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New Benefits from Seneca CM

Introduction

This ‘Benefits from Seneca’ newsletter from €miIs covers:

e Auto Role Swap — between Source Roles and Selected Roles in Precedent documents;
e Auto-Saved Laserforms — now stored in the same folder as auto-saved MS Word® documents;
e Bill Postings — updated to allow multiple costs allocation for up to twelve fee earners;

e Contacts — how to filter your files to match those for an organisation or partnership to which an active
contact belongs;

e Costs Billed — Report Builder reports on the total value for each selected file;
e Digital Dictation:
m easily navigate to the start and end of your dictations;
®  anew message prompts you to save or abandon unsaved dictations;
m the improved purge facility only removes old dictations which have been transcribed;
e Disbursements — a new option for separate display of billed net and VAT amounts;
e Emails — send MS Outlook® emails directly to Seneca via a right click;
e File Contents:
= select multiple tasks to complete or delete;

® anew icon alerts you to a change of file when saving an email or Windows object with a
Seneca file reference;

= emails sent and/or attached to Seneca are now assigned the current date by default;
e Logging On — using your MS Windows® logon;
e Time Recording — updated to calculate values for non-chargeable time;
o WIP

= move unbilled time postings to another file; and

= anew fixed Aged WIP report details unbilled time by age bands and can be grouped by file,
fee earner or department.
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Auto Role Swaps

The Precedent Document Properties
screen now provides an Auto Role Swap
from the Source Role to Selected Roles

of your choice.

Right clicking on the Swap Role(s) list

allows you to:

m  Select All Swap Roles
m  Select None of the Roles listed
m  Copy the selection to the

Windows clipboard

m Paste the selection from the

Windows clipboard

On launching the Precedent document, the Role Swap screen shows

the selected Roles:
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Auto-Saved Laserforms

These are now stored in the same folder as auto-saved Microsoft Word® documents.

=
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You can set the autosave

Word Processor Settings
Spel Check on Document Save/Finalize Mo

Auto save Documents 1 Minute

period by selecting the E-Edit
option in the Personal Settings

Puige auto saved Documents after

Short-cut Keys

Prompt to Save Document on navigate 3 Minutes
4 Minutes

‘word Zaom Default e —

Save Word Templates on Exit 10 Minutes:
20 Minutes

screen, going to the Word
Processor Settings section and
4 choosing the required period
from the drop list in the
Autosave Documents field.
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Cost Allocations for Multiple Fee Earners

T Cost Allocation

Fee earners can choose to edit their cost - 65C - car

allocations directly on the Transaction Details pper o

screen or using the updated Cost Allocation o

dialogue: Fas Earar ANBEATGh
e Bt . [BE
o e T | e 6

This allows allocates to be entered for up to sl = L L T A I

twelve fee earners. M iy Tl (S
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Files List Filter for Active Contacts

In addition to filtering the Files List screen to display all files for a specific active contact you can now display
all the files for the organisation or partnership to which an active contact belongs. For details on setting up this
feature please see the release notes to Version 6.1489.

Costs Billed Reports

The Report Output section of the Report Builder contains a

% Selecting a Field

Fo-save Esc - Cancel new criteria option for Costs Billed in the Ledger section.

Field details

S It displays details of the total costs billed value for each
= (&1 Ledger ] Selected flle:

[ Practice Balance

(%) Ofiice Balance

{8 Client Balance

(# Deposit Balance

{8 Time Balance

(& WIP Balance

{2 Conflict Check Posting
[ Credit Check Posting

TestReport.csv

20“‘3 Peid File Reference File Title Costs Billed
Costs Paid YTD
oste e PHES PN Testing & - Badco Ltd-Mr V $hifty|370.00
BeBils0s
Bk Costs Billed: PHIO PH Testing L - John Brown 0.00
%‘L/AT;’”WM 5 PHI1 PM Testing L - Peter Opie 0.00
ast Office Movement Date
[ Last Client Movement Dete FM32 PM Testing i - John Jones 0.o00
{2 Last Practice Moverment Date - FPHM33 PM Testing L - John Totty 300.00
g#ﬂf“‘r(‘:me‘Mﬂveme”‘Dﬁ‘e PH33 PN Testing L - Gordon Smith 0.00
otal Losts
(1 Trancs, ion e FHMSS PM Testing L - Zarah Hargrove i50.00
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Navigating Digital Dictations

Two new shortcuts have been designed to help you neatly navigate to the start and end of your Digital
Dictations.

When recording or playing a Digital Dictation use:
m  CTL+ALT+S to get to the start; and
m  CTL+ALT+E to get to the end.

Unsaved Digital Dictations

These need never be lost again thanks to the new confirmation screen message which prompts you to save or
abandon the dictation.

Purging Old Digital Dictations

This feature has been improved for your peace of mind to ensure that only those dictations which have been
transcribed are removed. Old draft or untranscribed dictations are no longer affected.

Billed Disbursement Display

Fie t8 e el P ek e s e

The Precedents/WP screen allows you to change the AR W ERRTWERTPI T e |
format in which the Ledger information on billed e —— e -
disbursement items is displayed. : Test Precedent fo SAR FIZ3125

VATable Durbas vrments

By merging the I
SYSTEM_DISBURSEMENT_ITEMS_VATABLE and :
SYSTEM_DISBURSEMENT_ITEMS_NOT_VATABLE
fields, the net and VAT amounts will appear in separate
columns:

B VAT uble Inrbarvoments
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Emails: Sending to Seneca

Drafts - Microsoft Outlook
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The Microsoft Outlook® interface now gives you the option of
sending emails directly to Seneca.

Just select the emails you wish to send in the Drafts folder
and right click.

Multiple Task Management

In the File Contents screen users can

e el R I U p e - now select multiple tasks to complete or
orer @ 8 delete.
wafanToor g B ad
|__aamwaeer g . .
A L ] In the Tasks section simply use the
£ Contents Bilale\fssidantsl Conyayanaing|Ssle - Daro Varsion 2 (adtad) - o SHIFT key to select a range of tasks or
T ﬂ CTRL to pick a specific task.
Deleting tasks?
A screen message acts as a \?/ Remove Tasks for this File?

safeguard prompting you to
confirm the action.

"' srte

D-fgenda A-pdd T-Detas L-Qookfor R-Boles S-Jortby T-Type V- lew

[0 Ledger Office 0.00 Chent 0,00 UnSent Time 21,00 units WIP 0,00 Thme 0.00 (| . .
Brasks@ C Multiple task action (whether to
oue Date ¥ ] reminder | .
i T ! complete or delete) is then recorded
awnwant g e aaiv - el statu . .
 Contnts S Crie S S = D e S - in the Contents section of the screen.
e e L]
1a/0%/ 007 16038 ﬁ 5 = ; =
142007 wie @ T o H
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File Swapping

Benefits Update 07/2

When saving an email or attaching a Microsoft Windows® object which contains a Seneca file reference,
Seneca automatically swaps from the active file to the Seneca file enabling you to move effortlessly between
files in the File Contents screen. This facility has now been improved to alert you to the change of file.

F@-Save ESC-Cancel INS - Categosies

Attaching an Outlook E-Mail
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Attaching an Outlook E-Mail

revert to the Save screen L

PME3PM Testing & - Badeo Lidh V Shilty
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for the original active file:
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Diaste
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Email Date Default
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Attaching an Outlook E-Mail

File PH71-PM Testing & - John Brown
Name 06-08-2007-1435-My Extension.msg
Windows Object
[~ Create Follow Up Task
[~ Send to Communications Inbox [~ Index Object
N [~ Frint
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Time [Urits]
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The Attach Email screen in File

ge Contents has been changed. By
default this now assigns the current
date to the email on the File Contents
screen when you:

m  “Attach an Email Item”; or

[~ Add E-Mail Attachments to File

m use the Seneca macro button
on a new email to send and
attach it to Seneca.

To use the email creation date right
click on the Date field on the Attaching
an Email screen and select from the
pop-up menu.
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Seneca Access Simplified

Logging on to Seneca has been made even easier. Choose between either:
m the standard log on process (by entering your unique Seneca login ID and Password); or
= |ogging on automatically using your usual Microsoft Windows® login.

See the release notes to version 6.1494 for full details and information on a number of other developments.

Work Smarter with Seneca

Seneca’s updated time recording facility automatically calculates the value of your Non-Chargeable Activities
without increasing the WIP value as the client is not charged for this time. Check how much the activity would
have been worth had it been chargeable time.

For further details on setting up this feature please refer to the release notes to version 6.1494.

Moving WIP to Another File

The File Ledger screen hosts a new option for transferring unbilled time postings to another file. Simply
highlight the unbilled time entry you wish to transfer, right click to display the pop-up menu and select “Move
WIP to Other File”. See the release notes to version 6—-2590 for full details on enabling this facility.

New Aged WIP Report

R - Report Builder

+ Files
=-[# Ledgers
é g::\:e Sheet
@ Bork Belerces A fixed ledger report has been created in Report Builder for

# Bank Un-Fresented ltems

@ Burget Feport Aged WIP which displays a breakdown of unbilled WIP by the

[# Cashflow Forecast .
7 8 ClientLedigers following age bands:
€ Client Selection Report
[#] Costs perFile
@ Creditors ] current:
Currencies !
[ Fees Billed in Manth
B File Default Banks - .
[ Files Opened by Fee Eamesr u 31 60 days’
(& Financial Audit Trail

[ Fi | R .
(8 Find Postngs By Value = 61-90 days;
[ Lockup

- S = > 90 days.

[# Poslings by User

[# Postings by User/Type

% Practica Invoices

[# Practice Postings

& Profitand Loss

[# Profit and Loss-Budget Vatiance Incame/Expenditure
3 Reverse Pastings

5 6B Time
ged WP

Page 7
Registered Office: Park House Mews Registered in England A division of Egton M edical Information = I -
77 Back Lane, Off Broadway No. 2117205 Systems Limited powered | EITHS

Horsforth, Leeds, LS18 4RF |_ Eny |



emis Benefits Update 07/2

intellectual technology

Users can select from a ranae of output formats:

m Detailed; Aged WIF for 2310812007

Fike Mo, File Title Main Contect Degt. Fre Exrner Currvmd 2160 days 61-90 days 00 days Totd  Bill Ref. Hill Daie
E1 P Testing B Alians Comindl Allar Comhl oo w0 (1] 0w o0l 1m0 e
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260 D101 - Stage | - Bingh Duta Vidt Halera 0 WA 00 0w 0m oo W 21000007
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T3 (PM TestingB.BudcoLidMr¥ Stufty  [Badco Lidbr ¥ Sttty o NC [ [T T T T

m Detailed Grouped by File; R 23 0u 507
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Terd THEG  a000| 00 8008097300

m Detailed Grouped by Fee Earner; AR

Fille . File Tille Bbain Cantact Tepd. Fee Earner Curresl 3160 days 6190 duys 550 days Tebal
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= Fee Earner Summary; Aged WIP for 23/08/2007

Dept. Fee Earmer Current 31-60 days 61-90 days =90 days Total

01 BH 170.00/%0.00 0.00 0.00] 260.00
03 NC T40500)180.00 5000 20000252500
04 HH 100.00/0.00 0.00 0.00] 100.00
04 3 0.00/190.00 0.00 0.00) 190.00
Total TTE5.00 460,00 5000 20000907500

Aged WIP for 23082007

= Departmental Summary.

Flle Mo Maln Comtact Diept. Fee Earner Curvena 3160 days 61 90 days ~00 days Total
= AR Combn m 1000 wm o oo oo
¥ uhn Eegem 0 EH L] om oW oM mm
SubTolal 2 Entmrs 1mm Wi, 0m 0o 00
I Visk Hudevn o HE wm | om 000 000 o
Joha Dyown 04 HH x40 000 000 000 3000
Sub.Totat 1 Fnmes 10000 am 0m 0o 100
k] Badeo LidM: ¥ Slfly m NG 1601 Wm0 =0 )
EME Ebwand Brame Joree 0 Ne 630500 [T 000 000650
T e Mlagge Ml Blogae mnC 10000 o 000 000 1000
Bub Total J Entaies TE0 1000 000 30000 252100
=1 [The Smitkson Group-Miss EA DS 31 um 1w 000 m) pm
- Total | Entsy T 1w 0o om0 oo
Total | wom| w0 sooerso

Conclusion

We hope you've found this edition of Seneca Benefits useful and if you have any questions please contact the
implementation team.
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