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MANAGING
DOCUMENTS &
E-MAILS
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It is fair to say that Documents are the lifeblood of any
firm. An efficient service is only possible if attorneys are
able to create, edit and manage documents with a
minimum of fuss. GhostPractice has included as standard,
a comprehensive and sensible approach to document
management. Hand in hand with the matter-centric
design, you will be pleasantly surprised at how easy it is
to manage documents.
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) GhostPractice will allow you
(> Lo Foosond  Tomaron  Docment  Mtes  Coats  Cowet R Dsturseren to VleW, edlt and attach
Legal Diaty | documents in many places
. throughout the system. The
F e . { most common way to access
S o gy i document management is by

# | Edit Matter

2 oo - right clicking on the

% view Documents | = .
document icon in the Legal
You may also attach a document Diary. This icon is only

by using an Ad-Hoc action. An e- present if documents are
mail sent by the system will be ﬂé’:;;:::“ indeed attached. If it is
treated as a document. If you use : blank, clicking on the column
the Ad-Hoc action “Send E-malil”, |- o] o s will allow you to attach a new
document.
attach the e-mail to the currently E =
selected matter.

the system will automatically | |
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GhostPractice

File GoTo Wiew Tools Help

® O 0O 6 6 6 6 ”

Legal Fees and Transaction Diocument Matters Conkacks Convert Run Disbursements
L - Driary File Motes Hiskory Managermenk Repaorks
H i Advanced Search
Legal Diary for matthew smit [Smith #| [seen | ;
e Previous Results

Yiew Files Recent - or - Select Subordinates - |- =| Assign Fils E% Recall Eu' Change Process Step

jie] Client Marne Matter Mame Debtor Marne ACME Holding_s LTD - Restructuring .Df_nEME
Past Due =
== Process Steps
‘DEEL ACME Financial Services ACME Personal Loans Dewald September Consultation with

== DEEZ ACME Financial Services ACME Personal Loans Christelle Chetky

== DEES ACME Financial Services ACME Credit Card John Meyers
I '|' IMATL _ﬂ M5 Buto Investments Smith v MS Buto 1Y
imaT4 T ACME Holdinggalzh e e e Hf8

So if | want to send
a‘n e_mall to my Ad Hoc Activities Go 3
client, | click on the

Assign to correspondent

“Send E_ma”” action Attach Document ko Matter

Diarize Matter

£ | >

Recent File Hiskory | Conkact Details | &ccount Balances | Tasks Assigned to Others

Drake Fee Earner IMarration Type Debit Arnounk Credit Amount | Reference

05 May 2006, 10:00 Ak Makthew Smith Telephone Consulbation with client ko discuss draft agree...  Unbilled 200,00 Matthew Smith
04 May 2006, 03:48 PM Maktthew Smith Rediarised from 21 Apr 2006 ko 04 May 2006 by Matthew...  MNote Matthew Smith
21 Apr 2006, 09:10 PM Matthew Smith AssignFile 'Assign to Colleague' Mote Matthew Smith
21 Apr 2006, 09:01 PM Maktthew Smith AssignFile ‘Assign to Colleague’ Mote Matthew Smith
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E® Draft Agreement - Message (HTML)

P File Edit Wiew Insert Format Nools Actions  Help
| A B r o= === === = 8

E.éﬂgend |l ) d6 o 3R] G UNLGEE B | ¥ B | ¥ | [] Oprions.. | &) ﬁ i Bookman Old Style ~ | 10

e \\\ l
[ 71o.. | [matthew soaanolete |
I Ce.. ] | - |
. |

|

Subjeck: | Draft Agreement

Hi
I have had a look at the draft again and can zee where the igzion iz, I will attend to it and let you have a copy by Monday.

regards

IMatthew Smith

An Outlook dialogue is displayed

and the e-mail can be completed

and sent without leaving
GhostPractice.
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File GoTo Miew Tools Help

Practice D O i) e

Legal Fees and Transaction Crocurnent Matters Conkacks Corverk Run Disbursements
- Diary File Motes Hiskarsy Managernent Reparts

Advanced Search

ESINI IS F TR T e o i ) S
‘i}:iii'qtta':h | Open aDEth {;ﬁReFresh

Accounk account Details

(&) Makter () Debt recovery debtor 0 Clienk Matter name: Restructuring of ACME

o | = ' ) )
Account number: Lf\‘1_-ﬂ-T4_ | Client name: ACME Holdings LTD

Mame Size  Tvpe Date Modified Date Created Chaner Last Edited Bw
@DraFt Agreement ZKE HTML Document 2006/05/05 09:59 AM  2006/05/05 09:59 AM  matthews makthews
Email Draft Agreement 05 Ma 06, 10.24.... OKE =ML Document 2006/05/05 10:24 AM  2006/05/05 10:24 AM  matthews matthews

And the e-mail is automatically
attached to the matter and can be
viewed through document
management.
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Disbursements

Document Management

Fees and Transackion Document Matters Contacts Conwerk
File Mates Hiskary Managerment Reports
Advanced Searcl_'l
| ]

,[ Seatch ] Previous Resultd

B Matter_GeneralletterTotlient MATE - 21 Au...

a]"nttach | i Open 3 Delete {;1 Refresh

Account Account Details

(%) Matter () Debt recovery debkor () Client Matter name: “pert Group Acquisition

Account number:  + |8 | @ Client name: WO Y rbur e Capitals
Mame Size  Tvpe Date Modified Date Created Cwner Last Edited By
IE_]ADID 43 KE Microsaft Word Docurnent 2006J058/16 05:43 PM  2006/03/16 03:45 PM  matthews matthews
100y thority o Pay FLEXI RDraft Document G5 KE  Microsoft Word Document ZO06/09/12 01:51 PM 2006/09/1Z 01:51 P matthews matthews
@_]P.uthority ta Pay FLEXI RESERVE ACCOUNT... 38 KE Microsaft Word Document 2006/02/12 01:51 PM  2006/09/08 02:52 PM matthews matthews
document000z 47 KE  Microsoft Office Document Imaging File  Z006/05/21 02:45 PM 2006/05/21 0Z2:48 P matthews matthews

62 KB Rich Text Format 2006)058/21 02:45 PM  2006/05/21 02:45 PM  matthews matthews

In order to access one of the existing
documents, | merely click on the name
In the list and it will load within the
application it was created in.

One of the major
benefits of a
matter-centric
design is the
availability of
iInformation when
you are on a
particular matter.
Document
Management is
another
benefactor of this
principle. Here all
documents will be
listed for this
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DOCUMENT GENER

o Authority to Pay FLEXI RDraft Document.doc - GhostPractice

Mormal + Arial, - Arid
—

IS S RO AR RO -
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Loans debit authority

LATION
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The document
generates and
can be edited.
When you edit or
save the

e
B JOE SO0AP

document,

Mtharks
DA 465 & BAN K BEPER K qIp Iy 4.

GhostPractice will

au;emer - franster the amonnto acconntyimber
ik L aade wisE,

£ o of L0

ABZA BANK LIMITED © debltm s kay acconat with the amontor
EANGSIEEL NN T e met cl Dediag. Ay ‘ R100 200,00
CONEHUNDRED THOUSAND RAND
“Thek { « ) the appll cabl s bloc kIMaEK§ ~ 1 dle toapasiihs, blakbls,
| TE10ETS |

prompt you as to

FELNT ACOOUNT

T T ciawa cheque for s am on it gy ot
o l:l- Tk, Wl cle edra, AT LN DAGE, 130

FLEX| RESERWE ACCOUNT, 21 ST GEORGES hiALL, CAPE TOWH

whether this

Credit Account J S0AP - Credit Account Mumber: 7610975 - ACB Code: 321987 — Payable at CAPE TOWHN
OMN REGISTRATION

Dak Sk iamre

Datm
FOR GUARANTEES STAT EVIE WALRBORG E MELD

Prope tyERNgom, SEC 52 THE DEN

OFFICE USEK ANTOORG EBR U1K
SHjaane ve red T vo- 6O 1o EEENIE Effate
Capliap, F. Tk ol 1o Effdatun
)
EMRREED Ly ThyNed by hedrrk. R TReq N LAk Ned By
R AL GeRbes oL T " TERA MR EL oAl

L T L Ot RS S AN RS LAY IR RS IR T RNRS DAL RRE RURTRURT SUIT-RURT CURE SRR XU RE R 5 )

should be saved a
S a new version.
In other words,
GhostPractice
manages version
1 control as well as
o the documents

Page 1 Col 1

Sec 1 111

At 1.dcm Ln 1 REC | TRE| EXT | |OWR | English (U.5

[EF '3

themselves.
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GhostPractice - Fee Earner
File GoTo View Tools He Ip

"y | | T
| €T o=
b= T A =N g

Legal Fees and Transaction

A ‘ Diiary File Mote: Histary  Managemenl

UMENTS

O O® 6 6

Document Matters

@ ©

Contacks Converk Run Disbursements
Reports

Document Management

Ludvanice d Search

v|[ Search ] Previous Resulks

ﬁlii Attach {‘Lﬁ Refresh
Accoun k Account Details
(&) Matter (C) Debt recovery debkor 3 Client Matter name: Restructuring of ACME An Oth er Way to
Account number; ;MAT‘} | Client name: ACME Holdings LTD .
attach a document is
=] Size  Type Date Modified Date Created Cwner Wh i |e I am raiSi n g a
@Draft Agreemen 4 2 KB HTML Dvacumen k Z006/05/05 09:59 AN Z006f05/05 059 AM  matthews

Now if we go to Document
Management for this matter, you will
see that the e-mail we attached is
available for later viewing.

- 00 ]

fee. It may be useful
when referring to an
e-mail request in my
fee narration (or the
content/attachment
to an e-mail), that |

attach a copy here.
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GhostPractice - Fee Earner
File GoTo View Tools Hel Ip
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aaaaaa tion Converk Disbursements

Fees ai Fun
File Notes Hlstory Management Reports

Transaction Hlstory

H Sus Selections | Recall Selectio - Display Results Export Results | =g Prink Resuls | 4, Aol ke
MAT 4 Restructuring of ACME [ACME Holdings LTD] as at l]5 May 2006 10:07 AM
Post Date Marration F\tt hme t redit
006, 0348 PM Rediarised from 21 Apr 2006 to 04 May 2006 by Matthew Smith, Comment: e Smikh
0S May 2006, 12:00 AM | Telephone Consultation with client ko discuss draft agreement | | Draft Agresrmen b bt | Makthew Smith | 900,00 |

Lastly, whenever
you look at the
Transaction
History of any
given matter, the
documents that
you have attached
will reflect as
“Attachments” on
the matter. You
can click on the
hyperlink
(attachment name)
and the document
will load directly.
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@ Please note: This has been a highlighted
presentation of Managing Documents and E-
mails in GhostPractice. We would welcome
the opportunity to present and discuss
GhostPractice with your firm.

@ Please call Matthew Spagnoletti on
082 568 4738 to set up an obligation free
demonstration of GhostPractice.
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