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1. CASES AND PROJECTS
Add Case/Project.

Click Cases/Projects > Add [Fig 1.1] or click the New Case/Project icon [Fig 1.2].
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Cases/Projects | Clients Staff  Accounts Users

Window

Search By: Cases/ Projects = | Por:

Fig 1.1

Fig 1.2

Find

Fill in the relevant fields and click Save [Fig 1.3]. Use the up/down button ~ located at the top

right corner of each section to show/hide a particular section. The error warning @ denotes a

required field.

£, Cases and Projects
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Description &
Page 1 F3

Client : i Suit Number :

Type: - Lawyer For: Court :

Title: Lawyer in charge :

Assisted by:

Page 2 F3

Claims and Counterclaims

»

Court Processes ¥ Scanne ents £
Filed S
Date: Wednescay, August 10, 2011 i | ate Documents Filed
Mame :
Add Clear
Received 3
Court Notes ES
Date Wednasclay, August 10, 2011 g | Date Note |Mj | pate
Mote :
Adjourned :
Date:
Add Clear
Tasks and Appointments 2
Save Exit
Fig 1.3




If the client does not exist, right-click on the ‘Client” dropdown box and click ‘Add’ [Fig 1.4].

£, Cases and Projects - 0 X
Description 2
Page 1 -3

Client : ' Suit Number :

Type: = | Lawyer For: e Court:

Title : Lawyer in charge @ -

Assisted by : -
Fig 1.4.

Please refer to the section Add Client to add a new client.

Edit or Update Case/Project

Select Cases/Projects from the ‘Search By’ dropdown box [Fig 1.5].
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Fig 1.5.

Select the Case/Project from the ‘For’ dropdown box and click Find [Fig 1.6].
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The State v Amsua Electricals Company Limited and Board of Directors of Amsua Ghana
The State versus Mr Amponsah

The State vs Barclays Bank Plc

The 5State vs Emmanuel Cfori and Co

The State ws Mr Acheampaong
Fig 1.6.

Make desired changes and click Save.



Add or Update Court Notes

Select Court Notes from the ‘Search By’ dropdown box [Fig 1.7].
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Search By : - : Find

Fig 1.7,

Select the Case/Project from the ‘For’ dropdown box and click Find [Fig 1.8].
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Search By:  Court Mates
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The State v Amsua Electricals Company Limited and Board of Directors of Amsua Ghana
The State versus Mr Amponsah

The State vs Barclays Bank Plc

The State vs Emmanuel Cfori and Co

The State vs Mr Acheampong

Fig 1.8.

Make desired additions/changes and click Save [Fig 1.9].

&, Court Notes - x

Amtel Electronics vs Mations Bank 3 Scanned Documents
Date: Wednescay, August 10, 2011 -~ Sale WU |mjJ | Bals
15/04/2011 Documents to be exchanged within 21 days W 02/05/2011
Mote :
Adjourned :|[
Date : Wednesday, August1d, 2011 -
Add Clear
- 1 ] Exit

Fig 1.9.



Add or Update Court Processes

Select Court Processes from the ‘Search By’ dropdown box [Fig 1.10].
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Fig 1.10.

Select the Case/Project from the ‘For’ dropdown box and click Find [Fig 1.11].

&, Solvell

Cases/Projects  Clients Accounts Users Window

'~"_®¢%O

Search By: Court Processes Find

3]

The State v Amsua Electricals Company Limited and Board of Directors of Amsua Ghana
The State versus Mr Amponsah

The State ws Barclays Bank Plc

The 5State vs Emmanuel Cfori and Co

The State vs Mr Acheampong

Fig 1.11.

Make desired additions/changes and click Save [Fig 1.12].

&, Court Processes - = X
Amtel Electronics vs Mations Bank 3 Scanned Documents
Filed
Date : Wednescay, August 10, 2011 s Bats et
04/04/2011 List of documents
Mame :
04/04/2011 Writ of Summans
Add Clear
Received
Date : Wednescay, August 10, 2011 it Hais e e
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MName :
Add Clear
Save Exit
Fig 1.12.



Scanned Documents

Please refer to the section Edit or Update Case/Project or Add or Update Court Notes or Add or
I;ﬁ Scanned Documents | &

Update Court Processes. Click on to open the File share where all

documents pertaining to that particular case are located.

Case/Project Report

Click Cases/Projects > Reports > Cases/Projects [Fig 1.13].

£, SolvelT
Cases/Projects | Clients Staff  Accounts Users  Window
| Add L N A
| Reports Ll Cases/Projects |
Search By : Appointments/Tasks 13 - [ Find

Fig 1.13.
Select the Case/Project from the Case/Project dropdown box and click Generate [Fig 1.14].
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2. CLIENTS
Add Client Info

Click Clients > Add [Fig 2.1] or click on the Add Client icon [Fig 2.2].
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Fig 2.2.

Fill in the relevant fields and click ‘Save’ [Fig 2.3]. The error warning @ denotes a required field.

Clients

MName :

Phiysical
Address:

Postal
Address:

Contact Persom:

Best time to call:

Contact Mumber :
Fax:

Email :

A
W

Exit

Fig 2.3.



Edit or Update Client Info

Select Clients from the ‘Search By’ dropdown box [Fig 2.4].
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Fig 2.4.

Select the Client Name from the ‘For’ dropdown box and click Find [Fig 2.5].
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Search By: | Clients (Charles Asantg

Charles Asante
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Client 4

Fig 2.5,

Make desired additions/changes and click Save [Fig 2.6].

Clients

MName :

Phiysical
Address:

Postal
Address:

Contact Persom:

Best time to call:

Contact Mumber :
Fax :

Email :

g
i

Exit

Fig 2.6.



3. STAFF
Add Staff Info

Click Staff > Add [Fig 3.1].
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Fig 3.1.

Fill in the relevant fields and click Save [Fig 3.2]. The error warning @ denotes a required field.

Staff

Mame :

Phiysical
Address:

Postal
Address:

Contact Number :

Email :

g
%

Exit

Fig 3.2.

Edit or Update Staff Info

Select Staff from the ‘Search By’ dropdown box [Fig 3.3].
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Search By :

Fig 3.3.
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Select the Staff Name from the ‘For’ dropdown box and click Find [Fig 3.4].
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Kwesi Ofari

Fig 3.4

Make desired additions/changes and click Save [Fig 3.5].

Ctaff

Mame :

Phiysical
Address:

Postal
Address:

Contact Number :

Email :

I
%

Exit

Fig 3.5.
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4. TASKS AND APPOINTMENTS
Add Appointment/Task

Please refer to the section Edit or Update Case/Project. Alternatively, Select ‘Tasks and
Appointments’ from the ‘Search By’ dropdown box [Fig 4.1].
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Fig 4.1.

Select the Case/Project Name from the ‘For’ dropdown box and click Find [Fig 4.2].
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The State v Amsua Electricals Company Limited and Board of Directors of Amsua Ghana
The State versus Mr Amponsah
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The State vs Mr Acheampong

Fig 4.2.

Select the time duration and right-click. Click ‘Add New’ [Fig 4.3].

{3 Tasks and Appointments - =X
Amtel Electronics vs Mations Bank & Scanned Documents
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Fig 4.3.
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Fill in the relevant fields and click Save [Fig 4.4]. The error warning @ denotes a required field.

Appointment

Start Date: | Thurselay, [N 11, 2011 | Timer | 11:30:00 AM
End Date:  Thursday, August 11, 2011 T | Time: 1:00:00 PM
Subject :
Location:
Motes :
Colour A -
Remind me: Start : day(s) before

Save Exit

Fig 4.4.

To view details of a Task/Appointment, left-click on the Task/Appointment in the calendar view to

show the popup. [Fig 4.5].

€3 Tasks and Appointments

X

Amtel Electronics ws Mations Bank

& Scanned Documents

11 Thursd 12 Fridl 13 Saturd -
4 July, 2011 3 = e =t B
&M
Sun Mon Tue Wed Thu Fi sat | | DS
26 27 28 29 30 1 2
i 4 5 & 7 & 39 A1
W 11 12 13 14 15 16 09
17 18 18 20 21 22 33
24 25 26 27 28 29 30 ||qq°M Meet with lawyer
31 Start Date @ Thu-11-Aug-2011 11:30:00:AM
End Date : Thu-11-Aug-2011 13:00:00:PM
T SO 11 A Location  : Accra
Sun Mon Tuee Wed Thu Fri  Sat Mokes
Meet with la r
1 2 3 4 5 6 iz
708 9 w[I12 13 ||qpFM
14 15 16 17 18 13 20
2322 23 24 25 26 27
22 029 30 31 1 2z 3 [[gp™
4 5 6 7 8 8 1
Today: 8/11/2011 P
02
Selection: &/11/2011 120000 | 03 T
From : 8/11/2011 11:30:00 AM
Pl
To: 8/11/2011 1:00:00 PM 04
Days : e
I
05
b

Fig 4.5,
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Edit or Update Appointment/Task

Please refer to the section Edit or Update Case/Project or Add Appointment/Task

Left-click, then right-click on the task/appointment. Select ‘Update’ [Fig. 4.6].

€3 Tasks and Appointments

= X

Amtel Electronics vs Mations Bank

3 Scanned Documents

4 July, 2011 R - 11 Thursday 12 Friday 13 Saturday e
sun Mon Tue Wed Thu Fri sat | | DO
2% 27 2 29 30 1 2
3 4 5 6 7 8 9 M
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August, 2011 Xy,
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2 22 23 4 35 36 27
22 29 3 31 1 2 3 ||pp ™ =
4 5 B 7 2 g 10 Delete E
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To: 8/11/2011 1:00:00 PM 04 ™
Days : &
W
Fig 4.6.
Make desired additions/changes and click Save [Fig 4.7].
Appointment
Start Date: | Thursdlay, [N 11, 2011 - Timer | 11:30:00 AM
End Cate: Thursday, August 11, 2011 T | Timer 1:00:00 PM
Subject : Meet with lawyer
Location: Accra
Motes :
Colour: A -
Remind me : [/ Start: |3 ~ | dayis) before
Save Exit

Fig 4.7.
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Change Appointment/Task status

Please refer to the section Edit or Update Case/Project or Add Appointment/Task

An uncompleted task/appointment has a red outline. A completed one has a green outline. Left-
click, then right-click on the task/appointment. Select ‘Completed’ [Fig. 4.8].

| €A Tasks and Appointments

H X

Amtel Electronics vs Mations Bank

:ﬁ Scanned Documents

i ~
B July, 2011 R - 11 Thursday 12 Friday 13 Saturday ~
Sun Mon Tue Wed Thu Fri sat | | U8
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Meet with lawyer
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14 15 16 17 18 19 20
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; ) . - Completed )
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Selection:  8/11/2011 12:30:00 PM 03 A
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P
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P
05
w
Fig 4.8.
The outline changes to green [Fig 4.9].
€3 Tasks and Appointments - =2 X
Amtel Electranics vs Mations Bank ‘9 Scanned Documents
i ~
B July, 2011 R - 11 Thursday 12 Friclay 13 Saturday ~
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0 11 12 13 14 15 16 09
17 18 1% 20 21 22 23
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31
August, 2011 o
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Meet with lawiyer
1 2 3 4 5 & 4=
7 8 9 10 1 12 13 12 i
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P
05
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Fig 4.9.




Delete Appointment/Task
Please refer to the section Edit or Update Case/Project or Add Appointment/Task

Left-click, then right-click on the task/appointment. Select ‘Delete’ [Fig. 4.10].

3 Tasks and Appointments

= X

Amtel Electronics vs Mations Bank

j Scanned Documents

4 July, 2011 3
Sun Mon Tue Wed Thu Fri  Sat
26 27 28 2 30 1 2
3 4 5 3 7 8 9
o 11 12 13 14 15 16
17 18 13 20 21 22 23
24 25 26 27 28 29 30
31
August, 2011
Sun Mon Tue Wed Thu Fri  Sat
1 2 3 4 5 3
7 3 ¢ 10 11 12 13
14 15 16 17 18 19 20
21 022 23 M 2k % X7
28 29 30 31 1 2 3
4 5 6 7 g 9 1
Today: 8/12/2011
Selection :  8/11/2011 12:30:00 PM
From : 2/11/2011 11:30:00 AM
To: 8/11,/2011 1:00:00 PM
Days :

11 Thursday 12

Meet with lawyer

Friday

Update
Delete
Completed

13

Saturday -~

Fig 4.10

Click *OK’ to confirm the action or ‘Cancel’ to quit [Fig 4.11].

-

Manage Appointments X

Vi i '-: Delete from database

| OK | Cancel

Fig 4.11.
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5. ACCOUNTS

Billing
Click Accounts > Billing [Fig 5.1] or click the Billing icon [Fig 5.2].

&, Solvell

Cases/Projects  Clients Staff Accounts Users Window

- | Billing |
=
I iiH Lagging

Payments E Find

Search By:

Actions 3

Reports ]

Fig 5.1

EC & ©

Fig 5.2

Fill in the relevant fields and click Save [Fig 5.3]. The error warning @ denotes a required field.

B gilling - =X
Case/Project : -
Type: -
jaen: || ahefhr
Amount: GH¢
| Save | Exit
Fig 5.3
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Logging
Click Accounts > Logging [Fig 5.4] or click the Logging icon [Fig 5.5].

&, SolvelT

Cases/Projects  Clients Staff | Accounts Users Window

| i o m™ @ Billing
- =
¥ i i'H | Logging |

Search By : Payments - Eind
Actions

-

Reports

Fig 5.4

® ©
._i_,

-
<
L
o

Fig 5.5

Fill in the relevant fields and click ‘Save’ [Fig 5.6]. The error warning @ denotes a required field.

@ Logging o= ox
Drate: Friclay, August 12, 2011 -
Case/Project : -
Minutes : al =
Rate/hr : ‘:I GHd fhr
s Exit
Fig 5.6
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Payments

Click Accounts > Payments [Fig 5.7].

&, SolvellT

Cases/Projects  Clients Staff Accounts Users Window

| .- Billi
i ? Q i @ .
v ol i Logging
Search By': I Payments | .

Actions 3

Reports

Fig 5.7

Fill in the relevant fields and click ‘Save’ [Fig 5.8]. The error warning ‘@ denotes a required field.

B Payments E—
Date: Friclay, August 12, 2011 i
Client : T
Case/Project : -

Pay Type: %

Cheque No.:

Amount: GH¢

Receipt No.:

—5ne—| Exit

Fig 5.8
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Edit Billing

Click Accounts > Actions > Edit Billing [Fig 5.9].

2 SolvelT

Cases/Projects Clients Staff Accounts Users Window

Fa -—! @ Billing
" ok LTH Logging

Search By Payments

| Actions » |

Reverse Payment

Reports Edit Logging

Edit Billing

Fig 5.9

Use the ‘Date’ field or the ‘Case’ field to search [Fig 5.10]

Bl Edit Billing -2 X
Date :  panday, August 01, 2011 - | Caze : Rosemond Asarevs Aquatic Estate developers -
J
Date Case/Project | User Amount |
» 23/03/2011 Rosemand Asare vs Aquatic Estate developers W | solvet W 2000.00
Fig 5.10
Double-click on the relevant field to make changes [Fig 5.11].
B Edit Billing - =3 X
Date :  Monday, August 01, 2011 = Case : Rosemond Asarevs Aquatic Estate developers -
J
Date Case/Project & | User |Amount |
» 23/03/2011 Rasemaond Asare vs Aguatic Estate developears w | solveit b m

Fig 5.11
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Edit Logging

Click Accounts > Actions > Edit Logging [Fig 5.12].

&, SolvelT
Cases/Projects  Clients Staff | Accounts Users
Ha '—! c}’: ) Billing
i I Logging
Search By : Payments

| Actions

Reports

Window

r |

Reverse Payment

Edit Logging

Edit Billing

Fig 5.12

Use the ‘Date’ field or the ‘Case’ field to search [Fig 5.13]

€3 Edit Logging

| Date : Mon(layrmm, 2011

- |

‘ Case : Amtel Electronics vs Mations Bank

Date | Case/Project Minutes  |Rate | Amount | User
[ 3 18/04/2011 Amtel Electranics vs Mations Bank w120 50.00 100.00 salveit L
18/04/2011 Amtel Electronics vs Mations Banlk w160 50.00 13333 sarah h A
Fig 5.13
Double-click on the relevant field to make changes [Fig 5.14].
£3 Edit Logging = =
Date: Monday, April 18, 2011 - Case : Amtel Electronics vs Mations Bank -
Date Case/Project |Minutes  |Rate  |Amount | User
15/04/2011 Amtel Electranics vs Mations Bank W 120 50.00 100.00 salveit L
» 15/04/2011 Amtel Electranics vs Mations Bank w G0.00 133.33 sarah h W

Fig 5.14
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Reverse Payment

Click Accounts > Actions > Reverse Payment [Fig 5.15].

&, SolvelT

Cases/Projects Clients Staff Accounts Uszers Window

Fa -—! @ Billing
- I Logging

Search By : Payments B Find
Actions U Reverse Payment

Reports Edit Logaing

Edit Billing

Fig 5.15

Use the ‘Date’ field or the ‘Client’ field to search. Right-click on the payment to be reversed and
click ‘Reverse’ [Fig 5.16].

[ Reverse Payment - B X
‘ Date  Friday, August 12, 2011 - | ‘ Client: emma
J
Date Client |Case | Pay Type Amount Cheque No. | Recsipt Mo.
2 02/08/2011 Emmanuel Ofari The State vs Emmanuel Ofori and Co Cash ~ 120,00 000001

Fig 5.16
Click ‘Yes' to continue, ‘No’ to cancel [Fig 5.17].

Accounts

@ Reverse Payment: Emmanuel Ofori- 120,00 7

= B

Fig 5.17
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Delete Billing

Please refer to the section Edit Billing.

Right-click on the row to be deleted and click ‘Delete’ [Fig 5.18].

& Edit Billing = ¢
Date :  Fricay, August 12, 2011 - Case: Rosemaond Asarevs Aquatic Estate developers -
Date | Case/Project User Amount
3 23/03/2011 Rosemand Asare vs Aquatic Estate developers W solvet W 2000.00
Delete

Fig 5.18

Click ‘Yes' to continue, ‘No’ to cancel [Fig 5.19].

Accounts

@ Delete Billing?

| Yes | Mo
Fig 5.19
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Delete Logging
Please refer to the section Edit Logging.

Right-click on the row to be deleted and click ‘Delete’ [Fig 5.20].

Delete

Fig 5.20

Click ‘Yes' to continue, ‘No’ to cancel [Fig 5.21].

Accounts
@ Delete Logging?
| Yes | Mo
Fig 5.21.

&3 edit Logging 5 X
Date :  manday, April 15 2011 - Case: Amtel Electronics vs Mations Bank -
Date |Casex'Project Minutes | Rate |Amount User
15/04/2011 Amtel Electranics vs Mations Bank W | 120 50.00 100.00 salveit s
» 15/04/2011 Amtel Electranics vs Mations Bank v 160 50.00 133.33 sarah h s
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