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Starting LawTime

1 LawTimestarts automatically when you start your computéfryou have closetlawTime
manually, start the progranmby clicking-awTimeacon

« g’l 12:59

LawTime small window
1 LawTimesmall windowx

LawTi...[Zl

X has two main functions
1. Clockbutton starts new timer
2. Leftmostbutton opensLawTimanain window

f  Qose(E) button hides LawTimewindow. To display it agairglick onLawTimecon

1) LawTime X

LawTime window is now hidden.
Click on LawTime icon to display it again.

1 If you closehe program before saving data, the unsauvtimers will remain active urtyou
restart theprogram
1 Raght click on timer opens a menu

LawTime

23m 59 ~

Pause

Cancel

Hide Lawtime
Search for customel

Start timer

Settings

Close LawTime




Timing

Starting the timer
i Press the clockutton ...

‘Eﬂ@nmua;sv\

9 Click on timer opens a da&ntry window and timer stops

Enter th e data

[New activity (=]

[l Save and close % E‘, (1) Continue timing
Employee: Heidi Hansar - |-
Customer: Van Zoig QU v o
Case: LawTime .
I Activity type: .Tunnitasu alusel -
Start: 25.05.2009 9:14 |
End: 25.05.2009 15:55 |
Duration: 3h 24m 30s (3h 25m) E
Price: &00 EEK, Zoig * |-

Total EEK: 2050,00

Comments:

LawTime
i C)

I8 | §, 201G LT 3h 24m 31s|-

«®md ¥ 1602

1 Enter/select relevant data about customer, case etc
1 Do one of the following:
- select from list
- start typing in list box for quick search
1 If the measured time and actual duran of the work are differententer the number
manually
9 Field "Duration" specifies billable time. Gray area shows the duration as it will be shown on
invoice (rounding rules applied)
f o 9 ytiRéis used only to displae duration incalendar, start time and duration will be
used forbilling
T ¢2 Ol f Odz I, BaSed anstdzNandiehcRtigigress £ button
EntertheddzNJ G A2y | 42 dzm&l yo nlYté&b2 dz&S amPpKé 2NJ adnY:
9 Price is automaticallghosenaccording tcselectedemployee, customer etc

=



=

Totalis calculated automatically

Comments are displayeash invoice specification

Usecomment templates to simplifgata entry. List of comment templates come from
settings (Settings> Comment templates) androm comments used before

Clck on % to view comments entered for this customer case To select a comment: 1)
doubleclickontherow, 2 St SOG | NBg¢g | yR Of A0l aLIaiasS 0O2YYy
O2YYSoyydi¢ aSt SOUG | NE®OnirvoicR, cdniM@&hts with thé saraeSihti

will be added together as one row

Set the languagi customer or case settings see the icon 2 (Englishnearcomment

field

When doneclick (7l Save and close

To hide the window, click o & button

C

To pause and/or continue timing click (=& button

More possibilities

=

You caruse more than one timeat the same timeThis helps you to solve easily the

aAldzr A2y 6KSYy @2dzOQNB Ay (KS YARREedweks 2y 3fl
are done at the same time

Activating new timer will pause the others

NG th00m 49s « 1m0O7s ~

Vertical layout displays timers in a vertical vishowing also customer and case information
(if data entered before) and paudmitton

Om03s ~

Button '+ next toaselection area opena menu withshow al] open newandrefresh
options
Button — nextto selection area opens a calendarsdect the time anddate
Click on timer to hidéhe data entry windowtimer will remainpauset)
To pause or/and continugming, do one of the following:
1. Pres on arrow next to timer, cliggause Do the same to exit pause



1] Pause

W Cancel
=a]  Customer's documents

& 70IG 25m Dzsq

< ®f WO 1147

2. Click and bld the left mousebutton on timerto start or exit pause
C‘;ll

3. To pause the timer, click o 2 and to continue timing click o

LawTime

N C)
ZOIG LT 1h28m 48s ~

New activity

Save and close I Continue timing

Use this option with the same datarfexample:

If in addition to hourly rateinternationalphonecall is billed

1.
If same work was done by several employees

2.



Main window

LawTi...[X]

Press leftbutton to open main window.

The structure of main window

SiNew - | ¢
Activities
View
" Tegevused
O Fields.. ” Customer” Case ~ Comments 7 Duratiory
Filter: = Date: 4.08.2008 - 4 rowfs)
e 4.08.2008 3.46 52m
4.08.2008 10:41 | Zoig juhend | i 2h 14m
Customer: 40820081317 | Zoig juhend | 2h 00m
e 40820081539 | Zoig juhend [ 31m
ase: ——
5h 37m
Act. type:: v (= Date: 5.08.2008 - 3 row(s]

. 5.0820089.37 | Zoig juhend [ik 3h62m[ 17400
Period: i 508.2008 1444 | Zoig juhend i ThO0m| 4500
Statt: [los208 [ 5.08.2008 16:10 | Zoig juhend [ iKY 15m| 1125

e 5h 07m| 2 302,50
End [11.08.2008 ) S Date: 5.08.2008- 1 rowis)
Auo - [6.08.20081358 [Zoig  [juhend [ik. [ sam| 435,
[ Fiter [ [ [ | 58m| 4350
(= Date: 8.08.2008 - 2 row(s]
8.08.20089:38 | Zoig juhend | inglise 4h13m] 1 897,5'
8.08.200815:20 | Zoig juhend [ik. #m| 30750
l@ Activities 4h 54m| 2 205_0'
8| Customers
i Cases
usé Invoices
gPaywl
%€ [Pices
[ [ [16h 36m| 7 470.00]
8 HeidiHansar = Van Zoig 00

3 zonenf main wndow:

1. Table selection. Click to select anodule.
2. Viewing options. Table settings, fiers etc
3. Content. Table content



Work with tables
Yau can change thiok oftablesby:

I Sorting
Click on column heading to sort thable. Aick againon same fieldo reverse sort direction.
1 Grouping

Theheader of the table shows groups uséarag a column header there to group by that column
and display subtotals.
9 You can group by more than one field.

v = Active Customer ~ Contact” Customer manager ~ Phone” Address™ Comments
00 Van Zoig | Karu Heidi Hansar

Tartu Olikool Heidi Hansar
Woru linn Heidi Hansar
9 Autofilter

Arrow-button in columnheader opens mautofilter menu.
Click on a value tolfer tabledata.

: Date " Custom v |Case ~ Comments

= Date: 4.08.2008 - 4 {
> 4082008946 |
4.08.2008 10:41
4.08.2008 1317

4.08.2008 15:39 . .
= [] Allow multiple choices

T Date 50820083 MED

(5082008937 || Zei
5.08.2008 14:44

% | Soit ascending
E) ,} S ortdescending

[ L]

Datecolumnallows you b selectyear, monthsandday.

4 | Sort ascending
£ | Sort descending
[] Hide column

] allew multiple choices

O (an

] Last menth

[] From beginning of last month
] This month

] Last week

1 This week

] Yesterday

10



I Choose colums to show in the table

Click orFieldsX

Yiew

=g Fields.b

X choose colum$o be shown in the table:

Choose fields
Fields to show in table:

[l Invoice number
Date {start date)
[wage date

[]customer

Customer (short name)
[Jcase

Case (short name)
[CJEmployee

[C]Employee (shart name)
[C1end {date)

[J1ask

[ activity type

[¥] Activity type (short name)

I l mmmmm {0
< i
1}

|3

Move before

Lo I

Cancel

9 Save the table settings

To save the tableglick onView> Table settings Save asew.

Vl_hTods Help
Table settings ~ » j’ Fields.. t week | 7
One day | Save as new.. | —
Work week R ;
Week
Month L
E Table : Date Customer
= Date : 3.04.2008 - 1 row(s)
#  Refresh FS 4 AW R [Vl Tuuleenergia 00 Tas

Later, you can restorgéiew settingsy one click:

11



'© LawTime

File Edit View Tools Help
BNew~ |3 (3] & 2
Customers

Yiew
O Christmas cards
" Customers
" Divisions
" By managers
* Added this month

% Fields..

9 Output table data
You can printsae in a file, send to mail recepient as RB&py to Excel etc

See also

LawTimeanain windowon page 9
Activitieson page 13
Customerson page 19

Case®n page 23

Invoiceson page 26

Priceson page 32

=A =4 =4 =4 -4 4

12



Activities dviewing measured work
Viewing o ptions

Calendar
Use @lendarlook to get anoverviewof workday, week or month.

Today 5 work week | 7]week 3Imonth fTable A~

[© LawTime

File Edit View Tools Help
[HNew~| 4 A % Ea B4 Today @workweek [ F]week 3@month Table ‘L +| @ Refiesh
Activities

Tunnitasu alusel, Heidi Hansar, 25.08,2008

Search for ¢ of case

Activities

25.08.2008
Sh 25m

Filter: -

Customer: [(al) v

Case: (al) ...

9:10 3h 20m
Zoig juhend

.k
Act. type:: |fall) 5| !

< | august 2008.a. >

l (5] Activiies ‘
|8=|Customers

B Cases

Uv:_% Invoices

gpwm

%€ |Prices

13:16 2h 04m
Zoig juhend

14:49 46m
TU Biomeditsiini tuumiklaborid

8 HeidiHansar = Van Zoig 00 NUM| INS| CAPS

You can sefilters to dsplay tre datayou need or select dates from calendar

Table
Use the tabldook to get a overviewof measuredvork.

You can choose fters(from left-menu ofthe main window) to display the data.

13



Activities

[ Fields..

Filter: " Customer ™ Case

Employee: = Date : 25.08.2008 - 4 row(s)
4 25.08.2008 8:00 projekt "tugevad magnetvaliad”
Customer: | (all) M- 25.08.2008 310 | Zoig juhend ik
Case: @l .. 25.08.200813:16 | Zoig ]ulhend. . i
25.08.2008 14:43 |TO Biomeditsiini tuumiklaborid
Act. type:: l_lall] V..

Period: Yesterday

II

Start: 25.08.2008
End: 25.08.2008 =
T

| &2 Actviies
E;j Customers
a Cases

Lyﬁ} Invoices
2Pyl

Prices

%

|~

8 HeidiHansar = VanZoig 00 NUM| INS| C&PS

You can also

print the table save in a filesend to mail recepient a@8DF copy toExcektc
show and hidehe table fields

sort

group in different levelg¢subtotalg

save table settings toisplay them later

use flters (similar to Excel Autoleer)

=A =4 =4 =4 -4 4

14



Filt ering activities

View
H Fields..

Filter: -
Employee: i Heidi Hansar v }
Customer: | (all v i
Case: E[a"] v \
Act. type:: i (all) v l
Period: iYesterday v |
Stat | 25.08.2008 ]
End. | 25.08.2008 O

[ Auto Filter

Use thefilter to view activities which correspond to selected criteria.

For example, if you seleatcustomer thenyou will seeactivitiesonly forthis customerBut if on
customerfield all is selected, then you will see activities of all customers.

UsePeriodlist to select frommost frequently usedime ranges
ClickFiter to apply your selections.
Use autofilters for a quick filtration.

Allow muliple choice$elp you to select different objecteg.A Yy Odza 2 YSNRa 2NJ 2 i KSN.
time.

" Custom LJ Case 7 Comments

= Date: 25.08.2008- 4 » :
b (25082008800 | S0t ascendng _

25082008910 | 4+ Sort descending
25.08.20081316 | | %]Hide column

25.08.200814:43 |; :

| Allow multiple choices —
() —
(] Zoig
ll:] TO

15



Date column allows you
Date :I Customer Case Comments

£ | Sort ascending
Z | sort descending
[ Hide column

] Allow multiple choices

L (an

[] Last month

] From beginning of last month
] This menth

] Last week

] Yesterday

] Today

] Range..

[]2009

]

select

16

year,

month

and

day



Flag the activities ready to bill
acCtl 3¢
bill.

O2f d2Yy Ay

T Customer Case
+ 2052009 - 1 row(s)
3 W | 5.05.2009 14:26 | 200G LT
=l | Datg : 6.05.2009 - 3 row(s)
6052009 912 | ZCIG LT
£.05.2009 13:08 | 201G LT
6.05.2009 13:33 | 201G LT
[=I|Date : 7.05.2009 - 2 row(s)
7.05.2009 11:05 | 201G LT
7052009 13:22 | 201G LT

F QOGADAGASE

i I 02) Bewiha stafug of thev O

According to privileges a user can flaghikfherown activities, 2nctivities, where thaiser is a

manager 6the customer or the cas®) all the activities.

Use a column in the main window to flag the activities:

To flag the activity readt 6 A € £ = Of & O ]Thexylourotitie §dg NinFgrekr, which

means that the activity is flagged NB to BiliE. Doubleclicknarks the activityx y 2

Y I N

0% ToAf f ¢

unmark the activity, click one more timeonthe flilgK S Ft 3 Aa aSYLIieé¢ F3ILAYyod

To select a group of activitiéseady to bil€, click on the group header row:

-3

Date T Customer 4

= Date: 5.05.2009 - 1 row(s)

5.05.2009 14:26

7006 /

LT

» il Date: 6.05.2009 - 3 row(s)

/

X

£.05.2009 %12

L0IG

LT

ki

6.05.2009 13:08

201G

LT

ki

2.05.2009 13:33

Z0IG

LT

17



Right click orselected rows opns a menu with options:

¥ Ready to bill
¥ Do not bill
Clear Flag
=3 Copy ’
34 Find.
& Print.,
2 Sendto 2
& Choosefields.,

Create a view

To view or edit flagged activities, use the main windsgtivitiessection.

To view activities with different billing statuses, create awi€ 2 NJ S E ¢BM hdedddr 1GBIR &
empty P

The W S Bill nieeded showsall the activitiesvhichare flaggedready to bilE. This view gives you a
guick overview of the customers and activities to bill.

To create this viewse filter(date, customer, case, commenta)the main windowand sort the
O2ft dzYy Bfllstii¥R & K SBll|ndeged. &

¢ KS ®@ileénptye & a K 2aatiities vini€h are waiting to be flagged for billing
To create this vieywse filter (date, customer, case, comnis) in the main window and filtehe
O2ft dzYy y I YSR dkindafofy edb@el G dza¢é > OKS

18



File Edit View Tools Help

New- | S (| ¥ Ba @1

Activities

View

™ Bill needed

{" Bill to do

{* Heidi's this month

5% Fields.

Filter:

Employee: Heidi Hansar .
Customer;  [all] LA
Case: [all} - ..
Act, type: (all] - .
Period: This month v]
Start: 1.05.2009 =
End: 31.05.2009 =
Bla
Bill status

The activity is not flagged
VekS OGAGAGE A& FEF3I3ISR aNBERe (2 oAfta
¥ Do not bill the activity
S The bill is being composed, butlisconfirmed
=2 The bll is composed confirmed but not receivedyet
£2 The hll iscomposedconfirmed,and received

-2 The bll isoverdue

Customers

Adding customers and viewing d ata
To ind the customer data, do one of the following:

1. Suldivisond / dza G anW3 MB/¢ 6 A Y R2 & @ créafe heWicustane ¢ ¢ (0 2

2. Qick on' -button next to customer selection any placeliawTimeto open or create a
customet

19



Customer data

General

New Customer Q@@

File Edit Help
saveandcose | % 23 B e - > v eb @

General ’Details | Cases | Prices " Invoices | Documents

Name: ‘ } Address: [V A
Short name: i \
Req code: '_ \
YAT code: ‘\ 1
Phone: } ‘ E-mail: }
Fax: [ ‘ WIS \

| |

Contact person: Active
Manager: |Heidi Hansar v } [] Export customer
Division: v|...  mailsettings: [] Newsletters

Contract date:

|
|

| [[] christmas cards
Contract number: | ‘

[T] 1nvoices by E-mail

Comments: E] Mo paper invoices

Name ¢ the name ofthe customer.

Short name - is displayed e.g. ibawTimeamain window to view activities

VAT code ¢ VAT code used for this customer.

Division ¢ select a division for this customer.

Contract date - the date, when contract was signed.

Contactnumber¢Odza 12 YSNRa O2y il Ol ydzyo SN
Comments ¢ add comments about this customer.

AddresscOdza 1 2 YSNR& F RRNBaao

Active¢g KSYy & OG A @Resustbrier vill&bdws iR Zelection lists.
Export customer ¢ tick the checkbox to mark customer esport customer.

Mail settings ¢ tick the checkbox (Newsletters; Christmas cards; InvoicesgilENo paper
invoices) you need to consider when comipgsemail to this particular customer.

20



Details

PE New Customer Q@@

File Edit Help
Asave andclose 75| % =3 B4 & v ¥ < | wa @

General | Detalls | Cases | Prices | Invoices | Documents

Default activity type:  |{use default) v o Customer ID;
Language: |(use default) v 1 Postal address: ‘
Currency: j(use default) v

Invoice due days: |

VAT calculation: |{use default) Vv |

Invoice layout: :fuse default) v S
Invoice letterhead: Iﬁse default) V...

Details tab specifies data for this customer:

Default activity type specifies activity type used in new activities for this customer.

Language is defaut language for this custometanguage icolZl is shown in the right corner of
comment field Enter comment template texts according to language settisge @lsmn page 4h

Currency is defaut currency used on invoicefor this customer

Invoice due days goesautomatically orinvoice after enteringthe invoice date
VAT calculation ¢ VAT % used on invoices for this customer.

Invoice layout ¢ determines howinvoice parts are organized on paper.

Invoice letterhead ¢ controls invoice headers and footers: bank details, addresses, contact
information, your company logo etc.

Customer ID ¢ customer ID in external system (e.g. accountancy)

Postal address -S y (i S NJ O gwstél AddSsMITa A 1 Q&4 RA T T Sadegditdigpy® ¥ Odza G 2
automatically on invoice, after the customer is selected.

21



Cases

F¥ New Customer

File Edit Help

(lsaveandcose (| & 3 B[ @ - ¥ - 4h @

CEX

ity !7“ R 7.’” 7“‘.77 »““ 7:77 ] (TR |
| General | Details f Cases 1 Prices | Invoices | Documents |

AMew.. [ 7 0pen.. []Case required for activities
Drag a column header here to group by that column,

H Case; 'O-pponenlfv Active. Comments

 Employee” Short name ™ Contact’

Yo | | o | | | |

List ofO dz& (i 2 cased¢Fralson page 23/ t AO1 2y abs
218y OFass OtAO0] ahLSyé 2N R2do
L Easairequired for activitiées A a4 OKSO1 SRX (GKS

activities for this customer.

Prices
¥ New Customer.

B[l=]E
File Edit Help

idsaveandcose g % =2 B @~ ¥ - | &A@

| General | Details | Cases | Prices llnvoices | Documents |

Activity type: ETunnitasu alusel v }

TiMew.. [FOpen (JPrint.. [¥]Only active

lLﬁrﬂgccﬁhmheaderhere to group by that column,

= Mame Price: Currency | Comments
partner 600,00 |EEK

» igeneral price 600,00 | EEK
HH 800,00 |EEK

List of custmerQ @rices(see alsmn page 32

22
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Invoices

FE New Customer E]@

File Edit Help

|Alsave andclose (25| % 3 e SRR AR A7)

| General | Details | Cases | Prices | Invoices | Documents |

TiNew.. [F0pen..

b; a column header here to group by that column.

" & Confirmed’ Date” Due date” Invoice no”, Amount EEK. VAT EEK T

» o | | lo 0,00/ 0,00]
< | 3

List of istomeQ i@voices(see alsmn page 28

Documents

P New Customer E]@@

File Edit Help
idsaveandclose (| # =3 @] @ ~ ¥ v |aA @
?éeneralil‘] Details ‘(Casesi Prices:‘f Invoi;:eer Documents I

@ D (| (= salvesta &)

[Aad 2F OdzAad2YSNDa wRebstelzYSyda TFTNRY {KIFINBt2Ayd

Case

Adding case and viewing data
To open case data, do one of the following:

1. Suldivisond / | m@d&ng Ay R26d [/ f A0] abSgé G2 ONBFIGS ySs
2. dick '+ -button next to case selectioany placan LawTimeo open or create new case
3. Clickon CustomeRl (I gAY R2 gOlAaABRADAAAZY £
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Casedata

General

‘F] New case Q@@

File Edit Help
save andclose [ | % =3 (| oA @

General | Details | Prices | Tasks | Invoices | Documents

Case: i

Short name: \

Customer: i v...
Contact:
Employee: HEIdI Hansar v o

Opposing side:

Division: \
Contract date: { 7j"
Contract number: {

Active

Comments:

Case ¢ the name of the case (required).

Short name is displayed e.g. ibawTimemain window to view activitiefotherwise the name may
take too much room in table)

Customer connected to this case.

Contact ¢ the name of a company and/or person, who represents the customer.
Employee ¢ name of a persoyconnected to this case.

Opposing side ¢ opposing side of this case.

Division - subdivisions, used to differentiate customers, cases, employees and invoices.
Contract date ¢ the date, when contract was signed.

Contract number ¢ the number of contract, connected to this case. When composing the invoice,
after selecting customet,awTimeoffers you a list on contract numbers to select.

Comments ¢ add comments tdhis case. Comments are shown in main and case window.

Active ¢ whenActiveis checked, the case will be shown in selection lists (e.g. when entering the
data).
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Details

"33 New case Q@@

File Edit Help
[alsaveandclose 24| & H3 (] »4 @

| General | Details | prices | Tasks | Invoices | Documents

Default activity type: :(use default + ‘ Customer ID: ‘ ‘
Language: |{use default vJ Postal address:
Currency: fkdse default v

Invoice due days: \

%) |

VAT calculation: |{use default
Invoice layout: |{use default + ‘
Invoice letterhead:  |{use default +

List of case details:

Default activity type specifies activity type used in new activities for this case.
Language is defaut language for this case.

Currency is defadt currency, used on invoices for this case.

Invoice due days goesautomatically on invoice, after entering thevoice date
VAT calculation ¢ VAT % used on invoices for this case.

Invoice layout ¢ determines howinvoice parts are organized on paper.

Invoice letterhead ¢ controls invoice headers and footers: bank details, addresses, contact
information, your company logo etc.

Customer ID ¢ customer ID in external system (e.g. accountancy)

Postaladdress-Sy (1 SNJ Odza 12 YSNNA LR adlkt FRRNBaa G2 RA&LI I
customer is selected.

Prices

List of cas@ @rices.

Tasks

[Aad 2F OFrasSqa Glrajlao

Invoices

Listof cas& iavoices.

Documents

[Aad 2F OlFrasSqQa R20dzySyida FNRY {KIFEINBt2Ayld 6So6ani



Invoices

Adding and viewing invoice data
To open invoice data, do one of the folllowing

1. Suldivisond Ly @203y ¢ sAyR2gd / f A0 abSgé
2. Clickon Customewdata windowsubdivisioréinvoices.
3. ClickorCaseRl i 6AYR2 A VMABRAPEAZAZ2Y 4

Invoice window

B Invoice No 1 Q@@

File Edit Invoice settings Help
Alsave I 4 & P misendemal ~| % 3 (| wA @

Invoice | Specification | Payments | Comments | Payroll|

Customer |Van Zoig ol v ‘ Confirmed
Case ' v . Invoice No |1 v
Postal address | Riia mnt 181a | Dpate 110.11.2008 =]
Tartu =
Duedate |17.11.2008 |
Currency [EEK V.. Contract  |ghhg v
VAT calculation | Automatic v .. Issued by |HeidiHansar vi...
Division: {LawTime wil...

2 Add row ~ S Delete row.. )

: Hidden Specification Quantity Price. VAT % Total;
G | Jobs according to agreement [ 1| 30000,00 | 18 30 000,00 |
! l | \ ‘
Total taxable at YAT rate 18%o: 30 000,00 |
YAT 18%: 5 400,00 ||
il Amount EEK:| 35 400,00 |
1 Customer, who receives the invoice
9 Case
1 Postal address isfilled automaticallywhen customer (or case) is selectétbu caralso enter
the address manually
9 Currency. Select the currency before you add billed work on your invoice. In that case, if
necessary,LawTimeconverts prices into new currency
VAT calculation: "all 18%", "all¥’: b IBrpideD% expensed 8%".If you choose the last,
VAT % will be added according to activity type (service/expense) you entere:: dseatton
to enter different tax rate
f Confirmed: you seed 5 w! C ¢ Drfiyhedinydize You can change data urttie invoice is
not confirmed.After the invoice is confirmed yoran not edit itand you willno longerseethe
aArAdy as5w! C¢ce
1 Invoice No: after you select the date, invoice numbers appésrcording to your settings)

automaticallyfrom numberseriesor you can add itanually
Date: enter the dateor select itfrom the calendar

Duedate: Sy (i S NJ & Bra#Bk ' HuttoiSté select numbeof due days
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9 Contract enablesyou to select or enter the contract numhddata in popup menu comes
from customeror casedata

1 Issued by: LIS NA 2 Y Ovhose/sigat@ewill be used on invoice

9 Division - subdivisions, used to differentiate customersases, employees and invoices

f InvoicesettingsCG A Y @2 A OS (& LJS¢

Rows

REFAYEAKIBRMING A3/ D24 IOGR | 7

4 types of rovs are used on invoice (upper lefbrner of the table! RR N2 g ¢ 0 Y

1. ¢From saved activitiesé ¢ data frommeasured or enteredctivities
2. ONew activity€ ¢ open a data entry window. A new row with the new activity will be added on

invoice.

3. £Text rowe ¢ simple textand/or manually entered sum

4. OGExtra text under invoiceé ¢ add more informationThis row is seen in the bottom of invoice,
undertax andtotal sumrows.

=l Mew row - | §
5'_:,__1‘ From saved activities.
B New activity.

abl  Text row

Extra text under invaice

(Hiddené¢ Y S I yikie row i hid@lenfrom printout, specification and from susalculationfield:

'v i Add to row.~ B Delete row.. B |

: Hidden Specification

|:| E Jobs according to agreement

For example: se hidden rows if you have a fixgb payment and you have measured your work in
LawTimeThis enables you to add billed work on invoice, but the customer sees the sum according to
your agreement.

Adding billed work to invoice

It AO]

—i| Add row-

¢buteiR N ¢ ¢
85q Lisa reale~ =g Delete row. B |

: Hidden Specification

X and the popup menu opensvith options

=l Mew row - |51 Add to row.-

!'_:.__1‘ From saved activities.

B Mew activity.
abl  Text row

Extra text under invaice
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Adding work

From saved activities

1. / £t A01 2y £CNRBY al @S Ronthgifstipaik ditthe Qridatd yaulcid gelect | g A |
parameters to search for activities.

[© Add activities

Select activities to include on the invoice.

Select parameters to search for activities.

Customer ((all v
Case el [
Employee ((all) |
Activity type g(all) vl
Quick select v
Date range = ’ until | |

\
1
l
Comments ‘

[:] Reset prices

Resets all prices selected on timing and uses currently active prices for all activities,

<< Previous | Mext == | Finish

Quick selecbffers a selection oflefined periods:

Quick select x last month v

Date range

from beginning of last month
Comments this month

Date rangesnablesyou to choose year/month/day,e select a period you need information
about.

¢ A O Resét pricascancelesall prices selected on timing and uses currently active prices
for all activities.

/ £ AN®Xt to @ontinue

2. Selecffields according to which sepse rowswill be created on invoice.
Seperate rows will always be used for different activity types arkgri
9EI YLX StCasé S SOLK EOS | OG A ¢oh sepafate inoreNdWR LeBVE S NB V (i
oCaseE empty to group activities for all caseésone row.
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[© Add activities

BX

Invoice row separation

Select fields according to which separate rows will be created on invoice.

Example: Select "Case" to place activities for different cases on separate invoice
rows, Leave "Case" empty to group activities for all cases to one row.

[] case

[[] Employee

[[] Employee level
Activity type

Price

sbe rows will 8

be created For activitie

[ Cancel ] [ << Previous ] Ulext 53 ] Finish

] £A01 ébSEGE G2 O2yiAydsS

3. Invoice previewYou can unselect rows to be excluded &dit parameters before adding to
invoice.

[© Add activities

Preview

Verify activities to be placed on invoice. You can unselect rows to be excluded and edit parameters before adding to
invoice,

: Selected Description Price Quantity Price Tatal
(3 Partne 0ig 80h 24 450,00 80,00
& Partner Partner 5h 16m| 600,00 3 160,00

| | | 714 340,00 |

2 KSy R2yFEhBE O0f A 01 &
Text row

/| £t ATegroe (G2 FAfE GKS Ay@2A0S Ylydzdtteo

.= Add row~ i Lisa reale- ¥ Delete row. B =
: Hidden Specification

Quantity Price VAT %
|:| Jobs according to agreement

=]

Tatal

1 4 500,00 13 4 500,00

Add additional bottom text to invoice ifExtra text under invoice” area.You can set a def#tuext
row for new invoicessgee alsmn page 4%
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Invoice delivery
To deliver invoice, do one of the following:

1. Printcclickonprintdo dzii G2y F FGSNJ SYydSNAaAy3I REGE X

- '@yr

X 2Ly A2A0S WMdow.i 2LI0A2yact¢

Invoice print options

Invoice parts

Specification

Options

Language 3VErsthnian v |
Layout [

Letterhead ikbl,a,nlfpag,e),

[7] mote "Repeated”

[ OK ] [ Cancel J

Choose invoice parts print, and visual look ofour invoice
Layoutdetermines how different invoice parts are organized on paper.

Letterheadcontrols invoice headers and footers: bank details, addresses, contact information, your
company logo etc. Letterheads can be edited unddanTimesettings (se@lsoon page 4%.

Modifying invoice layout requires technical skills and tools, and cannot bealoewly from

LawTime ContactawTimedistributor to make changes to invoice layouts.

By defallt, letterhead and layout come fro@ustomelCustomer window > Details) anguage
(Tools > Options > Invoice printing) data.

/ £ A @] dpeéh print preview.

2. Save as PDF

dseve i) 4 B[Pl senoa -

Xopens& LY @2 A0S WMoy 2LI0A2yact

Select optionsandO f A O {Chdose ¥ plake to save thikef
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Send to mail recepient as PDF or HTML - after entering data, click o8end to

 Edit Invoice settings

Help
New ) ~isende-mal v | 4 =3 5

. Save

File
J
=
(:'_] Save and new
Fe
=
=y

_P»e_uyrnents__i Comments_; Payroll |

Print preview
' Print
Save as PDF

Send to P (=31 Mail recepient as PDF F

I =1 Mail recepient as HTML =

_ Close

Send e-mail ¢ LawTimeopens your defali e-mail client (e.g. Outlook) and starts composing

new mail, PDF file attached to it.

‘63 H 9 U e v 5 Invoice No - Message (HTML) o

Message Insert Options Format Text

Calibri (Body) ~ 11~ | A" A7/ &

= 3 || BB 3= = | 28

Paste e r— Follow | g
> J {W*.I_\_*\lg = Et‘ |2~ Up~
Clipboa... 3 Basic Text P Include ™

This message has not been sent.

| X

Spelling

Options ™= || Proofing

(o] |

Cel |

Subject:

T
| Invoice No

[
Attached: | Invoice No.pdf (23 KB

958 5 |

i

Makell KS OKIlIy3Sa @&2dz ySSR

To compose an& | A €

YR Of A O]

¢ {SYR¢®

g A UK O dzaligsiyvod iy.Xliek ort e & SY R S

Yl Af ¢ B5end e'"‘a“E.ydick on address opengur defaut e-mail client and starts

composing neve-mailg A i K -addies filled

=dSende-mail ~| # =3 | e
| 0OU Yan Zoig {info@zoig.ee)

éNong Y S|

ya (e afre3sient¢red oscuston@data sheet.

Invoice commands
Shortcutsond L y @2 A OS & ¢

YIAY 6AYR26Y
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[© LawTime
File Edit WView Tools Help
LaNew- | 3 b 3
Invoices

Invoice commands
L2 New invoice..

<2 Copy invoice..
T2 New credit invoice..
= Make credit invoice..

‘% New pro forma invoice..

(e R Al Sk a
PO payone

Export invoices..

To fasten your invoice making processlgst a client in maithe tableand clickora L y @2 A OS
O 2 Y Y I sfidktéutyou need.

Payroll

Payroll emables to divide the sum of anvoice according to measured activity times, purchased
services or/and account managers etc enabling clear and precise overview of employee turnover.

Every user has an access to view or edit payrolls aitgptd user privileges: 1) view personal
LI @NBffas H0 @AS @r3peiikplynlisLlIS2 LI SQa& LI @8NBf f &

To use Payrqglbpen the invoice andlick onthe tab:
[ L2 Invoice No 200905005 P | g]

File Edit Invoicesettings Help

HSE\«E@@ Qa-_ﬂknde-mailv % Ea B @

Invoice | Specification | Payments | Comments I Payroll m
Customer Van Zoig OU . Confirmed [
Case LawTime - . Invoice Mo 200905005 -
Postal address Riia mnt 1&1a - Date 27.05.2009
Tartu
[ - Due date
Currency EEK . Contract
VAT calculation | Automatic v] Issued by  HeidiHansar
Division:  LawTime

\=i| Add row~ 5] Lisa reale~ Ji Delete row. [ [

z Hidden Specification Quantity Price VAT %
|:| Jobs according to agreement
| [ |LawTime 1 4500,00 13

Total taxable at VAT rate 18%:
VAT 18%:
Amount EEK:
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L% Invoice No 200905005

File Edit Invocice settings

Help

Hsave [ & (4 By sisendemail~- | ¥ B3 @~ @

| Invaice | Specification | Payments | Comments| Fayroll |

) Add row~ £ Addemployess - X S )

1 / £ A OAdd @w opérsapop-up menu with optionsinvoiceexpenses

expenses Y

|Irwc|ice| Specification | Fayments | Comments | Payroll

Iy Add row - | € Add employees - P | =

Invoice expenses  |daté Employes Comments
Other expenses
4 L Jaotamata
]
T ' RR I IniBe@expeénsés ( 2

T ' RR

| OthPegpertsés (i 2

Confirmed Payr(:nlldatev Employ&; Comments " Duration Invoice sum 2% or row % of invaics Total 37|
= Remainder
3 = Jaotamata 4 500,00 | 100,00%
Om 0,00 0,00% | 4 500,00 | 100,00%
m | | [ om] 0,00] 0,00% | 4 500,00 100,00% |

GG OK RANBOU
the activities wichactivity type(see alsmn page 4}is set agxpense

I RR SELISyasSa

Y ydz f €@

N

c

2F GKS

1 / t A OAdd @mployées 2 LIS y-é@p mienu ith bptionsiworked on this invoideand
¢Customer Manager Y

€ Addemployees - * = L2

J Add row -

[=] Remaind

Canfirme;

|

e worked on this imwoice
&3 Customer manager

¥

nments

lamata

1 To delee a row,mark rows and pres,x button

M Click & button to print the table

M1 Click 1) button to save the table to Excel
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The structure of the table

The rows of the table
At first there is one row header in the tabdgRemandere Y
L Invoice . B i @M

File Edit Inwvoicesettings Help
Hsave [ S (& FY 5 Sende-mail- | ¥ E3 @]~ @

| Invoice | Speciﬁtatio/l Payments | Commen‘isl Fayrall |

] Add row-jﬁ.ddemployesv X G &

:  Confirm Payroll daté Employes Comments ~ Duration Invoice sum % of row % of invoice Tatal 3|
E|| Remainderl
l:l Remainder 10 500,00 100,00%
& om 0.00 0,00% | 10 500,00| 100,00%

| | | [ om] 0,00| | 0.00%] 10 500,00] 100,00% |

You can add two moreéExpenses | Y Ray@INJIY &
L3 Invoice s B A :Eg

File Edit Invoicesettings Help
Hsave [ & (& By misendemail- | % B3 |+ @

| Invoice | SpeciﬁcatiunYPayments | Commentsl Payroll |

] Add row = gfdemployea- X & &l
: Confirmed Ay Il date Employes T Comments Duration Invoice sum % of row % of invoice Total i
EI Expenses I /
V4 Profit
m ¥ om 0,00 0,00% 0,00 0,00%
aPaymlls I
= Heidi Hansar
3 =) Om 0,00 0,00% 000 0.00%
[= Remainder
D Remainder 10 500,00 100.00%
=] Om 0,00 0,00% | 10 500,00 ( 100,00%
[
| | | | om| 0,00| | 0.00%] 10500,00 100,00% |

The sum of the imvice will be divided on the basbféExpenses | Bairollst

oRemander shows always the sum, whichlédt (undivided) from the total sum of the invoice
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The columns of the table

There are ten columns in the table: confirmed, payroll date, employe, comments, duration, invoice
sum, % of row, % of invoice, total, %.
r == —aa |

L2 Invoice

File Edit Invoicesettings Help

Hsave [ S (4 FY nisendemail~ | § B3 @[~ @

| Invoice | specification I Payments | Comments | Payroll |

] Add row » £l Addemployees ~ xS | /
Confirmed F'aj..'ru:ulldatev Employes T Comments Duratiof Invoice sum 3% of row % of invoicé Total 4
[=| Expenses
[l Profit
Om 0,00 0,00% 0,00 0,00%

Typeor add the data of values in columns.

Please note!
TKSNE | NB &S L% dldové S | $B indpicéF 2 NJ &
Mark thedpayroll dat€ manually if it is different from the invoice date.

Payroll settings
To save payroll settings go to Tools > Payroll.

Prices
You can add prices according to activity type, customer, case, employee, em@ogkerithe
combination of them You can also use different currencies.

Price on activity timing

While entering datal.awTimeoffers mostaccurateprice according toliscase. For example, if there
is no price to a castawTimeoffers you a pricesetto acustomer. You can also choose an implied
price (e.g. even if there is a price set to a customer, you can choose a prise set to bureau).

You can also enter the price maally,A ®S® A G Qa y 2 { the prigegRomidatathdse. 1 2 OK2 2 &

Adding new price

To add new price, do one of the following:
1. Suldivisond t NAr &imemaing Ay R2g® / f A dpta.abSgé G2 | RR
2. Add/open pricedata, by a click o1+ -button indata entrywindow.
3. Clickon CustomerCase, Employdel G 6 Ay R2 gpriceslz@RA A aA2y ¢€

Window for adding a new price
You can add the following:

i total value
1 currency
1 parametersof price(used for customers, cases, employees, employee [pvels
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Make your selections arttie ENamet-field will beautomatically filled by.awTime

If necessary, enter thlamemanually.

To see the price in all optionsiatching to these parameter, St SOG &1 f £ ¢ @
Combine price parameters. For example, you can ndifkerent prices, if:

0KS OdzaG2YSNI Aa a¢KS
0KS Odzai2YSNI A& a¢KS
employee leveis lawyer

T Fff LI NI¥YSQ(S N bhshfatesolabilly §pes)l & a

YABSNEAGE 2F ¢F NldzE X (¢
Yy ANigd § NEON OANBNE ¢ | NI dzE = S

= =4 =4

While entering datal.awTimeoffers a price closest to selected parameters.
,2dz Oy RSEtSGS LINROS 2yfeée AFyidKONURdSmoighe 62 N &l ¢

price from selections.

% 701G partner Q@@

File Edit Help

lmlsaveandclose (g8 X Delete | % =3 4] & ~ o | a4 @

General |

Name: iiblé‘pé;tner Customer: :\;‘an 20|g OU 7v—§ o
Activity type: rfnanaging \; Case: >(all) v
Currency: EEK W" v Employee level: ;éa&ner v
Price: '600,0000 | Employee: :(,‘% D |
Active 7 :

Sommeney) N

Subdivision of prices on customer and other windows

You can see overviews of currently active pricesistomer casesemployeeemployee leveind
activity typewindows.

Pricesn the tableare sorted in ascending ordéom specific to general

General pices are displayenh grey colour For example, you sdmase ratesandemployee level
prices ingrey colouy austomer and case specific prices are displayed in black.

¢t2 aSS 2yteé& OdzZNNBy i f & cheobixpiugtisk tddddalDSa s> GA O] GKS €1

/| K22aS €1 OGA QA G2 atibreabditdat fiks yda willlsgé Activiyyfype2shitin Tools >
Options > Program sigs > defali activity type).
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Van Zoig 0U
File Edit Help
ﬂSave and close @_XDelete | # 53 lﬁv]vﬁ% ©)

' General | Details | Cases l Prices iInvoices | Documents |

Activity type: |IT ..

“New.. [FOpen FPrint.. []only active

’Qﬁagt&mh.ﬂmheaderhere to group by that column.

R N S

5 Aktiivhé“r\'lame Price Currency Comments
» partner 550,00 |EEK
assistant | 400,00 |EEK

Prices in LawTime main window
Pricesn LawTimemain window display the table all prices.

We recommend you to use customer, case etc window to view the specific price you're interested
in.

To get the best overview of the table, use one of the following:

1 Sort, group, fiter (see alsamn page 19

File Edit View Tools Help
€ New~ | § 3| % 43 4| 2 Refiesh | TartuOlkool P | e
Prices Prices
A Fields.. =
Employee
Quick selections
Base rates [v] i Heidi Hansar
Selections s [¥] |ZoigHH 450,00/ EEK | Tunnitasu alusel | 00 Van Zoig Heidi Hansar
Act. type @] 3 [V] |Assistant 1500,00| EEK | managing 00 Van Zoig
v| | Nikon partner HH phone 600,00 EEK | phonecall Nikon Partner Heidi Hansar
Customer | (all) v
C A
o O |
Empllevel |(all] ..
Employee ﬁﬁ] Vil
[¥] Active
[] Only applied strictly to selection
@ Activities
8| Customers
a Cases
\_‘;3 Invoices
S52Payol
I\"ﬁ]Pvices
e B -
8 HeidiHansar  ¥an Zoig 00 NUM | INS

1 Selection panel orthe left-side of the main window. See albelow.
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Price settings

Selections ithe left-side panel of the main window:

View - make a personal view using parameters you need

Quickselectiongo return to base rates

Fitersto define prices: activity type, currency, customer, case, employee level, employee
Active price

¢ A O Activéé éhectbox ([¥]) to view only currently active prices.

= =4 =4 =4

Ly G A OActivé ehéctoax (L) to view onlycurrently inactive prices.
al NJ AdtiteScheglbox greyto view all prices.

View
% Fields..
Quick selections

Base rates
Selections
Act type | (al]) v ..
Currency éEK v|.
Cusomer (@) v,
Case [all]— T -
Empllevel | (all v‘..
Employee [al]ivﬁ\

Active
Dnly applied strictly to selection

Display

1 €Only applied strictly to selectiocheckboxhelps you to specifylfer selections:

1) (] Only applied stictly to selection 4, ey pricesof specific customer/case/etc and also

general prices

2) L) Only applied stiictly to selection 4 \jew pricesonly of specific customer/case etc
1 éDisplag a Kk gable according to selections
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Administration

[© LawTime

File Edit View Tools Help
_8 New ~ | ,d}| %52
Administration

Tables
& Employees

& Employee levels
s Divisions

gxi Activity types
€} Currencies

View
“# Fields..

Employees

Adding a new employee and viewing data
Toadd/open employealata, do one of the following:

1. LawTimeYt Ay @AY R2 63 & dzo RAZABWNIIgE &I/ MO A &0bNEHo(E
add new employeeClick on employee name to open data.

2. To add/operemployee datg click on'** -button in any place.awTimeoffers a
OK 2 leopboyed

Employee data
 General
General d&a of employee, user name, employee level etc.
¢AO1 Ay ¢! 0GA0S¢ OKSOl102E aK2pga SyLizesSS Ay :
& Heidi Hansar Q@@
File Edit Help

| Save and close @] PR E T N [N S N7

General \Details | Privileges | Prices |

First name: iHeidi ‘
Last name: J[Hansar l
Short name: iHH l
User name: IIndrekKaru\,Heidi Hansar v :

Employee level: }a_ssi;tant 7 ‘ o
Division: I e

Active {will be displayed in selections)
Comments:

| |

By defallt, table shows only activeempl§ySa ® ¢2 aSS | ff SYLiz2eSSazx
and then tickhe OK S O1 6 2E &! ff £
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9 Privileges

Specifirivileges of employee.

Privileges set oemployeewindow are superior t@mployee levegbrivileges
9 Prices

List of prices attached to employee.

See also

1 Employee levelen page 39
9 User privilegesn page 41
9 Priceson page 32

Employee levels

Adding a new employee level and viewing data
Employee level represents a group or role of employees (e.g. attorney at law, accountant).

To open employee level data, do one of the following:
1. LawTimeYt Ay GAYR263 adz20 RABGAXRY2ESRYAFHET AE &
GbSge G2 IRR ySg SYLX28SS tS@gStao /fAO0] 2V
2. To add/open employee level data , click '**1-button in any placdawTimeoffers a
OK 2 lerfoyea I@St ¢ ®

Employee level data
1 General
Name, short name, comments.

=% Partner @@@

File Edit Help
Alsave andclose Y| % =3 4] & » ¥ < | wA @

General | privileges | Prices |

Mame: Partner \

Short name: i“partner i

Comments:

9 Privileges
Employee levariented privileges.
These are defalti privilegesfor entire group of this employee level.
Define sgcific privileges iemployee window.
1 Prices
List of pricesmttached to employee levels.
See also
1 Employee®n page 39
9 Priceson page 32
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1 See ser privilegebelow
Privileges

Privileges on two levels
Privileges are eithasllowedor denied employeecannot enter or change privileges.

User privileges are set on two levels:

1 Employee levairiented privileges. Aese are defalt privilegesfor entire group of this
employee level.
E.g. employee lev@lartnerisallas SR (12 OASg | ga&tiviBeRA G 2 0 KSNJ dza SN

(= Activities
Yiew other user's activities
Edit other user's activities

1 Specific privileges of employee.
E.g. employee lev@lartnerhA & | f f 26 SR (2 OASSe yR SRAG 20§KSN
untick the checkbox (in privilege window) and this particular Partner does not have this
privilege anymore.

[=- Activities

Yiew other user's activities
[] Edit other user's activities
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Variou s privileges
List of all user privileges.

(=) Activities
Yiew other user's activities
Edit other user's activities
=) Customers
Add
Edit
Cases
Edit
(= Invoices
View
[ Edit
[] confirm
[] remove confirmation

|

[=)- Prices
[ view
[ Edit
=) Payroll
Yiew personal payrolls
[] view other people's payralls
- [] Edit payrolls
=) Analysis
[ view
(= Administration
[ view
[] edit employees
[] Edit employee privileges
[] Edit usernames
[] Edit employee levels
[] edit employee level privileges
[] Edit divisions
Edit activity types
[] Edit currencies
[] Edit company-wide settings

Colours of privileges
LawTimeuses differentolours for different privilegéevelsto simplifyadministrationand givethe
best overview.

1 Privileges, allowed on currently openit (employee level or particular employee), are
displayed in regular font style

Edit other user's activities
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1 Privileges, allowed tparticularemployee levehlre displayed in I These are
inherited privileges.

i
1 Privileges, changed after last saving, are display&dlihblack.
[] view other user's activities

9 Privileges, changed from inherited to different and then back to inheraeel displayed in
bold grey colour.

See also

1 Employee®n page 39
1 Employee levelen page 40

Divisions
Divisions subdivisions, used to differentiate customers, cases, employees and invoices.

Titleé RA @A a A 2y ¢ el depadtieénty aied,ltearh, Subjéct field etc).

¢2 | O0A I (i STodsR D@idna A Bvisians > t@keckboxYou can also changlee title
here.

Settings

i My settings i Program settings Table printing 7 Invoice settings
| Invoicetexts | Invoice printing | Divisions | Comment templates | Payroll |
Use divisions

Title texts

Language: | English v
Singular: [Division - -
Plural: |Divisions

Short name: | Division

You can sedivisionsn custome, case etc selections afterta@ting it. Adddivisionsn LawTime
main window table by clickin 4 Fields..
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Adding new division and viewing data
To add/open division data, do one of the following:

1. LawTimemainwind@ X & dz0 RA OA aA 2 ¥aRA BNANARAND (ARYO]
add new division. Click on division name to open data.
2. To add/open division data , click ¢ -button in any placd.awTimeoffers a choice
GRAZA@BAZ2Y
.. Division Q@@
File Edit Help
|dlsave andclose (5| % 3 [ a4 @

]
General |

-
Division: |

Short name: i

Active

Comments:

Activity type

Adding new activity type and viewing data
Activity type is used to describdifferent jobs (wages, phonecall etc).

To add/open activity type data, do one of the following:

1. LawTimeYt Ay GAYR2 63> & dzo RALAIAORAYD AT &R YIAYLASEIEND ({/;
to add new activity type. Click on activity type namepen data.

2. To add/open activity type data, click ¢ -button in any placdawTimeoffers a
OK2A0S ale@iAgAaGe GeLis

Activity type data

&+ phonecall E]@

File Edit Help
Asave andclose 24| % =3 (]~ @
General | Accountiﬁg | Prices |
Name: ib-l.wonecal-l-' *”‘ Rounding on timing:
Short [pl'l?e?i\ Min. value: ﬁ]mitj
Measurement: (%) Time based Roundto:  |im = ﬂ
O omeric Rei  [alwaysdon v
Unit: |i By 2 Rounding on invoices:
Min, value: lem j
Round to: llm 75
Rusi  [Aaysdown v
Comments: 1
| |
1 General

Name short namemeasurement unit, commentsrounding on timing, rounding on invoices
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i Accounting

Type (service, expense, others), VAT, other parameters.

9 Prices
List of prices attached to activity type

Currencies

Adding new currency and viewing data

To add/open currencgata, do one of the following:

1. LawTimeYl Ay 6AYyR263

2d20 RASGQABNB Y ORTAY ® &M NK O]

add rew currency. Click on currenogme to open data.

2. To addopen currencydata , click or** -button in any place.awTimeoffers a choice

G OdzNIeSy OA S
Currency data

i General
Code, name, current rate, comments.

Name the bae currencyand fix the rate to 1.

‘=% New currency

File Edit Help
|dlsave andclose 24| % =3 [ »4 @

General |
L

Code:

Mame:

Base currency

Current rate: ’
Comments:

\
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Options

¢t2 2Ly aSadayda OftA0| éc¢22ftaé B £hLiA2yaédo

Yiew | Tools | Help

| Options..
Database settings..

' E—j Settings M ﬁ1

Table printing I Invoice settings | Invoice languages
Invoice printing I Divisions I Comment templates I Payroll
My settings | Program settings

User interface language

Language: [English v]

Timer functions

Use vertical tool window layout
‘When checked, timer buttons will be arranged vertically. Also, short
activity description and pause button will be displayed next to timer
buttons,

Auto hide tool window
Hides LawTime's tool window and open activity windows
automatically in 3 seconds when another application is used

Use small data entry window
|:| Open data entry window on timer start
Timer initially stopped

|:| Ask for confirmation on program exit when there are unsaved timers

When dosing small window move to taskbar notification area

Main window

On opening window go to: [Activities v]

Default view for activities [Table v]

[ OK ][ Cancel ]

Fields you see on Settings window come fremployee (level?privileges.
Regular useview inMy Settings

T My Settings:
1) User interface language
2) Timerfunctions
3) Main window display
9 Program settings:
1) SQL based user authentication
2) Allow password saving
3) Enable tasks
4) Allow price on actity timing
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5) Defadt currency
6) Defadt activity type
7) Error reportingg program error condition is created to test erngporting. WARNING:
R2 y2i0 Of A O oné&rrof vandBy beciNiBeaWTImavEl then be closed and
unsaved changes will be lost
9 Table printing ¢ margins (mm), styles (editable
9 Invoice settings:
1) Invoice numbers(can be editedtake automatically from number serigs
Choose if the invoice number must be filled on printing, saving or confirming.
2) Invoice calculationg duration format defaut VAt % total rounding
f Commenttemplates-Sy i SNJ G KS GSYLIX I GS G(SEG& RAaLIX &SR
field. Choose the language of texts
1 Payroll ¢ defadt texts on new payroll rows
i Divisions:
1) Tick the checkbox to use divisions
2) Title textsq languagesingular plural, short name
9 Invoice texts ¢ defaut text rows for new invoices
9 Invoice printing:
1) Language defdu
2) Layouts
3) Letterheads(header logo and footer texjs

Database settings
/| tAO1 é¢22ftaé B £€5FGlrolrasS aSdiaay3aasgd G2 2Ly (GKS

[© Database settings @

| Database

et [HEIDIHANSAR

Database: |¥anZoig

Authentication
(® Windows integrated

(O 5QL server {user will be promted for password)

Cancel

1 Enter the name o server and database
1 Authentication¢ windows integrated or SQL server (user will be promted for password)
f ' FGSNI SYGSNAy3I e2dzNJ aSdidAay3aas GSaid GKS O02yy S«
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