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Welcome to Firm Central

Firm Central is the ideal matter and billing management tool
for sole practitioners and small law firms to accomplish more
for your clients with less effort and more efficiency.

EVERYTHING YOU NEED IN ONE CONVENIENT LOCATION IT'S EASY TO GET STARTED

Firm Central simplifies your work process by providing one secure online 1. Once you've received your Firm Central Registration Email, you can
location where you can access the information and tools you need to manage use the OnePass section of this guide to get set up and ready to work.
your matters, billing and invoicing. (Remember, Firm Central integrates what you do for a client and what
you do to run your practice, so it needs to be populated with the right

Y ill be able to collaborat ffectively with coll d
OU WITL b€ able fo coriaborate more efiectively with coteagues an information and have the right tools accessible.)

clients, securely share documents, record your time and expenses, create
invoices, log payments and search Practical Law Know How content. 2. If you need help with registering OnePass, installing the Desktop
Integration Plug-in, creating contacts, matters, clients or uploading
documents, our Product Specialists are available through the contact
details within this user guide.

Outlook and Windows Explorer integration help to manage your documents
and tasks efficiently, removing the need for unnecessary, time-consuming
admin work.

If you have any questions call +44 (0)345 600 9355 | or email customersupport.firmcentral@thomsonreuters.com | or visit legal-solutions.co.uk/firmcentral
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At a glance

SMOOTH YOUR WORKFLOW
BY COMBINING ALL OF YOUR
ELECTRONIC INFORMATION.

Sign in to Firm Central to immediately
access client and matter files,
Practical Law, Microsoft Outlook,
Windows Explorer and Reuters News.

" REUTERS NEWS
Brexcht uncertainty could see 41 percont tall in UK air traffic - Sky
News, citing repon
LONDON (Rinsters ) - Unconiainty fver B staius of fights between Brisn and)
T European Lindn onoe e UK leirves the Dios coukl ciuse & huge shom n)
i wvel from Britaie's airports, Siy hews said on Tussdiry, ciing an indusiey
fogon

« PRACTICAL LAW >

Browsing for Family and Cohabitation cocuments
Faray j
— B
Practics Notes 1)

Standard Documants and Clauses (1)
Checklists 1)
@ Aticlesm

e = TASKS o +

EFFICIENTLY MANAGE YOUR
FINANCIALS:

Record time and expenses, create and
review pre-bills, generate invoices and
manage client money — all conveniently
located in “Time & Billing” section of
Firm Central

CLICK A TAB AND ZERO IN.

When you know the type of content you
need, the Matters, Contacts, Documents
and Calendar tabs will deliver it in a flash.

d i

o 5

Thursday. 12 Now, 2618

 training
12 Neovarmter, 715

FIND WHAT YOU NEED
QUICKLY.

‘Wodnesday, 19 Oct, 2018

reviene of documentaticn before chent menti . B .
e % [ Firm Central's Global Search bridges
o the gaps among various types of
Thursday. 20 Oct, 2018 . . . o
e — information, delivering complete

Emaicyment for Brown  James Brown

results with a single query.

= WHAT'S NEW

Asrign a tark 1o & Masier Team mamber

Asaign mamer Tasks 10 nyine o (e Matier Taam. Fiter wnd 507 task st 1
uickdy ocass imporian Rerma. Eaaly frd New, Dus Soon or Chvercus lates 1o
srasure or-time compleion

“ TUESDAY, 22 AUG, 2017

CUSTOMISE YOUR
HOMEPAGE TO
MAXIMISE YOUR
WORKFLOW.

Drag and drop widgets,
delete widgets, and choose
between a white or dark
colour scheme.

NEVER MISS A RETRACE YOUR STEPS AND
DEADLINE OR RESUME WORK WITH EASE.
FORGET A TASK. When appointments, emails, phone

calls and other interruptions break
your concentration, Recent Activity
on the homepage and Recent
Documents on a Matter page get
you back on track quickly.

Your to-do list and
notifications are displayed
prominently, so you won't
overlook anything.

If you have any questions call +44 (0)345 600 9355 | or email customersupport.firmcentral@thomsonreuters.com | or visit legal-solutions.co.uk/firmcentral

the answer company™

THOMSON REUTERS®

Firm Central
USER CUIDE

CONTENTS VA

WELCOME

ONEPASS

CREATING CONTACTS,
CLIENTS & MATTERS

DOCUMENTS

CLIENT PORTAL

TIMING & BILLING

PRACTICAL LAW

ADMINISTRATORS

ON THE GO

DESKTOP PLUG-IN


http://thomsonreuters.com/en.html
mailto:customersupport.firmcentral%40thomsonreuters.com?subject=Firm%20Central%20Customer%20Support
https://legalsolutions.thomsonreuters.co.uk/en/products-services/firm-central.html

the answer company™

THOMSON REUTERS®

OnePass

PACE . Firm Central

WHAT IS ONEPASS? ADDING YOUR FIRM CENTRAL REGISTRATION KEY 04 USER GUIDE
OnePass is a login system, which will allow you to sign in to multiple TO ONEPASS
Thomson Reuters applications with a single username and password — After you are added as a Firm Central user, you will receive an email with a
giving you more security, more control and more convenience. registration key that gives you access to Firm Central. You must enter this
registration key into your OnePass profile. You can use the link provided in

With OnePass, you create your own username and password that will

not only help protect your identity and the information you provide,

but also allow you to access multiple Thomson Reuters applications

including Practical Law, Westlaw UK, ProView and more, with one set CREATE A ONEPASS PROFILE

of login credentials. 0 If you have never set up a OnePass profile, click Create a new OnePass
profile at the bottom of the OnePass Sign-In screen and skip to the next
page in this user guide.

AT A GLANCE
_ » Enter your Firm Central registration key in the registration key text boxes.

* Enter a name for this registration key so you can easily distinguish it from

One Pass Slgn In other products, e.g. My Firm Central.
* Enter the email address where your Firm Central registration key was sent.

the email or the links provided on the Firm Central sign-in page. CONTENTS VA

WELCOME

Username CREATING CONTACTS,

CLIENTS & MATTERS

* (Click Continue.

* Fillin the form on the General Settings page with your information.
Create your OnePass username and password for yourself following the
requirements that appear on the page. Choose a security question that DOCUMENTS
you can answer if you need to reset your password.

Password

Forgot my username or password

SLECHVEI Y, T * Click Create Profile.

Save my Username and Password CLIENT PORTAL
Don't ask again today What's This? * A message confirming your successful registration appears. Click Return
to Thomson Reuters Firm Central to sign on to Firm Central with your
Sign In new OnePass username and password.

TIMING & BILLING
* At the OnePass Sign-In page, enter your OnePass username and

password and click Sign In. You can select options to save your

username and password. Do not select these options if you are PRACTICAL LAW
Update an existing OnePass profile working on a shared computer.

Create a new OnePass profile

ADMINISTRATORS

ON THE GO

If you have any questions call +44 (0)345 600 9355 | or email customersupport.firmcentral@thomsonreuters.com | or visit legal-solutions.co.uk/firmcentral DESKTOP PLUG-IN
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PACE . Firm Central

UPDATE AN EXISTING ONEPASS PROFILE _ 05 USER GUIDE
9 If you have a OnePass profile already, click Update an existing

OnePass profile at the bottom of the OnePass Sign-In screen.

OnePass Sign In

* Enter your OnePass username and password at the manage

i i P Username
onepass section and then click Sign In. CONTENTS v A
* At the OnePass General Settings page, click Manage Products.
) . . Password
* Click Add a new Registration Key. WELCOME

. . . . . . Forgot my usermname or password
* Enter your Firm Central registration key in the registration key CEll S

text boxes. ) save my Username

Save my Username and Password AT A GLANCE
Don't ask again today What's This?

* Enter a name for this registration key so you can easily
distinguish it from other products, e.g., My Firm Central.

+ Select the check box for Preferred if you want this registration il

key to be preselected if prompted for a registration key during
the sign-on process. (The friendly name you selected is
displayed at that time).

e (lick Save.

Create a new OnePass profile

? I Update an existing OnePass profile

CREATING CONTACTS,
CLIENTS & MATTERS

¢ C(lick Return to Thomson Reuters Firm Central.

DOCUMENTS
* At the OnePass Sign-In page, enter your OnePass username

and password and click Sign In. You can select options to save
your username and password. Do not select these options if
you are working on a shared computer.

CLIENT PORTAL

TIMING & BILLING

PRACTICAL LAW

ADMINISTRATORS

ON THE GO
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Create a contact

ADD A SINGLE CONTACT IN ONE OF TWO WAYS

0 Click the Contacts icon in the Firm Central header. Choose New
Contact from the drop-down menu.

e Click the Contacts tab in the Firm Central header and then click
New Contact.

The New Contact form allows you to specify whether the contact is a
person or a business and provides options for classifying the contact by
type, such as prospective client or lawyer.

NOTE: You can filter your contacts by individual/business and role type.
You must fill in the First Name and Surname fields. All other information
is optional. You can edit this information later.

* 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.

* (lick Save.

”
e New contact
CLEARALL "2

(2] 4
arg, New client

-~ 5 E
“a New Chent Group

New contact

Contact Details

Gontast type

Name
Firit e * Sumane *

©  ASOON Nama OB

Email

© Add emad

© Asd sddress

+ Additional information

¥ Public: anyone can view this contace
Privvanec sl | S view this ontaot
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Create a contact

ADD A SINGLE CLIENT IN ONE OF TWO WAYS

o Click the Contacts icon in the Firm Central header. Choose New Client
from the drop-down menu.

9 Click the Contacts tab in the Firm Central header, then click New
Client.

The New Client form is displayed. Specify whether the contact is a
person or a business.

* You must fill in the First Name and Surname 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 method your firm uses to identify clients.

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

* Click Save.

”
S New contact

] * CLEARALL 72

” 2
ary MNew client

~n - =
&y New Chient Group

New client

Client details

Gt type *
0 Parsan Comgany

‘Saect By ausisting cORact 10 80K A8 B Cln
Name

First namg * Sumams *

© Addnonal name inforrmaton

ciry

© A sazess

+ Additional information
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Create a matter

Now you have some clients and contacts created in Firm Central, you'll
want to get on with your priority tasks and transactions - your matters.

ADD A SINGLE MATTER IN ONE OF TWO WAYS
o Click the Add Matter icon in the Firm Central header.

9 Click the Matters tab in the Firm Central header, then click New
Matter.

The New Matter form includes five sections: Matter Details, Matter
Description, Jurisdiction, Matter Permission & Matter Team, and
Notes. You can include as much detail as you wish. You can edit the
matter at another time to fill in optional information.

MATTER DETAILS
* Fillin a Matter Name.
* Fillin the Date Opened. It defaults to today’s date.

* If you want to change the date, you can use the Calendar icon.

* Enter a client. As you type the client's name, Firm Central displays a list

of suggestions in a drop-down menu. Click the client’s name from this

list. If this client is not an existing client, click Create a New Client from
the drop-down list, then fill in the Create New Client form with at least
the client’s first and last name or business name. You can also convert

an existing contact into a client at the Create New Client form.

Assign a Matter ID for each new matter created using the method your
firm uses to identify matters.

MATTER DESCRIPTION (optional)
e Select a practice area from the drop-down menu.

Best Practice Tip: You can search and filter your matters by practice
area. Remember to always fill in this field for a complete display of
matters by practice.

* |f the practice area you selected has a sub-type, select the type
from the drop-down menu.

* Forexample, Intellectual Property has the types Patents,
Copyright, or Trademarks.

* Enter a description of the matter. This field is also searchable.

* Enter related party contact information.

New matter

Matter name * Chlent *

Date opened *
= oati2018

Our reference

Wil regiacy e aysiem-gererated matter .

— Matter description

Practice area 9 Sub-type

-Gt~ H St

Mater description

250 characiens remainiog

Related party

¥ Contact information

© Add related party

1000 characiers remaining
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Create a matter

MATTER PERMISSIONS & MATTER TEAM

Your firm has default settings for Matter Permissions and Matter Team.

You can change these settings at any time.

* Matter Permissions

Choose the role for a specific person using
the drop-down list.

— Owners: Can create, edit, review, and delete matters and matter
documents.

— Editors: Can edit Matter details and review documents.

Editors cannot delete a matter but can delete documents they added to
the matter.

— Read-Only: Can view all matter information but cannot edit or delete.
— Denied Access: User cannot see any portion of the matter.
— Admin: This is not a role you select here.

— Administrators: Can set up and deactivate users and customise
Firm Central settings and notifications.

* Matter Team

Select the Matter Team checkbox following a specific person’s name
to indicate that person is on the team for this matter. This matter will
display on the My Matters list for all matter team members. You may
be an Owner, Editor, or have Read Only permission and be on the
Matter Team.

* (lick Save.

Matter permission & Matter team

Colleague Matter permission o
Tom Balding Owner v
Fiona Watkins Editor

Read-only

Access denied
Felix Stowe Cner T
Helen Jenner (admin} Owner v
Manish Williams Cwner T

Matter team (i )

If you have any questions call +44 (0)345 600 9355 | or email customersupport.firmcentral@thomsonreuters.com | or visit legal-solutions.co.uk/firmcentral
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Add a document

ADDING DOCUMENTS TO A MATTER

* Select a matter folder or subfolder from the Folders list on the
Documents tab.

* (lick the Upload a Document icon @ on the right side of the page.

* The file upload page for the matter is displayed. Click Add Files @
to access the file(s) you want to upload.

* Select the document(s) you want to upload to your matter, then click Open.

* The documents are displayed on the file upload page for the matter.
Upload additional files by clicking Add Files and accessing the files. This is
especially useful if you want to upload files from a different folder.

* Review the list.
— You can add a description to any of the files.
— You can rename any of the documents.

— If the list contains a file that you determine you do not want to
upload, click the red X to delete it from the file upload page.

* (lick Upload.

NOTE: Firm Central shows the progress of your files uploading to the
matter. When all of your files are uploaded, click Close.

If you have any questions call +44 (0)345 600 9355 | or email customersupport.firmcentral@thomsonreuters.com

.= Bower Auto Accident Reaame

o

Fiters

FILE TYPE
Adule Acrabat (FOF
Wicrasol Txcel
Wacraton Vo
WWoa 2000 HTML

DATE ADOED

]

Laia T Gy (141
Last 30 Days (18)
L 12 Mg (181

Salectal  Noiems seleced

___ Cemespondence

___ Legal Research

. Pleadings

ety AGORD0ME . HSCEADIN) T

B Upload new file

To: B3 TestClient Group matter changs

Conveyancing tx
B 0 deseriphion | Rename

camcl

g Mads | Remaining storage: 10.8500 of 11 0008 @

cancel upload
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Add a document

PAGE  Firm Central
CREATE AND MAINTAIN MULTIPLE VERSIONS OF 11  usercuiDE
A DOCUMENT

Document versioning gives you the ability to modify an existing document
and save a new version while still being able to access any previous
versions of the document. When uploading a new version, be sure that
you have saved the modified document with the original file name. CONTENTS V A

» Toupload a new version of an existing document, click the Upload a
Document icon and select the new file to upload. WELCOME

* To version the selected file, click the Upload button, which will trigger
a message notifying you that a conflict needs to be resolved before

the upload can begin. The conflict recognised by Firm Central is your AT A GLANCE
attempt to upload a document with the same name as a document
already in the matter folder.
ONEPASS
* Click the Create New Version icon to upload the modified document as
a versioned document into Firm Central.
CREATING CONTACTS,

NOTE: You will have the ability to delete any of the versions stored within
your version history as well as revert back to a prior version of the document.

E Upload new file X

1 of 1 files have conflicts that need to be resolved before upload can begin.

CLIENTS & MATTERS

CLIENT PORTAL

I'ﬁ-] Conveyancing.doc  28.00KE TIMING & BILLING

l_ .
Version document Rename | Cancel upload

PRACTICAL LAW

ADMINISTRATORS

Cancel upload

ON THE GO
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Using the client portal

STREAMLINE COMMUNICATIONS

The Client Portal allows you to easily send messages, documents,

and forms to your clients directly from Firm Central. Clients log into a
private and secure interface where they can view documents and matter
comments based on the permissions you set.

With the Client Portal, you no longer have to send sensitive and privileged
information to a client’s unsecure email address. Your clients have any
time access to a dashboard where they can review and upload documents,
fill out forms and communicate with you within a secure portal
environment.

TO USE THE CLIENT PORTAL

o To share a document, click on the Client Portal tab or select a document
in the Documents tab and click on the Share with client icon.

9 In the Client Portal tab, you can click on the respective icon to:
(A) share an existing document
(B) upload and share a document
(C) stop sharing selected items

e You can also send messages to your clients via the Matter Comments
section.

0 Summary of the most recent Client Portal activity can be viewed in the
Matter profile tab.

MATTERS

All matters My Martters
u 1-11 of 11 1
Conveyancing
FronaWatans 9 September, 2005 (Cpen
Mattss peofile Decurnents. Client Portal Calendar
Matter dtails Fea Tasks
Maties tasks O racuar
Dur relerence
bt A apean i
Matter descrip
Comeyancisg for Mrs Balal
l_ Recent documents
I most recent doCuments
Conveyancing pat
4=  Phil Haper 25 Seplember. 2015 128 FM
Conveyancing. mmi
Prél Huper 5 Seplember. 2015 124 FM
Corveyancing sisx
[ PhiHamar 25 Sapember, 2005 124 P
L Client Portal
Rmeant clivet sctivity e
Mo recent acivy

Conveyancing (0005 - Conveyancing for Ms Wikinson)
Fioma Client 18 Asgust, 2015 (Open

Matter profile  Documents  Client Portal Calendar

Matter comments e
Soriby Lasimedfied - dsacsmdng o 2o q
Selectall  Hoitams selacied
‘Comveyancing for Ms Wilkinson.doc ¢ Incompiete Goctnber 28 2015 1059 AM m Cances
Flana Wations
th0f1 1 Results | Mperpage

# Back to All Matises Closs Portal "
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Using the client portal

PAGE  Firm Central
13  usercGuiDE

CLIENTS USING THE CLIENT PORTAL: @ 5iepass

o Receive a welcome email
Already have a OnePass profile? Update your profile
Are provided with instructions on how to create a OnePass log-in : -
124 P 9 [ Cstnrl Sicy | Register a new OnePass Profile
e Can: Fegster for a new Profike withn OnePass by enterng the nformaton Below
Your Informatien
) CONTENTS V A
* Review documents First Mama
* Share messages with you LoscHans
f Ernail Address WELCOME
* Upload their own documents .
Confirm Email Address
Altarmate Email Address(es) (Upticnal) AT A GLANCE
0 — i Username and Password
Registration Information
Usenmame
Diear Heebent Sreath
Mossage From Firm Central UK QED Test: please review documents in portal e ON EPASS
To access the firm portal you wil need 1o create a usemame and password Please follow the mstnactions below fo set up your account. Once you have logged n. you will be able 1o upload
documents, review shared documants, fill cut requested foms, and communicate with your atiomaey. Rest assured everything that is displayed in the firm portal is secure and only accessible 10 you
and the firm Confirm Password
Login Details for Firm Partal Access. — Keap for your rcards : CREATING CONTACTS,
e Secuy Queston CLIENTS & MATTERS
S Selecta Security Quesiion
2 After registration, access the pontal at posial-yi thomsgnreylers com Select 2 quastion o
Answer
Please keep this emad Tor fuiure reference. DOCUMENTS
This amail has besn automatically gensrated. please do not raply 1o this address :L“:“’::;gnmﬁ““ -
{i_ '} THOMSON REUTERS Answor

Select a Security Question
Select a questicn .

Answer

Create Profie TIMING & BILLING

Firm Central UK Test Account

PRACTICAL LAW
All Files
o B AT RSP ey o XS 1253 P wesnga ADMINISTRATORS
ON THE GO
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Time & billing

OVERVIEW

The Time & Billing section allows users to track time to matters, create
and review prebilling and finalise and share invoices. In addition, payments
received can be entered and tracked, and trust accounts can be added

and managed.

In order to control access to sensitive information, relevant permission
levels can be set up for the team members by the Admin user; choose
from full or limited access, time & expenses only or view all financials.
The permission level is set in the Admin view, Firm user management
section, Time & Billing permissions.

REUTERS NEWS TASKS

Brexit uncerainty could see 41 percent fall in UK, air traffic - Sky
Nesws, citing repart Al open [5) j Sont by due date
LONDON (Reuters) - Uncanainty over e slatus of Tighls batween Brilain and
the European Uinion onen the LK Inaes the blea oould causs o huge siemg in
i trawel from Britain's airports, Sy News said on Tuesday, ciling an industry

mopart

Thursday, 12 Nov, 2015

(Z) (@ training
12 Novembir, 2018
L]

Waednesday, 19 Oct, 2016
= PRACTICAL LAW > : —
() review of documantation before client meating
Employment for Brown  James Broan
18 October, 2016

Search Practical Law xa
Browsing for Family and Cohabitation documents

Family Thursday, 20 Oct, 2016

() contact J Brown re: outstanding contracts
Emulovment for Brown  James Brown

| |

Cohabitation

Practice Motes (s2) E WHAT'S NEW

Standard Documants and Clauses (15) + Assign a task to a Matter Team member

< TUESDAY, 22 AUG, 2017 >

Checklists (1) 4 Assign matier tasks 1o aryone on the Matter Team, Fiter and so Lask list b
- quiciy nconss impartant items. Easily find New, Bue Saon or Gverdun Inbols o
Articles () + AASURE OR-BME Complation.

USING THE TIMER TO RECORD TIME

There are two ways to enter time in Time & Billing - using a timer to track
work in real time, or by manually entering time later. Time can be tracked
under the Time Entry tab.

o To track in real time, open the Timer located in the upper right hand
corner. Click the Play button to start tracking time; when completed,
click the Pause button. A pop-up will appear below the timer with a
section to enter information about the time spent. When completed, click
Submit Time.

e To add an entry at a later time, click the + Time Entry button near the
upper right hand corner of the Timesheet. A new row will appear where
detailed information can be entered. When complete, click Save in the
lower left hand corner. Under the details section, the applicable billing
rate will appear, or “FLAT" for a Flat Fee agreement or “CONT" for a
contingency agreement.

v |4
n Maalar \'\fl'ill w?m dﬂlal‘n.nq. mlea
. ME&'IBJ Will with drafting notes /s

=

| ovmoue |
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Time & billing

REVIEWING AND EDITING TIME ENTRIES

To review your time entries for any chosen time period (day / week view),
open the Time Entry tab. The Timesheet will display with all applicable
entries. To edit a time entry, locate the desired row. For the specific date,
click on the “time box" to open it for editing then enter time in either
increment-based or chronological format. When complete, click Save in
the lower left hand corner.

TIME & BILLING

Time entry  Expense entry  Pre-Bills  Payment & invoices  Trust accounts

Time Entry

ENTERING EXPENSES

To enter an expense associated with a matter, navigate to the Expense
Entry tab. New expenses can be added by clicking the + Expense button
in the upper right hand corner. A new row will appear, and detailed
information (including expense codes and applicable VAT rate) can be
entered. When complete, click Save in the lower left hand corner. To

edit an entry, click the information in the relevant row to update. When
finished, click Save.

TIME & BILLING

Time entry Expense entry Pre-Bills Payment & invoices  Trust accounts

Expense Entry

CREATING AND MANAGING PRE-BILL GROUPS

In Time & Billing, separate matters can be grouped together when
creating and reviewing Pre-Bills. To begin, access the Pre-Bills tab.

o To create a Pre-Bill Group, click Manage Pre-Bill Groups link near
the upper right hand corner.

9 On the next screen, click + New Pre-Bill Group near the upper left
hand corner. Enter the group name and select the type. Pre-Bills can
be organized by client, matter, lead solicitor or practice area. When
complete, click Apply. Based on the selected group type, new
information will display to allow customization of the Pre-Bill Group.
When ready, click Save near the bottom left of the window to
complete the process.

e Once created, Pre-Bill groups display across the top of the Pre-Bills
tab. Pre-Bill Groups can be edited through the Manage Pre-Bill
Groups link.

TIME & BILLING

€ Manage Pre-Bill groups

i Group name* *
+ Create new Pre-Bill group
*
I New Pre-Bill group Group Type
Chent
Brown " Mattar
_Lead salicitor
" Practice area
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GENERATING AND REVIEWING PRE-BILLS e Once created, the pre-bill will appear in the list on the bottom half of 16 USER GUIDE
the window. To review a particular pre-bill, click the Pre-bill link- this
will display the entries for that pre-bill, which can then be edited. To
update a section or item under “Time Entries” or “Expense Entries”,

click on the relevant tab. When complete, click Save in the upper

right corner. CONTENTS VA

When you are ready to review your pre-bills, navigate to the Pre-Bills tab.
Here, all the matters for the firm will be displayed near the top of the page
in separate boxes showing the current outstanding bill totals. (Note that
once a time entry is added to a pre-bill, it cannot be edited).

o To create a pre-bill, click the Select Matters link and select the
relevant matter from the listing; alternatively, you can create pre-bills
for one of your pre-defined pre-bill groups, which will shade green WELCOME
with a checkmark to indicate selection (more than one can be selected
at a time). Verify the date range and click Generate Pre-Bills.

AT A GLANCE
TIME & BILLING
ONEPASS
Time entry Expense entry Pre-Bills Payment & invoices Trust accounts All accounts Reports
Generate Pre-Bills CREATING CONTACTS,
Select Pre-Bill Group Include matters with no new activity CLIENTS & MATTERS
All Matters (133) Brown (6)
UNDILLCD TIMC UNDILLCD TIMC DOCUMENTS
£3,302.56 £1,925.00
Oldest item: 14/03/2017 Oldest item: 1410372017
CLIENT PORTAL
Enter Date Range
©14/03/2017  30/09/2017
Pre-Bills
Search Pre-Bills
PRACTICAL LAW
O Start End Lead Client name Matter name
O 170772017 James Brown Employment for Brown|
@ 07/00/2017 James Brown Boat accident for Brow| ADMINISTRATORS
C I0TR2017 Darren Bichan Dichan Duggies UK
C 311082017 dlientinvitetest test test ON THE GO
= JOON2017 Al Al IBTest
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9 In addition, the final invoice can be reviewed and edited in the Invoice total 17 USER GUIDE
tab. Customer-specific adjustments can be made, including adding
discounts, finance charges or write-off. To edit, click the relevant action
button- when complete, click Save. The total will now be updated according
to the recorded discount or addition of finance charges, and will show any

outstanding balance from previous invoicing. CONTENTS Vv A
0:0000 v [El  Annaiewandowska v WELCOME
TIML & DILLING o Jearch Firm Central
% Bichan Buggies UK (3033) ree arangement: Hourly Invoice total | @ AT A GLANCE
Darren Richan  Rillable date range to MN0GZ01T £2200 ¢
Time entrics Expense entrics Invoice total Finallse Deliver involce Remove
ONEPASS
Invoice Summary =
iew Pre-Dill Writo. Off
Description Adjustments Charges and Fees CREAT' NG CONTACTS,
Hourly Fees 0.00 CLIENTS 8( MATTERS
Fipansps 2000
Liscount
Discount is appled to Fees DOCUMENTS
VAT (Slandard) @ 10% 200
FInANCe Charges Add ~
CLIENT PORTAL
Invoice Tntal FrALL
Outstanding Batance 31200
Trust Balance 500.00
PRACTICAL LAW
ADMINISTRATORS
ON THE GO
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ADDING TIME OR EXPENSE ENTRIES TO AN EXISTING PRE-BILL — 18 USER GUIDE

Navigate to pre-bill; if new time or expense entries have been added to this pre-
bill, a message is displayed in top-right corner, listing the total value of new time
entries; you can add the new time entry in this view by clicking the Add Time
Entries link:

CONTENTS VA

g s kgl £3.15000 WELCOME
Time antries Expansa antrias Irrveiss total Finaksa Dedivar invoion w
e 9 e d] - | AT A GLANCE
Time Entries @ i 3 ime elnies lobaling £0.00 are rot included wils this pro-ba, Add Time. Enir Invoice Adjustments @
:::A..4 Au'“bf:“‘ External Marrative ( Geialiy T Ly ) Adjust Tima Totsd
Total a0a £0.00 000 £0.00 ON EPASS
CREATING CONTACTS,
. - -~ . ) LIENTS & MATTER
After clicking Add Time Entries link (as above), a modal listing the time entries c S& S
that can be included appears; you can select the entries you want to add and click
Add to Pre-Bill: DOCUMENTS
CLIENT PORTAL
Total Selected
Salect time antries to include with this pre-hill EUUU
Date Usar Extarnal Narrative AstivityTask T Billable
:::3 fxncmsm A106 / Task £0. oos 0.00
TUE Anna - -
1403 Lewandowska o AI00EIA00 = PRACTICAL LAW
T :;::ncww A109 1 Task
ADMINISTRATORS
Caneal
ON THE GO
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Pre-bill editing

The newly-added entry appears on the pre-bill; click Save to confirm the addition:

&« Employment for Brown (2267) Fee arangement Hourly Irvoics todal ?
Jaresa Becan, Bl dole rangs: bo 107017 £3,190.00
Tiimie antries Expensa antries Invoica total 3
& Timo enivies have e sdded o pre-bil. Cicsa
R J o E"bT @
Time Entries © B I " £0.00 arw ot vz prebidl, A Tmg Envies Invoice Adjustments @
Date User External Narrative Dertails. Time: Billabde Adjust Time Tatal
Thu Emee 1 1e clant ANDS | Task
il g Lowandowaha j = a8 000 X dd 008 000
Tetal 06 [ufe] [ £0.00

Confirmation message appears above the time entry:

¢« Employment for Brown (2267) Fee arangement: Hourly
Jaid Drown Dilable St rangec 18 171072017

- g

Time Entries @ (. 2 timp weviees otaking £0 00 Ane rot incluted with this pre-gsil. Adg Tima Er:rua Involce Ad)
Dute User Extarnal Narrative Cetails Tima Billable. Adjus
Tha Enter message o clent AUDB T Task
8 Mar Anra Lawandowsic j = 06 o X asa
Total 008 £0.00

Invoice total >

£3,190.00 -

Tima entries Expense entries Invwgice total Finalise D invecics: gt

el - |

Tima Tetal
o008 000
0:08 £0.00
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PACE . Firm Central

New expense entries can be added to an existing pre-bill in exactly the same way, 20 USER GUIDE
by clicking Add Expense Entries link:

TIME & BILLING
CONTENTS VA
i Boat accident for Brown (3035) Fee arangement: Houry Inwnica total | *
James Brown  Billable date range: to 07/09/2017 £1 ’672'00 e
Time entries  Expense entries  Invoice total Finalise | | Deliver invoico | | 4k WELCOME
All Users j + Expense m
AT A GLANCE
Expense Entries © i, 2 expense entries iotaling £1,750.00 are not included with this pre—bi_ Expensz Enties | Inveice Adjustments @
Data Usar External Narrative Code Total VAT Rate * Datails Adjust Total
0;”;:p Anna Lowandowska j Eoter ruoasage to clant i ‘:”,i‘r’n o 1,500.00 Standara :I = Add 1,500.00 ONEPASS
Men P —— ] Enter message io clisnt X125 00 Eiaand al : % e 20,00
hase J ek —i CREATING CONTACTS,
Total £1,520.00 £1,520.00 CLIENTS & MATTERS
DOCUMENTS
CLIENT PORTAL
Time or expense entries can also be deleted from the pre-bill: click the “x” symbol
beside the entry you want to remove.
PRACTICAL LAW
ADMINISTRATORS
ON THE GO
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Pre-bill editing

CHANGING USER ON TIME OR EXPENSE ENTRIES (PRE-BILL)

You can change the name of team member who logged time or expense entries even after the pre-bill is generated;
go to relevant Pre-bill and select the new user name from the drop-down:

>

£

If you have any questions call +44 (0)345 600 9355 | or email customersupport.firmcentral@thomsonreuters.com

¢ Boataccident for Brown (3035) Fre amangemont Hourty Irweoice totad
James Brown  Bilable dale range. 1o 0TION2NNT £1 ]6?2!00
Time entrias Expense entries Invoice total Finalise | | Deliverinvoice | |
A Usors j + Exponse ﬂ

Expense Entries @ i 2 experna entries wealng £1,750000 are not included with this pre-bil s Crat Invoice Adjustments @
Date User Extornal Narrative Code Total VAT Rate * Detalls Adjust Total
—
Thu Anna Lewandawsia S xizs
o7 Sop ol | 1% 1,500.00 1,50000 Standad _J Add 1,500.00
Hina Pham
Dy Fltiak.
Mon Peer Undernil Br X126 7
il | e W 2000 Standard J Add 2000
Rob Martin
Roaanie Sl
et Total £1520.00 £1,520.00
Saarwim Alras harvich
Savan Mar
‘Sufina Tamas
Tost Password Utdity
Tost Fegiry 1
Test Regiey 2
Tosit Fiogiony 3
UK Adinim.
Ulsdzialau Parktatsich T & DL
Usar Tost
Vaderiting GRomea E
Vitoryia Trahan Fa Boat accident for Brown (3035) Fee svangement: Hourly
James Brown  Dilable date range: 1o 0T/0N2017
Tima entries Expénse antries Invoica total
Al Usars j
Expense Entries @ i 2 expanss eniries intalng £1,780.00 are not inchded with this pre-bil. Agd Expanss Entrigs
Date User External Narrative Code Total VAT Rate Details
Tha = \ Ener message w cient X125
Anna Lewancawsia ) & -
o7 Sep - J 1x 150000 1,500,00 Sandwd  +| *
Naa Pham
e e tme *125
Mon Peter Uncerhil oot . I
4 Sep Pl Marper 122000 0 Bianded J X
Rk Martia
M&ﬂm Pl Total £1520.00
Searhel ADrazhevich
Gman Mayes
Suiina Tamas
Tast Password Uniny
Tust Reghey 1
Test Regiey 2
Tt Flgusiry 3
UK Agin
Uldzislau Parkbtsich
Usir Tant
[Ny res—
\ﬂl.‘.ga Trubkhan

Finalise

Agjust

Add

Invoice iotal

£1,672.00

Deliver invoice | |

e

Inveice Adjustments @

Total

000

£1,620.00

<
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Pre-bill editing

CHANGING DATE ON TIME OR EXPENSE ENTRIES (PRE-BILL):

Date can be amended by clicking on the date link: calendar feature appears where you can select a new date:

TIME & BILLING

Boat accident for Brown (3035) Fee arangement Houdy

< James Brown  Bilable date range: to OTI0RRNT
Time entries T Expense entries Invice total
Al Users T
Time Entries @
Dato User Extornal Narrative

o JuLY 2017 o

SUM MON TUE WED THU FRISAT

2 3 4 s LI B ]
10 M 92|13 |48
18 | 47 88 8 X N B
737 4 5 3B W BN

AN Srvon vt v Laaen ok tor S8, pra-bil

Time Billable
10:00 Mon-Bilable 3
0:00 £0.00

Irvoice totel *

£1,672.00 «

Finalisa | | Daliverinveice | | %

Invoice Adjustments @

Adjust Thme: Total
10:00 Non-Bilabl
0:00 £0.00

P Boat accident for Brown (3035) Fee smangement: Houry
James Brown  Billabis date range: to 0TR2017

Tima antrias Expense eniries Invice total

Al Usars j

Expense Entries @

ate Usar External Narrative

©  SEPTEMBER 20T ©
BUN MON TUE WED THU FRIBAT

1 2
3| a s [Es]n
10 1" 12 13 I 14 1 15 18
AR R R
4 s F 1 n m m 0

Total VAT Rate *
1.500.00 Standan j
2000 Standan j
£1,530.00

Details Adjust Total
x Add 1,600.00

x Add 2000
E1,520.00

Involca sl ¥

£1,672.00 «

Finalise Dediver invoice W

e

i, 2 expense entries italng £1,750,00 are not included with this pre-bil, Add Cxpempe Envies  INvolce Adjustments @
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Time & billing

FINALISING AND GENERATING INVOICES

Once the pre-bill is reviewed and ready for the client, you can finalise it and
create the invoices. From the Pre-Bill tab in Time & Billing, select the relevant
matter or matters from the list by checking the box in the left column. When
in “Pre-Bill” status, you can save a copy for submission later by clicking
Finalise. Otherwise, when ready, select the required matters from the list
and click Generate Invoice. The invoice or invoices are now created and can
be tracked under the Payment & Invoices tab. Copies will be automatically

saved in the Documents folder for that matter.

Time entry  Expenseeniry  Pre-Bills  Payment & Involces  Trust accounts

Generate Pre-Bills

Select Pro-Bill Group Inclue mattnes with no new activity

Al Matters (123) Brown (8)

UNILLED T URBRLLED T

£937.56 ¢

Didest tem: 1403201

ot I

Oildest Itom: 14032017

Enter Date Range

Pre-Bills

Search Pre-Biks

re-Bill Group Include matters with n

I Matters (123) Brown (5)

UNBILLED TIME

£937.56

Oldest item: 141032017

UNBILLED TIME

£0.00

Oldest itemn: 147032

Enter Date Range

Allsccounts  Reports

Matter name

Employment for Brown-Bowman
Emplayment fir Brown
Empiayment for Brown-Bowman
Bichan Buggres UK

Incorparation of eCommence Itd

Select

Mattor § Billing Type Total, £ v Status

wn

267

arm

k]

3349

matters

Manage Pre-Bill Groups

>

Haurly 618750  PreBil x
Houty 319000  Pre-Bil x
Haurly Z7I250  Predil x
Haurly S5000  Presil x
Hautly ZI0.00  Pre-gil x

31/08/2017

If you have any questions call +44 (0)345 600 9355 | or email customersupport.firmcentral@thomsonreuters.com

or visit legal-solutions.co.uk/firmcentral

the answer company™

THOMSON REUTERS®

PAGE

23

Firm Central
USER CUIDE

CONTENTS VA

WELCOME

AT A GLANCE

ONEPASS

CREATING CONTACTS,
CLIENTS & MATTERS

DOCUMENTS

CLIENT PORTAL

PRACTICAL LAW

ADMINISTRATORS

ON THE GO

DESKTOP PLUG-IN



http://thomsonreuters.com/en.html
mailto:customersupport.firmcentral%40thomsonreuters.com?subject=Firm%20Central%20Customer%20Support
https://legalsolutions.thomsonreuters.co.uk/en/products-services/firm-central.html

the answer company™

THOMSON REUTERS®

Time & billing
PACE . Firm Central

INVOICE REVERSAL 24 USER GUIDE

You can reverse invoices in Firm Central (with the exception of contingency
fee type); you will be asked to reverse all previous transactions first — as a
result, the invoice returns to pre-bill stage.

Access the invoice you want to reverse and click Void invoice button in
top-right corner: if the invoice has transactions attached to it, a warning
message will be displayed, asking you to reverse all transactions first:

py  You must first reverse all CONTENTS V A
transactions to void this invoice.

Certain Billing Arrangement

Invoices, such as Contingency, WELCOME
cannot be voided.

= AT A GLANCE
00000 ~ [  ApnaLewandowska v
i . I
Incorporation of eCommerce Itd Amount due
€ Tnomas smin £80 00 ONEPASS
Invoice #48
Inwoice amaunt £1 080 00 CREATI NG CONTACTS
r
Transactions 3=l [ |Pay Youmustfistreverss an CLIENTS & MATTERS
rARSACHONS 10 Vol Tis invioics
Certain Biling Arrangement
Payment date ¥  User Type Description Invoices, such as Contingency.
cAannat be vaildad
171527 Electronic transfer i . DOCUMENTS
Showing 110 1 of 1 entnes 1
CLIENT PORTAL
IMB
100 Chancery Lanc London WOC2A | EL
Rank detaile HSAC TRITRTSR001 84 wwt TE87-87 Olerbemuc! Branch
PRACTICAL LAW
Thomas Smith Involce Date May 17, 2017
— Involce Number a8
London. 5 Due Date Due Upon Receip
! VAT number 67677 T586 7854
cLaudio.di Ho@inc
e ADMINISTRATORS
(INT7444444444
Incorporation of eCommeree td - 3349
Aecount Summary ON THE GO
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Upon clicking the Void button, if the invoice can be reversed, pop-up 25 USER GUIDE
appears to confirm user’s intention:

CONTENTS VA

Void Invoice

WELCOME
Are you sure?
This will void Invoice #33 and move billed items back to Pre-Bill.
. e AT A GLANCE
Invoice Description
ONEPASS

CREATING CONTACTS,

500 characters remaining ) CLlENTS & MATTERS
DOCUMENTS
CLIENT PORTAL
PRACTICAL LAW
ADMINISTRATORS
ON THE GO
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Time & billing

MANAGING CLIENT MONEY

Time & Billing allows for the creation and tracking of Trust Accounts. To access this feature, click the Trust Accounts tab.

o To create a Trust Account, click + Trust Account near the upper right hand corner.

Time entry  Expense entry  Pre-Bills  Payment & invoices  Trustaccounts  All accounts  Reports

Trust accounts

Balanca

£1,712,651.40
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Search Trust Accounts (&) Include Closed Accounts i + Add trust account
Account nams Client name &  Matter name Balance, £
Brown-Bowman Trust Brown-Bowman Employmant for Brown-Bowrnan 5,000.00
Bichan Buggies UK Trust Darren Bichan Bichan Buggies UK 500,00

= 0.00

e A new window will appear where you can enter relevant information including minimum balance amount, de minimis amount and instructions
whether to auto-deduct payments from trust account when invoice is generated and whether or not interest should be applied. Once complete,
click Create.

TIME & BILLING

Timeentry  Expense entry  Pre-Bills Payment & invoices  Trust accounts  All accounts Reports
Create new trust account

Chent *

Mattar *

Account name *

Note: information applicable to client money interest: default de minimis amount applicable to all matters, indication whether or not interest should
be applied and the relevant interest rates with “applicable from" dates can be specified by the Admin users in Admin, Time & Billing section, Client
money interest tab .
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Time & billing

PACE . Firm Central

9 Once a trust account is created, any account activity can be recorded 0 To record a deposit or disbursement into the Trust Account, click 27 USER GUIDE
to that account. To manage a particular account, select it from the list + Transaction near the upper right hand corner. A new row will
on the Trust Accounts tab. appear where you can enter the relevant information. When

complete, click Save - the new entry will now be applied to the trust
account and the balance will automatically update.

CONTENTS VA

| 0:0000 + [ AnnaLewandowska v © To calculate interest on Client Money, select the Trust Account by

clicking on the hyperlinked account name; in this view, you can see WELCOME

_ﬁ+ 3+ . M the details of transactions applicable to this trust. Click on the gear

— symbol and select “Calculate interest” option from the drop-down
menu (you also have options to edit or close the account at this point). AT A GLANCE
Trust Balance > A pop-up will open where you can select the date range for interest
£5,000.00 calculation - click Calculate to display interest earned and paid

Minimum £500.00 < to-date, date when interest was last paid and the interest earned in ONEPASS

the selected time range. Click Post Interest - it will be added to the
_ Trust Account summary page.

we LT + Add transaction CREATING CONTACTS,
CLIENTS & MATTERS

DOCUMENTS
TIME & BILLING g . ! CLIENT PORTAL
BROWN-BOWMAN TRUST Trust Balance »
& Date Opened: Aug. 8, 2017 Gpen £5 000 00

Employment for Erown-Bowman (BE-1766211)  Brown-Bowman Min’imum £600.00 ¢
Beasch transactions = PROASAT E e i|™ + Add fransaction
Date v  User Type Involce # Description Debits, £ Credits, L Balance, £ PRACTICAL LAW
10/08/2017 Deposit 56 Reversal: Payment of invoice #56 (5.000.00) 5.000.00
10/082017 Disbursement 568 Payment of invoice #58 5,0:00.00 0.00
08/08/2017 Deposit Opening Balance 5,000.00 5,000.00 ADMINISTRATORS

£0.00 £5,000.00 £5,000.00

ON THE GO
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Time & billing

EDITING OR CLOSING A TRUST ACCOUNT

To close a Trust Account, navigate into the relevant Trust Account
summary page. Click the gear logo near the upper right hand corner-
options to edit or close (or calculate interest) will be displayed in the
drop-down menu.

DOWNLOADING ACCOUNTS ACTIVITY

To print, download or export information from the Trust Accounts or
All Accounts section, select relevant option from the drop-down menu
with the folder symbol- on the left of the + Trust Account button. Select
relevant accounts by ticking the boxes beside accounts’ name- if no
selection is made, all accounts will be selected and printed, downloaded
or exported by default.

REPORTING ON TIME & BILLING ACTIVITY

A selection of reports on Time & Billing activity is available in the Reports
tab; you can view time by matter, client or user; expenses by matter;
accounts receivable; Trust Accounts balances; collection realisation by
matter or client; write-offs and financial summary by matter.

TIME & BILLING

Time entry Expense entry Pre-Bills Payment & invoices Trust accounts All accounts
Pay invoice

Invoice number * 59

Amount * aanay

Form of payment * j

Description Motes to yourself and tearm

Invoices

Reports

RECEIVING AND ENTERING PAYMENTS

Time & Billing allows for the tracking of invoices and payments in the
Payments & Invoices tab. When a payment is received for an invoice, it

can be entered into the system in the “Pay Invoice” box. Enter all relevant
information: invoice number, the amount, form of payment and description.
When complete, click Pay Invoice to save. Alternatively, tick the box beside
the invoice listing in the lower part of the screen and click Apply payment.
The payment will now be applied to the invoice. All invoices can be searched
using the list below the “Pay Invoice” box- click on the invoice number to
view the detailed list of transactions and preview the invoice; you can also
apply payment or make further adjustments in this view.

Invaica #69

Green 0015899
Bradley Green

Account Summary

Truat aceaunt balance £0.00
Amount due £330.88
-
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Searching Practical Law content
within Firm Central

As part of your subscription to Firm Central, you conveniently have the ability to search Practical Law’s market-leading
know how and precedents without leaving Firm Central. To view any documents, you will need an additional subscription
to Practical Law - please speak to your Account Manager or contact Customer Support if you don’t have an existing

Practical Law account.

You can search Practical Law content using keyword search, practice area and topic selections or combination of all three.

KEYWORD SEARCHING

PRACTICAL LAW >

diznaniity diseriminatian q

Browse Tor Practical Law documents

Select practice area v
Suluct a lopis v
Praclice Moles (203) +
Standard Documents and Clauses (151) +
Checklists 26 +
Legal Updates (75) +
Articles (130) +

PRACTICAL LAW > i

Practice Noles 20) -

Standard Documents and Clauses (151) -
ET1 foe disabality descriming lion and unfai dismissal
Maintained

ET2 Tor disabiity descrimination and unfair dismissal
Maintained

Disabilty discrimmation questiannaire [DLSE)

Fublished on 18 Aug 2006

SeTEMENt agresmeant: employ ment jlang formj

Equal vpportunities monilening feom
Maintained

Practical Law

All Centent (151

the answer company™
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To get started, enter your search
terms under the Practical Law
heading and hit Enter. Your results
will be returned below and split into
resource types to help you get to the
right document quickly. Click the @
icon next to the resource type (e.g.
Standard Documents and Clauses).
Notice the icon changes to@. Simply
click this icon again to collapse the
content type filter.

The top 5 most relevant documents
under each resource type will be
displayed within Firm Central. If the
document you're looking for is not
shown, click view all. This will open
Practical Law in a new tab with all of
your search results visible. You will
need to log in to Practical Law first if
you haven't done so already.

Back in Firm Central, if you find the document you need in
the top 5 search results and click to view it, this will also
take you to the Practical Law site in a new tab but this time
you'll go directly to the resource.

Practical Law —

ET1 for disability discrimination and unfair dismissal

by Practical Law Eraploprant sad Willsm Dotson o€

If you have any questions call +44 (0)345 600 9355 | or email customersupport.firmcentral@thomsonreuters.com | or visit legal-solutions.co.uk/firmcentral
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Searching Practical Law content
within Firm Central

PRACTICE AREA AND TOPIC FILTERS

You also have the option to focus your search using the Practice Area and Topic
filters just below the search bar. Click the arrow in the ‘Select practice area’
section (0) to make a selection from the dropdown menu, reflecting Practical

Law’s own Practice Area list.

Below this Practice Area filter, there is the Topic filter (e). You can choose to
leave this as it is (as long as there is also a keyword term selected) or make a
selection in the same way as the Practice Area filter. However, you won't be
able to use the Topic filter until you first make a Practice Area selection as this
automatically updates with the Topics you'll find within each Practical Law
Practice Area. Please note you will not be able to run a “Practice Area” search only.
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PRACTICAL LAW >
disability discrimination
Browse for Practical Law documents

0 Select practice area

Select a topic

Practice Notes (203)

Standard Documents and Clauses (151)
Checklists (28)

Legal Updates (758)

Articles (130)

+ + + + +

, —

PRACTICAL LAW > i)

disability discrimination Q

Browsing for Employment and Discrimination:
Employment documents

Employment v

Discrimination: Employment v

Practice Notes (27) -

Disability discrimination
Maintained

Disability discrimination: the definition of disability
Maintained

Disability discrimination: reasonable adjustments
Maintained

Discrimination in employment: types of discrimination
Maintained

If you have any questions call +44 (0)345 600 9355 | or email customersupport.firmcentral@thomsonreuters.com
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Searching Practical Law content
within Firm Central e Firm Central

USER GUIDE

When viewing all your search results within Practical Law (the “View All”
option), resource type structure and selections for Practice Area (e) and Topic (

@) made within Firm Central are preserved. CONTENTS V A
WELCOME
Clear all filters )
Cancel All Content (27)
AT A GLANCE
7 Selectall 1-20 = Y ME
Resource Type
© ¥ Practice Noles 27
[ Practice note: 4 ] 1. Disability discrimination ONEPASS
OVErview
[ Practlce notes 23 Document Type: Practice notes
© [ Standard 10 Jurisdiction: Any UK jurisdiction, Cngland, Scotland, Wales CREATING CONTACTS'
Documents and . R
Clauses stats: @ maintained CLIENTS & MATTERS
[ Checklists 7
© ([ Legal Updates 194 This note examines disability discrimination in employment under the Equality Act 2010. It should be
© O Articles 12 read in conjuction with Practice notes, Disability discrimination: the definition of disability and
O Glossary 11 Disability discrimination: reasonable adjustments. DOCUMENTS
. ..This scems contrary to the traditional understanding of comparators in t discrimination
Practice Area claims. If an employer acts because of things "stemming from™ a disability, rather than because of CLIENT PORTAL
Employment: Discrimination: the existence of the disability itself, this is not truly direct discrimination. Rather, it is the kind of
s action that the DDA 1995's disability-related discrimination provisions and the EgA 2010's
it discrimination arising from disability and indirect discrimination...
TIMING & BILLING
Jurisdiction
S ...The FqA 2010, which implements the disahility aspects of the Fqual Treatment Framewaork
_": Any UK jurisdiction 25 Directive (2000/78/EC) (Framework Directive), prohibits direct disability discrimination, indirect
anland 25 disability discrimination, discrimination arising ltom disability, disability harassment and
- Scotland 24 victimisation in the workplace. It also puts employers under a duty to make reasonable
) Wales 25 adjustments for disabled employees and job applicants who are placed at a substantial
_| European Union 9 disadvantage because of their disabilities...
More Jurisdictions ADMINISTRATORS
Cancel ...In fact, the employer could even avoid direct discrimination liability by showing that it rejected
the applicant because of the consequences of the disability, rather than simply the existence of the
disability. However, the employer would then most likely have to show objective justification to ON THE GO
avoid liability for indirect discrimination (see Indirect discrimination) and discrimination arisin
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Being an administrator

FIRM CENTRAL USERS DESIGNATED AS ADMINISTRATORS

The Firm Administrator has full access to all matters, contacts, clients, and
documents in Firm Central. Additionally, the Firm Administrator can create
the Default Permission list for firm users, designate a storage notification
limit, set up either the Outlook or Firm Central calendar for the firm — and is
the only person in the firm with the ability to permanently empty the Recycle
Bin. (Emptying the Recycle Bin can help reduce unwanted storage usage.)

You are encouraged to have more than one Firm Administrator for Firm
Central. In the event an Administrator leaves the firm, the remaining
Administrator will continue to have access to all matters, contacts, clients,
and documents. The Administrator can be a regular user of Firm Central
and has the ability to sign in and work as either a user or the Administrator.
The Firm Administrator(s) should be designated when your firm first begins
using Firm Central and can be changed by going to My Account.

If you have any questions call +44 (0)345 600 9355 | or email customersupport.firmcentral@thomsonreuters.com

or visit legal-solutions.co.uk/firmcentral
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Being an administrator

PACE . Firm Central
SIGN IN AS ADMINISTRATOR User Management opens My Account in a new tab or browser so you can 33 USER GUIDE
add or delete users and administrative rights.

o Click the drop-down arrow to the right of your name.

9 Click Admin. Customisation options allow you to change the default settings and

customise matter and contact input forms. Default Matter Permissions
€ The Administration page is displayed. allows the Administrator to set permissions for each user in your firm.

CONTENTS V A

Conflict Checking - You must be signed in to Firm Central as an Settings options enable you to specify the default firm name and
Administrator to use the Conflict Checking feature. This allows you to standard week start time in the Calendar. The Storage section in Settings
search all content on the site, other than private contacts, for references shows you the available space for your documents. Select the checkbox WELCOME
to a person or business, then create a report from the result. to receive an alert to be notified when the storage amount reaches a

specified percent of capacity.
Firm User Management - You can add users to all or multiple matters, P P pacty

designate their role and add them to a matter team (optional). Inactive AT A GLANCE
users who have left the firm are displayed here and you have the ability
to delete them as necessary.

ONEPASS
PRACTICAL LAW TASKS * HOTIFICATION ’w:" 9 CREATI NG CONTACTS'
= . Tesuassen ° CLIENTS & MATTERS
sl e o Administration  €)
— : Conflic check. | Confict chock reporta DOCUMENTS
Pracaice oses + ks ; Firm user management
:—::e:d:” l MY RECENT ACTIVITY S ieaton Search for
o ' PE—— Sl e BEERY  © Comoars CLIENT PORTAL
- 'EURQNT_:I R = WEDHEIDAY, 3) 3P, 2015 e
TIMING & BILLING
ki First name
Preferred name PRACTICAL LAW
i Middle name
ON THE GO
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Using Firm Central on the go

You're not always in your office, so you need access to all of your firm'’s IPHONE/IPAD
information wherever you are, no matter what time of day. With Firm
Central, you can manage everything from your desktop, laptop, tablet,
or smartphone whenever you're online. All you have to do to enable your e From Safari, type firmcentral.co.uk in the browser,
tools to work off-site is to create a shortcut to the application for either then tap Go.

your iPhone®/iPad® or Android™ smartphone.

o From the home menu, select Safari.

e From the Firm Central website, scroll down to
where it asks if you're already a customer and tap
'log in to Firm Central’

@ Log in to your account and click Sign In.

6 From this screen, select the Share @ icon.
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e O 1200 i [weee " - oo o wne|  [eeee : - 1200 CEL ) .- - 12:00 I
firmcentral.co.uk @ Cancel z e @ signon.thomseonrauters.com (12, @ fi com ¢
o firmcentral.co.uk Leg In to Firm Central CnePass Sign In CONTACTS »

Userriame
On This Fage (n matchee) Download the PC desktop and Outlack I - I . -
Find “firmeentral co,uk™ integration plug-in Fiarud
L ) DOCUMENTS »
0 save my Usemama TASKS »
B () save my Usemame and Password
White Papers (2 Deet ask again today What's This? CALENDAR »
signin )
Getting ahead in the cloud [PDF] 014 Thoman Rausars | Privecy Poscy | Contact o8

Cloud hosted software solutions can help you
accomplish more, with less. Find out about the
unique benefils cloud-based services can offer
your small law firm or sobe legal practice, and
qgwer t yjulijolp what to kook for when salecting a cloud host.

homson Fsuters
Sugport +44 20 T2

THOMSON REUTERS™

Matter management in law firms
[FDF]

@ z x cvbnm @ Find out what to lock for when selecting matter
= — . . R 2 managament software for your law firm using
l\; 3 space S this in-depth summary, Based on the 2015 i) m D < rh m L"—|
[ okt d | (A ] || L
— Looking Glass ranad from Thomson Restars
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PACE . Firm Central

IPHONE/IPAD (CONTINUED) 35 USER GUIDE
e Select the Add to Home Screen button.

O Click the Add button.

o Your new shortcut link will appear on your screen. CONTENTS v A

WELCOME
ssses = 12:00 LEA 3
AT A GLANCE
Cancel Add to Home Add
it ONEPASS
e Firm Central
https:/ffirmcentral-uk.thomsonre... CREATING CONTACTS
An icon will be added to your Home screen so you can CLIENTS & MATTERS
quickly access this website.
AirDrop. Share instantly with people nearby. If
they turn on AirDrop from Contral Centre on
o o e o e ey e e DOCUMENTS
CLIENT PORTAL
.
Borndery TIMING & BILLING
gwer t yuil op
- PRACTICAL LAW
alsldlflglhljlk]l
Add Add to Add to S N NN . N—
Bookmark Reading List Home Screen
n zlx]clviblnm U @ W ADMINISTRATORS
L s [um s ) & A
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Using Firm Central on the go

ANDROID

@ From your Apps open your web
browser (e.g. Google Chrome).

@ n the browser, type in firmcentral.co.uk

XEYa

P

Chrome Gmail

i
\/

Play Music Play Movies Play Bocks

&TV

\

Play Games  Drive

© 0 & ¢

Google Voice

Search

r B

Flipboard Peel Smart
Remote
(]

G+

Google+

Photos

Play Store

Clean
Master

15% il 12:00 PM

Play
Newsstand

Hangouts

e From the Firm Central website, scroll down to
where it asks if you're already a customer and
tap ‘log in to Firm Central.

firmcentral.co.uk (]

firmcentral.co.uk
firmcentral.co.uk

firmcentral.co.uk

firmcentral.com K
firmecentral.com

firmcentral westlaw com N

UK

lmﬂﬁﬁﬂlﬁﬁlﬂ
alsfdfffglnljfkfi

(#lzfx]c]vibinimfe
oymige] /)| L% || feomf G0

If you have any questions call +44 (0)345 600 9355 | or email customersupport.firmcentral@thomsonreuters.com

©@ % .l 720l 12:00 PM

Already a customer?

Log In to Firm Central

Download the PC desktop and Outlook
integration plug-in

White Papers

Getting ahead in the cloud [PDF]

Cloud hosted software solutions can help
you accomplish more, with less. Find out
about the unique benefits cloud-based
services can offer your small law firm or
sole legal practice, and what to look for
when selecting a cloud host.

Matter management in law firms
[PDF]

Find out what to look for when selecting
matter management software for your law

or visit legal-solutions.co.uk/firmcentral
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Using Firm Central on the go

ANDROID (CONTINUED)
0 Log in to your account and tap Sign In.

@ Your new shortcut link will appear on your screen.

9 Once signed in, tap the menu button and then tap

Add shortcut to home screen.

O [ nreuters.com/?produc = [8 %

OnePass Sign In
Username

| l

Password

Forgot my username or password

) Save my Username

\_J Save my Username and Password

J Don't ask again today What's This?

Sign In
Create a new OnePass profile
Update an existing OnePass profile

& 2015 Thomson Reuters.
Technical Support: +44 20 7202 1220

THOMSON REUTERS”

CONTACTS New incognito tab

MATTERS Bookmarks
DOCUMENTS Recent tabs
TASKS .

History
CALENDAR

Share...
© 2015 Thomson

Print...

Find in page

Settings

Add to Home screen

Request desktop site

O

If you have any questions call +44 (0)345 600 9355 | or email customersupport.firmcentral@thomsonreuters.com
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Phone

N @ %l 1wl 12:00 PM

WhatsApp Messages
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Download the Outlook and
Desktop Plug-in (for PC users)

If you're a PC user, you can easily integrate Firm
Central into your Windows Explorer and Outlook
applications. You can then quickly drag-and-drop
documents and emails into relevant Matter folders
in Firm Central and share with others on the Matter
team. You will also be able to create and view matter
events in your Outlook calendar.

To enable the integration, you will need to download
and install the Desktop Integration Plug-In. Visit
firmcentral.co.uk and follow the links to download
the PC desktop and Outlook integration plug-in.

Full instructions on how to install the plug-in for
both single and multiple users are available on the
website. If you're unable to install the plug-in due to
lack of administrator privileges, you should consult
your IT manager first.

WINDOWS EXPLORER INTEGRATION
How to drag and drop files into Firm Central

* Launch Windows Explorer and Firm Central
appears in your folder structure.

* Navigate to your matter-specific folder and simply
drag and drop your document to that folder.

How to save Microsoft documents to a folder on
Firm Central

+ Within any open Microsoft program (e.g. Word),
when saving your document, Firm Central matter
folders to which you have access will appear as
locations in which the document can be saved.

OUTLOOK INTEGRATION
(TWO-WAY SYNC OF EVENTS BETWEEN
FIRM CENTRAL AND OUTLOOK)

Outlook integration enables you to view, create
and edit matter events in your Outlook calendar -
matter events will be visible in both Outlook and
Firm Central calendars.

How to copy an email from Outlook into Firm
Central

* Select email to be copied.

* On the top left of the page, click Copy to
Firm Central.

* Drill down to the specific matter file where you
want to export email; or use the search feature.

* The copy process takes only seconds.

NOTE: You can also drag and drop select emails
to your Firm Central file folder. Outlook will
display your 15 most recent matters. Matters not
displayed in Recent Matters can be searched

by clicking on Search Folders under the Firm
Central file folder or by right-clicking anywhere
in the Outlook PST files and selecting Search for
Matters.

How to copy contacts from Outlook into
Firm Central

* Select contact(s) to be exported.

* Click Copy to Firm Central on the top left of
your screen.

* Instantly the information is transferred into
Firm Central.

How to send an Outlook Appointment into Firm
Central

* Create a new calendar appointment in QOutlook.

* You'll be prompted to select a Client and
Matter.

* Make your selections and fill the remaining
fields.

* (Click Save and the appointment will be saved
in your Outlook calendar and also within the
selected Matter calendar in Firm Central.

» Conversely, you can create or edit matter
appointments in Firm Central and they will
sync with your Outlook calendar.
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