CASE MANAGEMENT SOFTW,

CUSTOM REPORT WRITER INSTRUCTIONS
e Click on REPORTS on the TriclWorks Menu Bar

The Report menu will drop down:

Custom Report Writer
List alltems that you put in the
Acct#: 1234567890 Fie #: 6194 Atty: Abacus/Documen tapjes
Research | Andlary | g [Mawons HBID o LAREX ||| Trial Material | Witness Interview
Case Summary | Clents | Other Parties | [ Pleadings | Legalfoscovery__| Docket. | Case Review. | Memo_| Depositon | Med  prrta oy ssetin helr fi_| ProductionTracker | Case/Retainer Info_| Investigation | iearings. | Subpoena | Costs | Negotiations |
Created: I 7/5/2005 ]
IAAA MICHAEL PHELPS V. USA (f/k/a SHAQ) Closed: [ i
Fie #; i) Customer Type: [Abacus/Document Import Judge: Harvey Ruvin =
Liabilty: Homeowners Collections Data Conversion: ke Court: INTHE COUNTY COURT OF MIAME, DADE COUNTY, FLORIDA__ -~
Referral Source: FETjsqLe: frest County: [anderson
Secondary Source: sate @ Casefindex #: [D-2500 =
' SOL(s) andjor NOC(5):
Name [Phone Fax SOLDate [soLT [Complied with -
Test 0 day statute o [£]
ST 1L year o
Test 3 Year o =
v
Legal Desarption: Waster client:
[2st Century Insurance
Ledger Totals:
Tnterest [iate Fee adnin Fee [Attorney Cost [Attorney Fee [Assessment [MscFes [Payments I
50.00 $1,450.00 50.00 $1,025.10 $3,421.00 98,153.00 50.00 .00
Ledger Balances:
Interest |Late Fee [Admin Fee [Attorney Cost [Attorney Fee [Assessment. [MiscFee [Ledger Balance |
50.00 $1,450.00 $0.00 $1,025.10 $3,421.00 $8,153.00 50.00 $14,045.10
Debtor/Other Party: Unit 3
Partyhizme =
Party Tommy Hifiger £
Irene smith ONE andrew 5. Gorrell sr, %
lal v
Previous Clint Attys:
Cient Name [ Atty Name [Deserpton [
Tod Cardoso MOORE, Esa., CHRIS R. (Chris R, Moore & Assodiates) [
Tod Cardoso MOORE, Esa., CHRIS R. (Chris R. Moore & Associates) e
= v
Status: Medical Records Received Date: 10/15/2012 Days In Status: By Status Note: Vedcal Records Received B [ /A
Sub Status: Test Date: 1/10/2013 Days In Status: 27 Sub Notel: Testl = | N/A
Sub Statust: (Orsite Training COMPLETED Date: 10/19/2012 Days In Status: [0 subMowx [ALL PAID DAYS USED B I WA
Priority Code: EPIRED e LU/18/2008  pays In Status: 1175 Priority Note: [You have not paid and are expired
Len? Last Modified By [Last Medified On
ves B 5l 12 1n.04.37 414

Num Lock

10:16 AM
2/6/2013

e Select CUSTOM REPORT EXPORT
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CASE MANAGEMENT SOFTW,

Custom Report Export window will appear:
== Custom R

eport Export

Pick Filter To Use: Export Format:

I E IExceI

Edit Queries... | E-Mail... |

Export... |

Pick Template To use (Word Merge Qnlv):

Template Cateqory: IGeneraI

Template;

e Click EDIT QUERIES
FOR EXAMPLE: To create a Report showing the case name, file number and referral
attorney for all your open TVM Cases but only if there is a referral attorney. Your Query
should appear as follows:

The Advanced Filter window will appear:

Advanced Filter 3
Query/Filter Name:  |TVM [+] [ Rename Query || Duplicate Query |
Querylame - | TableMame = | Fieldiame - |Condition - | Value -

| |TWM CaseTable Referral Atty SHOW

[ [TvM CaseTable SublLiability = "TyM"

| TM CaseTable File # SHOW

| [TVM CaseTable Referral Atty IS MOT MULL

[TV CaseTable Case Status = 2

| TVM CaseTable Case Name SHOW
#* TVM | = =
Record: 4 4 7af7 ] | & Mo Filter | Search

‘ Clear Filters Hﬂ_"

Name your query in the QUERY/FILTER NAME field according to what the report will be titled.

For Example: “TVM”

The query name will automatically fill in for each line of your query:
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@.&.dvanced Filter

Query/Filter Name:  [TVM [=] | Rename Query || Dupiicate Query |
QueryName - | TableMame = | FieldName - | Condition - | Value -a
* [ Tvm | [+] =

e Choose the fields that you either want to show in your report or that you want to query
for your report. Not all fields or tabs in TrialWorks are available in the Custom Report
Writer.

QUERYING YOUR TRIALWORKS DATA

When clicking in the TABLENAME field the drop-down will appear allowing the user to
choose the Table. Referring to the tables list above, select the Table which the data you

want to apnear in vniir reannort ic antarad:
5] Advanced Filter 2

Query/Filter Name: | TyM El [ Rename Query ][ Duplicate Query ]

QueryMame - | TableName = FieldName - | Condition - | Value o
* VM =
Asbestos -
Angiosarcoma |j
Bankruptcy Claims
Bextra
CaseTable
CaseBankruptcy
CaseMarketing

Record: M 4 3 of § ClaimInfoCompumed | search 41 n 4

Clients

ClientEmployment
Contacts ters

ContactsSubTvoe

4

When clicking in the FIELDNAME field all the field names that appear in the table
chosen above will appear in the drop-down list:

5] Advanced Filter 2
Query/Filter Name: | TyM [=] [ Rename Query ][ Duplicate Query ]
~ QueryName - | TableMName = FieldName - | Condition - | Value o
| TVM CaseTable =
#* | TVM Caseld =
File # 7l
Case Mame I_I A
Archive =
Payee
Atty-Div =
- CaseSupervisor
Record: 4 4 §of 3 LI I B I % Mo Filter IBiIIingAtty 111 4
Referral Atty
SecondaryReferral
Heetd Referral % or Fee
CAaze Stahis
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en clicking in the CONDITION field the logical operators menu will appear:

@Advanced Filter 2
Query,Filter Name:  [TyM = [ Rename Query ” Duplicate Query ]
QueryMame - | TableMName - FieldMame - | Condition - Value -
£ VM CaseTable Case Name i i
* VM
e
=
> =
<
£z =
- . . . IS NULL
Record: M 4 Gof§ EoOH OB ( % Mo Filter ( Search |41 |15 NOT MULL 4
LIKE
3 MOT LIKE
‘ Clear Filters ‘ [+ ke

Logical operators are mathematical or alphabetical comparison parameters, defined
as follows: = when you want to exactly match a certain value; > greater than; < less
than; <> does not equal; IS NULL data field is empty; IS NOT NULL data field is not
empty; LIKE similar to; NOT LIKE not similar to; SHOW the field will appear in the report.

FOR EXAMPLE: To create a Report showing Clients where the date of accident is after
December 2, 2001, use the following “limiting value.”

TABLENAME: Clients
FIELDNAME: DOA
CONDITION: >

VALUE: #12/2/2001#

Alphabetical values must be set off by quotation marks; numerical values do not need to be
set off by quotation marks; dates need to be set off with pound (#) signs.

“IS NULL"/ “IS NOT NULL”

Use to include or exclude cases where fields are filled out (IS NOT NULL) or not filled out
(IS NULL).
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LE: To create a Report showing all Clients that do not have the Spouse fie
out, use the following “limiting value™.

TABLENAME: Clients
FIELDNAME: SpouseName
CONDITION: IS NULL

“LIKE”/"NOT LIKE”

Similar to “*” or “I" in textual searches to either include (LIKE) or exclude (IS NOT LIKE)
occurrences of all forms of text. The parameter allows searching of a particular word
or root word no matter how or where it appears in the text.

MAKING FIELDS APPEAR IN YOUR REPORT

Fields will appear in the order that they are entered into the filter.
“SHOW"
Use to have the field appearin the report.

Checkboxes

If the fields you want to query are represented by checkboxes select the checkbox
field as you did above then:

CONDITION: =
VALUE: frue

Once you have set up your query, Click on the close door icon and return to the CUSTOM
REPORT EXPORT window.
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CASE MANAGEMENT SOFTW,

TO QUERY MULTIPLE VALUES AT ONCE USING AND/OR STATEMENTS

This will allow you to limit your criteria o more than one value.

FOR EXAMPLE: To create a Report that shows clients from multiple cities use t
following value.

TABLENAME: Clients

FIELD: City
CONDITION: =
VALUE: "Miami" or [clients].[city]="Dallas" or [clients].[city]="Tampa"
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GENERATING YOUR REPORT

Select your query from the drop-down list in the Pick Filter to Use

You can output your report in

e Excel format (Excel) (this is the default choice)

¢ (Rich Text Format) to your word processor

e HTML format (HTML) to send directly as an email (click the E-mail button after selecting
the HTML export format).

¢ Mailing Labels using the 5161 Avery Labels for Clients or Contacts.

e Email Address using the BCC or TO field or copy the list to your Clipboard

Custorn Repo

tt Export

B3

Template:

Template Category

Pick Template To use (Word Merge Cnly

¥z IGeneraI

Pick Filter To Use:

- - ; E-mail Address - Clip Board
| EdtQuenies.. | EMal. ESRiiE R
Use GroupBy (Eliminates Duplicates) | E-mail Address - TO

Excel

HTML

Rich Text Format
Word Merge

5161 Label for Clients

Lisa Expiration Mz
LISA TEST

5161 Label for Contacts

@.&.dvanced Filter

Query/Filter Name: [TV [l [ Rename Query ” Duplicate Query l
TableMame = Fieldhame - | Condition - | Value -
| |CaseTable SubLiability = TVM"
IC“EﬂtS ClientlD SHOW
| |CaseTable Referral Atty sHOW
| |CaseTable File # SHOW
| |CaseTable Referral Atty IS NOT NULL
% CaseTable Case Status = 2
| |CaseTable Case Mame SHOW
Record: 4 4 §ofd H W% Mo Filter | |Search 1 1]
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