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Section I: Let’s Get Started

Introduction

Welcome to Clio! Clio is a web-based legal practice management platform that is popular
with many University-operated Legal Clinics throughout North America. Available from any
internet-accessible device (Mac, PC, smartphone or tablet), Clio will be your place to keep
track of all case information pertaining to your work on behalf of your Clinic program.

Signing into Clio

When signing into Clio, it's always important to ensure that you are using an encrypted
connection (look for the lock icon in your web browser). Do not use a public computer, and
do not review confidential clinic information in public. You can access Clio at:
app.goclio.com.

The Practice Agenda

Your default home page upon signing in is the Practice Agenda; this page is intended to
provide an at-a-glance summary of scheduled appointments and Tasks, in order to keep you
abreast of important action items and time-sensitive events. At the top of the screen you will
see your Tasks, followed by Your Schedule for today and at the bottom of the screen you will
see the Firm Feed.

PRACTICE

Agenda  Practice Performance

Agenda <) Febuayzor [ 5

Tasks

Al Due This Week Due Today Due Tomorrow Overdue

Date Task Priority Reference TIMEKEEPING

02/12/2014 File Documents at Courthouse Normal 00047 Francis No timer running.

RECENT
021132014 Moting Normal 00200-Cambio

@ 000;
i 00101-M
L Rachel M

Today High 00047-Francis

Your Schedule m

Start End Summary Attendees Reference

01:30 AM 03:30 AM Trial Prop Court Hearings c

03:00 AM 03:30 AM Breakfast Masting Court Hearings c

12:00 PM 085:00 PM in Court Don Draper



https://app.goclio.com/

Calendars

By default every user in Clio has access to a personal Calendar and to a firm-wide or “global”
Calendar. Within Clio, you can set up as many Calendars as you wish. Each Calendar can be
viewed by day, week or month, customized by color and set to appear or be hidden from
view.

Creating a New Appointment

To setup a Calendar appointment, simply click and drag the appropriate appointment time
frame and populate your appointment details in the dialog that appears. As with most
information in Clio, appointments can be optionally linked to Matters by searching for the
appropriate name in the 'Matter' field. Simply begin typing the Matter name or associated
information, and the field will automatically search and locate relevant Matters from which
you can select.

General Information:

—

Summary: The Summary is the name/description of the appointment.

2. Calendar owner: Choose the owner of the appointment. If it is someone other than
yourself, you need to have been given Editor sharing permission from the owner of
that Calendar.

3. When: Choose the date and time of the event.

4. "This event will last the whole day": You can specify that the appointment is an all
day event. If so, the appointment will appear at the top of the Calendar on that day.

5. Matter: The matter field is there so that you can link the appointment to the
applicable matter. Itis suggested wherever possible that you link appointments to
the correct matter to use Clio to it's fullest extent.

6. Location: Use this field to enter in where the appointment is taking place.

7. Attendees: You can invite other members of your firm to an appointment. They do
not receive a message regarding same, but the appointment will appear in their
respective Calendars

8. Description: The description field can be used as you see fit to note important

details of the event.

Repeats:
You can set up the appointment to repeat on a daily, weekly, monthly or yearly basis.

Reminders:
You can set up a Reminder for appointments by clicking the Add a Reminder link.

Time Entries:

You can simultaneously create a time entry upon creation of the Calendar appointment.
Please note that you can only do this for your own appointments, you cannot use this feature
on behalf of another user at this time.

Modifying an Event
To edit a Calendar entry, locate the appropriate appointment in any of the day, week, or
month views, and click the appointment description. This will reveal the appointment editing



form where you can optionally modify and apply any of the event parameters. Make sure you
Save your changes.

Calendar Feeds & Syncs

A feed is a push of your Clio Calendar on a regular basis to a third-party calendaring
application like Apple iCal or Yahoo. If you make changes in your Clio Calendar you will see
this in your calendaring application. However, you cannot make changes in Apple iCal, for
example, and have them reflected back to Clio.

A sync can be set up to be bi-directional so if you make changes in one application it shows
up in the other. The only applications that Clio currently syncs to are Google and Outlook. Be
aware that if you sync Clio with your personal Calendar, all of your personal appointments
will show up in Clio; as such, this is not recommended for student users. Try a feed instead!

Tasks

Tasks are time-sensitive to-dos that you can assign to yourself, to others, or that others can
assign to you. These can be linked to your matters, or left unassigned as required.

Adding a Task

There are several places within Clio that you can add a Task.

From the Practice screen:

PRACTICE

Agenda Practice Performance

Agenda < February 2014 »
(=] ‘
Tasks 2 3 4 5 8 7 8
_ 9 10 11 12 13 14 15
All  Due This Week Due Today Due Tomorrow Overdue T 5 ‘820 % £
23 24 25 28 27 28
Date Task Priority Reference TIMEKEEPING

Overdue No timer running.

02/13/2014 Meeting Normal 00200-Cambie


https://support.goclio.com/forums/265663-clio-sync-for-google
https://support.goclio.com/forums/139708-clio-sync-for-outlook

From the Tasks tab:

Upcoming Completed Feeds

Tasks

< February 2014

SU MO TU WE TH

All Due This Week Due Today Due Tomorrow Overdue

Date Task Priority Reference
Overdue

02/13/2014 Meeting Normal 00200-Cambie

26 27 28 20 30
2 3 4 5 8
5 10 11 12 13

16 17 1820

23 24 25 28 27
2 3 4 5 8

AGENDA

test 2

v

Within any Matter there is a Tasks subtab:

MATTERS

Open Matters Closed Matters Pending Matters All Matters New Matter

00043-Powell

Powell vs. Johnson (Close Matter)

¢+ Clio Connect | [ Edit | ] Delete

Matter Detail
Matter Number 00043-Powell Pending Date
Client Reference Number Open Date 04/11/2013
Description Powell vs. Johnson Close Date
Responsible Attorney Don Draper Limitations Date
Practice Area Civil Litigation Status  Open
Location |vemness Billable Yes
Billing Methed Hourly
Plaintiff Catherine Powell Defendant David Johnson
District Maryland Case No. 2354

| Client ” Transactions H Contacts [F= S8 Calendar ” Notes | Time | Expenses ” Documents ” Communications ” Clio Connect ‘

Tasks

[=]

All Due This Week Due Today Due Tomorrow Overdue

Date Task Priority

No Results

Export to File




Just click on the "Add" icon and enter the relevant information about the Task.

Task Name: Determine what the Task is called or what is entailed.

Description: Enter in any additional details regarding this Task.

Assign To: By default it is yourself, but you can assign the Task to others.

Due Date: Choose a due date by clicking into this field.

Priority: Set the appropriate priority level for this Task.

Matter: Start to type in the name, number or Client name and then choose the
appropriate Matter from the dropdown.

Permission: Set the permission level for the Task: Public to firm members or Private
for just yourself.

8. Reminders: Add a pop up or email reminder.

DU WN

N

Completing a Task

When you have completed work on a task, simply click on the “Mark as Complete” link. You
can also mark multiple Tasks as complete by checking the boxes on the left and selecting
“Mark as Complete” from the action list dropdown. If you click on the “Delete” link that will
permanently delete the task:

Tasks | Check the boxes and choose your action to make changes to multiple Tasks m

All  Due . eek Due Today Due Tomorrow Overdue

Date Mark as Incomplete Priority Reference
Delete

Ovefdue

v 02/28/2014 Contac i s . 20038-Jehnson

Click to mark an individual Task as Complete
|Upcojning
Click to delete a single Task
L 03/06/2014 Call Clie T — 00002-Cramer

03/07/2014 File Documents at Courthollse Normal 00001-Menken

[ ]




Once a task has been marked Complete, you can find it by going to "Tasks" and
"Completed":

TASKS

Upcoming Completed Feeds

Tasks m

All Due This Week Due Today Due Tomorrow Overdue

Date Task Priority Reference
1171372013 Sign documents High 00001-Menken
11/14/2013 Contact client Normal 00001-Menken

Assign a Task to Other Users

When you are in the task creation form, simply choose the user that is responsible for the
task. If you want to view all the tasks that you have assigned to others, go to "Tasks" and click
on the “Filter” button. Here you can choose the assignee you would like to review.

Task Feeds

A Task feed is a one-way push of your Tasks to an external calendaring application like
Google or AppleiCal. If you are an Outlook user you can bi-directionally sync your tasks
between Clio and Outlook.

To set up the Task Feed, go to "Tasks" and then "Feeds". Here you will see the Task feed link:

TASKS

Upcoming Completed Feeds

Task Feeds

Available Options
Information about task feeds

[ Personal task ics feed (Outlook/iCal Task feeds allow you to view your Clio tasks from

third-party applications such as Outlook or iCal.
['8 Download personal tasks ics . . . .
Security precaution: task feeds contain a unique
identifier that permit viewing and monitering of your
events. Exercise caution when sharing your unique
feed address.




Section Il: Important Workflows

Conflict Checking

One of the most important functions that Clio will fulfill for the Legal Clinics is Conflict
Checking. Prior to entering a new contact into Clio, it is important to conduct a Conflict
Check. Your primary vessel for doing this in Clio is the Global Search bar, located in the top
right corner of the screen.

This field searches virtually all of the text-editable fields within Clio, and produces a mini-
report detailing all of the locations where a potential source of conflict has been identified
based on the content of the query.

@ O - & menken Q

(1 00001-Menken: Real Estate

£ Rachel Menken

Search Results < March 2014 >

8 results found for menken y

3@56?8

Matters 8 10 11 12 13 14 15
16 17 18 19 20 21 22

ra

23 24 25 26 27 28 29
30 31

Display Number Client Practice Area Open Date Close Date
AGENDA
00001-Menken Shared Rachel Menken Real Estate Sale 11/01/2013 No agenda items.
Real Estate
TIMEKEEPING
Export to File No timer running.
RECENT
People i1 00001-Menken

4 Rachel Menken

In some instances, your search will locate Contacts that do not have any Matters associated
with them under the “Matters” or “Related Matters” sub-tabs. If this occurs, the Contact may
have a relationship to a Matter you cannot access. Make sure to check with your supervisor
or a named administrator on your Clio account to ensure that there is no conflict of interest
with a Matter you do not have access to.



Contacts
Your Contacts are all individuals that you create in Clio, whether they are clients or other
people associated with files.

Creating a Contact
Go to Contacts and choose "New Person” or "New Company".

Here you will be required to provide the name of the individual or company, and optionally
as many email addresses, phone numbers, instant messengers, web sites and physical
addresses as are desired. When creating a new “person” you may wish to associate this new
contact with an existing company; the Company field will automatically search your list of
existing contacts for relevant results and present you with a list of options from which you
can select. If the Company is not already among your list of contacts a new Company record
to be created in conjunction with the associated individual.

CONTACTS

List Contacts  List People  List Companies | Mew Person | New Company

Add New Person

You can also import contacts from other applications and file formats. For more
information, you can read our support article on how to import contacts into Clio.

Prefix

-
First name required
Last name required
Company

© Add a company

Title

Custom Fields



Anatomy of a Contact Card

The Contact Card has a lot of useful information, so let's break it down:

Profile Picture (Note: You will only see the Profile Picture if you have set the client up to use
Clio Connect. All other contacts will not have a Profile Picture at this time)

You can add a profile picture for your contact by clicking on the "Edit Picture" link to change
the Avatar or upload your own image (Note: If your client has access to Clio Connect they will
see the image you choose for them. They are able to change it as well):

Ms Rachel Menken

RM

(Edit Picture)

Contact Information

Name Ms Rachel Menken

Company Name

Address 3456 West Street
New York City, New York 89763
(Werk)

Payment Profile Rachel Menken (30 days)

Phone

Web Site

Instant Messenger

[ Edit | £J Delete

125-854-8956 (Work)

menkenrachel@gmail.com
(ClieConnect)

menkenrachel@amail.com (Primary)

Edit: You can click on the edit icon to make any changes to the contact information.

Ms Rachel Menken

(Edit Picture)

Contact Information

Name Ms Rachel Menken

Company Name

Address 3456 West Street
New York City, New York B9763
(Work)

Payment Profile Rachel Menken (30 days)

Phone

Web Site

Email

Instant Messenger

[ Edit | £ Delete

125-854-8956 (Work)

menkenrachel @agrmail. corm
(ClioConnect)

menkenrachel@gmail.com (Primary)

10



https://support.goclio.com/entries/20049721-how-do-i-edit-a-contact

Delete: You can click on the "X" icon to delete the contact. Please be aware that this is a
permanent action, and will be recorded in the firm feed. Do not delete any contacts without
authorization from your supervisor.

Contact Card Subtabs

Ms Rachel Menken

(Edit Picture,
Contact Information [ Edit | ] Delele
Name Ms Rachel Menken Phone 125-854-8956 (Work)
Company Name Web Site
Address 3456 West Street (=] Email menkenrachel@gmail.com

New York City, New York 89763 (ClioConnect)
(Werk) menkenrachel@gmail.com (Primary)

Payment Profile Rachel Menken (30 days) Instant Messenger

Related Matters | Transactions | Notes | Communications || Firm Feed || Clio Connect

Matters
New)
Display Number Practice Area Open Date Close Date
00001-Menken Real Estate Sale 11/01/2013

Real Estate

Shared

Matters: The Matters tab links all Matters where this contact is a client. You can create a new
Matter from here by clicking on the "New" link.

Related Matters: This tab links Contacts to Matters where they are not the client, but have a
relationship such as a Judge, Witness, Opposing Counsel, Spouse and so on. To add a
relationship to a Matter, go to the "Related Matters" sub-tab in a contact card and click on
"Add" and enter the appropriate information.

Notes: The Notes tab within the Contact view enables you to browse, create and modify
notes in the context of the current Contact. Notes can serve as a flexible information storage
medium, and may serve different purposes in different practices. The Notes field can hold
many pages of information, so feel free to enter in as much as you would like!

Communications: Communications allow you to attach emails, create phone logs and send
internal/external secure messages and link them to contacts and to matters.

Firm Feed: The Firm Feed will show you everything your client has done in Clio, such as
accessing/creating/editing items you've shared with them via Clio Connect.

Clio Connect: You can click here to view all the documents, bills and messages you have
shared with the contact.

11


https://support.goclio.com/entries/20047942-how-do-i-delete-a-contact
https://support.goclio.com/entries/20102222-how-do-i-send-an-email-to-clio
https://support.goclio.com/entries/20104363-how-do-i-associate-a-phone-call-with-a-contact-or-matter
https://support.goclio.com/forums/20012128-secure-messaging

Matters

Your Matters are your client case files or the issues you are working on for your client. In Clio,

everything is linked back to your client matter. When you click on your Matter tab you will
see all of your Open Matters. Open Matters are matters that you are currently working on,
and will stay ‘Open’ until you designate them as ‘Closed’ or ‘Pending’.

Creating a Matter

MATTERS

Open Matters Closed Matters Pending Matters

Create New Matter

All Matters

New Matter

Matter Information

Description

Open Date Close Date

03/05/2014

Status

Open

Practice Area

Choose a practice area

© Add A Practice Area

Client Reference Number

Responsible Attorney

Select an attomey

Location

Custom Fields

Select to add a custom field

Pending Date

required

required

-

12



1. Go to Matters - New Matter

2. Description: Enter the Description of the file (the title, ie: Jones vs. Smith or Purchase
of 123 Main Street).

3. Pending / Open / Close Date: Enter the Open/Pending/Closed date. Every file has
a status of one of these three choices. By default when you open afile it is Open and
the Open date will be shown. For more information on Pending files, click here.

4. Status: Like Step 3, this is where you determine the file Status.

5. Practice Area: You can assign a Practice Area to a Matter. For use in Law Clinics,
usually each Practice Area designates a unique Clinic; however it is important to
verify with your Clinic’s Supervisor how they would like the Practice Area to be
assigned.

6. Client Reference Number: The client reference number field is intended to facilitate
the storage of any tracking details the client may impose on you such as an internal
reference number or PO. Populating this field is optional.

7. Responsible Attorney: You can optionally assign one Responsible Attorney per
matter. This individual must have an attorney subscription class, not a non-attorney.

8. Location: The location field is intended to facilitate the storage of locations
important to a matter such as the court where trial is set to occur. Populating this field
is optional.

9. Billable: By default all new files are "Billable". This means that when you add time
entries they show up in the New Bill page. For use in Law Clinics, usually this box is
unchecked so that you can enter in time and expenses and they do not appear in the
New Bill page; itis important to verify with your Clinic supervisor what they prefer.

10. Matter Client: Each matter must have a client. If the person already exists, start to
type their name and choose them from the dropdown. Otherwise, click on "Click to
add new person" or "Add new company" to simultaneously create a new contact
card and make them the client.

11. Statute of Limitations: You can determine a Statute of Limitations for your matter
and this date will appear in your Calendar as well in the Calendar named after same.

12. Matter Permissions: You can put a firewall around a Matter so only you or a group of
people can see the Matter information. For more information on Matter Permissions,
please click here.

When you are finished, click "Save New Matter".

13


https://support.goclio.com/entries/517258-pending-matter-status
https://support.goclio.com/entries/403410-matter-permissions-and-groups/edit

Anatomy of a Matter

Matter Number: This may be set manually or automatically generated by the Clio system.
You can contact an account administrator to inquire about these settings if you would like to
make a change to the Matter Numbering.

Matter Description: When you create a new file you assign a title/description. You can
change this by clicking on "Edit" within a Matter.

Close Matter: You can change the status of a Matter and when you are no longer working on
it, click on the link to close it.

Matter Detail: When you create a new matter you will enter the information within the fields.
To change this information, click on "Edit" within a matter.

00040-Fields

Divorce (Close Matter)
Matter Detail «* Clio Connect | (7 Edit | £ Delete
Matter Number 00040-Fields Pending Date 02/17/2014
Client Reference Number 149571 Open Date 02/27/2014
Description Divorce Close Date
Responsible Attorney Don Draper Limitations Date 08/31/2014
Practice Area Family Status Open
Location New York Billable Yes
Billing Method Hourly Rates Dcn Draper, $175.00 /hr

Firm Feed: The firm feed offers a running history of important information on a matter.

Firm Feed

Description
& Don Draper received a payment on a bill, 77, for the matter '00040-Fields' 6 days ago.

02/27/2014 02:37 P

& Don Draper updated Time Entry, ‘Meeting with Client (09:00 AM - 10:00 AMY, for the matter '00040-Fields' 6 days ago.
02/27/2014 02:31 P

& Don Draper created Expense Entry, 'Mileage', for the matter '00040-Fields' 6 days ago.
02/27/2014 0229 P

Don Draper created Time Entry, 'Chat with the client about the meeting upcoming', for the matter '00040-Fields'
6 days ago.

02/27/2014 02:28 P

Export to File < Previous 1 2 Next)

14



Matter Subtabs

mTransactions Contacts | Tasks | Calendar || Notes | Time || Expenses || Documents || Communications | Clio Connect

Client (Edit)
Name Michael Fields Phone 782-515-8412 (Work)
Company Name Web Site
Address 2451 Marshall St. @ Email mike@fieldsco.com (Work)
New York, NY 34562
(Work)
Payment Profile Default (30 days) Instant Messenger

Rates Don Draper, $200.00 fhr
Joan Harris, $150.00 /hr

Client: The client sub-tab clearly sets out who your client is. To go to the client's contact card
in Clio, simply click on their name.

Contacts: You will have people that are related to a matter that are not the client. They could
be primary contact person for a business client, the Judge, Opposing Counsel, Adverse
Party, etc. You can go to this tab to create a relationship and link people to the matter.

Tasks: This sub-tab will show you the firm-wide tasks that are linked to this matter. You can
create tasks here as well.

Calendar: The Calendar sub-tab will show all Calendar appointments linked to this matter.
You can create new appointments here as well.

Notes: The notes sub-tab allows you to create notes on any topic within a matter. The notes
field holds hundreds of pages of information.

Time: This sub-tab is where you will find the time entries with respect to this matter.

Communications: The communications sub-tab is where you would go to see and create
phone call logs, emails and secure messages. For more information on this topic, click here.

Oops - | deleted something by mistake!
If at any pointin time you delete an entry in error, you may be able to recover it from the

recovery section of the settings menu. Please head to Settings - System - File and
Document Recovery to access your recovery bin.

° o [T .

MATTERS

15


https://support.goclio.com/forums/141537-communications

In the settings menu:

SYSTEM

Manage Users
Manage users associated with this account.

Custom Fields
Create individual custom fields or custom field sets.

Account and Payment Info
Manage your account and payments.

Groups and Permissions
Manage your groups and permissions.

File and Document Recovery
Recover recently deleted files and documents.

Security
Manage passwords and monitor account sessions.

Document Sources

Link your Dropbox, Google Drive, and Box account.

Bill Syncing
Syne your contacts and bills with Xero accounting
software.

PERSONAL

Google Sync
Connect your account to Google Sync.

Apps
Authorize 3rd party client applications.

Text Snippets
Manage your text snippets library.

Profile

Your profile information and Mail Drop Email Aliases.

Reminders, Notifications, and Alerts
Set-up reminders, notifications, and alerts.

CLIO SETTINGS

Practice
Practice performance, areas, and matter numbering.

Billing
Edit your bill settings, themes, and payment profiles.

Data Escrow
Manage back-ups using Amazon S3 cloud storage.

Firm Feed
Manage your Firm Feed's visiblity.

Clio Connect
Edit branding options, shared resources, online
payments, and bill preview settings.

Time Tracking

From the Activities Tab
Go to the Activities tab and the first sub-tab is "Time Entries”. These are time entries across
all of your matters. To add a new one, click on "Add":

Time Entries

[~]

@ ® M Wednesday, March 5, 2014

Date Matter Description User Rate Total

User: Click "Me" to enter time for yourself, or choose another user's name if you wish

Matter: Enter in the Matter by starting to type the name or number. Then choose the

Description: Choose the Activity Description or choose the "No Description” at the
Rate: By default, your rates will be set to $0.00 (for pro bono work);

Note: Enter a more detailed description of what activity you were completing.

1.
to enter time on their behalf;
2.
matter from the drop down menu;
3. Date: Change the date, ifapplicable;
4.
very top if you do not wish to use one;
5.
6. Duration: Enter in the duration;
7.
8.

Hit save, or check start the timer and hit save to continue adding time live!

16



Add Time Entry

o

Me

Matter

matt

Description
4

{(no description)

Duration @

i

0

Save Time Entry [LIeEuLE

= )

03/05/2014

Rate

225.00

(] Start timer?

fhr

From the Matter Card
You can also enter in time entries on a matter card. To do so, go to the matter in Clio and click
on the "Time" tab. From there you follow the same instructions as above.

00040-Fields
Divorce (Close Matter)
Matter Detail ¢ Clio Connect | [ Edit | £ Delete
Matter Number 00040-Fields Pending Date 02/17/2014
Client Reference Number 149571 Open Date 02/27/2014
Description Divorce Close Date
Responsible Attorney Don Draper Limitations Date 08/31/2014
Practice Area Family Status Open
Location New York Billable Yes
Billing Method Hourly Rates Don Draper, $175.00 /hr

| Client || Transactions ” Contacts ” Tasks ” Calendar ” Notes | Expenses ” Documents ” Communications || Clie Connect |

Time Entries

-]

17



Attaching Time to other Entries

There is also a shortcut link for attaching Time to other entries in Clio; you can use this icon to
attach Time to just about any type of entry, including Tasks, Documents, Notes, and
Communications:

Tasks m

All Due This Week Due Today Due Tomorrow Overdue

Date Task Priority Reference
((Click to Add Time )

02/28/2014 /Contact Client Normal 00038-Johnson

Overdue

Clicking “Add Time” will activate a dialog box. Any existing Time Entries will display in this
dialogue box, and if there are no existing entries, it will look like the box below.

Add Time Entry for Task X

© Add A Time Entry

There are currently no time entries set for this task.

From this page, click “Add a Time Entry”.

Add Time Entry for Task X
Duration Date
03/05/2014

Description Rate

(no description) - 225.00 Q Ihr
Note

Contact Client

4
Create Time Entry [lgestite!

18



Reporting your Time Entries

Your Clinic may ask you to produce a report or summary of your Time entries in Clio. To do
so, you can head to either the Activities tab or to a Matter directly and use the “Export to
File” button:

ACTIVITIES

Time Entries ~ Expense Entries  Activity Descriptions

Time Entries m

@ E B Monday, March 3, 2014

Date Matter Description User Rate Total
@ 03/03/2014 00001-Menken Communications: ... more Don Draper $100.00 $20.00
0.20
03/03/2014 00040-Fields Meeting with Cli ... more Don Draper $175.00 $192.50

Billed on Invoice 77
1.10

0.60 $108.00

=)

In the next screen you can choose if you want to export all pages or specific ones and in PDF
or CSV format. When the export is finished, click on "Download"” which will download the
file to your computer:

Create an Export X

Export Range

(=) Export all

(_) Export pages 11

Output Format

PDF S

Create Export [Ide=tbtY

In general, PDF is the way to go if you need to print or email the report, while CSV (Excel-
ready spreadsheet) is useful if the recipient of the report needs to use the raw data.
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Section lll: Documents &
Communications

Communications

Communications in Clio are divided into three categories: Phone calls, Emails, and Secure
Messages. Once recorded, you can attach time to each of these items and they are
searchable from the global communications menu.

Phone Calls
First, go to the Communications tab in either the Matter or Contact view and click "Add":

Communications

(Ermail communications directly to this matter... )

This Dialogue Box will appear:

Add Communication p 4
Type 1 Matter
|' Phane Call . | 00040-Fields -

= )

03/05/2014

From

Type a name...

To@

Type a name...

1. Type: Choose Phone Call from the drop down box;




6.
7.
8.

Matter: Confirm the Matter is correct if you are in Matter screen or start typing itin
and choose it from the drop down in the Contact view. If you do not associate a
Matter properly it will not appear in the Matter's communication tab;

Date: Choose the Date of the call;

From: In the "From" field, start typing in the initiating person's name and choose
them from the drop down box. If you do not associate a contact properly it will not
appear in the Contact's communication tab;

To: In the "To" field, start typing in the receiving person's name and choose them
from the drop down box.

Subject: Enter a Subject; and

Body: Enter in the body.

Choose Save.

Secure Messages
There are a few ways to send a secure message:

Via the Inbox
To send a message to an internal person (firm member) or a client/contact via the inbox, click
on "Inbox" at the top of your screen. From here, choose "Add" and create and send your
message:

Unread Messages All Messages

Messaging E—— El

Add Message Communication X

Reference
I

From

Subject

Body

© Attach a document
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The "From" and "To" fields are linked to individuals in your firm and externally through Clio
Connect. So, start to type in the name and then choose it from the dropdown. In order to
send a Secure Message to someone they either have to be a User at your firm, or be a
Contact with a valid email address to use Clio Connect.

Via the Communications Tab
Go to a matter or contact card, click on "Communications" then click on "Add", then choose
Secure Message from the drop down:

Client || Transactions || Contacts || Tasks || Calendar || Notes | Time || Expenses || Documents |00 T 10 S| Clio Connect

Communications

(Email communications directly to this matter... )

The receiving party can view internal messages by going to their inbox; clients/contacts can
view the message via Clio Connect.

E-mails & the Clio Maildrop
You can send emails to Clio and link them to Matters and Contacts. This provides you with

an archive and all firm users can quickly see relevant file emails. There are two ways to send
emails to Clio, though we typically recommend using the Matter maildrop if possible.
Via the Matter Maildrop

1. View the Matter that you wish to link an email to and click the "Communications" tab:

m Transactions || Contacts | Tasks || Calendar | Notes | Time || Expenses | Documents | Communications ‘

2. Click on the link "Email Communications Directly to this Matter":

Client | Transactions | Contacts || Tasks | Calendar || Notes | Time || Expenses || Documents |[es pnf =10 Clio Connect
Communications m

(Email communications directly to this matter... ) _
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3. From there you will see a pop-up box with your special email address. Use the
clipboard icon to copy the email address:

Email Maildrop X

You can attach communications directly to this matter by emailing this address. Revealing
this address to others will allow them to attach communications to the account. Leamn more

[Save as a V-Card Contact File]
=~

e0c553e52+matter1022209598@maildrop.goclic.com
lCopy to Clipboard H

4. Go to your email and paste the special email into your Bcc: field with your outbound
email and send. You can forward Communications to the Matter Maildrop as well:

Motion Recond - J X

To  mike@fieldsco.com

Bee | elc553e52+matter! 022200598 @maildrop.goclio.com _ Cc

Mation Record

Dear Michael,
We will be completing the Metion Receord this week and will follow up with you at that time.

Kind regards,
Don

Please note: Any attachments will appear in the Documents tab of the receiving Matter.

Communications 101 Video
Be sure to check out our Communications 101 video for a full walkthrough of
communications in Clio.
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https://support.goclio.com/entries/21412643-communications-101-video

Documents

Uploading Documents

To upload a Document to Clio, go to either the Documents tab or the Documents sub-tab of

a Matter and click "Add" - “New Document”:

Client || Transactions || Contacts || Tasks || Calendar | Notes | Time | Expenses Communications || Clio Connect

Clio Box Dropbox Google Drive

- No timer running.

Description

Category

New document from template

@ 00039-Stone

Latest Edit Author #

@ 00001-Menken

& Rachel Menken

You can either click “Add Files”, or drag and drop them into the uploader screen. Please
note that there is a 100 MB limit per file. There is no storage limit for your Clio account.

Upload Documents

Description required Date

CLIO File Opening Che 03/05/2014
CLIO File Opening Checklist.pages

Description required Date

Engagement Letter Tei 03/05/2014
Engagement Letter Template. pdf

Uploaded 0/2 files

sunvper

N\ :
Matter required | Document Category
00040-Fields L] \d
wb 0% Remove
Matter required Deocument Category
00040-Fields ] \d
227 KB 0% Remove
228 KB 0%

In the uploader, you will need to specify a Description, Date, Matter (already filled out if you
are uploading from the matter page) and the Category for the Document. Once you’'re

satisfied, press the “Start Upload” button.

Document Templates & Automation

In order to use the Document Automation feature you must have a template. Click here for

instructions on how to make a template.
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https://support.goclio.com/entries/20918192-how-to-create-a-document-template

To create a document from a template, go to either the Documents tab or a Matter
card/Documents and click on “Add” and select “New Document from Template”:

Client | Transactions | Contacts || Tasks || Calendar || Netes | Time | Expenses Communicatiens | Clic Cennect

No timer running.

Clio Box Dropbox Google Drive

New document

ﬁ | New document from template

i 00039-Stone
i1 00001-Menken
4 Rachel Menken

Description Category Latest Edit Author #

Choose the template you want to use from the list of templates you have uploaded. Also
choose the format you want the document created in (PDF, Word) and then click on

"Create":

Create A Document b4

You're creating a document tailored to a matter. Learn more.

Select a Document Template

11/12/2013 - Immigration Petition.docx

# Create PDF Document required

Immigration Petition

| Create Word Document

Documents made from templates are created using Drawloop, a trusted Clio partner,
and are sent through Drawloop's U.S.-based servers.

You can now view the document you created by clicking on the Download link in the
Document list:

Client || Transactions | Contacts || Tasks | Calendar | Notes | Time || Expenses Communications | Clio Connect

Clio Box Dropbox Google Drive

Description Category Latest Edit Author #

7] Immigration Petition. Templates 03/05/2014 Don Draper 75

EdnAddT\me Clio Connect ~ Other Versions  Delete

L] Engagement Letter Template. pdf 03/05/2014 Don Draper 74
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Clio Connect

Clio Connect is a client portal designed to offer you the ability to provide your clients with a
secure extranet through which they can access specific documents or secure messages that

you've chosen to share with them.

To share a Document with a client via Clio Connect, click on the Clio Connect link under the

Document description.

List Documents  Categories  Templates

DOCUMENTS

Clio Box Dropbox Google Drive
Description Matter Category Latest Edit . Author 7t
7] Immigration Petition. pdf -Fields Templates 03/05/2014 Don Draper 75
_| Billing Services Agreement.odt 0004 Agreements 03/05/2014 Joan Harris 73

G

Idi

You can also send secure messages to your clients using Clio Connect; for more information
on how to do this, please visit the communications section of this document.
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