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New Benefits from Seneca CM

Introduction
This ‘Benefits from Seneca’ newsletter from €miIs covers:
e Acrobat — how to add a PDF to your Agenda;
e Excel — exporting to Excel templates;
e Contacts — faster and easer searching;
o Reference numbers — year (and other data) related reference numbers made easy and automatic;
e Emails — sending emails automatically to the Contacts with Roles on Files;

e Automatic Versioning — by setting a property your precedent agreement will automatically add
versioning information via Seneca;

e Legal Aid — new reports for legal aid practitioners; and

e Auto-Reports — Report Builder reports that just run when you click them or just open for editing — the
choice is now yours.

Adobe PDFs and Agendas

You can now upload Adobe PDFs into Seneca Agendas and, after using them in the normal way, save them
as Draft/Final Agenda items in the File Contents. See the release notes to version 6.1450 (via Help, Support
Application Versions) for full details and for information on a number of other developments.

Export to XLT

Just as a Microsoft Word® document (.DOC) can be saved as a template (.DOT) to allow pre-set formatting
and content so too can Microsoft Excel® sheets (.XLS) be saved as templates (.XLT).

So now most Seneca reports (fixed or from the Report Builder) can be exported, via View, Export to XLT, to an
Excel template allowing (for example):

e Formatting of cells;
e Inclusion of other data;

e Application of calculations to give additional management information.
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Improved Contact Searching

Seneca Contact searching has
been made even better. It now
allows you to search for a
combination of Name, Address,
Email, Phone Number and
other common fields at the
same time.

For example, against the Post
Code and E-mail Address
fields:
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Search Details

Search CM 1519 hat & " Files * Contacts ¢ Objgcts W Individual: W Organisations
(" Precedents © Postings [~ Besources only [~ Systemu
Contact Mo  § Details
15 Q Contact Mame Claude Barrington-Smythe
B2 Correspondence Mr C Barrington-Smythe (claude.barringtons@hotmail.com?)
address 1 Rombalds Place, Leeds, West Yorkshire, LS19 6BA., UK
Tel, Mo, 0113235514
Type Clients\Individual

Smart(er) File Reference Numbers

Some firms use a File Reference Numbering convention of 06- for 2006 files, 07- for 2007 files and so on.

Historically, the only way of changing this was to manually edit the File Reference Number for each File Type

|

F8 - Save ESC - Cancel

File Type Properties

Default  Test for hidden numerics

Example

New Files

Filz Reference Mumbers

Ledger Details

<COMTACT_MNAME>

ii] «SYETEM_DATE>

ii] <SYSTEM_DATEYEAR_DAY>

ii] <5YSTEM_DATEYEAR_MONTH>

] «¢SVETEM_DATEYEAR_MOMNTHMNAME>
R W

Add ko Default
Add ko File Reference
[i) <PC_MNAME>

€ <USER_NAME>

at the beginning of each year

So, we have now created a
system field that looks at the
last 2 digits of the year and can
be placed in the File Reference
field so the pre-fix changes
automatically.

And this applies to any of the
fields shown on the File Type
Properties page.
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Intelligent Emails

B Documnt Propuerties

F8-Save ESC - Cancal

B Precedent Document Properties

Benefits Update 07/1

When sending a precedent e-mail have you ever wished that
Seneca could save you the trouble of typing or selecting the
recipients name and email address?

Prcedent Dacurment Type Prcedint Docurment - nprnal Usin 1]
Fracedant D 0100 Ao Testdat
Dafaul Time (Uinits) 0
Document Indexed Ha
Pracedent Dy acking 1-0n ked whien croatad Frocode .
Fass o Accourts o Well your wish has come true.
Publishto Web Mo
Autts Bal swap
HesdarsFooters on creafian  4-User Detauttfor User Detault Lacation
Allaw Back Population e . . . . — .
Ao Fnace o Within Precedent Properties, the E-Mail Recipient section now
Codde List Population s . ..
E— allows entry of Roles for To, CC & BCC email recipients
Created by
4 E-Mail Recipient
To = H . .
o Clent Parmer | And, when e-mailing from Outlook® using the Precedent,
BCC Fee Eamer_1 .
T Precedent Object Categories Seneca WI” F Sarmwea (04 (or 8,145 0). LIS 1] b, 2589 LICHTTEOVANIER BCL
r— prompt you AT AR
" tousethe & E——
coegory defaults: g Bl s Z00000R ok 000 T 000 Unert T 12200 s o
Casngory @ Appointments {12} a
B Tasks (13) a
& Contents Bilsbis\Test Fies\Test S a
b ar T ?I::um O T Ve é
0
ewn B L
If “Yes” is selected, an Outlook e-mail is created with the T AR *
appropriate To, CC and BCC fields completed: — .
no @ o1
T -
T Seneca CM (Ver 6.140999) EMIS IT No. 25898 EMISITO34\SENECA_ACC ]
Seneca CM Activities Tools  Settings Favowite Hot Swap  Help 'll_:
' a5 25 e =] i B & ER [ FM1-Test File foraabbb John Brawnu =
Back Home Map Search Change File Clear File | Search EF  Help  Setup | 8% 2-John Brown, 5-Hopkins Salicitors-hr J Wilmot E1
INS - Attach  F8 - Compose ESC - Cancel
E-mail details |
To |=|
CC
BCC email2@email.com
Subject RE: FMN1-Test File foraabbb John Brownu
Priority Medium &
File FMN1-Test File foraabbb John Brownu
Signature
Page 3
Registered Office: Park House M ews Registered in England A division of Egton Medical Information S R T ]
77 Back Lane, Off Broadway No. 2117205 Systems Limited powenad E"T'HE:I |
Horsforth, Leeds, LS18 4RF "."_ ]




emis Benefits Update 07/1

intellectual technology

Automatic Versioning

A new feature has been introduced to Seneca to allow Precedent Documents to be configured to automatically
use Seneca’s document versioning functionality and generate a version number for Precedents when they are
saved. For full details on enabling this facility please refer to the release notes to version 6.1459.

Seneca and Legal Aid

To assist legal aid practitioners a number of fixed ledger reports can now be filtered to only report on files
assigned as being for legal aid. The relevant reports are:

= Aged Debtors

= Anticipated Payments
m Bills Delivered

= Bill Recovery Rates

m  Client Selection Report
m  Costs Paid

= No Time Postings

m  Unbilled Disbursements
m  Unbilled Time

= WIP

= WIP Against Budget

For further details on setting up this feature please see the release notes to version 6.1459

Report Builder “ Auto-Reports”

Within Personal Report Builder

settings, users can now Defeultwhen opening repart Fum Report .
set if they want to Edh Riepan

automatically Run or

Edit Report builder
Reports when they double click (or when they select a report from favourites)

Conclusion

We hope you've found this edition of Seneca Benefits useful and if you have any questions please contact the
implementation team.
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