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1 Self-Service User Guide for Key Personnel

No part of this document may be reproduced or transmitted in any form or by any means, electronic,
or mechanical, for any purpose, without the prior permission of Mitratech Holdings, Inc. The
information in this document and the product it describes are subject to change without notice.
Companies, names, and data used in examples herein are fictitious unless otherwise noted. The
software program described in this document is provided to its users pursuant to a license or
nondisclosure agreement. The software program and any associated documentation represent
confidential information and may only be used, copied, or reproduced pursuant to the terms of such
agreement. This manual does not contain or represent any commitment of any kind on the part of
Mitratech Holdings, Inc. 

©2016 Mitratech Holdings, Inc. 

Microsoft®, Windows®, Windows Server®, Office are trademarks of Microsoft Corporation. 

Adobe ColdFusion® is a trademark of Adobe Systems Incorporated. 

Oracle is a trademark of Oracle Corporation. 

GroupWise is a trademark of Novell. 

Apache is a trademark of The Apache Software Foundation. 

Lotus® and Lotus Notes® are trademarks of IBM. 

Java is a trademark of Oracle incorporated. 

1.1 Introduction

The Self-Service module can be set up so that key personnel can submit requests directly to the
Legal department. Legal then reviews the request and either accepts or rejects it. Once the matter is
accepted, you are able to access the matter and any documents that you upload and documents
that Legal has given you permission to access. 

The read-only set-up does not allow key personnel to submit requests directly to the in-house legal
team. However, if you are assigned to the matter you have access to the record and be able to view
certain information pertaining to that matter. The documents may or may not be accessible,
depending on the permissions set by legal. 

Note: Captions of date and text fields are specific to each customer. The captions and screen-shots
used in this guide are generic and may not match what you see on your screen. 

1.2 Log On

Your company’s Lawtrac site administrator provides you with log-in information and the URL address
to access the site. 

Complete the user name and password fields and then press Enter on your keyboard or click Sign
In to log in. 
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Lawtrac Login Page

1.3 Quick Find

Quick Find is one of several ways to locate matter records, invoices, or budgets. Often, it's the
fastest way to search and you find the Quick Find at the top of all screens in Lawtrac.

Search for matters using the Quick Find feature at the top right of the screen. Type in part of a
matter name, matter number or prefix (minimum three (3) characters). Click Find. 

Examples: ABC (part of matter/request name) 

CON%3 (for CON-00003) 

CON- (prefix number) 

The default is All Matters and All Requests, but you can continue refining your results: 

· Matter: Find open, closed or all 

· Requests: Find pending, rejected, accepted, or all 

· Use the date fields to limit further 

Lawtrac Quick Find
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1.4 Support

An email requesting support can be sent directly to the LTO Support Team. 

Lawtrac Support

Your name, title, and email should pre-populate the appropriate text fields. Phone number and
subject are optional, but may help the LTO Support Team address your problems. 

Create a descriptive outline of your support needs in the Message text box, then click Send
Message. 

1.5 Top Navigation Bar

At the top of the page in your Lawtrac application you can find several tabs designed to help you
navigate through your matter records. 

Hover your mouse pointer over the heading to view a drop-down list of hyperlinks.

Top Navigation Bar

Top Navigation Options:
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Tab Function

Home This is the page you first see when logging into Lawtrac.

Matter Displays all open matters to which you are assigned. 

Submit Request Submit a request to your Legal Department.

Messages View all Lawtrac internal messages and notices.

Calendar View a month-to-month calendar for events.

Reporting View reports containing information on matter records to
which you are assigned.

Settings Update your contact information, change your user
name, etc. 

1.5.1 Home Page

The home page displays all open and closed matter records to which you are assigned. Requests
that have been accepted, rejected, or are pending are also listed. You can click on the headings in
bold to sort your list. 

Lawtrac Home Page: Key Personnel

In the My Matter and My Requests tables, click on the matter or request number to be directed to
that matter record or request information page. 

Click on Type (i.e. Document Library or Government Actions) to open a search tool at the top of the
page. This search tool looks for matter records within a specific period of time. Use the  icon to
select a date from the calendar.
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Search Tool: Time Period

Located on the right side of the page are your upcoming events, which include notifications from your
assigned matter records, if you have been allowed notification permissions. Click on the event title to
navigate to that matter record or event information.

Announcements and notifications are located here as well, as set up by the site administrator. These
notices could be anything from general announcements to instructions and reminders.

Click Submit New Request to create a request for such things as contracts, approval for an issue,
claim numbers, etc. Any requests made here show up on your home page, where you can review
them, and also show up in your key personnel user profile for the in-house legal team and Site
Administrators to view.

1.5.1.1 Submit New Request

Click the Submit New Request button on the home page to make a request to your in-house legal
team or site administrator. These requests can be seen from your user profile on the Lawtrac
application.

Assign the request a unique name or identifier, and choose the type of request from the drop-down
menu. Add a summary of the request in the Description text field, if desired. 

Click Continue. 

New Request

You can now add a due date for your request, or attach a document. Different request types may
have different date types that correspond with your selection. (For example, an HR Issue request
may have date options for employment start date and date of alleged incident).

Click Send Request to finalize the process.



10 Lawtrac 4.0

Self-Service User Guide for Key Personnel

Send Request

1.5.2 Matters

Hover your mouse pointer over the Matters tab to locate your matter and requests. 

Matters Tab

Matter Options: 

Page Function

My Matter View a list of matter records to which you are assigned.

Closed Matter View all closed matter records to which you are assigned.

Accepted Requests View all requests you have made that have been accepted.

Pending Requests View all requests you have made that are pending acceptance. 

Rejected Requests View all requests you have made that have been rejected.
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1.5.2.1 My Matters

The My Matter hyperlink in the Matters tab takes you to a list of matter records to which you are
assigned, as well as your requests.

Matters: My Matters

Click on the matter number or name to view the matter record information. 

Use the buttons at the top right corner of the list to filter your matter to only show those which are
opened, closed, or both.

View Open, Closed, or All Matters

The search tool located above your matter can narrow your list to show only matter records created
during a specific time period. Click on the  icons to select a date, then click Search. This tool can
also filter your request list.

Search for Matters
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1.5.2.1.1  Matter Screen

From My Matter under the Matters tab, click on the matter number or name to view the matter
record information. 

Matter Default Screen

The main page shown when opening a matter record contains all the basic information about the
record, including date opened/closed, status, and Type.

Any correspondence that your site administrator wishes you to see appears here as well.

The right side of the page contains additional information in collapsed boxes. Click on each blue bar
to expand the information.

Important Note: Site Administrators access site-wide customization options via My
Lawtrac>Application Administration>Matter Maintenance>Legal Hierarchy Maintenance.

Because of Lawtrac's customization features, your matter screens may look different than the
examples shown in this guide. Depending on the Type classification, sections such as Contract/
Contact Information may not be displayed. Many of the captions and labels in Lawtrac are dependent
on the Type classification. These captions are also set by your site administrator.

1.5.2.1.1.1  Document Management

Lawtrac allows key documents to be uploaded to matters so they can be shared with other corporate
staff and outside counsel (if desired).

Select the Document Management tab at the top of the matter record screen. 

Document Management Tab

It is recommended that matter-related documents be added from within the matter itself; this way the
document is automatically associated to the correct matter.

Select the Document Management tab within a matter assignment. On the right, click Add a
Document to open a search window. Click Browse... to locate the file on your local file system.
Click Open and click Continue to confirm. 

A "File was Saved" notice appears after a successful upload.
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Important Note: File types are limited to
.xls, .xlsx, .txt, .ppt, .pptx, .gif, .msg, .jpg, .png, .csv, .wmv, .pdf, .doc, and .docx. 

Add a Document

1.5.2.1.1.2  Financial Information

The Finance Information tab allows users to view financial records of the selected matter.
Important Note: If the matter record is not associated to a firm/vendor with an invoice, certain
subjects may not be present.

Financial Information

· Fees, Disbursements, Other

These amounts are taken from invoices associated with the matter.

· Total

This is the sum of all invoice totals, including approved, pending, and rejected.

· Disbursements

The amount shown is the sum of all disbursements for all invoices—even if there are multiple
different invoices.
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· Budgeted

The amount shown is the sum of all budgets assigned to the matter record, even if they are from
different vendors.

· Reserved

The amount shown is the sum of all reserves despite differing categories, but payments to
parties and outstanding loss reserve can only be viewed as an in-house legal member.

· Finance 1, 2, 3, and Outcome Amount

These amounts reflect the insurance amounts paid by the company.

1.5.2.1.1.3  Legal Department Contacts

The Legal Department Contacts tab shows all members of the in-house legal team who are
associated with the matter, and displays their roles. 

Legal Department Contacts

Within every matter record there are four available areas of responsibility. Click the following titles to
review information about the position:

· Lead Role

· Paralegal Role

· Administrative Role

· Team Member Role(s)

Send the legal team member an email or an internal note that they can access inside Lawtrac by
clicking the corresponding icon to the right of their names.

Click on an individual's name to pull up their address and additional contact information on the right
side of the screen. Note: If the individual has not entered this information into their profile, you only
see their name and email address, as those fields are required.
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Legal Department Contact Information

One of two required positions, the Lead position within the matter record is reserved for the individual
who is responsible for managing the matter and reporting the status of the matter to your corporate/
company hierarchy. This person must have invoice approval authority for at least one dollar (US $).

The person in this position is automatically notified when the matter is updated, either by individuals
within the legal department or outside counsel, and when financial considerations are updated
(invoices or budgets received).

This position is based on the premise that the authority to conduct business within the matter can be
delegated to others, but never the responsibility for the matter.

The second position is typically reserved for the “primary contact”. This person may be responsible
for the day-to-day activities of the matter at the corporate or company level and could be, for
example, a paralegal.

Outside law firms, vendors, and other corporate key personnel can be directed to contact the
individual in the secondary position in order to keep all information within the matter up-to-date.

This position may work in concert with the secondary position, or may be assigned duties specific to
matter types in order to enhance the management of matter information.

Because individual permissions can be set at the activity level, an individual assigned to this position
on the legal team may not be privy to financial or other information within a matter, but may help
shoulder the responsibility to ensure the matter data is current and accurate.

This position, along with the Lead, is also a required position. Whoever adds a new matter record
into Lawtrac is automatically assigned to that matter’s team.

Because a matter’s security settings can restrict viewing to only those assigned to it, there must
always be at least one person assigned to the team. This prevents matter records from "falling
through the cracks" and being lost within the Lawtrac application.

Depending on the view/edit permissions granted to the individual Team Members, they have full
authority to interact with the matter information, as do all of those in the higher positions.
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1.5.2.1.1.4  Text Records

The Text Records tab allows you to view texts such as invoice instructions or outcome notes that
have been added to the matter.

Text records can be added to a matter record by site administrators and the legal team involved with
the matter. When a text record is created, security options can be set to allow outside counsel and
key personnel to view the category, or not. Unless you have been given Read Access to the record,
it does appear in this tab.

Text Records

Text records are listed chronologically in expandable bars. Click on the text record category to open
the message, and then click the category again to close it. All texts can be expanded to view all
messages at once. 

1.5.2.1.1.5  Routing Slips

Routing slips are a way of bringing either matters or documents to the attention of an individual from
whom an action or response is needed. At this time, routing slips are for the use of legal staff only,
however, key personnel can see the routing slips on those matters to which they are assigned and
have been given access.

When an individual assigned to a routing slip is not already on the matter's Legal team, that
individual is included in a routing slip role. This enables them to view the matter and its documents,
regardless of work group settings, and to respond to routing slips for that matter. Once the routing
slips have been removed, individuals in a routing slip role are no longer assigned to the matter.

The Routing Slip tab in a matter screen allows Lawtrac users to view the routing slips, the
individuals reviewing the slip, and the status of their reviews.
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Routing Slips

Click on the icon in the View column or the individual's name to view the routing slip. The photo
above shows a routing slip for review of a document, which you can find in Document Management.
The routing slip is always either for a document or the review of the matter record itself.

1.5.2.1.1.6  Key Dates

Key dates added to a matter record by the Legal team or a site administrator appear in the Key
Dates tab within a matter. While there are several key date and reminder options for a matter record,
you only see events here that the legal team has chosen to share.

If your legal team or site administrator has given you edit permissions for the event, the  icon is
displayed to the right of the event date. Click this icon to adjust the date, and click Save. 

Key Dates
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1.5.2.2 Requests

The Requests hyperlinks in the Matters tab takes you to a list of matter records to which you are
assigned, as well as your requests.

Matters: Requests

Click on the request number or name to view the information. 

Use the buttons at the top right corner of the list to filter your request to only show those which are
opened, closed, or both.

My Requests

The search tool located above your requests narrows your list to show only those created during a
specific time period. Click on the  icons to select a date, then click Search. This tool also filters
your matter list.

Search for Matters

1.5.3 Submit Request

Click the Submit Request tab on the home page to make a request to your in-house legal team or
site administrator. These requests can be seen from your user profile on the Lawtrac application.

Assign the request a unique name or identifier, and choose the type of request from the drop-down
menu. Add a summary of the request in the Description text field, if desired. 

Click Continue. 
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New Request

You can now add a due date for your request, or attach a document. Different request types may
have different date types that correspond with your selection. (For example, an HR Issue request
may have date options for employment start date and date of alleged incident).

Click Send Request to finalize the process.

Send Request

1.5.4 Messages

The Messages link across the top navigation bar allows users to read Lawtrac internal messages
such as notices indicating changes have been made by the legal team, or messages sent by other
users. 

Messages Tab
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You are notified of new messages by the mail icon that appears at the top of the page next to the 
Support link. The icon is highlighted in orange when there is a new unread message in your inbox.

New Message Alert

By clicking either New Messages or Read Messages, you have the ability to navigate between new
and read messages from within the page by using the sidebar on the right.

Messages Sidebar

1.5.4.1 New Messages

From the Messages tab, select New Messages to view unread messages.

New Messages Link

If you do not have any unread messages, this page emerges blank. Your unread messages appear in
chronological order.

Click the subject of the message to view details.

New Message List
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The open message includes subject title, date sent, matter record associated with the message, and
the message detail. 

Select the matter number to view the matter record.

Open Message

Click Delete to remove the message from both the New Messages and Read Messages lists. 

Click Mark Unread to keep this message in your New Messages inbox.

Use the  icon to return to the messages list. The read message no longer appears in your new
message list.

1.5.4.2 Read Messages

From the Messages tab, select Read Messages to view read messages.

Read Messages Link

All messages that have been previously viewed appear here unless deleted or marked as unread.
Your messages appear in chronological order and not in order read.

Click the subject of the message to view details.
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Read Message List

The open message includes subject title, date sent, matter record associated with the message, and
the message detail. 

Select the matter number to view the matter record.

Open Message

Click Delete to remove the message from both the New Messages and Read Messages lists. 

Click Mark Unread to return this message in your New Messages inbox.

Use the  icon to return to the messages list.

1.5.5 Calendar

The Calendar link across the top navigation bar allows users to view their upcoming events in
month, week, or day view format. 

Calendar Tab

The calendar defaults to the current month view, but you can change the layout by using the viewing
buttons above the calendar.
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You can also find a specific month and year by using the drop-down lists, and clicking Go. 

 Calendar View Options

Events appear on the calendar as hyperlinks, with the matter number and event subject displayed.
Click on the event or matter number to navigate to the matter record's detail page.

View previous or upcoming months by using the hyperlinks at the top right of the calendar.

Note: Dates on the key personnel calendar consist of key matter dates added by legal. Calendar
events are also noted. 

Calendar View

Month View

· Displays all days of the month currently being viewed. 

· Month link navigation–links are the previous and next month from the one currently being
viewed. 

Week View

· Default is to display the current week. 

· Drop-down navigation–select the week to display. 

· Week link navigation–links are the previous and following week from the one currently being
viewed. 

Day View

· Defaults to current day. 

· Use drop-down navigation to select a different day. 

· Day link navigation–links are the previous and following day from the one currently being viewed. 

List Events

· Upcoming matter and contract events are displayed in a list format in chronological order.
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· Events are hyperlinks that direct users to the matter or contract details when selected.

List Events View

1.5.6 Reports

Custom and Ad Hoc reports would need to be reviewed by Lawtrac Report Specialists in order for
key personnel to be able to access. 

Up to five (5) standard reports can be given to you by the Legal Department. Reports result in
information about matters to which you are assigned. 

Reporting Tab

1.5.6.1 All Open Matters

From the Reporting tab, select All Open Matters to view a list of all matters opened in Lawtrac.

All Open Matters Link
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Matter records are listed by matter number, matter name, lead, and date opened.

Use the  icon in the column header to toggle the list view alphabetically or chronologically.

All Open Matter Reports

1.5.6.2 Budgets by Fiscal Year Report

From the Reporting tab, select Budgets by Fiscal Year Report to view a list of all budgets created
in a specific fiscal year.

Budgets by Fiscal Year Link

Select a year from the Fiscal Year drop-down list, then click Run Report.

Reports are listed by budget number, matter number, firm, type of budget, frequency, and amount.

Budgets by Fiscal Year

Click on firm name to view all budgets submitted by that firm.

Click on matter number to view all budgets associated with that matter record.
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1.5.6.3 Fiscal Year Spend by Law Firm/Vendor

From the Reporting tab, select Fiscal Year Spend by Law Firm/Vendor to view a list of all
budgets created in a specific fiscal year by a specific firm or vendor.

Firm/Vendor Fiscal Year Spend Link

1. Select a fiscal year from the drop-down list.

2. Select either "All" or "Posted" invoices from the Invoices drop-down list.

3. Find fiscal year spend by company name by entering all or part of the firm/vendor name in the
text box, and then specify whether the text is the beginning, middle, or end of the firm/vendor
name. 

4. Click Go. 

Search for Fiscal Year Spend

The list contains the firm/vendor name, and indicate whether that company is a firm or vendor with
either the letter 'L' (Law Firm) or 'V' (Vendor) on the far right.

Spend by Firm or Vendor

Click the firm/vendor name to open that company's spend report.

The report lists all invoices by matter record number, the title of the invoice, amount, service period,
and whether it has been posted ("N" for no; "Y" for yes; "NA" for not applicable).

The bottom of the page displays the sum of all invoice amounts.

Opened Spend Report
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1.5.6.4 Test Budget by Law Firm/Matter: Monthly Matrix

From the Reporting tab, select Test Budget by Law Firm/Matter: Monthly Matrix to view
budgets by firms and vendors on a monthly basis.

Test Budget Link

1. Select a fiscal year from the drop-down list.

2. Filter records that are open, closed, or both.

3. Select a letter that corresponds to the firm/vendor name.

Law firms and vendors are listed in alphabetically order, showing the quarterly, year end, and total
sums for each matter record assigned. 

Click Print at the top right corner of the list to print the report in as an Excel spreadsheet, Adobe
PDF, or Word document. Click Close to cancel and return to the report list.

Monthly Matrix
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1.5.7 Settings

If you need to update your contact information, change your user name, etc. use the Settings link.
Note: When changing user name and/or password, follow the Security Rules listed for your
company. 

Settings Tab

You can change your contact information by typing directly into the appropriate text box or choosing
an option from the drop-down lists. Click Update to save changes.

Contact Information

On the right side of the page under Security, you can change both your user name and password. If
you are not updating your password, do not make any changes to the text in the Password text box.
Click Update to confirm.

Note: If your new user name and password does not meet the criteria stated under Security Rules
(see below), no changes are made and you are notified of the requirements in red text.
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Security Options

1.6 Log Out

Always log out by using the Log-Out link when leaving the application. Logging out each time
preserves the security of your site.

Log Out of Lawtrac

1.7 Read-Only Users

Your Legal Department may have the Submit feature turned off for key personnel. If this is the case,
you will not have the Submit Request links, however, you are able to view matters to which you are
assigned. 

If you feel that the Submit feature has been turned off in error, please contact your site administrator.
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