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Understanding the "Big Picture"

As you prepare to impleme nt Prevail in your practice, it is critical to remember several key
points.

A Proper imp lementation of Prevail requires planning. It's extremely import ant to chart

your course before you setsail using Prevail. Your Prevail trainer can provide helpful
guidance onthingsthat you'll needto determine from the get-go, such asthe naming
convention you'll usefor your merge document templatesand how to map out your

work flow using the ProcessBuilder, among many others.

Trying to fit Prevail into your old way of thinking is doing yourself a disservice!

You need a staff member who will "drive the ship”. Theimpleme ntation and ongoing use of
Prevail is a group effort that requir esyour whole staff to be on board.

Prevail is based on the centrali zation of data and complete accountability for everyone and
everything. It is designed so that, when used properly, nothing will fall through the cracks.
All staff members must use Prevail in a consistent manner. Accurate reports

generated through Prevail rely on this consistency.

> P D>

Basic Terminology

Below are definitio ns of several terms used throughout Prevail and in this manual.

Term Definition

M atter A matter in Prevail is a case.Justlike a hard copy or electronicfile on your
computer, you'll enter all of your notes,appointments, tasks, documentation,
etc.,in your client's matter.

If it's an active casethat you've already signed up, it's considered an open
matter. If it's a caseyou've already handled and completed, it's a dosedmatter.
In Prevail, we clearly identify the closed matters sothat you don't confuse
them with open matters.

Prospect A prospectisa matter, but refers specifically to a potential client that you are
not offici ally representing. Like matters, prospects can be open or closed (i.e.,
active or inactive), and you can easily convert them to matters in Prevail when
the potential client signs up for your services.







Basic Terminology (continued)

Term Definition

Contact You enter your clients and all related parties (e.g., medical providers, opposing
parties, judges) in Prevail as contacts. Your Contactsin Prevail is a central
repository for all persons,companies,and entitiesinvolved with your cases.

User A userin Prevail is an employee of your firm. Each user has a unique login so
that Prevail can track their activity in the program. Warnings, reminders,
system messages,appoi ntments, etc.,are all directed to specific users, soit's
import ant that each user log in to Prevail using his or her own unique user
name. Prevail is licensedby concurrent user. Therefore, you may create as
many usersin Prevail as you wish. The number of licensesyou own determi nes
how many of thoseuserscan be logged in at the same time.

Task Tasksare "to do" items. You usethem in Prevail to assign actions or duties to
users.Tasks are usually associated with a matter, but you may also have tasks
that aren't associated with a specific case.After the user has completed the "to
do" item, he or she can mark the task as complete in Prevail.

Appoi ntment | An appointmentin Prevail is exactly what the name implies; it is an event
wherea user (or users)is supposedto be at a particul ar place at a particu lar
time for a particul ar duration of time. Hearings, depositions,and meetings are
all examples of appointments. The differe ncebetween a task and an
appointment is that atask has a due date, but no particular start or end time.

Tabs Whenyou are worki ngin a specificmatter in Prevail, you'll notice arow of
tabs at the bottom of your screen. Thesetabs correspond with specific aspects
of the matter, as described below.

Tab Description

Ledger You will record all time, cost, and fee entries on the
Ledger tab.

Trust Ledger You will track deposits into, and payments from,

your trust account(s) on the Trust Ledger tab.

Damages You will record medical expenses, property
damage, lost wages, and other damages incurred by
your client on the Damages tab.




Basic Terminology (continued)

Term Definition

Tabs Whenyou are worki ngin a specificmatter in Prevail, you'll notice a row of
tabs at the bottom of your screen. Thesetabs correspond with specific aspects
of the matter, as described below.

Tab

Description

Photo

All photos related to the matter (e.g., photos of
injuries or property damage) display on the Photo
tab. Any photo attached to the History tab will also
automatically display on the Photo tab.

Medical

You will track all details EUUOEDEUI EwbbU
Medical Treatment including provider name,

treatment dates, as well as dates of records

requested and received.

Evidence

Similar to the Medical tab, the Evidencetab

displ ays alist of other types of records (e.g., police,
military, school) that you have requested and
received regardi ng a matter.

Employment

Track the details of your client's employme nt
history on the Employme nt tab.

Disabilities

Record the severity, treatment, dur ation, and other
details of your client's ailme nts on the Disabiliti es
tab.

Strategy

The Strategy tab is a Smple areato record notes
regardi ng your overall theory of a caseand your
general "plan of attack".

Negotiations

Record liens, demands made, and offers received on
the Negotiations tab.

Process/Claims

You will useyour firm-defined workflows and
checklists on the Process/Chims tab.

Events

The Events tab lists all appointments (past, future,
cancelled, and rescheduled) associated with the
matter, as well as all pending (i.e., not completed)
tasks associated with the matter.




Basic Terminology (continued)

Term Definition

Tabs
Tab Description
Portal The Portal tab lists messages andiles exchanged
between your firm and the client via the Prevalil
Client Portal.

Adding Your Firm to Contacts

Contacts in Prevail are the backbone of the Prevail system. Plaintiffs, claimants,

defendants, medical providers, insurance companies, government agencies,opposing counsel,

referral sources,and any other parties you can think of all reside in your Prevail Contacts. Each
unique party hasonly one entry in your Contacts. Then, you can attach each of these parties to
as many mattersasyou like, in whateverrole the situation requires.

In later chapters,a O Ulgath®ow to add parties to Contacts and attach them to the matters, but
your first task is setting up your own | B U Copthkts entry.

inform ation for your merge documents from your fiu O Léhtacts entry.

*Note: If your firm has more than one office, repeat the followi ng stepsfor eah office. Follow
thesestepsto add your office to your Contacts.

Step Task

1 Click into the Search Bar at the top lefthand corner of the Prevail toolbar.

2 Type the word sampleand press Enter on your keyboard.

3 Double-click on the sample Branch Office contact to open that entry.

4 Enter the name of your firm in the Office/Comp any/Firm field.




Adding Your Firm to Contacts (continued)

Step Task

5 Enter your firm's maili ng addressin the Mailing Address section. Note that entering
your zip code will automatically popul ate the city and state fields.

If your firm 'smailing and physical addressesare the same, then checkthe "Physical
Same as Mailing" box. Otherwise, uncheckthat box, and enter your firm's physical
addressin the Physical Address fields.

6 In the Communications section on the right side of the wind ow, click 'Add' to add your
firm's phone number, fax number, web address, etc. For each of thesetypes of phone
numbers/addresses,select the appr opri ate type from the Type drop-down list, and enter
the phone number, email address, or web address. Check the "Primary" box for your
primary telephone number and email address. After making each entry, click 'Save'.

7 Clicks 2EYI z 6

Adding Other Branch Locations of Your Firm to Contacts

Alt hough your firm (like any other party) should only have one entry in your Contacts, you will
needto set up an individual entry for each branch office (physical location) of your firm.

If your firm hasonly onelocation, you may skip this procedure!

Follow thesestepsto set up individu al Contacts entries for each of your | D U l@danth offices.

Step Task

1 Enter your firm's name in the search field in the upper-left corner of Prevail, and press
Enter (or click the binoculars button to the rig ht of the search field).

2 If you are not already on it, go to the Contact Search tab at the bottom of the next
window.

3 Double-click on your existing Branch Office entry to openit.

4 Click the'Clone'button at the top of the window.

5 Deletetheword ?Z " + . - $ftogh the firm namein the Office/Company/Firm field,
and give this branch office a uniquename (differe nt from the name you gave your
other branch office). For example, you mig ht designate this office as ?Downtown
Office».




Adding Other Branch Locations of Your Firm to Contacts
(continued)

6 Repeat steps5-7 from the Adding Your Firm to Contactgrocedure on page3to
finish setting up the Contacts entry for this branch office.

Security/Group Setup

Secuity Groups are what Prevail usesto determinewho wit hin your firm has accessto which
matters. Each matter must have a security group assignedto it. Each user may have a different
role and level of accesswit hin each security group. Furthermore, you can allow for exceptions
to the security group for a particul ar matter.

If & O U atld bmall firm where everybody works on every caseand nobody needsto be kept

from viewi ng any matters, then youdl only have one security group (the Default Group, which
already existsin the system) and every user will belong to that group. Each userwill belong to

that group in some capacity (e.g.employee type: attor ney, secretary, paralegal, etc.). If thaU zhd w0
case, you can simply add every employee to the default security group and & O U gdné.

+ 1 Uhgsline, however, that your practiceis a little bigger and you have differe nt teams wit hin
the firm, and thoseteams work on differe nt cases. You may or may not want all (or any)
members of one team to be able to accessanother teaO 7z ¢dses. You may have some members of
your staff (like the administrator or bookkeeper) who might work on MULTI PLE teams and
needaccessto thosecases. Prevail accommodatesthis by allowi ng you to have multiple groups,
and allowi ng indivi dual usersto belong to more than one group. Furthermore, each user can
have differe nt security settings wit hin each group.



Security/Group Setup (continued)

Follow thesestepsto create a Secuiity Group.

Step Task

1 In Prevail, click Admi nistration > Security/Group Setup.A window simil ar to this one
will display:
- T o ad
P2 Groups © Add | @ Delete a Group Settings = |
55D Group Group Name
gg GI’C)LIp Users U I & Detach From Group J
Drag a column header here to group by that column
login Mame type
AN pEAN . /Atomey/CoseManager|

DMAY  May, David Attorney/Case Manager

2 Click the'Add' button on the left to create a new group . Give the group and
ExxUOxUPEUI wOEOI OWUUET WEUW?22#w&UOUx2 wod

3 To attach a user to that group, click the 'Att ach To Group' button. This wi ndow will
displ ay'

Group User Canoe\
User Ad\on
The User field cannot be blank and the
Security Type field cannct be blank.

4 Selectthe user you want to add using the User drop-down menu, and then choosethe
role that user will play in this group under the Action drop-down menu. Then, click
'Save'.

*Note: If there aren't any usersto sdect,remember that you have to setup the user,
under Adm inistration > Employee Setup, before his or her name will appear in the
drop -down list.

At the bottom left hand corner of the Security/G roup Setup wi ndow, thereis also a Security tab.
On this tab, you can add, edit, or delete employee types. For each employee type listed on the
left side of the window, selectthe desired security settings on the rig ht side of the window.
Thesesettings control accessto certain tabs and functionswit hin Prevail.



Security/Group Setup (continued)

Also notice that each employee type can be configured to appear in the matter screen drop-
down lists for Lead Attor ney and Hearing Attor ney by checking the Attor ney box. Similarly,
checking the Case Manager box will cause employees of this type to appear in the matter screen
drop -down list for CaseManager. Checkthe Statute Warning box for any employee types that
you want to receive Statute Warning notific ations.

ccurity/Group Seiup =%
Typss | A }4] Security Seftings
Employee Type
Attomey/Case Manager Aftorney || Attomey [ Case Manager ] Strtute Yaming
Contractar Prevail Security Information
File Clerk. Medical Security Decument Merge Security Frocess Security
Management Add, Delete, Edit and View o Add, Delete, Edit and View | |Add, Delete, Edit and View [~
Frogrammer Ledger Security Trust Ledger Security

Sales
Technical Support

Add, Delete, Edit and View o Add, Delete, Edit and View [~ ]

Training

Groups | Security

@ *NOTE: Anyone designated as any type wherethe Statute Warning box is checked,in
any group, will automatically get popup reminders and statute warnings. Also, each userwho
is allowed to receive statute warningsmay changetheir settings on the Home screen.

For exampl g, let's say you have an employee type for "Network Admi nistrator,” and checkthe
Statute Warning box for that type in the Security setup. Then, you attach user MARY in therole
of Network Admi nistrator to the Default group. Thereafter, for any mattersthat are assigned to
the Default Group, MA RY will receive statute warningsvia pop-ups and/or the Statute Warning
List on the Home tab, even though she may not be responsible for meeting thosedeadli nes
(since,more than likely, it would be the attorney or casemanager, not the network

admi nistrator, who is the responsible party). Howe ver, MA RY can click the Optio ns button
above the Statute Warning List, and selectwhich users'statute warnings she wants to seein the
list.

Under the Prevail Security Informatiorsection, you can select the access level for each employee
type for the Medical, Claims/Process, Ledger, and Trust Ledger tabs, and the document merge
function. The choices include:
1 No Accesst the tab or function would not display at all for the employee type
1 View Only { the tab would display for the employee type, but the user would not be
able to add, delete, or modify the data on that tab in any way
1 Add, Edit, Delete, and View ¢ the employ ee type would have full access to the tab or
function



Setting Up User Accounts

*Note: Only userswith "Add, Delete, Edit and View" accessto the Employee Security section of
Prevail may setup new user accounts.

Employee Setup:

& Employees

JUSTIN

NADIA
ROBIN
SAMPLE
SEAN

EEE R

Active !Login |

a] Contact

[ Reset Password | l ™ Handle Photoilﬂ /

i
Personal Information

a:‘ Contact 2:) Security“@ Sync” \\1 Notes’

Login Date Hired Date Released
9/5/2005 [~ | Memployee is active
|Salutation First Name Middle Name Last Name Suffix
a Justin H. Weaver al a
|Initials Nickname Social Security Date of Birth )
JHW Justin = a
Branch Office
Professional Title Bar Number Rate
Attorney at Law 259614 $300.00
B Mailing | | Communications R | @ | © Delete |
M Physical Same as Mailing @ Home (321) 123-4567
16310 Maple Glen| Court @J Cell  (321) 519-6325
@ Email JHWeaver@prevail net =]
http://www.abclaw.net E
City State _ Zip Code Country
Altamonte Springs a FL a 32714 United Statesa

Follow thesestepsto set up a Prevail user account.

Step Task

1 Click Ad ministration >Employee Setup.

2 Click 'Add' on theleft side of thewindow.

3 Enter a login name for the employ ee, which will appear in all caps.







Setting Up User Accounts (continued)

Step Task

4 Complete the followi ng fields:

Date Hired

Salut ation

First name

Middle name

Last name

Suffix

Initi als

Branch Offi ce

Professional Title, Bar Number, and Rate (if applic able)

Mailing Addressepl Ox O0al 1l zUwxl UUOOEOQWOEDPODOT wE

*Note: By default, the "Physical Same as Maili ng" box is checked. If the employee's

maili ng address differs from his or her physical address, uncheckthis box, and

enter the maili ng address in the fields that will displ ay.

A Phone Number(s) and Email Addre ss(es).Under the Communicationssection in
the lower right, click the + button, and choosethe type of phone number, email
address, or website to enter. Then, enter the information, and checkthe
"International" and "Prim ary" (if it is the prim ary phone number, email address, or
website for the employ ee) boxesas necessry.

*Note: You may chooseto complete the remaining fields in this window (e.g.,

Nick name, Social Security Number, Date of Birth), but many of our clients choosenot

to include this personal inform ation.

o o Do Do Do Do Do Do Do I
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Setting Up User Accounts (continued)

Step Task

5 Click on the Security tab at the bottom of thewindow. On this tab, you will choose
what type of accessjf any, the employee hasto thesespecific areas of Prevail:

Control Panel Secuity

Databank Security

Document Setup Searity

Employee Secuity

Firm Log Secuity

ProcessBuilder Security

Query Manager Setup

Questionnaire Security

Questionnaire Setup Security

Report Security

Report Designer Setup

Contact Seup Security

Trust Account Security

Contact Consolid ate Security

Dashboard Security

*Note: Whenyou setup your seaurity groups, under Admi nistration > Security/G roup
Setup, you will selectthe accesssetti ngs for several other areas of Prevail. In that area,
instead of selecting accessby indivi dual employee, you will selectaccessby employee
type (e.g.,Attor ney, Paralegal, Receptionist).

o o Do Do Do Do Do Do o Po Do Do Pe Dx D>

6 Also on the Security tab, you will need to attach the employ ee to the appropri ate
group(s), and choosetheir level of accessin that group. (For more inform ation about
security groups, seeSecuity/GroupSetupon page 5.) In Prevail, whenyou create a new
matter or prospect, it is automatically assigned to the "Default" security group if you
do not set up any other groups. However, if you have multiple groups, you will need
to select the desired group. This group seaurity controls which employeescan access
thefile, and what level of access(i.e., what information in that matter) they will have.

11



Setting Up User Accounts (continued)

Step Task

7 *Note: If you use an Exchange server, you will set up the sync on the Sync tab.If you
do not use an Exchange server, your userscan still usethe Outlook Sync, but will
configure it under the File > User Settings menu. For more inform ation, see User
Settingson page 15.

Click on the Synctab at the bottom of the wi ndow. Prevail's Outlook Sync allows
usersto synchronize appointments between their Prevail and Outlook calendars. This
is a live, two -way sync. Therefore, upd atesto either calendar are syncedto the other.
If you are not absolutely certain of the exact Exchange profile name for each user, do
not guess!Consult your network administrator or IT professional.

meeete ol
12 = @
& Employees (&) & @ Sync Settings ~4

Active  Login Outiook Sync information

“ SAMPLE Select Exchange from the Sync Type and enter the profile name for the user thats aggointments
will sync to the selected ucer Please make sure that the profile name is entered correctly,

20 saved, it canno changed without contacting Prevail
ns must also be properly setup from the Server Tools

e the information has be
t The Exchang
option in the Control Panel for the sync to work properly

3 N
& contact &4 Secunty Synci L | Notes
& b E

8 Click on the Notes tab at the bottom of the window. If desired, enter any
miscellaneousinform ation about the employee.

9 Click 'Save'.

12



Deleting User Accounts

Follow thesestepsto delete a useraccount.

Step Task

1 Click on Administration > Employee Setup.

2 Click on the employee'sname in thelist on the left side of the User Preferences
window.

3 Click on the 'Delete’ button on the left side of the User Preferenceswi ndow.

4 Click 'Delete'to confirm that you want to delete the employ ee.

5 Selecta Lead Attor ney, Hearing Attor ney, Case Manager to whom you want to assgn
the former employee's assigned matters; selecta user to whom you want to assign the
former employee'spending appoi ntments and pending tasks.

*Note: Even if the former employee was not assigned as the Lead Attorney, Hearing
Attorney, or Case Manager in any matters, you will still need to select another user to
whom his or her matters should be assigned.

6 Click 'Finish'.

13
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Each Prevail user has accessto a number of individual user settings which allow themto
custom tailor certain parts of Prevail to suit their preference. To accessyour user settings, go to

File > UserSettings. You'll seea screenlike the one below.

Settings
¢ i

Calendar Information

|»| Prompt for confirmation on exit
Alert Dock Side

Bottom Right

|| Spell Checker

|v| Receive Appointment Messages
Alert Duration
.| Stay open
|| Capitalize First Letter After Period

Grid Name Display
) Short

|_] Startup Dashboard
|»| Color Categories

J Appearance ©  Shortcuts

Contact ) Settings A) syne

Startup Calendar Default Calendars Start of Day End of Day Time Blocks
No Startup ] JESSICA ) 9:00:00 AM ) 5:00:00 PM &~ 15,4
News Appt Warning Days New Task Warning Days Appointment Reminder 2nd Appointment Reminder
2= 2 == 15 minutes | Mo reminder od
Time Zone
Pacific & || Use Daylight Savings Time | Highlight Events
Miscellaneous Information
Word Processor
Microsoft Word ~ | |¥] Popup Windows Stay On Top |_] Button Tips

I .‘Savel 'm

|»] Receive Task Messages

o |v|] Employee Search
|| Private Appointments

User Settings

This table explainsthe tabs at the bottom of the User Settings wi ndow.

Details

Contact
your Prevail admi nistrator.

Much of theinform ation on the Contact tab may have already beenentered by

15



User Settings (continued)

Tab

Settings
(Calendar
Information)

Details

Startup Calendart allows you to pick your preferred calendar view and have
it launch autom atically, with your default calendar setting, whenyou log in to
Prevail. If much of your responsibility revolves around setting and confirmi ng
appointments for other users, this option will probably be helpful sincethe
Home tab only shows your own upcoming appointments over the next 14
days.

Default Calendar¢ allows you to selectone or more U U | ddlendars as your
default view. Whenever you open the calendar, & O Use@Hh@ selectedusl U U
calendars, side by side, in your preferred view. If you selectedan option in
Startup Calendar, your Default Calendars will launch automatically when
you login.

Start of Day; End of Day; and Time Blocks ¢ these settings affecthow your
calendar Day View will look, aswell asthe default duration for a new
appointment. Also, if you schedule an appointment and checkthe All Day
box the start & end timeswill match your Start of Day and End of Day
settings.

New Appt Warning Days ¢ this setting allows you to receive new
appoi ntment warning notices more than one day in advanceof the
appro aching appointment if you wish.

New Task Warning Days ¢ this setting allows you to receive new task
warning noticesmore than one day in advance of the appro aching task if
you wish.

Appoint ment Reminder ¢ allows you to selecthow far in advance of an
upcoming appointment (from zero minutes to eight hours) you want to
receive a reminder.

16



User Settings (continued)

Tab

Settings
(Calendar
Information)
(continued)

Details

2nd Appointment Reminder¢ allows you to selecthow far in advanceof an
upcoming appointment (from zero minutesto eight hours) you want to
receive a secand reminder. The 2nd Appoi ntment Reminder should alw ays
be a smaller value than the Appoi ntment Reminder (e.g.,Appoi htment
Reminder = 1hour; 2@ Appoi ntment Reminder =15 minutes).

Time Zonet Ul O1 E0wUT 1 wUDPO!l wa OOl wOIl EQwUOT 1
display in.

Use Daylight Savings Tme + ET 1 EOwUT PUWEOR wbi wOT 1
should adjust for Daylight Savings Time

Word Processort this setting is selectedduri ng the install ation process.

Popup Windows Stay On Top ¢ checking this box will causeany popup
windows, message wi ndows (e.g.,task or appoi ntment reminders), task
completed messages,etc.,to remain open and on top of your main Prevalil
window till you closethem. This setting is most often used by people who
are frequently called away from their desk. That way they wongz rdiss any
messagesthat appeared while they were away.

Button Tips + When this setting is checked and you hover your mouse
over a button, a description of that button will appear.

Prompt for confirm ati on on exit ¢+ with this box checked, when you
attempt to exit Prevail, the systemwill prompt you with a confirm ation
message where you must click one of the followi ng: Exit Prevail, or Cancel.

Receive Appoint ment Messagest if this box is not checked,you will not
receive messagesadvising you when other users sthedule appoi ntments
for you.

Recaive Task Messagest if this box is not chedked, you will not receivetask
messagesadvisi ng you when other users schedule tasks for you, or
complete tasks a O U z@sgigned to them.

17



User Settings (continued)

Tab

Settings
(Miscellaneous
Information)

Details

Alert Dock Side ¢t allows you to dock your messages and reminders in your
preferred location.

Alert Durationt allows you to sethow long your alerts will remain on the
screenat your selecteddock location.

Grid Name Display t EOOOPUwa OUwUOwUIT O ECwT Ob uw
EPUxOEawbOwl UPEUwpl 61 80wl ObpwUT 1T w? U
in History). Your choices are Login (ex: MSMITH), First Last (ex: Mary

Employee Search Window# this setting applies to messages, and the
calendar, tasks and appointments, as well as drop-down lists of user names
(e.g., Case Manager, Hearing Attorney, and Lead Attorney drop -down fields
on the Matter tab). It toggles between a dropdown checklist of employees, or
a separate employee listing window.

The display options are shown and explained below.

Attendees i T
DAVID é Select Employee(s) Zj@@@
{L] SAMPLE - [User, Sample P] e &
& ROBIN - [Ventura, Robin A] © Colietta, Nacia .| (©) Groves, Sean Michael
@ DAVID - [Webber, David A] O Vet fobn A | @ Weurm i

() Webber, David A.

The option on the left above is fairly self-explanatory, asit is uses
standard checkboxesthat you sdector deselectfor the usersto include
in the appointment.

18



User Settings (continued)

Tab

Settings
(Miscellaneous
Information)
(continued)

Details

For the option on theright on the previous page, on the left side of the
window, you will seeall employees (Prevail users)who have not been
selectedfor this appointment. On the right you will seeall employees
who HAVE beenselectedfor this appoi ntment. Double-clicking on any
name in either column will causeit to move to the other column. You
can also choose(using the buttons to the rig ht of the 'Save' button),
either ALL usersor NO users. Regardless of which mechanism you
useto getthere,once the column on therig ht reflects the user or users
on whose Calendar you want this appointment to appear, click the
'Save' button. That dialog box will close,and you can save the
appointment by clicking on the 'Save' button at the top of the

appoi ntment wi ndow.

Spell Checkert toggles the spell checker on and off.

Capitalize First Letter After Period ¢ When this box is checked, Prevail will
automatically capitalize the first letter of each sentence in note fields.

Startup Dashboard + When this box is checked, the dashboard tab launches
upon startup of Prevail.

Private Appointments ¢ When this box is checked, any unattached
appointments (i.e., appointments not attached to any contact, matter, or
prospect) will be marked as private by default.

Color Categories ¢ When this box is checked, History entries will display
the color assigned to them in the Databank.
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User Settings (continued)

Sync

Tab

Details

If you're using Microsoft's Exchange Serverfor your Outlook email, and it

has already beensetup in Prevail, your Sync Typewill already be setto
Exchange, and you will not be able to change the settings on this tab. If you
are not running Exchange, this tab is where you configure your local Outlook
syncto syncyour Prevail and Outlook calendars. If you're not sureif you're
running Exchange or not, DO NOT GUESSMWhen you seethe screenbelow,
pleasecontact your network administrator before saving thesesettings.

(1l waOUWEUT wOUDPOT wlOT 1 wOOEEOwWUaOEOQuWEI
drop-down menu, the computer name and user name will auto -populate.

"TTEOWOT | WEORWUOWR+EUBET w. U0OOO6OW?2 3
6DOEOPUW2UEUUUXS
— <

Outeck. Syon Infermation

m that the Computer hlome and e Llsar Noma ame comect. You will need 1o acser tha Windows Password for tha name that appeass
chongas the local Outlock Sync senvice shoukd ba insalled  Flente moke sure fat e informancn is ansensd comectly, becowe cacs
o changad wiihcut coatacting Frevail Techoical Suppoa

Sadact Lcaal from the Sync Type and «
the Uses tlame feld. VWhan you son
the information has been sawed, it con

Syne Type Email Probiky

z:i Ceonret 3 Semngs @ Syno; ) Email \:3' Appoorance | 12 Shotouts
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User Settings (continued)

Tab

Appearance

Details

The Appearancetab allows you to personalizeyour view of Prevail.
e o da

4 Appearance | /Resstfont | 7|

Style Information
Toolbar Style Highlight Color Font Name Size
[Consolidated o [ s009AFA00 W ® Tahoma o 10 2

Skin & Button Information

Select one or more skins and at least one button style from the lists below. If no skin is selected a default appearance will be used. If more than one skin
or button style are selected, a random selection will be used each time Prevail is launched.

7, Skins | igf" Buttons

= Q Black ™| ﬁ Coffee 3\ | Foggy
- ‘ Blue -] Darkroom -] ﬁ Glass Oceans

@ Caramel -] Q Dark Side @ ‘\a iMaginary

=]
o — >

-~ Contact Y Settings ﬁ Sync ¥ Appearance ©  Shortcuts

Toolbar Style -
Consolidated:

L4 alendar 7| Questionnaires | Document Merge [7| Client Package & Print Screen ew ¥
T : [3] calend Q D M [7] Client Package & Print S N

Standard:
| AT WME B2 RIN-fIo-2@B0 ¢

Highli ght Color - This is the highlight color for "required" fields, and past due
tasks/statute warnings.

Font Name and Size- Thesesettings apply to thetext and field namesin
Prevail. It's import ant to note that they are somewhat affected by your screen
size and resolution settings.

Skins & Buttons - Pick the onesyou like to customize the appearance of
Prevail. If more than one Skins and/or Button style is selected,a random
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User Settings (continued)

Tab

Shortcuts

Details

You can create a keyboard shortcut for just about every action you can take

in Prevalil.

&JCovm [y Somnas! () Sy 1] Email 357 Appocranca| 1,7 Shorts

Click the'Add' button, and you seethis screen.
Shorteot _

Assign Shertcut
Shorteut Action
] [¥]
The Shaortcut field cannat be blank and the
Action field cannct be blank.

Selectthe Shortcut key or key combination, and the Action you want it to
trigger, and click 'Save'. Onceyou save a shortcut, its related key and action
will be removed from their respective lists (sothat you won't accidentally
create two shortcuts for the same action, or have the same shortcut for two
differe nt actions).
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Designated Prevail userswith the appropriate security settingswill usethe Admi nistration
menu to accomplish a variety of taskswit hin Prevail, such as creating/modifyi ng merge
document templ ates, creating/modi fying Contact types, and modifyi ng user-definable lists.

Law Type/Case Type/ Contact Type Setup

Law Types

In Prevail, "law types" refer to the areas of practice in which a firm specializes,such as Socal
Security, personal injury, workers' compensation, bankruptcy, etc. A matter'slaw type
determinesthe fields that will display on the Matter tab for that particu lar case.

( Law Types Q@Add| @

Active Description

| W |Bankruptcy Creditor Side

Bankruptcy Debtor Side

Collections
Criminal Defense

Estate Planning

Family Law
Immigration

vt

Long Term Disability
Medicare Insurance
Miscellaneous

MORT

Personal Injury

Probate

Social Security

Veterans' Administration
WCOH

Workers' Compensation

EEENEEEEEEE EEEEEE

T LawTypes &3 Contact Types

3 Settings ave | = Cancel
Code Law Type
] Active
Title Mask
<#office> v. | Display Client
|_] Employment Tab |_] Disabilities Tab
[_] Medical Tab |v] Evidence Tab
] Strategy Tab ] Claims/Process Tab
|_] Negotiation Tab |_] Damages Tab
|w] Ledger Tab [] Trust Ledger Tab
] Photo Tab |v] Notes Tab
Incident Date/Onset Date Settlement Percent
Incident Date/Statute Date [~] L=
|w] Current Process Steps || Display Hearing Attorney
& case Types |©Add | © Delete |
Description Statute Date Statute Vears Statute Warning
Codorsigesonkeopeey | ®

23



Law Types (continued)

Follow thesestepsto modify the settingsfor a law type.

Step Task

1 Click on Administration > Law Type/CaseType/Contact Type Setup, and click on the
Law Typestab at the bottom.

2 |BydefautUx OOwDPOUUEOOEUDPOOOWUT 1 ws EUDPYI zwEOD
firm does not practice a particular law type, you may uncheck the box.

3 If you wou ld like for your client's contact inform ation to display on the lower-rig ht
side of the Matter tab, checkthe "Display Client" checkbox. Otherwise, leave this box
unchecked.

*Note: Whenyou chooseto displ ay the contactinform ation, it will require more
scrolling when reviewi ng inform ation on the M atter tab.

4 Check the "Current ProcessSteps" box if you would like a list of the current step for
all processesadded to the matter (on the Claims/Processtab) to display on theright
side of the Matter tab. Note that, as with step #3with the "Display Client"
information, if you chooseto have current processsteps listed on the Matter tab, it
will r equire more scrolling when reviewi ng inform ation on the Matter tab.
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Law Types(continued)

Step Task

5 In the Incident Date/Onset Date drop -down list, you may chooseone of the followi ng

combinations of fields to display on the Matter tab for this law type:

A Incident Date/Statute Date ¢ Use this setting for alaw type in which you want
Prevail to automatically calculate the Statute Date based on the casetype and
number of statute years selectedin Case Type Setup. Userswill not be able to
manually override the Statute Date. You would also usethis setting for law types
in which there is an incident date, but no statute date.

A Incident Date/Statute Date/Statute Override ¢ This setting works the same way the
Incident Date/Statute Date setting works, exceptusersare permitted to manually
override the Statute Date in specific matters, wh en necessary.

A Incident/L ast Compensation/Statute Datest This setting is designed for usein the

Workers' Compensation law type, in which the Statute Date changesperiodic ally

depending on the Last Compensation Date. Prevail will initially calculate the

Statute Date based on the Incident Date; thereafter, whenever the Last

Compensation Date is entered or changed, Prevail will automatically update the

Statute Date, based on the parameters established in CaseType Setup. Usersare

not permitt ed to manually override the Statute Date field.

None - Use this setting for law types that do not have incident or statute dates.

OnsetDate/Date Last Insured ¢ This setting is designed for usein Social Security

and any other law type in which you have an onset date and date last insured,

rather than a specificincident date.

> Do

6 Enter the percent of a settlement that your firm will receive, by default, for this law
type in the "Settlement Percent” field. You may changethis percentagein individu al
casesw here the settlem ent percentage may differ from the norm.

This default settlement percentageis used in the settlement calculator on the
Negotiationstab.

7 If you woul ld like to have a drop-down list on the Matter tab to choosea "Hearing
Attor ney" (in addition to being able to assign a "Lead Attor ney"), checkthe "Displ ay
Hearing Attor ney" checkbox. Otherwise, leave this box unchecked.

8 Click 'Save'.
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Case Types

Prevail all ows you to set up an unlimited number of casetypeswit hin a single law type. For
example, under the Personal Injury law type, you may have casetypes such as motor vehicle
accident, slip & fall, wrongful death, etc.

Follow thesestepsto create a hew casetype.

Step Task

1 Click on Administration > Law Type/CaseType/Contact Type Setup, and click on the
Law Typestab at the bottom.

2 In the lower -rig ht section of the wi ndow, click 'Add'.

3 Enter a name for the case type in the Description field.

4 A If this type of casehas a Statute of Limit ations (SOL) date (for example, two years
for a motor vehicle accident case),checkthe "Statute Date" box, and enter the
number of years after the incident date that the SOL date will occur. Then, enterthe
number of days prior to the SOL date that this type of caseshould appear in the
Statute Warning List on the Home tab.

A If this type of casewill not have a Satute of Limit ations date, uncheck the "Statute
Date" box.

A For Workers' Compensation casety pes,also enter the number of years after the
Last Compensation Date that the SOL date will occur. Prevail will initially
calculate the SOL date based on the incident date; later, each time you popul ate
the Last Compensation Date field on the Matter tab, Prevail will recalculate the
SOL date based on the number of years you enter in the "Compensation Years"
field in CaseType Setup.

5 Click 'Save'.
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Case Typegcontinued)
Follow thesestepsto delete a casetype.

Step Task

1 Click on Administration > Law Type/CaseType/Contact Type Setup, and click on the
Law Typestab at the bottom.

2 Click onceon the casetype you want to delete.

3 Click 'Delete’.

4 Confirm the deletion by clicking on 'Delete’ again.

Contact Types

Prevail all ows you to create an unlimited number of party types to usein your Contactsand to
attach to your matters.

[t TpeCus T Cracpasess
&% Contact Types

____ T
@add] @pelee | | & Settings —

active Description i || pescription Action

Bankruptcy Debtor Client
Beneficiary

Bl Insurance Company
Branch Office

BVA

BWC Office
Certification Program
Child

Collections Client
Contact

Court

Creditor

Criminal Defendant
DDS

Debtor

Debtor Attorney
Decedent

Defendant
Defendant Employer
Defense Firm
Dependent Children
Dept of State
Derivative Beneficiary
DRO

Emergency Room

Fronlover a

T Law Types | T Contact Types

IEDDDDDDEEE BB EEEEEEDD EEEEEERE B

AL 4 Active [ Display Personal Information

Applicant ] Client o |_] Opposition

Arresting Officer Valid Attach Types

Bankruptcy Creditor Client Bl Insurance Company;Insurance Company;PIP Insurance Company,UM/UIM Insurance Company [~]
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Contact Typegcontinued)

Follow thesestepsto create a new contact type.

Step Task

1 Click on Administration > Law Type/CaseType/Contact Type Setup, and click on the
Contact Types tab at the bottom.

2 Click 'Add" on thetop left side of the wi ndow.

3 Enter a name for the new contact type in the "Description” field.
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Contact Typegcontinued)

Step Task

4 In most cases, you will leave the "Actio n" drop-down menu blank. However, for

certain contact types, you may want the type to function like a Referral Source,

Employer, or Medical Provider in Prevail.

A ReferralSourcet 31T 1 w1l i1 UUEOwW2 OUUET w? EUDPOO~ w
specifically on where your business comes from. For example, if you have TV
commercials on several station®Q wa OU WE OUOE wUl UwUx wE wE O

EUUDPT OwOT 1T w1l il UUEOwW2OUUET w? EUDPOO?» wl
Channel 13, Channel 28), and attach thae to matters as appropriate. You would
UT1 OwETl wEEOT wOOwUT xOUUwOOwi OpwOEOa wEO
and break down that total by referrals from each TV station.

A Employer - When a contact is attached to a person as an Employer, that contact
will display both in the matter tree on the Matter tab, aswell ason the
Employment tab.

Also, when a contact is attached to a personas an Employ er, then that employer
will be listed on the Employment tab under "Employment from Other
Matters"in any other mattersyou have for that client.

If you want the new contact type that you are creating to operate in this manner
(i.e.,1) to belisted in the matter tree on the Matter tab and on the
Employment tab, and 2) to be autom atically listed on the Employmenttab
under "Employme nt from Other Matters"), then choose "Employer" from the
drop-down menu.

A Medical Provider - When a contact is attached to a personas Medical Provider, that
contact will display both in the matter tree on the Matter tab, aswell ason the
Medical tab.

Also, when a contact is attached to a personas a Medical Provider, then that
medical provider will be listed on the Medical tab under "Medical from Other
Matters"in any other mattersyou have for that client.

If you want the new contact type that you are creating to operate in this manner
(i.e.,1) to belisted in the matter tree on the Matter tab and on the Medical tab, and
2) to be automatically listed on the Medical tab under "Medical from Other
Matters"),then choose"Medical Provider" from the drop-down menu.

*Note: Someexamples of contact ty pesthat you might want to create and treat like
Medical Providers are hospitals and emergency medical services.
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Contact Typegcontinued)

Step Task

5 Leave the "Active" box checked, sothat the new contact ty pe will be avail able for use
in your matters.

6 If you wou ld like for personal inform ation (nickname, Social Secuity number, gender,
date of birt h, age, deceased status) to appear for this contact type on the Matter tab
(whenyou click on that party in the matter tree), checkthe "Displ ay Personal

Inform ation" checkbox. Otherwise, leave this box unchecked.

7 If this contact type is a client, checkthe "Client" checkbox,and choosethe law type in
w hich this contact type would bethe client. Otherwise, leave this box unchecked.
For exampl g, if you represent plaintiffs in Personal Injury matters,thenyou would
checkthe"Client" box, and choosethe Personal Injury law type for the PI Plaintiff
contacttype.

8 If this contact type is your opposition, checkthe "Oppositio n" checkbox, and choose
thelaw type in which this contact ty pe would be the opposition. Otherwise,leave this
box unchecked.

For exampl e, if you represent plaintiffs in Persanal Injury matters,then you would
checkthe "Oppositio n" box, and choosethe Personal Injury law type for the Pl
Defendant contact type.

*Note: If you sometimesrepresent a contact type as the plaintiff, and other casesasthe
defendant, check both the "Client" and "Opposition" boxes.

9 Selectthe "Valid Att ach Types" for this contact type. This is whereyou selectw hich
other Contact types this one can be attached to on the matter tree. For example,
supposeyou wanted to create a Contact type called "Co-Defendant," and you wanted
to force it to alw ays be attached to the Defendant. Then, for the Co-Defendant contact
type, you would selectDefendant from the Valid Attach Types list. You can select more
than one type from the Valid Att ach Types list. For example, Insurance Company, by
default, can be attached to the followi ng types: ROOT (the matter itself), Defendant,
Defendant Employer, and PI Plaintiff.

10 Click 'Save'.
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Contact Typegcontinued)
Follow thesestepsto delete any unnecessry contact types.

*Note: Oncea Contacts type has been attached to a matter, the program will not allow you to
delete that type, unlessand until you detach that type from every single matter to which it w as
attached. Also, you cannot delete a contact type if you have any Contacts with that type assigned to
them, even if that contact is not attached to any of your matters. You may, however, make a Contact
type Inactive by unchecking the "Active" box in the Contacts Type Setup.

Step Task

1 Click on Administration > Law Type/CaseType/Contact Type Setup, and click on the
Contact Typestab at the bottom.

2 Click onceon the contact type you want to delete.

3 Click 'Delete’.

4 Confirm the deletion by clicking on 'Delete’ again.
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Query Manager

The Query Manager allows you to create custom queries to usewith the ?Merge Across0 Ul U a »
feature, or to usewith the Matter Search function. A query issimply a set of selection criteria to

find a specificsubsetof your data. Thereality, however, is that database queries are quite

geeky. Even if you know how to write SQL (Smple Query Language) queries, wit hout knowing
the names of the tablesand the field nameswhereyour data is stored, you probably would nz fé
able to write an effective query. Therefore,you will probably require assistance from Prevalil

tech support to create a query.

Here are a few examples of how you might use a query:

3 Your firm is moving to a new location, and you want to send a letter to all your clients
(open & closed) to inform them of the big event.
3 You want to send a letter to all your Socil Security clients, for whoma OUz Y I

recently filed an action, soyou can let them know it will be several months before
you get an answer.

3 You want to send aletter to all of your clients to let them know your firm hasjust hired
a couple of new attorneys,and therefore can now provide legal servicesyou didnz U
offer before.

Email support@prevail.net to request a custom query.
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Dashboard Designer

The Dashboard Designer allows you to create a variety of dashboards and share them with as
many usersasyou wish. Thelocked items are buil ding blocks you can useto build your own
dashboards. You can also clone an existing dashboard and modify it to suit your needs.

In the Dashboard Designer, you may

A preview a dashboard by clicking on it once

A double-click on a dashboard to open it for editing (*Note:You cannotedit alockeddashboard
-- i.e.,adashboardwith the padlock icon next to it. If youdoubledick alockeddashboad, it will

autamatically cloneit.) or
A clone a dashboard by clicking on it once,and then clicking the 'Clone' button at the top.
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