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Contact and Matter Management

General Concepts:General Concepts:
• Setup Considerations

C t t C t i ti• Contact Customization
• Matter Customization
• Best Practices
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Setup Considerations

Classification CodesClassification Codes
• Managing Contacts and Matters begins 

with proper use of Codeswith proper use of Codes
• Avoid unnecessary duplication
• Use the first four letters of the word as the 

code
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Setup Considerations

SecuritySecurity
• Find the right balance between security and 

usabilityy
• You have to restrict access to places where your 

users can break thingsg
• BUT – Everything you take away is lessens what 

the user can do
• In Time Matters use Security Profiles so that you 

can easily update security
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Contact Customization

Phone NumbersPhone Numbers
• Today, people can have many different 

types of phone numbers but most peopletypes of phone numbers but most people 
do not have more than six
D ’t t fi ld t i t t• Don’t waste fields trying to capture every 
possible phone number

• Use fields to track phone numbers in the 
order that they should be used
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Contact Customization
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Contact Customization

Multiple Address BlocksMultiple Address Blocks
• Use a similar concept for Contact 

addressesaddresses
• Multiple blocks with the most important 

fi tfirst
Multiple Email Addresses
• Set aside at least three fields for Email
• Many people have multiple addresses
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Contact Customization
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Matter Customization

Design in “3D” meaning you can look down throughDesign in 3D  meaning you can look down through 
your forms and see the same data in the same 
place on each

If you are customizing Matter forms for multiple 
practice areas group similar data in the same place 
on all formson all forms

This helps your users know where to input data on 
every formevery form

It also helps avoid confusion on lists and Power Views
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Matter Customization
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Matter Customization

Make it Easy on Your UsersMake it Easy on Your Users
• Place important info on the Primary tab

S f li ki f t b t• Save your users from clicking from tab to 
tab and trying to figure out where 

thieverything goes
• Use Contact links rather than address 

blocks – complete information can be 
pulled into a Power View
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Matter Customization
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Matter Customization
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Matter Customization
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Best Practices

Use Your Data – in Power ViewsUse Your Data in Power Views
• Power Views are the place to view data

U P Vi th th i• Use Power Views rather than opening 
records and searching for data

• Many Feature Packages contain unique 
and useful Power Views or create  your 
own – a little skill with web page design 
and HTML is all you need
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Best Practices
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Best Practices

Use your Data – in DocumentsUse your Data in Documents
Formattable Clipboards, Merge Templates 

and HotDocs Extensions all allow you toand HotDocs Extensions all allow you to 
assemble documents from your data

Fi d ti f li b dFind creative uses for clipboards
Address/Contact Information Block
Comma delimited file to be opened in 
Excel, Access or other program
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Best Practices

Use your Data – for MarketingUse your Data for Marketing
• Contact records are one of the best 

marketing tools you have at your disposalmarketing tools you have at your disposal.
• Create a field that holds every possible 

th d di h C t t h d fmethod regarding how a Contact heard of 
you

• Create a second field that links to a 
specific referring individual
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Best Practices
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Best Practices

Use your Data – for MarketingUse your Data for Marketing
• Create fields for newsletters and holiday 

card listscard lists
• Use Yes/No dropdown fields which can be 

l ft bl k h d ’t t kleft blank when you don’t yet know 
whether the Contact will be included

• Checkboxes limit your choices to checked 
or not checked
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Best Practices
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Best Practices

Use your Data – in ReportsUse your Data in Reports
• Setup a Quick Tab with a pre-set search, 

sort and list layoutsort, and list layout
• Send it to Excel for an instant report
• Want to pull data from several tables?
• Use Crystal Reports to create custom y p

reports that show any data you want –
especially helpful for Billing Matters
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Best Practices
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Best Practices

2008 Practice Management Annual Conference |   24



Best Practices

Form TabsForm Tabs
Form Tabs allow you to display specific sub 

lists of recordslists of records
Form Tabs are very helpful when trying to 

b li t f dmanage sub-lists of records
Examples include ToDos, Assets, Damages, 

Players, Documents, etc. 
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Best Practices
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Best Practices

Version 9 finally gives us the ability to createVersion 9 finally gives us the ability to create 
custom records for any purpose

One very good use is to use UDRs to defineOne very good use is to use UDRs to define 
relationships between Contacts and 
MattersMatters

This type of record is called an Player, Actor 
C t dor Cast record
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Best Practices

Player Actor or Cast RecordsPlayer, Actor or Cast Records
• Allow you to define the specific 

relationship of a Contact to a Matterrelationship of a Contact to a Matter
• Each Contact may be linked to many 

M ttMatters
• Track specific information about a 

Contact’s relationship to a Matter such as 
an expert’s opinion, lien amount, etc.
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Version 9 User-Definable Records
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Version 9 User-Definable Records
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