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This document presents the key functions available for all users to enhance the
way they e.g. make entries, use views and folders, and navigate between
windows.

Setting default folders

The different task areas in the software have predefined default folders that open when you move to the
task area. If another folder better supports your daily work, you can set it as the default folder to access it
without any extra clicks. You can set your own default folder for each task area.

» Go to e.g. the Workplace area and open the Transactions

®= <
folder. —
> Define the Transactions folder as default by moving the '  Entries &
cursor onto the folder in question, then right-click on it > Set g (1) Expenses
As Default. ) 3 Transactions | @) New

() wark Time Ent
ho WO TIME MY Get As Default

You can specify similar default folders not only for the task areas but also for different windows such as
customer, matter request and matter. For example, the customer window can be configured to open directly
to the Transactions folder instead of the Basic Information window.

Because customer information is divided into multiple sections (customer, matter, invoicing), you can have
a default folder for each section and select one of the sections to open each time you open a customer
window. Similarly, in the matter window, you can determine the Invoicing section as the default and there
the Invoices folder as the default folder, after which the matter window will always open directly to the folder
in question.

Defining a default view for entering transactions

If you register billable transactions regularly, you can make life easier by selecting a default view and
timeframe in the Transactions folder that best support your daily work. Set your selections as default by

clicking the ** button.

Workplace - Entries - Transactions search for records 2 In Al Fields =B 5 €

Open Transactions - Current Month - X My - X (Status) - o+

If your selection looks like in the example above, the system displays your uninvoiced transactions
registered during the current month whenever you open the Transactions folder. Should you want to
cancel your default setting, click the star again to go back to the system standard, or make a new default
setting by selecting the star with different filters.

Defining a default view for viewing matters

When opening the Matters folder, the system displays, by default, the matters considered your “favorites’
(which you have either recently processed or which you have manually added as favorites). If you wish you
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can change your default view to e.g. Active Matters. Make the changes in the Matters folder and then click
the ** button to set the view as default.

Workplace - Matters - Matters £ 1n Al Fiekds = [A
Active Matters - {Opening Date) - My Own - X Matter Type] - D «+

After this, the Matters folder will open your “favorite matters” until you cancel this or make another selection.

Editing views to display your desired data
You can temporarily edit a view for your own needs and export the data in the edited view to e.g. Excel.

In a view you can:

1) Remove unnecessary data columns by picking the column header and dragging and dropping it
upwards, outside the view, until you see a black cross over the title.

Workplace - Entnes - Transactions Search for records F
. ol F—
Open Tramsachons - (Trarsacton Date) = My Ot ri = (Statis)

=1 1 -
Shatus Trarsacthon Date | Cushomesr Matter Linits &
v w Author: Tero Metsdvaara
Open 01032022 British Law | 5 =G Subrscription Tuomas Joht 0,00 1,00 1 000,00

T

2) Filter the data in the list based on the value of the columns by selecting the  -button in the column

header and then the desired values from the list.
Workplace - Entries - Transactions
All Transactions - (Transaction Date) - My Owi

Drag a column header here to group by that column

... | Status Tra e T |Cistnmer hdatter Transaction | Author Matter Re...
b Open Value Transaction Date mo... Tero Mets..  Elisa Sorvali
Open mo...| Tera Mets... | Jari Lo
Enter text to search... L
Open Tero Mets.. | Irene Kylli...
(Al
Open Approved Tero Mets... | Tero Mets...
Open In Prefiminary Invoice 3 Tero Mets... | JarilLo
Invoiced
Open Mon-Billable nint... | Tero Mets... | Tero Mets...

3) Organize the data according to the values in the columns in alphabetical or numerical order with the
“ and " -buttons. Click the column header to make the arrow appear.
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Workplace - Entnes - Transactions Sean
All Transactions - (Transaction Date) - My Own

Drag a column header here to group by that column

. | Status Transactio... | Customer @ Matter Transaction Author Matter ...
In Prelimin...  25/01/2023 Example Ltd 2003353 ...  Phone call Tero Me... | Tero Me...
Invoiced 14/10/2021 Dotterbolag Ab 2009261 ... | General advising | Tero Me... | Marina ...

4) Reorganize the order of columns by dragging and dropping column headers in the desired order.

5) Group the data e.g. per author by dragging and dropping a column header into the gray area displaying
the text “Drag a column header here to group by that column”.

Workplace - Entries - Transactions Search for records
All Transactions - (Transaction Date) - My Own - X
Status Transactio._. | Customer w | Matter Transaction Matter R Houwrs W Linit Price | Billable H
»  Awthor: Antti Avustaja
v | Open Af01/2023 Zolt Oy 20009032 -, Yleinen frene Kyl 1,00 600,00 0,00
1,00 0,00
~ Author: Joonas Ingman
Open 23112022 | Kashono Oy 2009351 General advising Tero Met... 2,00 500,00 0,00 |

If you are a power user, you can make permanent changes to the views, which will take effect for all CSI
users. In this case, editing the view is possible directly in the selection list, where selecting the gear
button opens the editing window.

Workplace - Matters - Matters Search for records f In All Fields B [A | (]

Active Matters i - (Opening Date) - My O - Ma.. - 0 =

Once you have made the changes, the Save and Close button will save them and reload the edited view.

Pinning the most used views to the Views list

You can add your regularly used views to the Views list located in the top bar of the main window, where
they can easily be found and opened. To pin them, select the view, specify the filters you want, and then

click the ¥ -button. When you make a pin the system suggests a name for the view, but you can edit the
name to easily identify it.

After you are done, the * _button on the top left of your CSI window opens a list of your pinned views,
from which you can easily open them with just a click.
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| ' Opponents

Menu Hom
_ o Active blacklisted customers
s N N
I\x_/l 0 o Active Matters ol
MNew  Use Matter Delete Check . Permissions
¥  asTemplate Identifications (2
Actions Manage Define

Pinning the most used reports to the Quick Selection list

You can also attach your most used reports as a quick selection to the Reports list that opens from the top
bar of the software.

To add a report, 1) go to the Reports area, 2) take the cursor to your desired report, 3) right-click on the
report and 4) select 'Add to Quick Selection'.

*~ Report Group: Quick Reports

‘1o Personels Workload

I:E:E My Work Enfries - Current Fiscal Year

Edit |

1.0 My Transactions - Comparison bef . . . .
s () Quick Selection ¥ () Add to Quick Selection ]
1.1 My Open Costs and Transactions

Remove from Quick Selection
;ﬁ;ﬁ My Current’s Fiscal Year Invoicing and Open Costs and Fees

The report you have attached will now appear in the list that opens from the Reports button in the top bar,
where you can open it with a single click.

S eme| o vB-

Menu Home s My Work Entries - Current Fiscal Year

|f_\| [H x (;“ i Close @ Show Related Notes
e — [ Archive

Setting customers and matters as favorites

The customer and matter folders provide a Favorites view option. The views are meant to make your work

easier by listing the customers or matters whose data you've either recently processed, or that you've
manually added as your favorites.

To manually add a favorite, select the matter or customer in the view and click the " button on the ribbon

or from the right-click menu. If you want, you can also use the ‘Remove from Favorites’ function to remove
a specific customer or matter from your favorites.
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Menu Home Companies and Associations

/ % - ! é Deactivate AR, O Discount Table {1 Add Reminder By —~
\ J LS )
\ { R = S \
& Activate =i ' Favorites v S — X
New Delete Merge Status Documents x - Masse Tlanne___0 ts Parameters
Reason ¥ Y Add to Favorites \s
Actions Manage Define ¥ Remove from Favorites €po..  Settings
)= I< Customers - Customers - Companies and Associations
L Customers A Active Companies and Assocdiations v My Own
,;i'i Drag a column header here to group by that column
o £ Private Persons
Customer Number | Name 4 |Contact Person
T [2] Prospects I
=) v iEH 10367 British Law Firm Ltd Peter Partner

Moving between windows with quick links and the Related function

In lists, any underlined piece of information acts as a quick link to that information. For example, by clicking
a customer’s name in the Transactions list, you can directly open the customer window of the matter’s
principal.

Workplace - Entries - Transactions
&l Transactons - (Transaction Date) - My Own

Jrag a column header here to group by that column
Status Transacton ... | Customer w | Matter Transaction Author

Open 23/11/20 2;[ Kashono Oy

]General advising Joonas Ingman

In case you simply wish to open a certain data row in a new window, make sure your cursor is not on top
of any of the links when you double-click it.

Another useful function to quickly navigate between windows is available on all lists (e.g. Matters,
Companies and Associations, or Invoices) by right-clicking the mouse. In the menu that opens, the ‘Related’
function enables moving directly to any of the folders within the selected entity, instead of opening the
general information first and then moving on to the desired folder.
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Customers - Customers - Companies and Associations

10361 Kasbono &} Define Discount Table Customer |dentification

10357 Oy Ridak [ Add Reminder Relationships

-

BEIo==® ok

‘ Favorites - | (Owner)
Drag a column header here to group by that column
| | |Custu:nmer Mumb... | Mame - |C0ntact Persan
k = 10230 Aalto Wa Y
= [ Edit
10099 | Alfa Plan T i m
E= Related 4 ] Mare Addresses
10347 Boys One
% Merge Contact Persons
10367  British La & Deactivate Tearn Members
10362 Dotterbo & 4 ctjyate Marme History
10181 | Example| @@ Set Status Reason » Conflict Checks

10013 | TaunonT 10 Favorites Companies and Associations

Using the Customer and Conflict Search field for quick searches

The search field, available in the top bar of the window, is primarily designed for speeding up conflict
searches, but it also works well for finding customers. The field is visible to all user groups for which the
power user has granted navigation rights to conflict checks.

Warkplace - Entries - Transactions - C5I Lawyer 11.0 (Onling) el delyi= = y(s R otslai ludel=t=gu W8 o]

When making a keyword search in the field, it opens the Conflict search view, lists all customers — both
private persons and companies — that match the keyword, and displays whether they are a co-party,
opponent or some other shareholder in the matters saved in the software.

Workplace - Inspections - Conflict Seardh - CSI Lawyer 11.0 {Online) Lid
Workplace - Inspections - Conflict Search Lid ® L
[(Customer type)
Dy & column header herg b oroup by that ol
Cumbornes Mussher | Name LR | CUsinmser Raspors oty City Last Tra Coparty Dpponent | Dbk Maitier B Dppor bty
Il woss Globus Ltd MMMAE  PipsaLimettis Estonia Tl 10/05/20 Q [ ]
Bf  a03se Pagsoer Lid EEEast 1w Lo Friand Helsnki 1850/ Q

If necessary, from here it is also easy to continue creating a more thorough conflict check that gets saved
in the software.
Using existing entries as a template

When registering transactions it is easy and quick to use former transactions as templates. By selecting a
suitable entry from the Transactions list and using it as a template for a new one, you can either copy only
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the matter information or all the transaction details to the new entry. The copied information can then be
edited as required before you save the new transaction.

Workplace - Entnies - Transactions

| All Transactions

-

|{Transaction Date)

Drag a column header here to group by that column

| |5tat|_|s |Transau:tiu:|n D... | Customer - |Matter Transaction
b Open TRAAMATT Wanhoma P nnn3g] - 04 2022 General advisin
S . D‘_ Edit
Dl:lEn e | A T ) [ P

@ Uze as Template L r @ Whaole Transaction

@ Change Status b LE‘ Matter Only

Utilizing the timer for time entries

To determine the duration of a transaction, you can use the timer,
which can be found e.g. in the top bar of the software, behind the

Home button, and in the selection bar for customer and matter
lists and windows.

Matter Matters
Request =

Add MNew Matter

When you wish to measure time spent on a matter, it is recommendable to open the timer for that specific
matter, either via the matter list or in the matter window. The ‘New Timer’ function is available both in the
ribbon of the matter lists as well as by right-clicking the mouse on top of the matter row.

oy 1 ~ o | — il - 3! Ty
- o - —l - I}_ﬁ 4 T - o
Permissions Create Prefiminary  Preview  Sub-Matber Add Transaction Add Expense Documents Mew Timer | Reporfs  Parameters
Trveace Irwics ~  Trnvgicing v w
Define Invaidng Add Timer Repo.. Settngs G
Wﬂrlr.pluna- - Matters - Matters Search for records el In Al Fislds ﬂ = fj
Active Matiers - (Opening Date) - (Cramer) - (Matte., - v 0 o« :@1
Drag & column header hare o group by that column p
StatusR.. = Matier Mumber | Prindpal Prindpal (Busin_... | Matter R... | Latest Transaction or Expense D... | Subject Opening
v IE 2009023 RepaultRacng 152877-3 ik and.., 11/08/2009 Rahoitu .. 04022009 -

A timer started from the matter list or window already has the matter information prefilled.
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o Timer 3l = O X
S X 1O + O
Y =
o > i C.f
MNew Timer Exit Timer Start Pause Reset Remove 5 Add5 Save transaction
Minutes  Minutes and dose
Actions Manage Edit Add -

Aalto Waves Ltd: 2009239 - Merger of the department

General Motes

Matter |E’ Merger of the department .,-‘-'|
Principal Aalto Waves Ltd

Transaction Date 27022023 Hours

Subject

Transaction Type |ﬂﬂ ,-‘-'|

Il Aalto Waves Ltd: 2009239 - Merger of the department

In the timer window you can:

— Start or stop the timer, or reset it to zero (Start / Pause / Reset)

— If necessary, add or remove time in five-minute increments (Remove / Add 5 minutes)
— Start more timers in the list (New Timer), although only one of them can be on at a time
— Save a transaction from the timer (Save transaction and close).

Adding information directly from the tree structure

By right-clicking on a folder in the tree structure and selecting

= Orkplace “New”, you will be able to add new information, such as a new
122l matter or transaction, without opening the folder.
K. | Entries
= EjExpenses
Fall-" Gf Woark Tin

) +* Set As Default

Utilizing reminders

You can set reminders regarding customers, matters, transactions, invoices etc. to remind either yourself

or another CSl user to do something specific. A reminder is added using the = button, found in the ribbon,
by filling in the required information: when shall the reminder be activated, who shall receive the reminder
and with which subject.

If you need to provide the customer with a matter status update e.g. monthly, you can set a repeating
reminder. Check the ‘Repeating reminder’ field and define the cycle with which the reminder is to be
displayed to the selected user.
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@~ = W @ o P D .

D v / [—
Permssors Create Prelminary  Preview  Sub-Matter Add Transaction Add Expense Documents | R
Invoice ¥ Invoice ¥ Invoiang ¥ v
Define Invoiong Add
Workplace - Matters - Matters | Search for records f In Al Fields @& NE 0O
Favorites . (Opening Date) v (Owner) . Ma,. ~ 2 <+
& te - - p
CHT nbé e 5 & ale w | Matter Re Dle
v Favorite Type: Favorite e
» BEEN 2009239 Merger of the dep..  Aalto Waves Ltd 16/03/2015 Tero Metsavaara
v Favorite / Remindes \
Reminder
B Define a reminder for the selected record,
| Regarding I 2009239 - Merger of the department
] Reminder Time 27/02/2023 1441 ~ | User 1
o Repeatng reminder Repeat every 0 - day(s)

Subject
Check the status before nvoking /

The software checks the reminders every 15 minutes, and the user gets a reminder on their screen if
activated reminders are found.

l;l Reminders: 1 — O >
Subject Reminder reason & (5.
b Varmista asiakkaan status ennen toukokuun. .. 11 Minutes overdue
Open Reminder Dismiss

Select Snooze to be reminded again in:

15 Minutes - Dismiss Al

If the CSI window is minimized when the reminder arrives, a red dot on the CSl icon in the bottom bar of
the screen notifies the user of the reminder.

You can open the reminder for a closer look, move it forward, or acknowledge it with Dismiss if it has already
been taken care of. The reminder keeps coming back to the user’s screen until it is dismissed. Due to this,
the reminder time should be defined so that it is relevant to the recipient. The number of activated reminders

. . . [\ Reminders: 1
is also displayed in the lower left corner of the software =

Reminders can also be sent to the users by email which enables reacting to them even if the user does not
open the system daily. For more information about this, contact the CSI support.
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Hiding the folder structure/ribbon

If you use the software on a laptop with limited screen space, you can temporarily hide the folder structure
or make the ribbon narrower to get more space in the windows.

Hide the folder structure by clicking on the icon of the currently active task area. The selection will leave
only the icon column of the task areas visible. The folder structure will reappear when you select one of the
task areas.

1
G‘; workplace u Workplace - Matters - Matters
Er" Entries ~ " Favorites ]
% .I':'. Expenses
=~ [} Transactions Favorite Type &
K_-/\ G:l flork Time Enties . Matter Num
» Favorite Type: Favorite
Fa
o Calendars . SEE .
L E Critical Task
i = Entries v Favorite Type: Active
@ N -] 2009
2 e A BEE 2009
i (5 Matter Requests - -
Matters
& =
) Inspections -~ — —
I Confict Search — -
(7} Customer Identification -

To narrow down the toolbar/ribbon and to restore it back to normal, click the arrow button in its bottom right
corner.

Menu Home Transactions

X , 57 Move Transaction  |== Set Phase [] Mark as Reviewad [\ Add Reminder
= - ) Copy Transaction  [2] Indhude in Subscription L Remove from Preleminary Invoice 7 Favorites ~
New Useas Delete Change Create Prefiminary
Template v Status v Irvosce fom Selected b Restore as Urreviewsd
Actions Manage Define Invoiing Add

Changing the software theme

The Menu button in the top left corner of the software opens a menu, where
B you can e.g. customize the look of the software.

Menu
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©

About CSI Lawyer

The menu enables you to:

— View software version information (About CSI Lawyer)

Themes — Change the software’s colour theme (Themes)

— Send an error log to CSl in case you face a problem that gives an error
message (Send Error Log)

2= rzes STTTREICY EiFiE — Check the quality of the database connection if the software seems to
respond slowly (Database Connectivity Checker)

— Close the software.

Send Error Log

Exit the System
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