced in the left column to display the Advanced options in the right frame and then
click Export in the right frame.

In the Choose an Action to Perform box, select Export to a file and click Next.
In the Create a File of Type box, select Comma Separated Values (Windows) and then click Next.

In the Select Folder to Export From box, select the contact folder that you want to export and
then click Next.

Below Save exported file as, click Browse to specify a location and name for the file and then click
Next.

If necessary, map fields from the file you are exporting to the .csv file.
Click Finish. The .csv file is saved to the location you specified in Step 8.

Export Contacts into a .csv File from Microsoft Outlook 2003 and 2007

o U A W N

~

Start Microsoft Outlook.

From the File menu, click Import and Export.

In the Choose an Action to Perform box, select Export to a file and then click Next.

In the Create a File of Type box, select Comma Separated Vaues (Windows) and then click Next.
In the Select Folder to Export From box, click Contacts and then click Next.

Below Save exported file as, click Browse to specify a location and a name for the file and then
click Next.

If necessary, map fields from the file you are exporting to the .csv file.
Click Finish. The .csv file is saved to the location you specified in Step 6.

© 2016 Thomson Reuters S-035322/5-16
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Working with Clients

Working with Clients

o
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ADD A CLIENT

0 Add a single client in one of two ways:

* Click New Client from the Contacts drop-down menu in
the banner.

* Click the Contacts tab in the Firm Central header and
then click New Client. You may have to select it from
the drop-down menu.

@ The New Client form is displayed. You must specify
whether the client is a person or a business.

@You must fill in the First Name and Last Name fields.
All other information is optional. You can edit this
information later.

@ Firm Central automatically assigns a number to each
of your new clients. You have the option to include
an alternative ID for this client using the numbering
system your firm uses to identify clients. If you do so, this
alternative ID will display on the client profile screen,
rather than the ID generated by Firm Central.

@ You have the option to include the name of the person
who referred this client to you.

@Click Save.

10
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Working with Clients

New Client

Client Details

Client Type
® Person O Business [,

Name Paul Fredrickson 2=

FirstName *  Lasiwame

© Agdional Name Information

Alterate 1D e

Email
wome

o AdtEna
Phone
ame

o As1Pnane

Website

Address.

o sasaress
= Additional Information
Roles
@ caen new
caner ey
e ==y
vengr
Employment
empioyer Job Tits

Criginating Attorney

ue——

Custom Fields

Emergency Contact

<0 creazies mmmnng

Marital Status
—-SEEC-

Connection
e

Date of Manage
o8

Notes
Hates

SO R G

6 Referred By

Rafarmsd By

B -
-©
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CONVERT A CONTACT TO A CLIENT
@ Convert a contact to a client by adding a client in one of
two ways.

* Click New Client from the Contacts drop-down menu in
the the banner.

* C(lick the Contacts tab in the Firm Central header and
then click New Client. You may have to select it from
the drop-down menu.

@ Enter the client’'s name in the Select an existing contact
to add as a client. field at the top of the New Client form.
As you type, Firm Central will display a list of matching
contacts. Click the name of the contact you want to
convert to a client.

€)Firm Central automatically populates the fields with your
contact’s information.

@ Firm Central automatically assigns a number to each
of your new clients. You have the option to include
an alternative ID for this client using the numbering
system your firm uses to identify clients. If you do so, this
alternative ID will display on the client profile screen,
rather than the ID generated by Firm Central.

©You have the option to include the person who referred
this client to you.

(Click Save.

Note: All clients are public, so if your contact was private, it will become
public when converted to a client.

1
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Working with Clients

AllContacts  Clients  Clint Groups

B wesw c123450 St (S Ay ) nact[-] (5] (3] [ (G
Open
_» Libraries » Documents » My Documents » Firm Central » Matter Documents » v [ 4 | Search Matter Documents o
Organize * New folder B 0 @
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%3 Dropbox
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Micresoft Office Word Document
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B Documents i3] FirmClients 3/10/201610:59 AM  Microsoft Office Excel Comma Separated Values File
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IMPORT MULTIPLE CLIENTS

Import multiple clients to Firm Central using a .csv file. You
can create this file by exporting your clients from Microsoft
Outlook.

ﬂCUck the Contacts tab in the Firm Central header.

@ Toggle to the Clients subtab and click the Import Clients
icon.

©) Access the .csv file containing your clients and then click
Open.

@Before you import all of your clients, Firm Central displays
the Import Management page. This page contains three
columns:

Sample: The sample data is extracted from the first client
row in your file. You can refer to this data when you map
the column names from your file to the fields available in
Firm Central.

Column Name: The column names are extracted from
your file so you can map your column names to the fields
available in Firm Central.

Matched Field: Firm Central attempts to match the
column names from your file to the fields in Firm Central
for you.

a. Review the fields. If a field does not match your column
name, select the appropriate field from the drop-down
menu. You cannot match a field to more than one
column name.

b. Click Next.

Note: Firm Central displays an error message if you have matched a field
to more than one column name. Correct this error by selecting a new field
from the drop-down menu. You can choose Select at the top of the menu if
you don’t want to map the column name to a specfic field. After you have
corrected the error, click Next.

12
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© At the Import Management page, Firm Central lists your
clients.

a. Deselect the check box for any entry that you

determine you do not want to import.
‘ ‘ b. Select whether an entry is a client or a contact. If all
- e G entries are one or the other, click either All Contacts or
e e All Clients. All clients must be public.
‘ MD B = = c. Select whether an entry is private or public. If all entries
0, om0 o nam e g g are one or the other, click All Public or All Private.
‘ Mw " - - _— Note: Choose All Private if you do not wish to select the status of each

N —— s e contact at this time (unless you know they are all public). You can edit

i A e st s contact information later to change a private contact to public, but you
= M cannot change a public contact to private.

S Do Do - - ot d. Click More Fields to expand the information for the
e client. An error message appears if you try to import a
-] RS client and have filled in a field incorrectly. Edit the data

before trying to import again.
(® The form expands to show all of the fields for that client.
If any of the fields contain an error, a message will appear
® T = - when you attempt to import the client. Edit the data
N T = = before trying to import again. After you have completed
= - - reviewing or editing the client information, click Fewer
e p— R Fields to collapse the fields.

aBy default, the check box for each client is selected.
Deselect the check box for any client you do not want to
import. Click Import All Selected at the top of the page
to import all of the selected clients at one time. You can
import clients one by one by clicking Import to the right
of the client details for each client you want to import.

Emgency Cootact Ve s R

L & — — @After you have reviewed and imported your clients, click
) ) . Done at the bottom of the page to complete the import
e process.

@The Contacts page is displayed.

13
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Working with Clients

CONTACTS

Jerry Stonno (0044)
Ciint

4 BacktoClients &, New Matter

Contact Details 6 / Edit -

Phone 612-555-1212 There are no clent matters.

Sort by | Wistter Name - AZ 2l

o

4= Back to All Contacts New Matter

Sl Add o Client Grou @)

@ Dpeactivate Client @)

X Delete Client 9

:‘, Conflict Search e

B
6
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VIEWING A CLIENT PAGE

When you click on a client’s name, you are brought to

the Client Profile page. The left column displays contact
information for the client, and the right shows the matters
they are involved in, if any. This page has several notable
functions.

Edit Client Information
@ Click Edit in the Client Details section.

a. The Edit Client form displays the same fields as the
New Client form. Add or edit the information as
necessary.

b. Click Save.

Add a Matter

@ Click the New Matter button to add a matter for the client
to add a matter for this client. The New Matter form will
appear. Fill in the appropriate information and click Save.

Add the Client to a Client Group

@ Click the More Options icon on the right, and then click
Add to Client Group to include this client in a client
group.

a. The Add to Client Group form appears. Select the
Client Groups you want to add the client to, and click
Save.

Deactivate the Client

@Click the More Options icon on the right, and then click
Deactivate Client. Once you deactivate a client, their
information remains saved in Firm Central, but it is not
queued when you type their name into fields that call for
client and contact information. If the client is deactivated,
click Reactivate Client to reactivate the client.

Delete a Client

9 Click the More Options icon on the right, and then click
Delete Client. All of their information will be erased from
Firm Central. You cannot delete clients if there are open
matters associated with them.

Run a Conflict Search

@ you are signed on to Firm Central as an Admin, the
Conflict Search option is present in the More Options
drop-down. Click Conflict Search to initiate a Conflict
Search of the client name.

Print Client Information

@ Click the Print icon on the far right of the page to print
the Client Page. It includes the Contact Details and the
matters they are associated with.

a. The Print Preview window appears. Click Print to
continue.

14
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Working with Client Groups

Clients can be organized into Client Groups. This is helpful if your client is a larger entity that contains
many individuals, such as a family or business. Sort your existing contacts and clients into Client
Groups, or create new clients as you create a Client Group.

CREATE A CLIENT GROUP
@ Add a client group in one of two ways:

* (Click New Client Group from the Contacts drop-down
menu in the banner.

New Client Group
@mmﬁmwm _— * C(Click the Contacts tab in the Firm Central header and

then click New Client Group. You may have to select it
from the drop-down menu.

200 characters remaining

_ @The New Client Group form appears. You must fill in the
e Qo rvenm Client Group Name field. Provide an optional description.

Client Group Members Remove All

) Abem= Ronald -, 4 Anderson, Anna x

© Alist of all clients and contacts is present on the form.
Scroll through and click each contact or client you want
to add to the Client Group, or search for their name in the
Enter contact or client name field. Their name will appear
in the Client Group Members list on the left. Inactive

4% Acevas, Anns

4= Alam, Ash

&% Alexander, Lamar
&~ Amara, Janice

&~ Anderson, Amelia

G e v clients will not appear in the list and cannot be added to
&5 Anderson, David client groups.

g | Sove & Continm | Cancel GAdditionally, you can create new clients for the Client

0 Group by clicking New Client above the Client Group

Members list. Fill in the appropriate information on the
New Client form, and click Save.

© To remove a client from the Client Group Members list,
click the Red X next to their name, or click Remove All at
the top to remove all clients from the Client Group.

(Click Save when you are finished adding clients.

15
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VIEWING A CLIENT GROUP PAGE

When you click on a client group’s name, you are brought
to the Client Group Profile page. The left column displays
contact information for the client group, and the right
shows the matters they are involved in, if any. This page has
several notable functions.

conmacrs - 3, Edit a Client Group
Play it Again Music 0 Click Edit in the Client Group Details section.
Client Group

R & a. The Edit Client Group form displays the same fields as
(2] the New Client Group form. Add or edit the information

Client Group Details o # Edt — as necessary
Description
Client Group Members (2) b. Click Save.
ABC Company
Anderson, David "Dave”
Vs Add a Matter

@Click the New Matter button to add a matter for the
client group. The New Matter form will appear. Fill in the
appropriate information and click Save.

Deactivate the Client Group

0Click the More Options icon on the right, and then click
Deactivate Client Group. Once you deactivate a client
group, the information is not queued when you type the
4 Back to Client Groups New Matter m group into fields that call for client group information.
@ peactivate crent Group () If the client group is deactivated, click Reactivate Client
Group to reactivate the client group.

X Delete Client Group g

Delete a Client

@Click the More Options button on the right, and then click
Delete Client Group. All of the information will be erased
from Firm Central. The information of the clients in the
client group will not be deleted, only the client group
itself.
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LOOKING FOR MORE INFORMATION?
For assistance using Firm Central, call 1-888-287-8537
For free reference materials, visit http://legalsolutions.thomsonreuters.com/law-products/solutions/firm-central/support
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