Expert - Ease

Matter Management, Regulatory Compliance
and Financial Control for Experts
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So what is it?

Expert Ease stores all of your client and other contact
details in one place

It saves all of your communication with clients
chronologically, including emails, letters, phone
records, reports and notes

You can access any record with the click of a mouse
You can write to and email people easily and securely

You can keep records of financial transactions and
prepare invoices

It is a perfect administrator
It is so easy to use
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|Last Mame Search

Company Search

{~ Show Clients Only

< Shaw Al
@ Contacts

People Define Market Manager Help
Mame Phaone Compaty Address City Postcode  |Role
Barmey Adams Arcadia CC Arcadia County Council, | FeeE armer
Steve Allzop 18 Dale Road, . Chichester Party
Adams v flint ambc Party
Charlie B artlett Fizhers Fizher & Sonz, Solicitorz, Mew Lane, Arcadia FeeE arner
Yictaria Burton A7 Tavistock Cloze, | Sidmouth Client
Luke Carlyle Hampton Clinic, 12 Fogze Lane, Hove Paychiatrizt
wirgin credit card utility billz
Helen Duncan 19 Box Tree Close, | Dulwich Party
targaret Dunne Legal Services |Arcadia County Council, | FeeE armer
Dave Glower Dun Boamin', Cartz Lane, Louth Espert "Withess
Gordon Hamilkan Dural, 23 Melbourne fve, Lytham Client
Fatricia Hamilton FeeEarmner
Fenelope Harding Grampions E5 Forest Drive, | Solicitor
Yictaria Hewit Rainbows End, Park Road, Filey Party
Greg Hudszon 013364357665 Gordon & Scaott Solicitors, 23 Mewgate Bo| Huthe Solicitar
Fatricia Morrell 167 Palmer dve, . Redcar Client
wetq rarkge Pzvchiatrist

Expert Ease provides a complete list of your clients and
contacts. You can filter them by their Role and search by

surname and company. Everyone you know is at your
fingertips.

Rale Search
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Details - Patricia Morrell E=E0A )
People Define Records Standard Documents Contact TimeRecorder Bookkeeper Help
Details 1 Hecords i Motes ]
First M arne ici
Pl Phane 011509 334762
Lazt Mame ,
el Mabile 17728736158
S alutation Dear Patricia E
ax
Address 167 Palmer Ave Firs pat. morelliEihatamil. com
D wiy. hamilbonindustries. co.uk
Role Client |
City Loughborough DOE
Postcode LE11 7TH Esndet
[ [ Everyone’s details are added in
Compary i g Child [ .
Hemlon gliss the same way, clients, contacts
and suppliers. It makes it so easy
to keep a track of who is who.
l Check for Duplicates | Save and Close

Iy
o =



| People Define Records Standard Documents  Contact  Time Recorder  Bookkeeper  Help

Dretails f Records 1 Mates ]
Yotk Type Category Document/File Statuz Date Time Sel
Appeal Option 2 Attch Recd D ecizion Making 150309, pdf Recd 2240942010 1338
Appeal Option 3 Ernail out just testing, doc Sent A0/09/2010 1362
Appeal Option 2 Attch Recd Microzoft Office Outlook, Test Meszag:| Recd 02402010 1338
Appeal Option 2 Attch Recd ol new structure, pdf Recd 121042010 1339
bppeal 1 Drafts dagreement of Purchasze and Sale of SH Sent 12402010 1332
Appeal Option 2 Attch Recd expert pro forma letter. doc Recd 1941042010 1338
Appeal Option 3 Billz Law Auturnn Show Catalogue, pdf Recd 22102010 1338
General Advice Word Document | new tppe doc Sent 261042010 1349
Appeal 1 Email In METER REGISTRATION. dac Recd 2704200 1335
Appeal 1 Email In . 1335
Appeal| Dooments | © Emails, attachments, documents are all stored 1347
Appeal Option 2 | Attch Recd in date order. 1339
Appeal Option 2 Attch Recd . 1338
Appeal T * Expert - Ease lets you define the nature of a T
Appeal | EmailIn record, e.g. an email out, and lets you name the | 133
Appeal Option 2 | Email aut . . 1352
pRes T e record so it easy to find at a later stage.
* You can split your records for multiple work
types or new matters for the same client.

* Expert - Ease is flexible to meet your needs.
* It also stores pictures, videos and sound files

plicates Save and Cloze

=

* To access a record, simply double click



Client Record - Patricia Morrell

CATEGORY DOCUMENT/FILE STATUS DATE TIME
Appeal Option | Decision Making 150309, pdf Attch Recd Recd 22/09/
2 2010
Appeal Option | justtesting.doc Email out Sent 30/09/
3 2010
Appeal Option | Microsoft Office Qutlook Test Message.pdf | Atich Recd Recd 02/10/
2 2010
Appeal Option | Mol new structure.pdf Attch Recd Recd 12/10/
2 2010
Appeall Agreement of Purchase and Sale of Shares Drafts Sent 12/10/
by Shareholder.pdf 2010
Appeal Option | expertproformaletter.doc Attch Recd Recd 19/10/
2 2010
Appeal Option | Law Autumn Show Catalogue.pdf Bills Recd 22/10/
3 2010
General new tvne _doc Word Sent 26/10/
Advice * You can print a complete record of every 2010
Appeall ME stored record. Managing files is made simpler cd 27/10/

with Expert - Ease .
e Clients or regulators have an instant record of
every action on a client’s matter.
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% Details - Patricia Morrell

People Define Records Standard Documents Contact Time Recorder Bookkeeper Help

D etails 1 Records i iNotes 1

..................

Motes

ey keen tennis player. Mot avaialble bo talk except on Thursday eve other times leave a mezzage with her step son Wapne
Hamilton, Mo nonzenze appracch o events and wants matters rezolving quickly

* Adding notes about your client as a ready reminder is easy also.
keep them solely as a quick reminder of key issues.

- Ease
|

Critical Notes

* You can add these notes directly to the full records screen if you wish or

*  You can also do a “word search” of the notes across the whole of Expert

Always asks for credit and tho she does pay in the end can be very glaw.

Check for Duplicates

Save and Close




% Details - Patricia Morrell

ESREERT)

File People Define Records MNotes Contact TimeRecorder CashBook Outlook Help
Detailz T MNaotes 1
From Go
[Show ] v Ta M

whark Type Cateqgory Drocument File D ate Time | Sel
Azzezsment Email out Enclosed medical report. doc 13/06/2012( 16:02
Azzezsment Report Medical Injuy Beport prep by Mick Jenkins. pdf 13/06/2M2(15:27
Azzezsment Wwhord Document 2nd appt aszeszment.doc 29/05/2012( 1416
Hzzeszment docLment surmmary. docs 14/05/2012( 16:50
Azseszment E mail out MHext appointment. doc 14405/2012( 16:50
Azzezsment Whord Document Agzezzment Motes.doc 14/05/2012(12:4
Azzezsment phone call out AF zpoke to PM re appt.doc 31/03/201 2| 08:50
Azzeszment E mail out Appaintment. doc NA032012(09:19
Hzzeszment E mail out Confirm inzstruction to prepare a repaort.doc 2803202 16:42
Azzezsment letter in Receive letter of ingtruction. doc 28/03/2012( 14:06
Azzezsment Email In confirm inztructions. pdf 20/03/2012(13:26
Initial Instructions | "Waord Document Call fram G Hamilton, zolicitor. doc 05/03/2012) 08:09
Iritial &dvice ‘whard Document appointment. doc 050342012 DB:D%

Easy access and display of every action on a case makes

selecting items for billing easy. At a glance you can see

emails, attendances, letters and even invoices.
decomeron MyClientRecord Version 1.031 Save and Close




Allocating time, keeping a record of what has been and what is yet to be billed is

Time Record for: Patricia Morrell =
File
Work Type  Categorny
Show &l | |Show &l + | Selectal [
“Wwhork Tope | Category | DocdFile Phone| Prep | Atk Travel|'Wait [Lo Li Email | Diz [£) [ Milage| Uzer |Sel
Azzezzmen | Emal In | confirm ingtructions. pdf 0 1] a 0 1] 0 1] 1 1] 0= "
Initial Advic|word Doc| appointrment.doc 0 I I 0 I 0 I 1 I 0]« ",
Iritial Ingtru | Word Doc| Call fram G Hamilton, solicitor. doc 12 1] 1] 1] 1] 1] 1] 1] 1] 0= o
Agzesamen | letter in - | Beceive letter of instruction.doc 0 36 I 0 I 0 I 0 I 0]«
Azzezsmen | Email out | Confim instruction bo prepare a repart. doc 1] 12 1] 1] 1] 1] 1] 1 1] 0=
Agzeszmen | Email out | Appointment.doc 0 1] I] 0 1] 0 1] 1 1] 0«
Azzezzmen | phone cal| AF spoke to P e appt.doc 1] 1] 24 1] 1] 1] 1] 1] 1] 0=
Azzezsmen | Word Doc| Azsesement Motes. doc 0 36 a0 0 1] 0 1] 0 1] 0=
Azsessmen | Emal out | Mest appaintrent. dac 1] 1] 1] 1] 1] 1] 1] 1 1] 0=
Azzezemen | document | zummary. docs 0 a4 a 0 1] 0 1] 0 1] 0= "
Azzeszmen | word Doc| 2nd appt azsessment.doc 0 a0 120 0 I 0 I 0 I 0]« ",
Azzezsmen | Report [ Medical Injure Report prep by Mick Jenking pdf 0] 180 1] 1] 1] 1] 1] 1] 1] 0= "
Agzeszmen | Email out | Enclosed medical report.doc 12 1] I] 0 1] 0 1] 1 1] 0«
(¢ Show Tatals for all documents " Show Tatals for Invoiced documents only
(™ Show Totalz for selected uzer J " Show Tatalz far Mon-Invioiced documents only
TOTALS Phone Frep itk Travel gt Lo Li E mail Diz [£) Milage
Time [minz] 24 348 234 I] 0 1] 1] 5 .00
Amount [£] £50.00 £724.93 £487.49 £0.00 £0.00 £0.00 £0.00 £30.00 £0.00 £0.00

Update Save and Cloze

one of the greatest strengths of Expert Ease. Rates can be allocated by fee earner,
and also by work type. Private, Legal Aid, London or non London rates are all
stored and edited with the greatest simplicity. You choose what to bill, and...




Patricia Momrell

16 Gamekeepers Cottage
Toytowm
TT2330QN

InvolceNo. 123/456

Professional charges for work done.

Detailed Breakdown attached.

Preparation £54000
Attendance £250.00
Trawvel £0.00
Waiting £0.00
Letters/emails £30.00
Phone calls £25.00
Mileage £0.00
Sub Total £834 00
VAT £171.00
Dizbursements £0.00
Total £102300

Please Then Expert Ease prepares an invoice. All at the click of a mouse. It could not

Make D€ easier. You can select a simple invoice, or an invoice with a breakdown of
all time items attached to it. It makes preparing invoices quick and efficient
and gives the payee a record of what is being charged for, critical given the

changes to legal aid and civil justice.



Wwork Type

Categon

|Show &l + | |Show &1 « |

Select All [

“Wwhork Type | Category | Doc/File Phone| Prep | Att Travel|"ait |Lo Li Email | Diz [£]| Milage| Uzer | Sel
Azzezzmen | Email In | confirm instructions. pdf 1] 1] 1] 1] 1] 1] 1] 1 1] 0=

Initial Advic| Word Doc| appointment. doc 1] 1] 1] 1] 1] 1] 1] 1 1] 0] =

Initial |rztra | Word Doc| Call fram G Hamilbon, solicitor, doc 12 1] 1] 1] 1] 1] 1] 1] 1] 0]«
Agzezsmen | letter in | Receive letter of ingtuction, doc 1] 26 1] 1] 1] 1] 1] 1] 1] 0f«
Agzezzmen | Email out | Confirn instruction to prepare a report. doc 1] 12 1] 1] 1] 1] 1] 1 1] 0=
Azzezzmen | Email out | Appointment. doc 1] 1] 1] 1] 1] 1] 1] 1 1] 0=
Azzeszmen | phone cal| AF spoke to PM re appt.doc 1] 1] 24 1] 1] 1] 1] 1] 1] 0] =
Azzezsmen | Word Doc| Azzeszment Motes.doc 1] 26 an 1] 1] 1] 1] 1] 1] 0f«
Azzezzmen | Email out | Mext appointment. doc 1] 1] 1] 1] 1] 1] 1] 1 1] 0=
Azzezzmen | document| summary. docx 1] a4 1] 1] 1] 1] 1] 1] 1] 0=
Azgesamen | Word Doc| 2nd appt assessment.doc 1] a0 120 1] 1] 1] 1] 1] 1] 0] =
Azzeszmen | Report Medical Injury Beport prep by Mick Jenkinz, pdf 0] 180 1] 1] 1] 1] 1] 1] 1] 0] =
Agzezemen | Email out | Encloged medical report. doc 12 1] 1] 1] 1] 1] 1] 1 1] 0]«
Invoice word Doc| Invoice 123/456.doc

When you return to the Time Recorder work done screen, anything that you have
previously invoiced is shown in highlighted in yellow. So keeping track of what is
owed on a case is instant. This feature will save you time and keep you updated.




Summary

So Expert-Ease acts as:-

A record and case depository

An archiving and storage solution
A conflict checker

A case management system

An account management service
A financial control tool

A powerful reporting tool to comply with client
and regulatory requirements

It takes away much of the admin burden



