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About this guide
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Pre-installation steps

Do the following before you begin installing Time Matters or Billing Matters.

Determine who should install the software

The installation procedure is simple, but it is advisable that you choose a person familiar with your firm’s
computer systems, such as:

= An Information Technology professional
= A LexisNexis Certified Independent Consultant (CIC)
To locate a CIC near you, see http://law.lexisnexis.com/spn/findcic

= A sole practitioner, or the person with primary responsibility for your firm’s computers

Choose where to install the database

Your first installation should be on the server computer that will host the application’s database. Use the
following checklist to select a computer.

m The computer must meet the system requirements.

» The computer must be connected to your firm’s network so that all Time Matters and Billing Matters users
have access to the shared database. (If you are the only user in your firm, you can install the application’s
database on your primary work computer, even if it lacks a network connection.)

= If your firm requires a large database (10GB or more), the computer should be running the full version of
Microsoft SQL Server database software. If you do not already have SQL Server, a free version (SQL Server
Express Edition) is available for download from Microsoft.

Install SQL Server

SQL Server 2008 R2 or later must be installed on the server computer where your Time Matters/Billing Matters
database will reside.

If you do not already have SQL Server, you can download and install a free version from the Microsoft web site.
Use the following links to download the version of SQL Server Express recommended for your version of
Microsoft Windows.

» Windows Vista or later: http://www.microsoft.com/sqlserver/en/us/editions/2012-editions/express.aspx

= Windows XP: http://www.microsoft.com/en-us/download/details.aspx?id=30438
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Installation Notes

When you run the downloaded file, select the option to create a new installation or add features to an existing
installation. A wizard opens to guide you through the installation process.

On the Database Engine Configuration page of the wizard, do the following:

1.

2.

In the Authentication Mode area, select Mixed Mode.

Enter a password for the SQL admin account. Write down this password immediately and store it in
a secure place. LexisNexis Support cannot help you retrieve a lost SQL Server password.

Additional Configuration

After SQL Server is installed, perform the following additional procedures.

Exclude the SQL Browser Service from the Windows Firewall:

1.
2.

6.

On the computer running SQL Server, press the Windows Logo Key + R. The Run window opens.
In the Open box, type firewall.cpl and press Enter.

Depending on your version of Windows, do one of the following to modify the list of programs allowed
through the Windows Firewall:

»  Windows XP/Server 2003: On the Exceptions tab, click the Add Program button.
= Windows Vista: Click the Add Program button.

= Windows 7: Click Allow a program through Windows Firewall and then click the Allow
another program button.

Browse to either $programfiles%\Microsoft SQL Server\90 or $programfiles
(x86) $\Microsoft SQL Server\90.

Select sglbrowser.exe and click Open. (Note: If you don't see sqglbrowser.exe, checkthe \100
or \110 folder.)

Click Add or OK as needed to close the open windows.

Enable the TCP/IP protocol for SQL Server:

1.

2.

On the computer running SQL Server, press the Windows Logo Key + R. The Run window opens.

In the Open box, type sQLServerManager.msc and press Enter. The SQL Server Configuration Manager
window opens.

In the left pane, expand SQL Server <version> Network Configuration and select Protocols for
<name of SQL instance>.

In the right pane, right-click Named Pipes and select Enable.
Right-click TCP/IP and select Enable.
Right-click TCP/IP and select Properties. The Properties window opens.

On the IP Addresses tab, locate and select at least 1 valid IP address (but not 127.0.0.1) in the list and
change the Enabled field to Yes.
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8. Click OK to close the Properties window.
9. Intheleft pane, click SQL Server <version> Services.
10. Intheright pane, right-click the name of your SQL Server instance and select Restart.
For additional information, see the following LexisNexis Support Center article:

http://support.lexisnexis.com/timematters12/record.asp?articleid=11152

Gather needed materials and information

Have the following information on hand for your first installation:

= A copy of the entitlement email containing your product key and the software download link
= Auserlogin with administrator rights on the computer where you will install the software

m The SQL Server administrator password

= (New installations only) A list of people in your firm who will be using Time Matters or Billing Matters. Include
each person’s email address. This list will help you during post-installation setup when you create user
accounts.

Download the installation software

Follow these steps to download the installation program for Time Matters and Billing Matters.

1. After purchasing the software, you will receive an email with your product key and a download link. Click
the link to open the Product Entitlements page in your web browser.

2. Click the New installation link if your firm is installing Time Matters or Billing Matters for the first time, or
click the Upgrade installation link if you are upgrading from a previous version.

3. Aweb page with download and installation instructions opens.

4. Afterreviewing the information on the web page, click the Download button at the bottom of the page.
Save the file to your computer, making a note of the file’s location.

5. If necessary, transfer the downloaded file to the server computer where you want to install the
database.

When you are ready to begin the installation, see Install the Database on Your Server.
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Install the database

After you complete the pre-installation steps, you are ready to begin installing the database.

1. Close all open applications on the computer and then double-click the installer file that you downloaded,
setupe.exe. The installation wizard opens.

If the .NET 4.0 Framework is not on your computer, it will be installed at this point. This may take
several minutes to complete, during which the installation will not proceed.

2. Select Server on the Welcome page.

15 LexisNexis® Time Matters® 13.0 - InstallShield Wizard ==

Welcome » LexisMNexis:

What type of installation would you like to do?

@ Server (must be installed first)

Thiz iz the computer where your data will be stored. It should always be
connected to the Internet.

") Workstation

Inztall this on the computer of each perzon that will be uzsing Time Matters,

InstallShield

[ P et ] [ Carnicel

3. Click Next to continue to the Product Key page.

4. Complete the Product Key boxes. You can copy the product key in your entitlement email and then
click the Paste Key button, or you can type the product key into the fields manually.
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ﬁ! LexisMexis® Practice Management

LexizsMexis® Time Matterz® 13.0 Product Key

7" LexisNexis:

Thiz will ingtall LexizMexis Practice M anagement zoftware on pour computer. You may enter the
product key by typing it manually in the boxes below, or by copying it from the email you received
and then clicking the Paste Key button.

Product Key:  [#edde ||W ||W ||M |[ Paszte k.ey

Copuyright 2013 LexizMesiz, a divizion of Reed Elzevier Inc. All ights rezerved.

InstallShield

< Back ] I M et > I [ Canicel

Click Next to continue to the License Agreement page.

Review the license agreement. When you are finished, select I accept the terms in the license

agreement.

‘ﬁ! LexisMexis® Practice Management

LexizsMexis® Time Matterz® 13.0 Licenze Agreement

™" LexisNexis:

Pleaze read the following license agreement carefully.

End User License Agreement ‘nl
L4
PLEASE READ THIS AGREEMENT IM ITS ENTIRETY AS THE TERMS MAY HAVE
CHANGED. BY CLICKING THE "I ACCEFT" BUTTON, YOU ACKNOWLEDGE THAT
(1) ¥OU HAVE READ AND UNDERSTOOD THIS AGREEMENT; (2) YOU ARE
AUTHORIZED TO ACCEPT IT; AND (3) YOU AGREE TO ITS TERMS. IF ¥YOU DO

NOT ACCEPT THE TERMS COMNTAINED HEREINM, CLICK THE "I DO NOT
ACCEFT" BUTTON BELOW.

@ | accept the terms in the icense agreement

(71| do not accept the terms in the license agreement

InstallShield

< Back ] [ et » ] I Cancel

7. Click Next to continue to the Installation Type page.
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8. Select Complete if you want to install all program features, or select Custom if you want to choose the

features that are installed.

‘_ﬁ! LexisMexis® Practice Management

Choose the installation type that best suits your needs.

@ Complete

All applization features will be installed. [Requires the most digk
zpace.]

() Custom

Choose which application features pou want installed and where they
will be installed. Recommended for advanced users.

InstallShield

Time Matters® Installation Type - LexisNexis:

< Back ] [ P et > ] [ Cancel

9. Click Nextto continue.
m Ifyou selected Complete, click Next and continue to step 10.

m If you selected Custom, do the following:

a. Specify the folder in which the application files will be installed. To select a folder, click Change

and browse to the desired folder, then click OK.

Click Next to continue to the Custom Setup page.

b. Choose the program features you want to install. To change the status of a feature, click the
icon beside that feature and select either the option to install the feature or the option to not

install the feature.
Click Next to continue to the Ready to Install page.

10. Review the installation settings.
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ﬁ! LexisMexis® Practice Management

Ready to Inztall ™ LexisNexis:

Pleaze review the following summary indicating what will be installed. Click Install o
continue,

Time b atters® |nztallation

13

Inztall application to;
C:AProgram Files [#36]\LerizMexiz\Time katters 134

Application inteagration:
Time katters for Microsaft Outlook, - Enabled
Micrazoft Word - Enabled
Microzoft Qutlook - Enabled
Microzoft Excel - Enabled
icrozoft PowerPaint - Enabled
Adobe Acrobat - Enabled
Corel WordPerfect - Enabled

kirracnft labarnal Funlarar - Fnablad

m

InstallShield

[ < Back ] [ [rmztall ] [ Cancel

11. Click Install to begin the installation.

12. If Adobe Reader is detected on your computer, an information message will open. For instructions, see
Disable Protected Mode in Adobe Reader.

- h'
LexisNexis® Time Matters® 13 - InstallShield Wizard |

"‘-I The Time Matters add-in will not work with Adobe Protected Mode.

Adobe Reader X go to Edit » Preferences = General
Adobe Reader XI: go to Edit = Preferences » Security (Enhanced)
Clear the option “Enable Protected Mode at startup”

N E— e =

13. When the client application has been installed, the Installation Complete page appears. Click Next to
close the installation wizard and open the Database Creation wizard.

14. Select Create new database for Time Matters 13.
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&) Time Matters® Database Creation

Time katters databaze.

admiriztrator ar a zole practitioner] should create the database.

@ Create new databaze for Time Matters 13

[T Connect to an existing Time Matters 13 databaze

Create Mew or Connect to Existing Database? ™ LexisNexis:

Thiz wizard will help pou either create a databasze for Time katters 13 or connect to an existing

MHaote: Only a perzon rezponszible for managing vour firm’s computers [such az a spstems

LB |

LCancel

15. Click Next to continue to the Specify Shared Files Directory page.

16. If you want to specify a different folder in which to store shared document files, click Browse, select the

folder you want to use, and then click Open.

&) Time Matters® Database Creation

containz can be viewed, edited, and deleted by theze users.

Shared Files Directony:

Thiz folder will be accezsible to evepone on vour netwark. Ay files anddor folders that it

“rwComputertTime Matters

Specify Shared Files Directory ™ LexisNexis-

< B ) |

Cancel
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If you are upgrading from a previous version of Time Matters or Billing Matters, the Shared Files
Directory box is pre-filled with your existing shared files folder. If you specify a different folder, you
must copy all the files from your previous shared files folder to the new folder so that those files will be
available in version 13.

17. Click Next to continue to the Specify Location to Store Your Data page.

18. Select the SQL Server that will host your database.

If your SQL Server does not appear in the list, click the Specify Server button. Type the name of the
computer running SQL Server and click OK. (If you have SQL Server Express Edition, type \SQLEXPRESS
after the computer name.) The name you typed appears in the list of SQL Servers and can now be
selected.

rE{‘j Time Matters® Database Creation @

Specify Location to Store Your Data ™ LexisNexis:

Select the SEL Server that will be uged to store your Time Matters data.

|f your do not have a SAL Server you can download and install a free verzion from bMicrosoft,

[ Befrezh Server List ] [ﬁpemf}l Sewer]

[ { Back ] [ Ment l] [ LCancel ]

If you do not have SQL Server, click the blue hyperlinked text "download and install". On the
screen that opens, click the version of SQL Server Express recommended for your Windows version. For
instructions on downloading and installing the software, see Install SQL Server. After SQL Server is
installed, restart the Time Matters database creation wizard.

19. Click Nextto continue to the SQL Server Login Information page.

20. Enterthe SQL Server administrator password in the SQL Admin Password box.
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rEﬁ Time Matters® Database Creation @

SAL Server Login Information ™ LexisNexis:

Fleaze enter the adminiztrative pazsword far this SAL Server.

SOL Server Mame: myComputersTIMEMATTERS
SOL Adrain Login: za

SOL Admin Passward:

{ Back ] [ et }] [ LCancel

21. Click Next to continue to the Ready to Install page.

22. Review the settings that will be used to create the database.

If you need to modify advanced settings that control database size and growth, click the Advanced
button.

(&.1) Time Matters® Database Creation

Ready to Install ™" LexisNexis:

Pleaze review the follawing settings that will be used far the installation of your
Tirme Matters databasze.

[fou are about ta install and initialize the Time Matters SOL Server database. -

SAL Server and System Adminiztration;
SOL Server Mame: myCamputetsTIMEMATTERST3
Adminiztrator Login: ga
Adrminigtrator Pazsword: [walidated)

m

Mew Database Connection Properties:
SOL Databasze Mame: Timekd atters13
Tutor D atabaze Mame: Timetatters13_Tutor

Advanced ][ Frirt

Chek Install to continue.

{ Back ] [ Install ] [ LCancel
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23. When you are ready to create the database, click Install.

When the database creation process is complete, the SQL Database Installation & Configuration
Complete page appears.

24. Select Yes if you are responsible for setting up the software users and configuration settings, or select
No if someone else will set up the software.

'&1) Time Matters® Database Creation

S0L Database Installation & Configuration Complete ™ * | axjsNexis:

Your SAQL database has been successfully installed and
configured!
Before pou can uze the application, there are initial 2etup procedures that must be completed.

Are pou responzible for theze procedures, which include creating new uzer accountz, configuring
application zettings, and configuring program and uzer-level settings?

Click Mext to continue.

New + ][ Cance

25. Click Nextto continue.

m If someone else will set up the software, the wizard displays information for you to copy and send to
that person.

» If you will set up the software, the wizard displays information and instructions that you should print
for your reference.
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&) Time Matters® Database Creation

Initial Data Entry

" LexisNexis'

Az the Time Matters adminiztrator, vou are responsible for setting up the application and imparting
exizting data.

Frint the information below for wour reference.

For detailed instructions on these stepsz, refer to the Installation Guide.

[

Shared Files Directory: SsryComputersTime b atters
Server Location: myComputers TIMEMATTERST3

Start Time batters Open the Installation Guide

Click Fimish to continue.

] |

Einizh ] [ LCancel

26. Click Finish to close the wizard.

Next, you must register the software.
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Register the software

The first time you start the application, it will automatically attempt to connect to the LexisNexis licensing
server so that your database can be registered.

k1 LexisMexis® Practice Management E =] @

Welcome

The application needs to get your icense information from the Licenzsing Server. -
Fleaze complete the requested registration information. L

Enter the Praduct K.ey provided. The key may have been provided in vour CO caze, inan
email ar in wour Welcome kit

[f wou cannob locate vour Product Fey, please contact LexsisMesis® Technical Suppaort at
200-387-9735.

goooa | oooad | oo0do | 00000

Click. Mext to begin the registration process.

Hext }|| Cancel

Click Next to send the registration information.

When the registration is complete, click Finish. The application will start. (If you are an upgrade customer and
your previous version of the software is detected on the server, you will be prompted to import data.
Instructions are available later in this guide.)

The next stepis to set up the application. The remainder of this guide provides instructions on how to set up the
application depending on whether your firm is new to Time Matters/Billing Matters or whether you are
upgrading from a previous version.
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Create an initial user and configure basic settings

After you have installed and registered the software, a wizard will open to help you create a user account and
enter basic program settings. The user account you create using this wizard is given administrative rights by
default (this can be changed later from within the application).

Note: If you are upgrading from a previous version, the wizard will not open. Instead, the user accounts and
program settings from your previous version will be imported.

1. Click Next to continue past the Welcome screen.
2. Enterthe name, address, and phone/fax numbers of your firm.
3. Click Next.

4. Enterthe name of theinitial user, a User ID, and a password. You will use the User ID and password to
access the application. A Staff member will also be created for this user account. The Staff initials are
based on the initials of the names you enter. If desired, you can change the Staff initials later from within
the application.

h‘fy Time Matters o] @ @

Administrative User Information M
Pleasze enter the admiriztrative user infarmation. Other users can be added later by gaing —
ta File » Setup > User and Security > Lzers. l
mInmn
—

m Eirst Mame* Ml Last Mame*

I
[ 1 Introduction o o
Each uzer iz aszighed a uszer identification name and password for

[ Firm application login purpozes. Pleasze enter that information here,
M Admin User UszerD® Password Canfirm Pazzward
[ ] Preferences
L] Practice | Change Password at Mest Login
[] security Y'ou may want toownite thig information down, You will need the User (D
and Pazsword to log in to this databaze.
L Finish
Initialz of Skaff to be used for identification in the application
* Indizates Fequired Fieldz
{ Back | [ MNext 3 l | LCancel
5. Click Next.

6. Select the options you want in effect when you log in. These options are specific to your User ID, and can
be changed later.
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= Main Opening Screen: Select the program screen you want to open automatically. If you do not
want a screen to open, select “Main Menu”.

= Show Alerts and Reminders Screen after Program Login: If selected, the Alerts, Reminders
and Watches screen opens automatically.

= Show if there are no Alerts and Reminders: If selected, the Alerts, Reminders and Watches
screen opens even if there are no Alerts or Reminders to display for the current day.

= Show Tip of the Day after Program Login: If selected, the Tip of the Day screen opens
automatically.

= Start the Messenger after Program Login: If selected, the Messenger opens automatically. The
Messenger runs in a separate window from the main application.

= Start Application Maximized: If selected, the application opens in a maximized window.

O Time Matters EHE|E|
Administrative User Settings M
Flease enter the initial settings for this user. These settings can be changed later by ==
going o File > Setup > General » User Level, R :
e

m Main Dpening Screen  |[TENEERD

[ Introduction
[ Firm
[ admin User

Show lertz and Reminders Screen after Program Login
Show if there are no Alerts and Reminders
Show Tip of the Day after Program Login

B Freferences
Start the Meszenger after Pragram Laogin

[ ] Practice
Start Application bdaximized
] Security
[ Finish
{ Back ] [ Mest }l ’ Cancel
7. Click Next.

8. Select the Terminology type applicable to your business or practice.
9. Click Next.

10. Determine whether to activate Security now. To activate Security at a later time, select No Security. If
you want to activate Security now, select Enable Security.

11. Click Next.
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12. Click Finish to close the Initial User wizard.

You have finished entering initial user information and application settings. Next, create new user accounts to
allow others in your firm to use the application.
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Create user accounts

1. Ifthe New User wizard is not already open, do the following to open it now:
a. Click the File menu, point to Setup, then point to User and Security, and then click Users.

b. On the List of Users, click the Add button.

2. On the Introduction page, enter the First Name, Middle Initial, and Last Name of this user.
3. EnterauserID and password for this user.

4. Select the Mobility User check box if this user will be using Time Matters Mobility.

5. Enter an email address for the user.

By New User [ % || == |

Create a New User - Introduction

The Uszer Wizard will quickly guide you through the process of creating a new user.

m At the end of thiz wizard, the link to install Tirme Matters will be
available to zend o the new user,

B Introduction Complete the fields below.

L1 staff First/MI/Last
[] Access User |0
[ 1 Rights Pazsword

1 Finish [ Mabiliby U zer

Ermnail Address

[] Do nat use this wizard again.

[ Mext }] ’ LCancel

6. Click Next to continue to the Staff/Security page.

7. Accept the default selections on this page to create a new Staff and security settings for this user.
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By New User [ | =2 |

Create a New User - Staff{Security

Select the default Staff/Group and security settings to aszign to thiz User 1D

m Drefault Staff/Group for thiz User 1D

@ Create a new Staff with this User
[ Introduction

I1ze an existing StaffGroup

W staff
[] Access Security Settings
_ @ |ndividual Securty Settings
L1 Rights Ilze Setiings from the Following User
[ Finish 1 Use Settings fram the Following Prafile

[] Do nat use this wizard again.

{ Back H Mext }] I LCancel

8. Click Next to continue to the Access page.
9. Select the user’s access privileges for normal (non-private) and private records.

If you select Show Records as “Restricted” or Show Records as “Private”, the user will be able to
see that the records exist, but will not be able to view or open the records.

Company Confidential. ® Copyright © 2013 LexisNexis. B All rights reserved. 21 of 49



LexisNexis® Time Matters® and Billing Matters® Installation Guide

By New User | % || & |

Create a New User - Access

Select the recard access for thiz Uszer 1D,

m Mormal Records without Access

() Show Becards as "Resticted"
[ Introduction _
@ DoMot Show Records

[] staff
Frivate Records without Access
B Access )
() Show Records az "Private'
[1 Rights @ DaoMoaot Show Records
[ Finish

Change Pazsvweord at Mext Login

[] Do nat use this wizard again.

{ Back H Mext }] ’ LCancel

10. Click Next to continue to the Rights page.

11. Select whether to give the user full rights to view, edit, and delete records assigned to their Staff and to
records they create. These rights are always granted, creating an exception to security settings that
would normally restrict the user's rights to those records.
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By New User [ % || == |

Create a New User - Rights
Select the rightz far this Uzer D,

m Default Staff Records

[T Introduction [ Uszer has full rights ta Wormal Fecords for the assigned Default Staff
[] User kas full rights ta Private Fecords for the assighed Default Staff

[] staff
[] Access Creator Rightz
B Richts [T] User kaz full rights ta Mormal Fecords they create
ig . .
[T] User has full rights ta Private Fecords they create
[ Finish

[] Do nat use this wizard again.

{ Back H Mext }] ’ LCancel

12. Click Next to continue to the Finish page.

13. Optionally, click the To Clipboard button to copy the information in the text box: the user ID and
password and a link to the installation program. This information can be copied into an email and sent to

the user.
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k't Mew User

Create a New User - Finish

Y'ou have completed the Uszer'wizard. To review or modify the infarmation you

entered, click the Back button, or chck a step in the progress indicatar to return to that
step.

m You are now ready to begin uzing the new uzer.

‘Whe recommend copying the information below and sending it o this
[H Introduction uzer [the link iz the zame for each user).

Click. the fallawing link ta install Time b atters.
L] staff WrwComputert Time b attersh S etuphzetupe. exe

Idzer ID: MCC To Clipboard
[] Access Paszword: TIMEMATTERST234

Email addrezs: moc@hrowncamposmarzhall. com
To accesz Time Matters Mobility, go to https: A tmmobiliby. lexiznesiz. com on pour
mobile device. Enter the email address and paszword shown above.

- Finish Mate: It may take up to 15 minukes for Mobiliy bo be available after pour Time
Matters uzer account iz created.

[] rights

| Set up security 2ettings via the Security Setup Wizard now.

Do not uge thiz wizard again.

{ Back |[ Einizh l | LCancel

14. Click Finish. If you are creating a new Staff for the user, see Create a Staff.
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Create a Staff for a new user account

When you create a user account using the New User Wizard, you are prompted to choose whether to assign the
new user an existing Staff or to create a new Staff for the user. If you choose to create a new Staff, the Staff
wizard opens automatically after you click Finish on the New User wizard.

1. Ifthe New Staff wizard is not already open, do the following to open it now:

a. Click the Database menu and then click Staff.

b. On the Staff list, click the Add button.

2. On the Introduction screen, enter the first, last, middle name, and initials of the Staff.

If the New Staff wizard opened automatically after you created a new user, some fields will be completed
automatically based on information you entered on the New User wizard.

@ Mew Staff

B | Introduction

[ ] address
|:| Custom
[ silling

[ Finish

[z l[=]

Create a New Staff - Introduction @
The Staff ‘Wizard will quickly guide vou through the process of creating a new staff, | S—-— |
H

A Staff iz a persan or a resounce [e.q., conference raamdather] for which pou
maintain a calendar anddor azsign records.

Enter the name and unique initials [2-4 characters] for thiz persondresource.
The unique identifier will be uzed throughaout the application far identification.

Last Campoz

First bd arilyr

bdiddle C

Iitialz of thiz person or resource MCC

[] Do not uze this wizard again.

)

+ Back [ et .'I] ’ Cancel

3. Click Nextto continue to the Address/Phone Numbers page.

4. Enterthe address and phone numbers of the Staff.
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By New Staff |7 | &
Create a New Staff - Address/Phone Numbers M
Enter an address and phone numbers for this staff. ———
N—

[ Introduction

B rddress
[] custom Home
b obile
[ Billing
Beeper
[ Finish

[] Do nat use this wizard again.

{ Back H MHext }] ’ LCancel

5. Click Next to continue to the Custom page.
6. Optionally, enter information about the Staff in the Billing, Bar No, and Position boxes.

7. If you want to specify a color for this Staff’s records, click the Color button. The Select Color screen
opens. Select a color and click OK. Records assigned to this Staff will appear in the selected color on lists
and calendars.
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By New Staff EEES

Create a New Staff - Custom tL

Enter the custarm data far this staff.

N—
BarMao
[ Introduction -
Position
[ ] address
B custom [] Motify Field is initially set to Yes on Mew Records
[ Biling Recards will be colored az shown...  5taff Records Color
[ - Finish

[] Do nat use this wizard again.

{ Back H MHext }] ’ LCancel

8. Click Next to continue to the Billing page.

9. Select a rate type. If you select a rate table, select the table from the drop-down list and a default level. If
you select an hourly rate, enter the rate amount.

10. Optionally, select a matching Timeslips timekeeper and default payroll earnings item.
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K1) New Staff (7 [=]

Create a New Staff - Billing Options tL

Complete the biling infarmation for this staff.

Rate Type @ Use Rate Table Rate Table | <Custom Rater =] -
D efine
[ Introduction

Default Level =
[] address
B Custom (70 Hourly Bate Arnioit 0,00/
B 5illing
[ Finish

[] Do nat use this wizard again.

{ Back H MHext }] ’ LCancel

11. Click Next to continue to the Finish page.

12. Click Finish to close the wizard.
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Configure security for a new user

When you create a user account using the New User Wizard, you are prompted to choose whether to create
individual security settings for the new user or to use the settings from a security profile or another user. If you
choose to create individual security settings, the Security Setup wizard opens automatically after you click
Finish on the New User wizard. (The Staff wizard opens first, if you are also creating a Staff for the new user.)

1. Review theinformation on the Introduction page.

2. Click Next to continue to the Setup Settings page.

3. Select Yes below each program setup feature the user should have access to.

P

L

Ky Security Setup - MCC

Security Setup - Setup Settings

Set the zecurity zettings and optionz used to zetup the application.

[ ntreduction

[ | Setup
[ ] General
[ giling
] Reports
[ Records
[} Finish

Izer haz access to Program Level, Uzer Level, Workstation Level, and Security

Settings?

@ ‘ez

Izer hasz access to setup codes [ie., Autatst, Billing, Classification, Phaze, and

Felationzhip]?

@ “Yes

I1zer haz access to setup templates for AutoEntye Formes, Biling Preferences,
Chainz, HotDocs, Merges, Monitors, Triggers, and Mavigators?

@ Yes

) Mo
1 Mo

71 Mo

{ Back H MHewxt }] ’ Cancel

4. Click Nextto continue to the General Settings page.

5. Select Yes below each general program feature the user should have access to.
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Ky Security Setup - MCC

[ Introduction

[] setup
M General
[ giling
[ ] Reports
[ ] records
[ Finish

Security Setup - General Settings

Set the zecunty zettings for general ophions.

Ilzer haz access to import and export recordz and to spnchronize the application
with third-party applications?

@ “Yes 1 Mo
Ilzer haz access to tasks on the wilities menu [i.e., database and document
ranagement, file lacations, package features, and property filez], password figlds,
and the staff and group lists?

@ “Yes ) Mo
Ilzer haz access to database reports, customize field: and areas on forms,

document search, recycle bin, and the indaout lizt?

@ “Yes 1 Mo

i Back ][ et }l ’ LCancel

L,

6. Click Nextto continue to the Billing Settings page.

7. Select Yes below each billing feature the user should have access to.
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Ky Security Setup - MCC

[ Introduction

[] setup
L[] General
M Eiling
[ ] Reports
[ ] records
[ Finish

Security Setup - Billing Settings

Set the zecurty zettings for biling-related tazks.

Ilzer haz access to setup biling [i.e.. bank accounts, rate tables, bill lapoutz and
prafiles, bill cocles, and payment termz]?

@ “Yes 1 Mo

Ilzer haz access to biling tazks [i.e.. creating bills and pre-billz, posting bills,
BillFlow ¥ anager. and billing preferences]?

@ “Yes 1 Mo

Ilzer haz access to ranzactions and invoices [i.e., adding, changing, deleting,
and the Accounts Receivable tab on farms]?

@ “Yes ) Mo

i Back ][ et }l ’ LCancel

L,

8. Click Next to continue to the Standard Reports Settings page.

9. Select Yes to give the user access to all standard reports, or select No to select specific reports the user

can access (or none).
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Ky Security Setup - MCC

[ Introduction

[] setup
L[] General
[ giling
B Reports
[ ] records
[ Finish

Security Setup - Standard Reports Settings

Set the zecunty zettings for access to Standard Reports.

Ilzer haz access to all standard reportz hsted below?

I Mo

Select the access for each categony of Standard Reparts,

Billing Tranzachons
Tax Staff
Setup
i Back ][ et }l ’ LCancel

b

10. Click Next to continue to the Record Access Settings page.

11. Select Yes below each type of record ("normal" or "private" records) the user should have access to.
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Ky Security Setup - MCC

[ Introduction

[] setup
L[] General
[ giling
[] Reports
M records
[ Finish

Security Setup - Record Access Settings

Set the zecunty zettings for access to Mormal and Private Records.

The record lppes currently enabled are Event, ToDo's, Contact, Matter, Cuztom
Formz, Mote, Document, Phane, Email, kail, LexizMesiz, Biling, and Outline.

I1zer haz access to view, add, change, and delete normal recardz for the listed

record types’?

@ “Yes

I1zer haz access to view, add, change, and delete private records for the listed

record types?

@ “Yes

"1 Mo

I Mo

i Back ][ et }l ’ LCancel

L,

12. Click Next to continue to the Finish page.

13. Click Finish to close the wizard.
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Backup Time Matters data

After installing the software, you should perform an initial backup, and also establish a schedule for making

regular backups.

It is recommended that you schedule backups to occur automatically on a regular basis. You can also perform
backups manually as needed, such as before upgrading the software.

There are different kinds of data involved in a backup:

= Datain the SQL database
s Filesin the Shared Files folder

= Email attachments

Create a manual backup in Time Matters

To start a manual backup:

1. Select File > Backup Time Matters Data from the Time Matters menu.

The Time Matters Backup window opens.

1 Time Matters Backup - Use Often!

(-7l

1. Mate Current Source for Backup...

fallowing File Location

The Time Matters Data Directory that will be backed up is determined by the

Location File [GET]
Description Main Office
Source [Filez Directory) W PTime Matters 134

2. Specify Hame & Full Path Destination for Backup File. ..

Mote: Use different names to maintain multiple backup files.

[ Skip files in the Document and Document |ndex Directories

[ Skip backing up of email attachments

[7] Remember this destination for future backups

S0L Backup Location c“Program Files\Microzoft SOL Server'MSSALTT.

Mate: Thiz location iz on the server and must be changed in SOL Server.

Shared Files Backup [ TMMON ZIP |

For example. a different name for each day of the week.

3. Backup Options...
@ Scheduled Backup

Backup at on;
[ Every day
Sunday
] Monday
[ Tuesday
[ wednesday
[] Thursday
[ Eriday
[ Saturday

’ Defaults l ’Eiew Backup Log] [ ok ] ’ LCancel
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2. (Optional) In the Shared Files Backup box, type or select a different backup file name.

3. (Optional) Select the types of files (documents and/or email attachments) that you want the backup to
skip.

4. Select the Backup now option from the Backup Options... area.
5. Click OK.
The Begin Server Backup Now window opens.
6. Click Yes. When the SQL database backup is complete, the Server Backup Completed window opens.
7. Click OK.
The Begin Backup Now window opens.
8. Click Yes.

9. When the process is complete, click OK to close the window.

Time Matters SQL database backups are stored in a different location than backups of Time Matters
document and email files. The default location of SQL backup data is:

C:\Program Files\Microsoft SQL Server\MSSQL.1\MSSQL\Backup Or C:\Program Files (x86)
\Microsoft SQL Server\MSSQL.1\MSSQL\Backup
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Create a scheduled backup in Time Matters

To create a scheduled backup in Time Matters:

You must run Time Matters as an "Administrator" in order to schedule a backup.

1. Select File > Backup Time Matters Data from the Time Matters menu.

The Time Matters Backup window opens.

% TaTE D Backup - Use Often! = @ﬂ

1. Maote Current Source for Backup..

The Time Matters D ata Directory that will be backed up iz determined by the
following File Location

Location File b ain
Dezcriptian Main Office
Source [Files Directory] — [44, ITime Matters 134

2. Specity Mame & Full Path Deztination for Backup File..
SOL Backup Location c:\Program Files\Microzaft SOL Server\MSSELTT.

Mote: This location iz on the server and must be changed in SAL Server.

Shared Files Backup | MI [;]

Mote: Uze different names bo maintain multiple backup fles,
For example, a different name for each day of the week.

[T Skip filez in the Document and Document Index Directaries

[7] Skip backing up of email attachments

[] Remember this destination far future backups

3. Backup Options...
@ Scheduled Backup
Backup at or;

[T] Every day

Sunday

[ Monday

[] Tuesday

[ wednesday

[7] Thursday

[] Eriday

[ 5aturday

() Backup now

[ Defaultz ] [EiewBackupLog] [ Ok ] [ LCancel

2. Inthe Shared Files Backup box, type or select a backup file name.
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6.
7.

(Optional) Select the types of files (documents and email attachments) that you want the backup to
skip.

Select Scheduled Backup from the Backup Options... area.
In the Backup at box, select the time you want the automated backup to run.
Check the box(es) that corresponds with the day(s) you want this backup to run.

Click OK.

The backup automatically starts on the day and time you selected for the schedule.

The machine must be powered on (turned on) in order for the scheduled backup to run.
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Additional scheduled backups

The Backup utility in Time Matters stores one scheduled backup configuration. If you need to create additional
backup schedules, such as scheduling backups to occur at different times on different days, you can use the
Windows Task Scheduler.

To create additional scheduled backups in Windows Vista, Windows 7, or Windows 8:
1. Click the Windows Start button.
2. Select Control Panel > Administrative Tools > Task Scheduler.

The Task Scheduler opens.

(F) Task Scheduler s [@]=]
File Action WView Help

&= |[@ B3
E} Task Scheduler (Local) Task Scheduler Summary (Last refreshed: 8/9/2012 8:24:33 AM) J [FWEEN
b [f Task Scheduler Library

» | Task Scheduler (Local) -
| of Task & = | Connect to Angther Computer...
; l_ . You cam use Task Scheduler to create = ] Create Basic Task...

and manage commen tasks that your =
computer will carry out automatically at | = Create Task...
the times you specify. To begin, click a | Import Task..,
command in the Action menu.

[ Display All Running Tasks
] Disable All Tasks History

=

Tacke sra eharad 1n fnldsre in the Tacl

gk : | AT Senice Account Configuration
Status of tasks that hav... | Last 24 hours v] View *
Surmimary: 45 total - 0 running, 45 succeeded, 0 sto... @ Refresh
H Hep

Tazk Marme Run Result =

IH ConfigMatification (last run suc...
E Consclidater (last run succeede...

Last refreshed st 8/9/2012 9:24:33 AM _

Lal]

3. On the main menu, click Action > Create Basic Task.
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The Create Basic Task wizard opens.

' Creste Basic Task Wizard =
-’E Create a Basic Task

Create a Basic Task Use this wizard to quickly schedule a common task. For more advanced options or settings
Trigger such a5 multiple task actions or triggers, use the Create Task command in the Actions pane.
Action Mame: Tirme Matters backup

Finish

Description:  Daily unattended database backup

l et » ] [ Cancel
4. Enter atask name and a brief description. Click Next.
The Task Trigger page opens.
" Create Basic Task Wizard ==
O] Task Trigger
Create a Basic Task When do you want the task to start?
& Daily
Action
Finish Wexkiy
Monthly
One time
When the computer starts
When llog on
When a specific event is logged
<Back || Net> || Cancel

5. Select Daily and click Next.
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The Daily page opens.

Creste Bazic Task Wizard

';J.'-—i Daily

Create a Basic Task
Trigger

Action

Finish

Start  BF 972012 @

200400 AM

Recur every 1 dayz

1 [C] Symchronize across time zones

« Back

[ Meat » ]| Cancel

6. Select a date and time that the backup processes will begin. Click Next.

The Action screen opens.

Create Basic Task Wizard

" E Action

Create a Basic Task
Trigger
Daily

Finish

What action do you want the task to perform?

@ Start a program
Send an e-mail
Display & message

« Back

[ Meat » ]| Cancel

7. Select Start a program under the "What action do you want to take?" heading. Click Next.
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The Start a Program screen opens.

Create Basic Task Wizard

(9| Start a Program

Create a Basic Task

Trigger Program/script:

Daily "C:\Program Files (x86)\LexisMexis\ Time Matters 13\tmwe.exe"
Action

Start a Program Add arguments (optional):
Finish

Start in {optional):

Browse...

[backup

Ch\Program Files(:B6)\Le

< Back l

(] (L)

8. Click Browse.

The Open Dialog screen opens.

9. Select Program Files > LexisNexis > Time Matters > TMWE.exe.

10. Enter /backup in the Add Arguments field.

11. Enterthe path to the program files (for example, C:\Program Files (x86) \LexisNexis\Time Matters)

in the Start in field.

12. Click Next.
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Create a Basic Task
Trigger Mame: e IMatters backu

" Description:  Daily unattended database backup
Action

Start a Program

Trigger: Daihy; At 2200 AM every day

Action: Start & program; “C:\Program Files (sB5)\LexsMexis\Time Matters 11\tmwe.e

"] Open the Properties dialog for this task when [ click Finish
When you click Finish, the new task will be created and added to your Windows schedule.

| <Back || Finish || Canest |

13. Click Finish.

Please ensure that all Time Matters applications are closed prior to this scheduled task being executed.
The backup will not run with the application open.

Notes

m If default backup file names are used, each Shared Files backup that occurs on a particular day of the week
overwrites the file created by the previous backup on the same day. For example, a Shared Files backup file
created on Monday (TMMON.zip) would be overwritten by a backup created the following Monday unless a
different file name is specified.

= Each SQL backup is given a file name based on the day of the week when the backup is created.
(Examples: AutomatedBackupMonday.bak, AutomatedBackupTuesday.bak, etc.) Thus, the next time a
SQL backup occurs on the same day of the week as a previous backup, the previous backup file is
overwritten by a new one with the same file name.

= You can view a log of previous backup attempts by clicking the View Backup Log button at the bottom of
the Time Matters Backup window.

= You can also run the backup process from the command line by using the main Time Matters executable
(tmwe.exe) with the /backup parameter and other parameters listed below.
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Command-line -
Description

parameter

/backup A full backup (emails, attachments, and documents) is performed
/backup /noemail A backup not including email attachments is performed

/backup /nodocs A backup not including documents and files is performed

/backup /nosql A full backup is performed, but does not include SQL back up activities
;2232;2 /noemail A database backup only is performed

Allows you to identify which database is backed up, where xxxx is the name of the

/backup /U=xxxx configuration file.

/backup Allows you to use a custom description/file name, where xxxx is the name of the
/zipdest=xxxx file, to a maximum of 80 characters.
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Set up Mobility

Setting up Mobility requires you to do the following:
1. Ensure that your firm has an active Annual Maintenance Plan (AMP).

2. Install the Mobility Manager (setup.exe) on the server that hosts your Time Matters or Billing Matters
database.

3. Ensurethat Enable Web Access is selected on the General tab of Program Level Setup (the option is
selected by default).

4. Ensure the following for each user who will use Mobility:

= The Mobility User check box is selected on the User Form. (This check box is also present on the
New User wizard when you create new user accounts.)

= An email address is entered on the User Form. This will be entered as the User ID when logging in to
the Mobility web site.

m The user’s password meets strong password requirements. (Users without a strong password will be
prompted to change their password the first time they attempt to log in to the Mobility web site.)

Please allow 15 minutes for new Mobility users to become active after enabling Mobility for each user.

5. Provide users with the Mobility URL: https://tmmobility.lexisnexis.com
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Install the client application

In order to install the Time Matters or Billing Matters client application on a user’s computer, you will need to
run the setup program that was created when you installed the database on your server. This setup program is
pre-configured with your product key and the location of the database and shared files, so you will not have to
enter that information during installation. The setup program is located in a sub-folder inside your Time
Matters/Billing Matters shared files folder:

<sharedFilesFolder>/Setup/setupe.exe

Warning

Performing a workstation install on a user's computer with the setup program used for the initial installation on
the server computer is not allowed. The installer will direct you to use the setup program from the shared files

directory.
1. Run the setup program setupe.exe in the /Setup subfolder of your Time Matters/Billing Matters shared
files folder. Your systems administrator can provide the location if needed.
2. Ifthe Product Key boxes are not already completed, enter your product key.
3. Click Nextto continue to the Software Agreement page.
4. Review the software agreement. When you are finished, select I accept the terms in the software
agreement.
5. Click Next to continue to the Installation Type page.
6. Select Complete if you want to install all program features, or select Custom if you want to choose the
features that are installed.
7. Click Next to continue.
8. Perform the following additional steps only if you selected Custom on the Installation Type page.
a. Optionally, click the Change button to select a different local folder in which to install the
application.
b. Click Next to continue.
c. Optionally, deselect program features that you do not want to install. To deselect a feature, click
the icon beside that feature and select the option " <feature> will not be installed."
d. Click Nextto continue to the Ready to Install page.
9. Review the installation settings. If you need to change settings, click the Back button to return to
previous pages of the wizard.
10. Click Install to begin the installation. Wait for the installation process to complete.
11. Click Finish to close the installation wizard, when the client application has been installed, the

Installation Complete page opens.
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Disable Protected Mode in Adobe Reader

For the Time Matters plug-in to function, you must disable Protected Mode in Adobe Reader.

Protected Mode is a feature of Adobe Reader X and later versions. Use the following links to view instructions for
your version of Adobe Reader:

s Adobe Reader X

= Adobe Reader XI

Check the status of Protected Mode:
1. Open a document in Adobe Reader.
2. On theFile menu, click Properties.

The Document Properties window opens.

(X

Document Properties

Description || Security | Fonts Custom| Advanced|

PDF Settings

Base URL:
Search Index:

Trapped:

Frint Dialog Presets
Page Scaling:
DuplexMode:
Paper Source by Page Size:

Print Page Range:

Mumber of Copies:

Reading Options
Binding:

Language:

Protected Mode: On

[ OK l [ Cancel ]

3. Onthe Advanced tab, check the Protected Mode property.

Adobe Reader X

Turn off Protected Mode in Adobe Reader X:
1. On the Edit menu, click Preferences.

The Preferences window opens.
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Preferences
Categories: Basic Tools
Commenting [[Juse single-key accelerators to access tools
Documents Create links from URLs
Full S
—— [ Make Hand toal select text & images
Page Display Make Hand tool read articles
[IMake Hand tool use mouse-wheel zooming
Da M.ul.i?medla [IMake Select tool select images befare text
Accessibility
Forms [JUse fixed resolution for Snapshot tool images:
Identity
International T
Internet Warnings
JavaScript [Ibo not show edit warnings

Measuring (20)
Measuring (30)
Measuring (Geo)
Multimedia (legacy)
Multimedia Trust (egacy)
Online Services
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2. Inthe Categories list on the left, select General.

3. Inthe Application Startup area, clear the check box Enable Protected Mode at startup.

4. Click OK.

For more information, see the Adobe website:

http://help.adobe.com/en_US/reader/using/WS4bebcd66a74275c3-7d28390112a81b3ebff-8000.html

Adobe Reader XI

Turn off Protected Mode in Adobe Reader XI:
1. On the Edit menu, click Preferences.

The Preferences window opens.

Company Confidential. ® Copyright © 2013 LexisNexis. B All rights reserved.

47 of 49


http://help.adobe.com/en_US/reader/using/WS4bebcd66a74275c3-7d28390112a81b3ebff-8000.html
http://help.adobe.com/en_US/reader/using/WS4bebcd66a74275c3-7d28390112a81b3ebff-8000.html
http://help.adobe.com/en_US/reader/using/WS4bebcd66a74275c3-7d28390112a81b3ebff-8000.html
http://help.adobe.com/en_US/reader/using/WS4bebcd66a74275c3-7d28390112a81b3ebff-8000.html

LexisNexis® Time Matters® and Billing Matters® Installation Guide
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2. Inthe Categories list on the left, select Security (Enhanced).
3. Inthe Sandbox Protections area, clear the check box Enable Protected Mode at startup.
4. Click OK.

For more information, see the Adobe website:

http://helpx.adobe.com/reader/using/protected-mode-windows.html
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Uninstall the software

If you currently have both Time Matters and Billing Matters and you only want to uninstall one of the
applications, you must contact Customer Support to assist you. Do not use the following instructions for
uninstalling, or it could result in loss of data.

Time Matters cannot be uninstalled without uninstalling Billing Matters, nor can Billing Matters be uninstalled
without uninstalling Time Matters.

1. In Windows, go to Start > Control Panel > Add or Remove Programs.

2.1In the list of installed programs, select Time Matters 13.

3. Click the Uninstall button.

At your option, you can manually delete the folder containing Time Matters/Billing Matters configuration files. If
you plan to reinstall the software with a different configuration (such as installing the database on a different
SQL Server), it is a good idea to delete this folder.

The folder’s default location depends on your version of Microsoft Windows:
= Windows XP:
C:\Documents and Settings\All Users\Application Data\LexisNexis\Time Matters
= Windows Vista, Windows 7 and Windows 8:

C:\ProgramData\LexisNexis\Time Matters
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