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NOTE IN THE VERSION 10.0

1. Theversion 10.0 requires power users to make the following two settings:

— In case your office sends conflict inquiries by email, the Conflict Check Parties report listing
the assignment parties needs to be published in the Settings. Otherwise, the conflict inquiry
email is created without the assignment party attachment. For more information, please see
the chapter Assignment party report attached to conflict inquiries.

— In case rights to open new assignments has been limited to a specific user group only, the
same user group now also needs rights to edit assignments. For more information, please
see the chapter Rights to edit assignments.

2. CSI Helsinki only supports the two most recent versions of CSI Lawyer. Currently, the supported
versions are 10.0 and 9.1. If your company uses an older version, we recommend updating it as soon
as possible.

3. Incase your company uses a CSl Lawyer version older than 6.0 with automated document templates,
they no longer work in the new version. Before updating to the CSI Lawyer version 10.0, please
contact the CSI Support to ensure the compatibility of your templates with the new version.

4. Microsoft no longer supports SQL Server 2008 R2 or older. Consequently, CSI Lawyer from version
6.0 onwards requires a newer SQL Server version. Please contact your IT support if necessary.

5. Minimum version of .NET Framework is 4.8. If needed, this is a free download from Microsoft site
https://dotnet.microsoft.com/download/dotnet-framework/net48

NOTE! After publishing the version 10.0 it has been complemented (in the update version 7.6.21) with a
possibility to define for a specific user group the “Own” filter. This enables displaying to users belonging
to this group only their own entries a) in the main window (Workplace area) and/or in the subfolders of
individual customers or assignments.
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TOP NEW FEATURES

To support management of conflicts of interest, a blacklisting functionality has been added. You can add to
the Blacklist folder customers for which new assignments should not be opened for some reason. Such a
conflict of interest may be caused, for example, by former work history of your employees.

The Blacklist folder can be found in the Workspace area, in the Inspections group. When a customer is
blacklisted, the reason for it as well as the condition for removing the customer from the list are registered. You
can also attach to the blacklisting event the users causing the need to blacklist the customer.

Blackiist

[
Saveand Delete
Close ¥

Actions o
& Customer i
Added by : aina Malmivirta 7| Added On 18/03/2021 -
Blacklist s Reason for Adding

Fa .
() Information

Further Information ~

Condition For Removal
..... cers

Adding customers to the blacklist does not prevent opening new assignments for them. However, the
blacklisting information is displayed in the customer list of the Conflict Search folder as a red dot and in the
Conflict Search window as a warning triangle in front of the principal name.

Workplace - Inspections - Conflict Search Ten % £ InAllFields =R

(Customer type)

Drag a co eader here to group by that co 0o
Custo lame Customer... | Responsible person | Country City Last Transac... | Copa... |Oppo... | Other |Assignmen... | Opportu... EBlacklisted
10457 Ab Helanatten Taina Malmivirta Finland Helsinki
H 10485 Svenska Kienten... 1-22233... Taina Malmivirta Sweden Stockholm 18/02/2021
10462 Ful Ten Ltd, Tuomas Johtaia Estonia Rome 24/02/2021

A customer cannot be removed from a blacklist without first removing the linked users. However, a blacklisting

can be deactivated by entering the reason for removing it (Reason for Removal). The blacklisting mark is thus
removed e.g. from the Conflict Search list.

The maximum number of characters for the Reason for Adding, Condition for Removal and Reason for
Removal fields is 200.
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The customer identification functionality has several improvements. You can now define multiple customer
identification risk levels and set a separate customer identification interval for each of them. It is also possible
to use an existing customer identification as a template for a new one. You can also integrate CSI Lawyer to
Due Compliance service that enables AML checks, KYC, and risk assessments under the AML legislation. For
more information about the integration, see the Integrations chapter.

Identification risk assessments with individual validity

Previously the risk level of an identification was not directly indicated in CSI other than choosing the required
identification level, and only one common validity period was set for all levels of identification. Now different
risk assessments and validity periods can be applied on the customer level to better support the overall
identification process.

To define different risk assessments and validity periods, power users can go to the Settings > Customer
Settings > Customer Identification Risk Assessments.

Customer Identification Risk Assessment b4

Customer Identification Risk Assessment

Enter information for @ new customer identification risk assessment.

Value Very High Risk
Description

Active o
Identification validity duration (mos.) |6

Show expiration warning .,

0K Cancel

A new risk assessment is added by selecting the New button, and then defining its name (Value) and unique
identification validity duration. The allowed duration is 6-36 months.

By selecting the "Show expiration warning" checkbox, the software will display a warning when customer
identifications of customers having this risk assessment are expiring. The warning is displayed on the customer
identification lists.

The risk assessment is then selected for each customer individually, allowing to better keep track on their
specific identification requirements. The risk assessment can also be defined on the customer identification if
necessary. When updating to the version 10, there is only one risk assessment, "Default”, defined. This risk
assessment is set for all existing customers and their identifications and its validity duration is set according to
the former “ldentification Required Every X Months” parameter.

Using existing customer identification as a template

When creating a new customer identification, you can use a valid identification previously done for the same
customer as a template. The status of the identification to be used as a template must be “Done”.
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To copy the information from an existing identification to the new one, first create the new identification

event, set its status as Started and save it. Then select the “Attach to Existing Identification” button to copy

the information.

Customer Identification

D 4
N =
Saveand Delete = Identificaton = M s JAttach to Existing
Close ¥ Reason ¥ Re ed | Identification
Actions Text

General Notes

Customer Identification A Customer Hi Jermutr.y

@ Information Assignment | Assignment Request =

[=] Board Members Identification Information

[=] Beneficiaries and Owners Identification Started On | 13/03/2021 - Status Started
Identification Level Standard - | Risk Assessment Default

New one]

Identification Level Reason

When done, the new identification displays a link to the former identification. By selecting the action on the
ribbon you can mark the identification information as reviewed and update the review date and the reviewer.

Customer Identification window layout changes

There are also some changes in the fields of the window:

— To the Assignment field, you can now select only assignments where the customer is in a party role

requiring identification.

— “Risk Assessment” has been added for setting the identification’s risk assessment. If a customer has

been defined a risk assessment, it is displayed in the field.
— The new "Attached To" group contains fields that cannot be manually edited:
— Alink to the customer's former identification, which was used as a template, and its date

— The review date (current date) displaying when the Mark as Reviewed action has been used

— The reviewer (current user)

— The fields in the former Registration and Representation groups which were displayed for a completed
customer identification have been removed. If those fields had some content, it is saved as notes when

the software is updated to the version 10.0.

Identification related changes in the Customer window

The identification level, level reason and risk assessment can already be defined on the customer level. In that

case the information is automatically filled in for all future assignments of the customer.
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General Address

Com pany or N - Customer Identification

Association Required Identification Level -

.:::. Information Identification Level Reason I-%} i
8| More Addresses

© contact Persons Identification Required Modified by | Identification Required Modified On

Identification related changes in the Assignment window

All the fields related to customer identification have been removed from the assignment window’s Information
tab. Identifications related to the assignment can be found in the Customer Identification folder.

ro- §- B
Assignment
# Close ¢ U Create Invoice 7 { g
s
e ® % Preview Invoice .
Saveand Delete Check Permissions Create Preliminary __ Add Transaction Documents New Timer  Reports = Parameters
Close Identificatons ) Activate Invoice 5] Sub Assignment Invoicing v -
Actions Manage Define Invoicing Add Timer Repo. Settings
= General Invoicing Notes
= Principal i jaana Oy Assignment e 2009855
[\ Expenses Primary Contact i ; Assignment Request [
Transactions Parent Assignment
Work Time Entries Assignment Information
Archiving A Subject Perustesti
Doaiments Assignment Type 10.0 testaus v Business Unit =
Business Area ~| Language Finnish
i A
Review Receiving Date 02 e
) Customer Identification Opening Date o DACS
Relationships A Responsibiity
57 Sub-assignments Owner 2 Invoicing Contact 2
Responsible 2 Seller 2
Activities A =
. Assistant 2
&= Activities v
Other Information

Reminders: 0 Record loaded in 8,1 seconds. {5 status: Active {0 History

When creating a new assignment, the software automatically creates an identification event for all required
parties, if the feature is enabled. Thus, the Parties list no longer displays information about the identification
status.

If before updating to the version 10.0, the required identification level for an assignment was “Not needed”, in
version 10.0 the software adds to each required party an identification event with the identification level "Not
Needed" and fills in the level reason and required dates.

Identification related changes in the Assignment Request window

Please see these changes in the chapter “Adding and identifying customers and setting pricing for assignment
requests”.

Viewing own identifications

The former My Identifications view in the Customer Identification folder of the Customer area no longer exists,
but users can select “My Own” to the owner filter to see their own identifications.
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Customers - Venfications - Customer Identr | 5earch for records L In All Fields
All Identifications - (Identification Started On) - (Owner) - (Status) *
| My Ow :
ASSIgNMEnN - 0K Cancel

Users can also check their identifications in the Workplace area where the Customer Identifications folder only
displays customer identifications where the current user is marked as assistant, responsible, or as performed
by. The “My Own” selection in the Owner filter cannot be removed.

Workplace - Inspections - Customer Identification Search for records ) In All Fields

Search ror records >

All Identifications - (Identification Started On) - My Own (Status)

Adding a new customer when creating an assignment request

So far, it has been possible to attach to an assignment request a completely new principal or party without
adding it to the software as a customer. However, to such "customer" it has not been possible to save adequate
information nor find its information with the normal search.

Companies or private persons to be attached to an assignment request as a principal or a party must first be
saved to the software as customers. However, this can be done during the process of opening a new
assignment request. If no customers are found with the search criteria you enter in the Principal field of a new
assignment request window, you can select the magnifier button to open the Look Up Records window. If the
desired customer is not found in this window either, create it as new by selecting the New button.

= Look Up Records a X

Look Up Records

Type the information you are looking for in the Look for box and diick Find. Then, select the {0} you want and dick OK.

Companies and Associatia | Three Fellows Ltd X In Al Fields = EN )

Companies and Asso... ~ Search Result - (Owner) - (Ty.

OK ] Cancel Remove Value

Fropertes

If an assignment request has been created before updating the software to the new version, the "customer"

which has been attached to it, is converted to a real customer when converting the assignment request to an
assignment.
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Customer identification on an assignment reqguest

The software now enables customer identification already during the assignment request process. When an
assignment request is converted to an assignment, the link to the customer identification will remain.

If the Assignment request and Customer Identification functionalities have been activated in the Settings (>
System Parameters > General > Application Features), the software automatically creates to a new
assignment request the required identification events to the Customer Identifications folder. Identification rows
are added for all parties requiring identification and for assignment requests which have been opened before
updating the software version.

Setting pricing for an assignment request

You can now define pricing information for a new assignment already in the assignment request phase. The
Assignment Request window offers an Invoicing tab for defining the following invoicing details:

Motes

General I

Invoicing
Currency EUR * | Cost Center [s]
Hour Price 0,00 v Exceptional VAT Handling

Price Limits

Is Fixed Price 0,00 Price Limit 0,00

Price Alert Limit 0,00

The information entered in this tab is transferred also to the assignment. If the assignment is in foreign
currency, the sums entered show up in foreign currency fields and are also calculated to the base currency.

Price and credit limits

Is Fixed Price 0,00 Fixed Price {GBF) 0,00
Price limit (EUR) 13 422,37 Price limit (GBP) 12 000,00
Price Alert Limit {EUR) 11 185,31 Price Alert Limit (GBP) 10 000,00
Credit Limit (EUR) 0,00 Credit Limit (GBF) 0,00

Day price in use

Role price lists are an addition to CSI Lawyer’s pricing option. They make it easier to maintain role prices of
e.g. domestic and foreign corporate customers, private persons or other customer groups, as any changes to
a role price list can be centrally updated to all customers having in use the role price list in question.

NOTE! If you wish to add a role price list to a customer, the customer cannot have any other role prices at the
same time. When attaching a role price list to a customer all role prices manually added to the customer are
deleted. However, in the pricing hierarchy, the role price list of a customer is weaker than role prices defined
at the assignment level. Thus, in case you wish to define other role prices, you can add them to the assignment.

A power user can create role price lists in the Settings (> Common Settings > Role Price Lists) by giving a
name to the price list and defining prices for different roles in the Roles Prices folder.
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Role Price Lists Role Prices

X

MNew Delete

Actions ~
< Role Prices = HERS)
. . Drag a column header here to group by that column jol

Role Price Lists ~
@ nformation : tmployee role Hour price
¥:- Role Prices bW Assistant 100,00
i) Customers ¥ Lawyer 195,00

Partner 299,00
For the role price list to have an impact on transaction pricing, the pricing model selected either in the system,
business unit, customer, or assignment parameters (Invoicing > Pricing) must be role-based.

Once a role price list has been defined in the Settings, it can be added to individual customers. This can be
done either in a customer’s Role Pricing folder (Invoicing group) by selecting “Attach to a Role Price List” on
the ribbon or in the customer parameters (Invoicing > Pricing > Role Price List). Any former role prices which
have been manually added in the customer’s Role Pricing folder will thus be deleted and replaced with the role
price list. The software does not warn about replacing the manually added role prices.

Corporate and private customers to whom a role price list has been added are displayed in the Settings,
Customer folder of the role price in question. However, you cannot add or remove linked customers in the
Role Price List window, but it must be done in the customer window.

Role Price Lists Customers

Actions

I« Customers Search for records - In All Fields

Role Price Lists ~ {Type)

@ Information

o
o
n
i
Il
a
3
T
m
0
o
i
i
o
g

2~ Role Prices
MName Responsible person Country

i) Customers

b [ AlmostEight Ltd Bertta Blomberg Latvia

Any changes made to a role price list will be updated to customers

. . L. Role Price Lists
having the role price list in use.

| L == Activate
. . . . “/< : :‘f 7 Deactivate
The window of the role price list does not close until the changes made  saveand pelete  Update Role Prices
. " . Close ~ for Customers
are updated to customer by selecting the "Update Role Prices for - Y
" . .. Actions Manage
Customers" button. NOTE! The changes have no impact on existing
i Update Role Prices for Customers
transactions.

When a customer has a role price list in use and a user selects either "Link" or "Delete" in the customer's Role
Pricing folder or opens a role price row, the software asks if the current role price list should be removed from
use. The “Yes” selection removes the role price list from the customer, and it is possible to manually edit role
prices of the customer again. This action leaves the existing role prices to the folder but no longer updates
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them if you make changes to the role price list in the Settings. If you remove the role price list in the customer
parameters, all role prices are removed from the Role Pricing folder.

A role price list can be deactivated. A deactivated role price list can no longer be selected for a customer, but
if the selection has been done before deactivation, the role price list with its role prices remains in the customer
information until role prices are manually edited. If needed, you can reactivate deactivated role price list.

If a role price list is removed from the software, a user gets the following message: "The role price list will be
removed. Earlier role prices added for the customer from this price list will remain valid. Future modifications
need to be done manually."

It is now possible to change billability of a billable assignment afterwards. E.g. a Pro Bono assignment can
be opened as a regular billable assignment and defined as non-billable. It will then enable registering billable
hours which you may be able to invoice later but as long as the status of the assignment is non-billable, the
software prevents invoicing it.

The billability of an assignment is set with the Set as Non-billable / Set as Billable action, available both on the
ribbon and by right-clicking the mouse. The Non-billable checkbox in the Invoicing tab is updated accordingly.

r ov § 8
Assignment
v ® ;iﬁ‘z Close : @ ~ | [=] Create Preliminary Invoice +
e Archive - @ v [F create Invoice v 7 Set as Bilable
Save and Delete Check Permissions ) Add Tr
Close ~ Identifications (&) Activate # | Preview Invoice ~
Actions Manage Define Invoidng
- General {In
Price and Credit Limits
. ~ =
ASSIgnment Is Fixed Price 0,00
0 Inf
e Price Limit 0,00
wa Parties
== Price Alert Limit 0,00
£ Team Memb
2, Team Hembers Credit Limit 0,00

t/ Insider Register o
- g Day price in use

Entries ~ Invoicing Information

.._'. Expenses Currency EUR « | Primar
Transactions Invoice Subject Sales

"0) Work Time Entries Exceptional VAT Handling - Servio

l Mon-billable 4 l
"

Archiving

Setting an assignment as non-billable is not possible if a) the assignment is internal, b) it has active
subscriptions, c) itis or it has a sub assignment, or d) Any kind of invoices have been created of it (even if they
have been rejected or cancelled).
When an assignment has been set as non-billable, the software asks if the status of its open transactions
and/or expenses should be changed to non-billable.

— By selecting Cancel neither the assignment nor its transactions/expenses are set as non-billable.
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— OK sets both the assignment and its transactions/expenses as non-billable and changes the
transaction/expense amounts to O.

When a non-billable assignment is reset as billable, the software asks if its transactions/expenses should be
set as billable too.

— By selecting OK, both the assignment and its transactions/expenses are set as billable, and the
amounts of transactions/expenses are recalculated.
—  With Cancel you can cancel the action.

For non-billable assignments, the following actions are not allowed:
— Creating proof or advance invoices, payment demands or subscriptions
— Attaching to a summary invoice
— Crediting an invoice
— Creating a sub assignment.

NOTE! Due to technical limitations, the billability buttons in the ribbon may provide the below warning in some
situations. It may happen e.g. when an assignment has already been set as non-billable but, as a result of
refreshing the list, the 'Set as non-billable’ button has remained active and the user reselects it.

By selecting OK in the below window, the assignment's billability status is updated, and the ribbon buttons will
be displayed correctly.

Warning x

| The data in the database had changed before you executed this action.
The data will be reloaded after which you can try again.

Sometimes there is a need to update users' cost prices to transactions already registered. The software now
enables updating a user's cost price to registered transactions and invoice rows as follows:

1. Go to the Settings > Organization > Users.

2. The list displays all the users in alphabetical order.

3. Select the users whose cost prices you wish to update. You can also select multiple users with the
Windows commands, e.g. all users (ctrl + a), users from a specific range (by selecting two names
when holding down shift) or individual users (by selecting rows when holding ctrl down)

4. Then select the Update Cost Prices button.

5. Define the Start Date and End Date fields to specify the time range for transactions whose cost price
should be updated.

6. Define the required changes to cost prices of the users in the New Cost Price field. The new cost
prices which still have not been updated are displayed in italics.
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™ Update Cost Prices X

Update Cost Prices

Cost price will be updated for transaction and invoice rows between selected dates. If you do not fill in the New cost price
field the pricing will remain as itis.

Start date ~ | End date -
Username 4. | Current Cost Price New Cost Price
» Anna Aulis 0,00
Diana Davidsson 0,00
Saara Arolainen 0,00

Cancel

The Update button updates all cost prices over 0 and removes italics from the values entered in the New
Cost Price field. The same Update Cost Prices button is available in the window of an individual user.
However, it does not update the “Cost Price” field in the user window neither enable setting to zero a user’s
cost price.

The ribbon of the User window now contains the Show Hour Price History, enabling a power user to view the
changes made to the hour price defined for the user.

User
il 1 A - s O \
Lz-——l > ML A
v & . &) o g L
Save and Delete Reset Update Cost Manage User Register Reports Parameters
Close ¥ Password Prices [ &> Show Hour Price History ] Groups App 2
Actions Manage Define Regis... Repo... Settings

The software only enables viewing the change history. Editing or deleting the history is not allowed.

Hour Price History — O b4
Drag a column header here to group by that column ,O
Date w |Price Type Old Price Mew Price | Modified by
b 18022021 12,18 Hour price 0,00 150,00 Taina Malmivirta
18/02/2021 12,18 Cost price 0,00 100,00 Taina Malmivirta

The software now enables creating customer plans for example to develop the relationship or to sell additional
services to the customer. A customer plan can also be created for a prospect that has no assignments by first
converting the prospect to a customer.

The Customer Plans folder is found in the Sales and Marketing group of the Customers area and in the
customer window. A customer plan is added by selecting New on the ribbon and filling in the required details:
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Customer Plan

Save and
Close ~

Delete : Add Reminder | Permissions
Actions Add Define

|< General Objectives Motes

Relationship Level

Customer Plan ~
- ) Subject Customer Plan 2021 - Fabulous Five
D Information =
Customer iis Fabulous Five Contact Person B} Jiao, Jian
Ackivity
Sales & M al’kEtI‘ﬂg - Type Customer +| Relationship Level To be Developed
Rrai= Responsibl 2 Taina Ma Overall Satisfaction  |Average
Activities ~ Business Area . Reference story Mo
Activitics Description This is the plan. .|
Last Activity = Last Meeting =
Mext Activity = Mext Meeting =
Survey
Last User Survey - Survey satisfaction

Enter a subject for the plan, select the customer and a contact person for corporate customers.

In the Activity part, define the customer type (customer/prospect) and who is responsible for the
plan. For prospects, some fields are deactivated.

You can also define the customer's business area and add their current relationship level and overall
satisfaction. In the Reference story field, you can define if the customer has given us a reference, or
we are currently working on it.

The customer plan can be summarized in the Description field, and the Plan tab offers fields for
entering its objectives. However, these fields are not mandatory, so you may choose to add the plan
as a PDF file (max 1 MB) to the Notes tab.

If the customer has either former or future activities or meetings agreed, their dates are displayed in
their own fields. Please note that until an activity is marked as completed it is displayed in the Next
Activity field even if its date is in the past.

If the customer has taken a satisfaction survey, you can add its date and the survey result to the
customer plan. The actual survey report can be attached to the Notes tab as a PDF file (max 1MB).

If the customer plan contains activities targeted on multiple contacts of the customer organization, they can all
be added in the Customer Contacts folder. In case there is a larger team involved in the customer plan, the
other persons can be added in the Team Members folder. To both folders it is possible to select also other
contacts than the ones linked to the customer and your own company.

The customer plan is implemented by adding and delegating activities in the Activities folder. As part of the
customer plan, you can also create opportunities for the customer in the Opportunities folder.

To react on customer plan related activities which have been defined for your own customers, the Customer
Plans folder offers the 'My Customer Activities due for Follow-Up' view. You can add a reminder to the view to
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be notified whenever there is an activity requiring your attention. You can also add a reminder directly to the
customer plan in case you wish to take action on it e.g. a month later.

By default, visibility of customer plans is not limited. However, it is possible to limit access to a plan only to its
responsible person, to members of user groups defined with the Permissions button and to users who have
been added in the Team Members folder of the plan.

A customer plan can be archived if it no longer has active activities or opportunities. To archive a customer
plan, you first need to evaluate its success in the Plan Success field of the Objectives tab. An archived
customer plan is still visible in the customer window where it can also be re-activated. You can also delete a
customer plan in case there are no activities etc. linked to it.

Users can now attach their most regularly used reports to the Quick Selection list after which they can be
opened from the main window’s top bar with one click only.

To add a report to the Quick Selection list:

1. Go to the Reports folder and hover the mouse over the desired report.

2. Right-click the mouse and select Quick Selection > Add to Quick Selection.

3. The Quick Selection column, displayed in all report lists, shows that the report has been added as a
quick selection.

Mame a | Quick Select

* Report Group: Financial Management

I'\_

:E;’E Assignments Summary - Fees and Costs

b T Budmat Eallaw e - Cureant Figcal Year

............. Edit
:E:E f weal Year and Forecast

nn ) QuickSelection ¥ | (&) Add te Quick Selection

allall b s e ) .
. Remove from Quick Selection

Now, the report can be opened directly from the Quick Selection Reports list. The list can be found by:

a) Selecting the Quick Select Reports icon in the top bar of the main window and the desired report.

QGEE]+

Menu Home ‘. Budget Follow Up - Current Fiscal Year

‘i Assignments Summary - Fees and Costs

b) Selecting the Home tab > the Reports icon and then the desired report.

CSI Helsinki Oy +358 10 322 7880
Vilhonvuorenkatu 11 C support@csihelsinki.zendesk.com
®

FI-00500 Helsinki www.csihelsinki.fi



R BT 00

Reports - CSI Lawyer 10.0 [Test Version]

Customer and Conflict S

16 (39)
CSI Lawyer version 10.0

New and Changed Features

25.3.2021 (edited 7.6.21)

© Y M T E + N 4 K
K\., e ‘y = b _
Transaction Activity Timer Assignment  Assignments Companiesand Private Views J§ Reports
N Request ~ Assodations ¥ Persons v v M
Add New Assignm... Recently Handled QuickS == Budget Follow Up - Current Fiscal Year
= Reports [«€ Reports ol

Assignments Summary - Fees and Costs

CSI Lawyer's reminders can now be sent to users also by email, which enables reacting on them even if a
user does not open the system daily. Reminders are checked every 15 minutes, and when found, an email
about the reminders is sent to the email address saved in the user information.

To activate the email reminders, CSI needs to install to the customer the service that enables reminder checks.
After that the power user defines in the Settings, system parameters the required Exchange and Reminder

parameters.

Many customers have been missing the
Related action, which was removed from
the software in the version 9.1. It is now
back to speed up accessing information
related to customers, assignments, or
invoices.

For example, in the Assignments list you
can hover the mouse over the
assignment row, right-click it to open a
list of the assignment-related folders
(Parties, Transactions, Activities,
Invoices...) and navigate directly to the
selected folder.

CSI Helsinki Oy
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Assignm... | Subject Prindipal
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Current Year

VT
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OTHER IMPROVEMENTS

RIBBON SIZE SETTING

Users can now define their default size for the ribbon. The small ribbon only displays descriptions of the key
actions, and for other descriptions a user can hover the mouse over the icon to see the tooltip.

To define the default ribbon size:

1. Select your user name in the lower right corner of the software and then the Edit button.
2. Select the Parameters button on the ribbon, go to the User Interface Options > Window ribbon size
and select Narrow/Wide. The selection will be valid immediately.

Note also that reducing the size of any window has impact on the ribbon. Its large buttons remain unchanged,
but the text of small buttons may be hidden. Each window has a minimum size that cannot be reduced further.

DATABASE CONNECTIVITY CHECKER

If the database connection fails, the software gives an error message and offers for a user a possibility to
check the database connectivity. The same connectivity checker is available for you also in case the software
seems to respond slowly. You find it behind the Menu button in the top corner of the main window.

The acceptable connectivity values always depend on the database size and the way the software is used.
However, as reference values you can use the following:

_ Lateljcy: values above 50,0 . ms can be & Sl Database Connectivity Checker — O H
considered as too slow (heavy actions may cause
a Significant de|ay) C5I database connectivity tester checks for network latency, upload and

download speeds to database.

— Upload speed: values below 5,0 can be

. Latency
considered as poor.

Upload Speed (10x 1 Mb data)

— Download speed: values below 5.0 can be  Download Speed (10x 1 Mb data)
considered as poor.

Start Test
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RESETTING “REMEMBER ME”

3 User Information

When logging into the software, a user may have chosen U= B R
the “Remember me” checkbox after which the software  DomainLogon Name =
opens automatically without asking for a user id and  Username EE o)
password. However, to improve data security or to log in  Business Unit [6) HELSING [oF
with another user id, it may later be necessary to abandon  cost center 3 B
the automatic login process. Employee Role

X
You can reset the “Remember me” selection with the Workload Forecast/Week
“Change User” button in the lower right corner of the 3 4 5 6 7 8
software. The action logs out the current user from CSI « ) © 9O 9 O J »
Lawyer and, when opening the software, asks for an id e e | .

and password.

CURSOR MOVEMENT ORDER AND WARNINGS

Cursor movement order

The order in which the cursor moves with the tab from one field to another has been refined. It now moves one
data group at a time, first from top to bottom in the left column and then from top to bottom in the right column.

Transaction
[ /H Move Tr
Save and Delete Change o - T Create Preliminar Create Inaoice Search
Close ~  Template Status Invoice from Selected  from Selected Text ™
Actions Manage Define Invoicing Add Text Repo 7

Assignment

Transaction Information

Transaction Date 26/01/2021 - Author———p2 7

Transaction Email

Eat

Hours

Billable Hours 0,00 500, | =

Hours Worked 0,00 * ——— V.

Reporting Information _

= -
Transaction Type | ¢ ) :
Reguired Skl Y - Y

The change affects the following windows: Company, Person, Address, Assignment, Transaction, Expense,
Preliminary Invoice, Invoice, Credit Invoice, Advance Invoice, Summary Invoice, Payment, Proof Invoice, Proof
Invoice Row, Activity. NOTE! When a cursor moves to a checkbox field, the checkbox is not highlighted due
to technical limitations. However, you can change the checkbox value by clicking the space button.
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Warnings

The CSI software now gives a warning message if a user attempts to login to the database with an installation
package which is of a wrong type or downloaded from an incorrect location. This helps preventing problems
when downloading new software versions.

Besides, warning messages related to deleting any information from the software are now more precise,
preventing users to delete wrong piece of information by mistake.

IMPROVEMENTS TO THE NOTES

Notes, which can be added to multiple windows, have some additional improvements to support the
assignment process. lcons which inform about notes requiring attention have been added to different lists
according to the importance category of a note. Many of those lists and windows also offer a button providing
a direct access to the note.

Defining importance category for notes

Notes are now categorized based on their importance. In the Notes tab, you can sort the notes between three
columns: Important, Normal, and Archived. Important notes are displayed in e.g. invoicing lists. Notes that are
no longer relevant can be archived after which they are not displayed on any lists.

General Address Identification Insider Info Motes

Notes

Enter text to search... Find
Important Normal Archived

You can move notes from column to column by dragging. When moving a note away from the Important column
the software asks if you are sure about it. New notes can be added with the green + button and deleted with
the red x button.

The window lists notes by their creation date from the most recent one to the oldest. By default, it also shows
who created the note and the creation date. If the note has been edited, the name of its editor and the last
editing date are displayed instead of the original author and creation date. However, the editing date has no
impact to the order of the notes.

An attachment can be added to the note by clicking Attachment and deleted with the Delete Attachment button.
To limit the size of the database and to avoid very long response times when opening notes, attachments of
e-mail messages are saved to transaction notes only when the total size of the e-mail message and its
attachments does not exceed 1 MB.

When a transaction is created from an Outlook e-mail message, the software checks if the total size of the
message and its attachments is within the allowable limits. If not, the software informs the user about saving
only the e-mail message to the transaction notes and recommends the user to save its attachments separately.

Displaying notes on lists

Post-it note icons on different lists show if there are notes that should be taken into account. The icons in the
customer, assignment, conflict search and invoice lists indicate that there are valid notes related e.g. to the
customer, assignment or preliminary invoice.
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In the Assignments folder, :

— ayellow icon in the Has Notes column indicates that there are notes related to the assignment

— agreen icon in the Customer Has Important Notes column indicates that the assignment’s principal
has notes that are marked as important.

Workplace - Assignments - Assignments

Active Assignments - Current Year v X Owne

= 2009885 In:er;wal arrangement
= mogsa?semndassmnmem —
‘E[ 2009878 Intenational case, multiple payers Taina Ma
=l 2009867 NMon-billable assignment Taina Ma

In Customer and Conflict Search folders:

— avyellow icon is displayed in front of a row if there are notes related to the customer. On these lists,
the icon is yellow also when the notes have been marked as important.

|< Customers - Customers - Companies and Ass

Customers A EFavorites - (Owner)

Companies and Assodations

_ Drag a column header here to group by that column
=3 Private Persons

I__" - - Customer Mumber | Name -
&| Frospec

b 10243 Abrakadabra Ltd
Verifications - 10168 | Aprili Oy

In the Preliminary Invoice and Invoice folders:

— In preliminary invoice lists, a green icon in front of the row indicates that there are important notes
added to the principal, to the assignment, or to the transaction.

— Ininvoice lists, a green icon in front of the row indicates that there are important notes added either
to the principal, the assignment, the transaction, or to the preliminary invoice.

Financial Management - Invoices - Invoices Search for records
Open Invoices - Today - X (Owner)

Responsible &

. | 5tatus Invoic... w (Payer Assignment Due Date

3 “ Responsible: Kati Kujala

Open 2021-1177 Aprilli Oy 2009185 - Branding issue  17/02y...
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Viewing related notes has already been possible in the Preliminary Invoices folder and in the Billable
Assignments folder. The Show Related Notes button is now available also in the Invoices folder, showing all
important notes related to the selected invoice row.

Menu Home Invoices
) ﬁ ‘kl Cancel Invoice &> Show Related Notes
.
& 15 Create Credit Invoice
Delete = Preview Send Electronic __
- Invoice +—r Add to summary invoice
Actions Manage

The same button is available in the Assignments folder, displaying any important notes added to the
assignment principal.

OPPORTUNITIES AND BLACKLISTINGS IN THE CONFLICT SEARCH LIST

The Conflict Search list in the Workplace area has the following additions:

1. The Opportunity column shows if a customer has an active opportunity. The Blacklisted column
indicates that the customer is blacklisted so new assignments should not be opened.

Workplace - Inspections - Conflict Search Search for records ) In Al Fields B R 0

(Customer type)
Urag a co cade ere o g pD a Ol p
Cus ome... (Responsib ast Trans Coparty | Oppone 0... | Assignment Reque l“-.— B r—]

2. After carrying out a conflict check you can now
directly open a new assignment request by —
selecting the Create Assignment Request button |9
on the ribbon. Show Assignments Create Create

Conflict Checkl Assignment Request

Menu Home Confiict Search

Actions Manage Add

CHANGES IN THE CONFLICT CHECK PROCESS

The conflict check has been changed to better support the assignment process.

New conflict checks can no longer be created directly from the conflict check list. You must first make a
conflict search giving a wider group of results for your search criteria. Once done, you can continue with a
conflict check directly from the conflict search window.

Alternatively, you can create a conflict check from an assignment request. However, in that case an

assignment cannot be created directly from the conflict check, but you need to create it from the assignment
request.
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2 X

Saveand Delete
Close ¥

Actions

x

Send Conflict  Approve Reject
Inquiry by Email

Manage

<

Conflict Check ~

) Information

Other Parties

§: Related Conflict Checks

Reason for Rejection | oy
A

Create Reports
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Assignment =
Add Repo...

Subject [nternational case - pre-check|
Responsible Person | 2 S| Principal B MineGnly Ltd
Processed By : virta S| Opened Assignment =
Status Code In Progress Assignment Request =
Description International M&a preparation between NineOnly and Channel 10.
Assignments

— The former “Description” field is now “Subject”, and the former “Free text” field is “Description”.
— A new field Status Code has been added to the conflict check window, with the options “In

LI

Progress”, “Accepted” and “Rejected”.

When a conflict check is rejected a new window opens requiring a reason for the rejection. Information
about who and when rejected the conflict check is registered automatically. Rejected conflict checks can
be viewed later in the Conflict Checks folder of the Workplace or of the customer by selecting the
Completed Conflict Checks view and filtering out the ones with the status Rejected. The Reason for
Rejection button displays why a conflict check has been rejected.

Menu

Home Confiict Checkg

‘=! Reason for Rejection 7 |

eject Create

Assignment

Manage Add

Customers A

il Companies and Associations
) Private Persons

[£]| Prospects

Verifications A
[&) conflict Checks

Customers - Verifications - Conflict Checks

Completed Confiict Checks

v Responsible Person: Ilona Malmivirta

v i[§} Rejected Ab Helanatten

The conflict check action in the Assignment Request window has been harmonized with other conflict checks
in the software. When created from an assignment request, the assignment request information is
automatically copied to it. The conflict check now contains a link to the assignment request. When A saved
conflict check contains information about the user who processed it, and when accepted or rejected, the
Modified date in its History information is updated. A conflict check can be created from an assignment request

only once.
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ASSIGNMENT PARTY REPORT ATTACHED TO CONFLICT INQUIRIES

Conflict inquiries sent by email now contain an attachment summarizing information about assignment parties.
NOTE! To get the email attachment, a power user needs to publish the Conflict Check Parties report.
This is done in the Settings, Reports folder by selecting the report and Publish button on the ribbon.

Once the report is published, it will be attached to a conflict inquiry email as a summary of the assignment
party information. The information saved to a conflict check will be divided between the email message and
the attachment as follows:

The head of the e-mail is in the form "Conflict Inquiry — Principal name ". The e-mail body contains the
description entered to the conflict inquiry, other parties as a list, and names of the responsible person and
the user processing the inquiry.

—  Conflict Inquiry - NineOnly Ltd_230320212316.pdf o
308 KB

Description:
International M&A preparation between NineOnly and Channel 10.

Other Parties:
-Channel 10

Responsible Person:
-Jari Loiri

Processed By:
-Taina Malmivirta

The name of the email attachment is also "Conflict Inquiry — Principal name". To the end of its name, the
software adds the sending date and time of the conflict inquiry.

The attachment lists all parties linked to the conflict check and displays their roles in different assignments.

11
H ® 23/03/2021
Conflict Check Parties:

Conflict Check: International case - pre-check

Party Assignment Closing Date Principal Payer Client Opponent

Almost Eight Ltd

2009877 - Group assignment v
2009878 - Intenational case v

Andy's Fishall Ltd.
2009111 - IPR criminal action

Channel 10
2009111 - IPR criminal action
2009308 - European assignment
2009646 - International assignment
2009648 - Asian assignment

LR
‘SENENEN
‘SENENEN

Once the conflict inquiry is sent and Conflict Check Parties report created, the report can also be found in the
conflict check window, on the ribbon of its Related Conflict Checks folder.
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Confict Check

X ~~
Save and Delete Send Confict Approve Reject Create Reports
Close Inquiry by Emai Assignment v
Actions Manage Add | Conflict Check Parties
Subject ternational case - pre-check

MULTIPLE DEFAULT FOLDERS FOR ASSIGNMENTS AND CUSTOMERS

= < To speed up the software use, users can define their most regularly used
folders as personal defaults. So far, for assignments you have been able to

= Assignment A define one default folder only, either in the Assignment folders group or in
@ mformation the Invoicing folders group. Now you can set a default folder for both the
£ Parties Assignment folders group (e.g. for Transactions) and Invoicing folders group
£ Team Members (e.g. for Invoices). You can also set either of those groups as a default.

(#) Insider Register

In this example, the Invoicing folders group has been set as a default

) Expenses (indicated by the blue underlining), and in the Assignment folders group, the
| T Transactions folder has been set as a default (indicated by the star).

(%) Work Time Entries

Entries A

The customer window enables similar default folders for each folder group

Archivinn A . . ..
(customer, assignments, |nv0|C|ng).

If a user has defined a default folder and later loses access to it due to any changes in the user or navigation
rights, the software will open a general default folder. Also, whenever the software is updated to a newer
version, the personal default folders must be reset.

TRANSACTIONS BELONGING TO ASSIGNMENT PHASES

A Show Transactions button has been Assignment  Phases
added to the ribbon of the assignment's x © Deactivate =
Phases folder to make it easier to view New Delete  Activate e
transactions by phase.
Actions Manage Show

L . . = B Ph
The action is also available by right- ases
clicking the mouse on top of a selected 2 Pricing “ Active Phoses
phase, or on the ribbon of an individual L

Role Pricing

phase if you have opened it from the list.

DD Transaction Types

. . i N 06/12/
All transactions belonging to the phase BUdEet'ng =5 e
are shown as a list that can be printed or = Phases rE2 08/12/2020  13/12f
exported to Excel.
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OWNER COLUMN IN A CUSTOMER’S ASSIGNMENT LIST
The Assignment folder of a customer now displays the Owner column which many customers find more

relevant than the Responsible. E.g. for carrying out conflict inquiries the list shows directly who has been the
owner in the customer's previous assignments.

Assignments

in header here to group by that column

Assignment Mumber | Subject b | Owner esponsible Dpening Date| Closing Date | Principal

= 2010137 Festival finance issue Pontus Ing... Seppo Kabo 241142010 Q

TRANSACTION / EXPENSE TYPE SELECTION COVERING TRANSLATIONS

When adding a new transaction or expense and selecting a type for it using the Look Up Records window, the
search also manages possible translations.

SKILL REMOVED FROM WORK TIME ENTRIES AND ACTIVITIES

The Skill field no longer exists in work time entries and activities. If a skill is mandatory for a transaction it can
be added when a work time entry or activity is converted to a transaction. As a result, it is no longer possible
to convert multiple work time entries or activities to transactions at once. If a skill has been defined as
mandatory for transactions, creating transactions automatically from the calendar is enabled only when the
user has a skill defined.

CHANGES CONCERNING CRITICAL TASKS

When synchronized to the Outlook calendar, critical tasks will have a subject consisting of the assignment
number and the principal. The subject no longer contains the assignment subject which may be too revealing.

Critical tasks created in the Outlook calendar are red in color, making them stand out from the other calendar
entries.

As the Skill field has been removed from activities, this applies also to critical tasks, see the previous chapter.

RENEWED CSI SHORTCUTS

= New Activity

The shortcuts behind the CSlI icon have been updated. From the list you can now SESiE

open the software to create a new activity, transaction, or assignment request, or
carry out a conflict search. When creating a new activity or transaction, the
software manages the possible default types set for them.

New Assignment Request

Conflict Search
However, when selecting a shortcut, the software asks you to re-enter your login

information also in case you already have the software up and running. Therefore, CS) Lzwyer

Csl.
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the shortcuts are primarily recommended in case you still do not have the software open.

PRELIMINARY INVOICE BY PHASE

It is now possible to create a preliminary invoice of the selected assignment
phases only. This action is available on the assignment list ribbons behind the
Create Preliminary Invoice button or by right-clicking the assignment row.

The action opens a window displaying all assignment phases having open

E| Create Preliminary Invoice
E| Until Selected Date
E| Periodical Invoice

,J:E| Selected Phases

transactions or expenses. Transactions and expenses which are not linked to any phase are displayed as
their own group. The list displays the phase-related budget and the open total of transactions and expenses.

You can select from the list the phases of which you wish to create a preliminary invoice. The invoicing
period of the preliminary invoice will thus be the period between the first and the last transaction and/or
expense, and current date is selected as its invoice date.

| Create Preliminary Invoice -> From Selected Phases

Create Preliminary Invoice -> From Selected Phases

Selectable Phases

" 1 1000,00

=] 2 5000,00
3 10 000,00
Mo Phase 0,00

16 000,00

able Amount

m

1111,10
6 325,30
470,00

675,00

14 581,60

A preliminary invoice created from selected phases cannot be combined with an existing preliminary invoice.
If the system finds an unapproved preliminary invoice for the same assignment, it asks if the existing
preliminary invoice should be rejected, and a new preliminary invoice created from the selected phases.

CHANGING PAYERS IN PRELIMINARY

INVOICES

If during the review process of a preliminary invoice, you need to make changes to payers, you no longer
need to cancel the whole preliminary invoice. Payers can be added/changed until the preliminary invoice is

approved, i.e. as long as its status is Open, Reviewed or Uplift / Downlift.
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A new payer can be added in the Payers folder of a preliminary invoice when the company/private person in
guestion already is a party on the assignment. The new payer’s share is automatically 0%/0€, but you can
edit the share with the “Adjust Price Per Payer” action.

OTHER CHANGES CONCERNING PRELIMINARY INVOICES

Changing the percentage shares of payers on a preliminary invoice will no longer switch its status to “Uplift /
Downlift”.

Please note that there is now a possibility to limit the right to approve preliminary invoices to a specific user
group. For more details, see the chapter “User rights for approving preliminary invoices”.

UPLIFT/DOWNLIFT FOR AN INVOICE CREATED IN THE TRANSACTIONS LIST

An uplift or downlift to an invoice can now also be made also when creating an invoice in the Transactions list.
This requires that the “Allow bypassing preliminary invoice phase” parameter has been selected.

The “Create Invoice from Selected” action thus opens a window with the Uplift/Downlift tab for making an uplift
or downlift in net or gross amount. If all the selected rows are zero-priced or have fixed price, the uplift/downlift
is not possible. If all the selected rows are marked as non-billable the function is not active at all.

INVOICING MEMO REPLACING INVOICE SPECIFICATION

If you wish, you can replace the normal invoice specification with an invoicing memo. It is a summary of the
assignment which is printed to the first (master) page of the invoice.

You can save an invoicing memo already to the assignment or later when creating a preliminary invoice or an
invoice. NOTE! An invoicing memo can only be attached to preliminary invoices or invoices using the default
invoice template or the Finnish/Swedish invoice template. You cannot attach it to invoicing material files (such
as Finvoice).

The invoicing memo is activated in the Settings, Business Unit parameters (Invoicing > Invoicing memo in
use). After activation, all billable assignments contain the Invoicing memo tab where you can enter the memo
content and define whether it is printed only to principal invoices or to all invoices regardless the payer.

|‘ General Invoidng Notes Invoicing Memo

Invoicing Memo

Assignment #

C Information Copy Memo To l Principal Invoices * | All Invoices ]

24 Parties

ne assignment consisted of three phases: 1) Investigation 2) Solution design 3) Condusions.
ﬁ“‘s Team Members
The Investigabion covered...

¥ Insider Register During the Solution design phase we...
Our Condusions indude....
iec ~ .
Entries Total hours used 100

The agreed hour price 225€

Expenses Total to be paid 22 S00€

=4

Transactions
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Adding an invoicing memo is possible also when creating a preliminary invoice or an invoice. In case an
invoicing memo is already added to the assignment, its content and printing selection are copied to the
preliminary invoices and invoices where they can still be edited. Changes made to the invoicing memo of a
preliminary invoice are copied to the invoice.

If the printing selection is "Principal invoices™:

— The content and printing option is shown only on the Principals invoice where the invoice memo can
still be edited. As a default the "Print" option is selected.

Invoicing Memo

Print Memo To Invoice Do Mot Print ® | Print

The assignment consisted of three phases: 1) Investigation 2) Solution design 3) Condusions,

— Unless the printing selection is changed, the invoicing memo is printed to the first page of the
invoice.
— The invoicing memo is not copied to invoice of the other payers nor printed.

If the printing selection is "All Invoices":
— The content and printing options are visible on invoices of all payers under the Invoicing Memo tab.
The memo can still be edited.
— Unless the printing selection is changed the memo is printed on the first invoice page of all payers.

PRINTING INVOICE SPECIFICATION BY AUTHOR

A “Print Additional Specification by Author” option has been added to the invoice printing parameters, allowing
you to print a separate specification page grouped by author. The specification by author is printed
alphabetically and shows the number of hours and net amount recorded by the author.

The author-based specification can also be printed without the regular specification printout. To do this, leave
the "Print transaction and expense specification" unselected and select "Print additional specification by
author". You can select "Transaction hours per row" and "Transaction amount per row" as printout columns.
Other columns, such as those used on a regular specification, are not available for the additional specification
by author.

CHANGES TO THE DEFAULT INVOICE TEMPLATE

The Customer / your reference field of the default invoice template now allows up to 100 characters.

In the default invoice template’s specification page, there is a row displaying the payable share of the grand
total when there are multiple payers on the invoice.
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202

INVOICE

Hours Net

1,00 1 000,00

1,00 1 000,00

MNet VAT Total

1 000,00 240,00 1 240,00
500,00 120,00 620,00

REGARDING FIELD FOR INVOICE AND CREDIT INVOICE ROWS

The Regarding field has been added for invoice rows and credit invoice rows, having a link to the transaction
or expense from which it has been created. The field works the same way as the one on proof invoice rows.
The Regarding field is not displayed if there is no transaction/expense to be linked.

INVOICING PREFERENCE "EMAIL” DISPLAYED IN THE INVOICE LIST

In the Open Invoices view, the Invoice Preference column now indicates if a customer’s preferred invoicing
method is to receive invoices by email. Email will be the preferred method if an invoicing email address has
been set for the customer or the payer, there is no e-invoicing information and summary invoice has not

been defined as the preferred invoicing method.

Financial Management - Invoices - Invoices

Open Invoices - (Date)

b ~ Responsible: Taina Malmivirta

N20091571

In All Fields

eCoras /

(Status) -

ayable Open |Reference ... | Invoidng Prefere

2046,96 RFB84611200...

El Open 09/03/2... 2046,96
[Z] Open N20091570 Fabulous Five 09/03/2... 3070,45 3070,45 RF68611200...
= Send N20091344 JM Ov 01/11/2... 837,00 837,00 RF86611200...

DEFAULT EMAIL TEMPLATES FOR INVOICES BY EMAIL

The software enables setting default email templates for normal, advance and credit invoices. Thus, it is no
longer necessary to define the email template separately in the printing dialog of invoices.
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E| Invoice Printing Parameters: 2014-1093 - Koru ja Hely X

Invoice Printing Parameters: 2014-1093 - Koru ja Hely

Select the attachments for the invoice, and the extra columns and rows to be printed to the invoice specification.

Invoice information

Date 15/10/2014 Invoice Language
Due Date 29f10/2014 v Currency
[ Email Template { ]

You can define the default email templates for invoice templates as follows:
— Go to the Settings > Templates > Invoice templates.
— Select the invoice template for which you wish to set default email templates or create a new invoice
template.
— Select the default email templates to be used for different invoice types.

Invoice Master Page

| Layout Design

- Export
Saveand Useas Delete
Close ¥ Template
Actions Actions -~

Name |

Invoice Template Type  Invoice Master Page

Email Template

Normal Invoice
Advance Invoice

Credit Invoice

If an invoice template is replaced with another template during the invoice printing dialog, it also affects the
default email template to be used. When sending an invoice by email, the email will be printed in the invoice
language if translations have been added to email templates.

SENDING INVOICES TO INSURANCE COMPANIES BY EMAIL

In assignments with a legal insurance, invoices to insurance companies can now be send also by email by
selecting the option behind the "Send to insurance company" button on the ribbon.

The email address of the recipient to be used is: 1) invoicing email address of the insurance company, 2)
invoicing email address of the insurance company's invoicing contact, 3) email address of the insurance
company's invoicing contact, or 4) email address of the insurance company.

Similarly, an email address is added to the CC field of the message as follows: 1) invoicing email address of
the party, 2) invoicing email address of the payer, 3) invoicing email address of the payer’s contact, 4) email
address of the payer’s contact, or 5) email address of the payer.
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PROOF INVOICE BY PHASES

If assignment phases are in use, you may want to select to a proof invoice only transactions and expenses
belonging to a particular phase. To enable it, a column indicating the phase of a transaction or expense has
been added to the Proof Invoice views.

Proof Invoice Rows

Date « |Subject Reqistrar

10/12/2020 Drafting a Document Taina Malmivirta

|E Transaction 10122020 Drafting a Document

The phase column is also displayed in the window where you can add new transactions and expenses to a
proof invoice.

Add Transactions and Expenses to Proof Invoice

Select the Transactions and Expenses to add to the Proof Invoice

Show only transactions and expenses not on any Proof Invoice

Transactions

Status Assignment Phase Transaction Date & |5

LIDsCTIpaon ransacoon

b I Open 3 14/01/2021 Case Study

I Open 2 14/01/2021 Documentation .

Creating a new proof invoice based on a phase is not possible; all rows to be excluded from the proof invoice
need to be deleted manually. On a proof invoice, it is possible to edit or remove the phase-related transactions
or expenses, but these changes have no impact on the actual registrations at the assignment level.

PAYMENT DEMAND FROM SUMMARY INVOICES

A payment demand can now be printed also from a summary invoice. However, adding a reminder fee or delay
interest is not possible. A payment demand of a summary invoice can be printed at any time, regardless of the
due dates of the summary invoice or the normal invoices attached to it.

To avoid sending by accident a payment demand of an invoice belonging to a summary invoice, the software
informs if a payment demand is being created for an invoice which belongs to an open summary invoice. A
similar warning is displayed when a payment demand is being printed for multiple invoices of which some are
on a summary invoice. However, the software does not inform which of the selected invoices belong to a
summary invoice.

CSI Helsinki Oy +358 10 322 7880
Vilhonvuorenkatu 11 C support@csihelsinki.zendesk.com
®

FI-00500 Helsinki www.csihelsinki.fi



32 (39)

CSI Lawyer version 10.0
New and Changed Features
25.3.2021 (edited 7.6.21)

PRINTING A CANCELLED SUMMARY INVOICE AS A CREDIT INVOICE

In case a summary invoice is cancelled, and a customer needs a document of it, a summary invoice with a
status Cancelled can be printed as a credit invoice and sent to the customer.

To do this, simply select Print Summary Invoice. The cancelled summary invoice is printed with the “Credit

Invoice” text and negative amounts in the first page.

LAYOUT CHANGES OF THE INVOICE MATERIAL CREATION WINDOW

Create Invoice Matenal = From Selected Invoices

Create invoice material from selected invoices,

Material Usage

Material Content

» | Bookkeeping

Invoicing

® | Current Invaice

Oriainzl Trvaic
urginal Invaite

Payment Demand

Indude transferred

The Create Invoice
Material window has a new
layout.

The selections available
for creating the invoice
material have been
grouped under separate
headings.

Material Type Save path
Finvoice 3.0 = | | C:\Jzersnordmanje\Desktop\Finveice 3.0 laskutusaine -
Status Invoice Number -+ | Assignment Open| Sent
» Open M20091540 2009141 - Payment iss... 1302,00

E-INVOICE NOTES WITH INFORMATION ABOUT ATTACHMENTS

The Finvoice, MaventaAP| and Peppol plugins create a note if attachments are sent with an e-invoice. A new
note "Sent as an e-invoice" includes the names of the attachments sent. Information about the attachments
sent is also added to the xml-file saved as a separate note.

NUMBER SERIES FOR CUSTOMER FUND TRANSACTIONS / VOUCHERS

The legislation requires separate customer fund accounts for managing bankruptcies and customer funds of
private persons. You can now have separate humber series for transactions and vouchers of these accounts.

Take the second customer fund account into use as follows:

1. First, define a new customer fund transaction number series in the Settings > Financial Settings >
Customer Fund Transaction Number Series.

+358 10 322 7880
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2. Select New to add a new number series.

w

Name the number series (Value).

4. Define the format of the number series

— dd = current day

— mm = current month

— yyyy = current year

— NOTE! Use small letters and "#" for
numbers.
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Customer Fund Transaction Number Series X

Customer Fund Transaction Number Series

‘¥ou can add a new customer fund transaction number series.

Value
Description

In use

5. Select to the Number Series field the desired

number series for customer fund
transactions.

6. Similarly, add a new number series for
customer fund vouchers (Settings >
Financial Settings > Customer Fund

Format

Number Serie

. OK Cancel
Voucher Number Series).
7. Next, go to the business unit and add a new
customer fund account in the Customer Fund Accounts folder.
Customer Fund Account
) A\ Y 4 &> Show Customer Fund Transactions
save and Delete fee
Close ~ & Deactivate
Actions Actions
‘.; General Notes
Business Unit "" Asi ) Testaus Oy Ab
Customer Fund Account ~ e AT
@ Information -
Bank Mordea Currency EUR.
[£1] customer Fund Transactions
IBAN Number FI19 58210180 7621 Ledger Account :- Asiakasvarat
SWIFT /BIC Account Number
[ Customer fund transaction number series ~ | Customer fund voucher number series - ]

8. Define the number series for both customer fund transactions and customer fund vouchers.

The new number series are now ready for use. They are saved to new customer fund transactions when
selecting the customer fund account. After saving the customer fund transaction it is no longer possible to

change its customer fund account.

DUE AML FOR AML CHECKS, KYC, AND RISK ASSESSMENT

The software can be integrated to the Due AML Lawyer service, enabling AML checks, KYC, and risk

assessments under the AML legislation.

The integration is activated by installing a Due plugin and by making the required definitions in the system

parameters.

CSI Helsinki Oy
Vilhonvuorenkatu 11 C
® FI-00500 Helsinki

+358 10 322 7880

support@csihelsinki.zendesk.com

www.csihelsinki.fi



34 (39)

CSI Lawyer version 10.0
New and Changed Features
25.3.2021 (edited 7.6.21)

Once done:

— The ribbon of the customer identification window displays Due-related actions

Customer Identification

B

Save and Delete  Identification Mark as  Attach to Existing Start AML
Closa Reason ¥ Reviewed  Identification Check InDue (5 Link to existing AML chedk

Actions Text Identify PO =

General  Notes

Customer

Customer Identification ~

LD Information

— A new customer identification in CSI Lawyer starts an AML check in Due if the "Start AML Check
Automatically" parameter is selected.

— In Due, companies are searched by their VAT number and private persons by their name.

— When the AML check in Due is ready, it is automatically marked as completed also in CSI Lawyer.

— In case the customer has an existing AML check in Due, it can be linked to a customer identification
in CSI Lawyer. However, linking can be done only once; the software does not validate the data
entered to the link field nor enable editing it afterwards. Leaving the link field empty or entering to it a
Due AML ID which already has been linked result as an error message.

To define the parameters required for the integration go to the Settings > System parameters > Plugins > Due
Compliance, define the API User ID and API Password and select “Start AML check automatically”.

DOKS FOR AML CHECKS, KYC, AND RISK ASSESSMENT (FINLAND)

CSI Lawyer can also be integrated to the DOKS service which supports meeting the AML legislation
requirements. The integration is activated by installing a DOKS plugin to CSI Lawyer and defining the DOKS
API key in the system parameters (DOKS integration parameter).

Once done:

— The ribbon in the window of corporate customers and private persons contains a new Open in DOKS
button.

— The action opens the website of the DOKS service and searches for the customer either by the
business ID or the personal ID.

— In case the CSI user has an email address saved, the system logs into the DOKS service
automatically.

During the spring 2021, the DOKS integration will be complemented to offer more advanced functionality.

MERGING OF CUSTOMERS COVERS ALSO M-FILES DOCUMENTS

When two customers are merged, the deactivated customer’s M-Files document archive is transferred to the
active customer’s M-Files archive.
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CHANGES RELATED TO ROMEO LEGAL AID INVOICING SERVICE (FINLAND)

The functionality concerning management of legal aid cases has the following changes;

Court Department field; this field has been deleted from the Legal Aid Claim window and information that
has been saved in this field earlier is no longer sent to Romeo.

Matter-specific fee; this field has been added as a legal aid invoicing type to Romeo. You can add it to
transactions in the list that opens when selecting the "Send claim” action or directly to the transaction type in
the Settings.

Legal Aid Asylum Seeker decision type; to a legal aid decision, it is possible to add a new decision type "9
— Legal Aid Asylum Seeker”. The decision type must first be added to the Settings as follows:

— Go to the Settings > Assignment Settings > Legal Aid Decision Types and select New.
— Enter the required information: Decision Type: Legal Aid Asylum Seeker and Code: 9

The following fields have been added to the Legal Aid Claim window:

— Asylum seeker number
e The field is numeric and must contain 6-7 humbers.
e The field is mandatory if the decision type code is 9

— Matter-specific fee; the field is enabled only when the decision type code is 9. You can select to the
field one of the following values:
e Administrative procedure
e Administrative procedure, interview
¢ Administrative Court, regular
¢ Administrative Court, demanding
e Supreme Administrative Court, regular
e Supreme Administrative Court, demanding
e Administrative procedure, limited
e Administrative Court, limited
e  Supreme Administrative Court, limited

When the decision type code is 9 and a value has been selected to the Matter-specific Fee field, the Minimum
Claim field is always selected.

ALLOWED CUSTOMER RESPONSIBLE PERSONS

You can now define which users can have the role as a customer responsible for companies and associations.

1. Go to the Business Unit parameters > Customers and Assignments > Customer Security > Allowed
corporate customer responsible persons.

2. Define the user group whose members can be set as a customer responsible.

3. Once done, only users belonging to the group can be set as responsible for corporate customers.
Responsible persons added prior to setting the parameter stay intact.
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USER RIGHTS FOR EDITING CUSTOMERS

The right to edit customers can now be restricted to one user group only by activating the parameter as follows:

Go to the Settings > User Settings > User Groups

Select New and enter to the Value field the name for the group (e.g. Right to edit customers)
Select the members for the group

Next, go to the Settings > Application Parameters > System Parameters or Own Business Unit
Parameters

Scroll down to Customers and Assignments > Customer Security

Select the above user group for the “Allowed editing only for User Group X” parameter

Select OK and restart the software.

If the parameter has no value, all users have the right to edit the customer information. When a user group is
set for the parameter, users who are not members of the group can only view the information and add
activities for the customer. Power users still have the right to edit all customer information.

USER RIGHTS FOR EDITING ASSIGNMENTS

So far, it has been possible to restrict opening new assignments to a specific user group. Now you can also
restrict their editing to one user group only. NOTE! From now on, to open new assignments, a user must
belong both to a user group having the right to open new assignments and to the group having the
editing rights.

To activate the parameter concerning the rights to edit assignments do as follows:

First go to the Settings > User Settings > User Groups

Select New and enter to the Value field the name the group (e.g. Right to edit assignments)
Select the members for the group

Go to the Settings > Application Parameters > System Parameters or Own Business Unit
Parameters

Scroll down to Customers and Assignments > Assignment Security

Select the above user group for the “Allowed editing only for User Group X” parameter
Select OK and restart the software.

If the parameter has no value, all users have the right to edit the assignment information. When a user group
has been defined as a value for the parameter:

Users who belong to a user group having the right to edit assignments but not to the group having
the right to open new assignments, can only edit information of assignments and not open new ones.
Users who belong to a user group having the right to open new assignments still cannot open
assignments without also belonging to the user group with the right to edit assignments.

Users who do not belong to a user group having the right to edit assignments can only register
transactions, expenses, work time entries and activities to assignments but cannot make changes in
the Parties, Team Members, or Insider Register folders.

Power users still have the right to edit all assignment information.
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USER RIGHTS FOR EDITING THE REVIEW PROCESS

Users belonging to a user group with extended rights to assignments and preliminary invoices are now also
able to edit the assignment-level review process of preliminary invoices.

You can define extended rights to a user group as follows:

— Go to the Settings > Application Parameters > Own Business Unit Parameters > Customers and
Assignments > Assignment Security > Extended rights (Assignment and Preliminary Invoice)
— Define the user group to which you wish to grant extended rights.

Each business unit of the company can be defined a different user group having extended rights. Permissions
will thus be defined based on the assignment's business unit. If the parameter is undefined, only power users
have the right to make changes to the review process in the Review Steps folder of the assignment.

USER RIGHTS FOR APPROVING PRELIMINARY INVOICES

You can define a separate user group with rights to approve preliminary invoices in the business unit
parameters > Invoicing > Preliminary Invoice > Rights to approve preliminary invoices. Once a parameter is
defined, only users in that group and power users have the right to approve preliminary invoices.

This parameter does not give permission to create or edit preliminary invoices nor to create invoices based
on approved preliminary invoices.

USER ACCESS TO OWN ENTRIES ONLY (ADDED 7.6.21)

For views displaying entries you can now define for a specific user group a filter "Own" after which all users
belonging to that user group can only see their own entries. The restriction is added in the Settings (>
Software Parameters > Own Business Unit's parameters) where there are two new parameters:

"Show own entries only in main window for user group"

— The parameter has impact in the Workplace task area both to the folders in the Entries group
(Expenses, Transactions, Work Time Entries) and to the folders in the Review Group (Expenses and
Transactions).

"Show own entries only in subfolders for user group”
— The parameter has impact

o inthe corporate or private customer window, to the folders in the Entries group (Expenses,
Transactions) and to the folders in the Review Group (Expenses and Transactions).

o inthe assignment window, to the folders in the Entries group (Expenses, Transactions, Work
Time Entries).

Users belonging to the user group in question cannot change the Owner filter in the above lists but are
always displayed their own entries only.

CHECKING USER GROUP’S ACCESS TO ASSIGNMENTS

Power users can now check different user groups’ access to assignments as follows:
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1. Go to the Settings > User Settings > User groups.
2. Select the user group and Assignments on the ribbon.

The software displays all assignments to which the user group has access. There is a green dot in the
Restricted column if the assignment is restricted to this user group only.

Assignments Search for records £ In All Fields B [A
All Assignments - (Opening Date) - {Owner) - (Assignment Type) -~
Drag a col eader here to group b at co
...... Assignmen m... | Subject Principal Opening ... w |Responsible Required Pa... Restricted
5 2009185 Branding issue Aprilli Oy 14/12/2009 Kati Kuisla ry
5 2009184 Kilpailuoikeudelinen asia Aprilli Oy 08/12/2009 Kati Kuisla ry

PARAMETER TERMINOLOGY CHANGES

Assignment and preliminary invoice related user rights

The terminology of the following parameters has been clarified and they are now displayed under the
Customers and Assignments > Assignment Security group (either system or business unit parameters):

— "Group to open billable assignments" was earlier "Allow opening only for User Group X"
— "Group to open internal assignments" was "Opening internal assignments requires extended rights".
— The former selection was "Yes/No/Not defined". Define a user group that has the right to open
internal assignments.
— If the former value was “Yes”, the parameter now has the same value as the "Access Rights for
Modifying Assignment and Preliminary Invoice" parameter. However, it can be changed.
— “Group to re-open closed assignments" was "Restrict Re-opening to User Group X".
— "Extended rights (Assignment and Preliminary Invoice)" was "Access Rights for Modifying
Assignment and Preliminary Invoice". NOTE! This parameter is available in the business unit
parameters only.

Service restriction parameters

The Service Restriction Alert parameters (names, available options, and warning texts) have been clarified in
the system parameters. They affect customers having a service restriction for e.g. due to late payments.

The updated parameter names (former ones in the parentheses) are the following:
1. Opening an assignment with service restriction (Assignment alert type)
2. Creating a transaction with service restriction (Transaction alert type)

Both parameters have the optional values Allowed / Warning / Denied (formerly No alert / Warning / Error).

TRANSLATIONS OF EMAIL AND DOCUMENT TEMPLATES

The language selection of document and email templates has been moved from the Document / Email tab.
Only languages with translations can be selected. The buttons on the end of the field allow adding new
translations or removing existing ones.
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DEACTIVATION OF A BUSINESS UNIT

A business unit can be deactivated unless it is the main business unit or the only business unit defined.
Business units that have been set as a parent company cannot be deactivated until their sub-units have first
been deactivated. All users attached to the business unit must also be deactivated before deactivation.

In case the business unit has open invoices and/or active assignments the software will inform about them and
ask the user to confirm the deactivation.
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