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Getting Started

This chapter describes getting started with LexisNexis® Billing Matters®.

This chapter also includes a description of how to log in, the initial entries required to get the
application up and running, and descriptions of how to navigate through the application.
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Before You Start Billing Matters

This section assumes that you have already installed Billing Matters and completed the Initial
Database Entries Wizard upon starting the application for the first time.

Training and Normal Mode

Training Mode and Normal Mode are identical, except that Training Mode contains sample data
and is used for training new users or exploring advanced features.

There is no danger of damaging real data in Training Mode, even if training occurs months after
real data is entered in Normal Mode. Use Training Mode to train new users, to try out new
features, or to start “using” Billing Matters immediately without initial setup or data entry.

Training Mode is the real application already set up using sample data, not a series of lessons. Do not
enter real data when in Training Mode.

The sample data used for Training Mode is separate from Normal Mode data. Changes to the
setup information and customizations are made only to the sample data while in Training Mode.
Always use Normal Mode (Main Office) when entering real data or making customizations that
will be used.

The login screens for the Training and Normal modes are identical.

initial learning and setup easier. This can always be made available again by going to File > Setup >

@ If Security is not an immediate concern, clear the Activate Security Features check box to make
User and Security > Security Settings.
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Starting Billing Matters

If you have set up automatic login, you can start Billing Matters without manually logging in:

Start Billing Matters in Normal Mode: On the Windows Start menu, choose All Programs >
Billing Matters 8.0 > Billing Matters 8.0.

_Or_

Start Billing Matters in Training Mode: On the Windows Start menu, choose All Programs >
Billing Matters 8.0 > Training Mode 8.0.

If you have not set up an automatic login, you must log in manually after starting the application.

To Log in to Billing Matters

1

Normal Mode: Go to Start > All Programs > Billing Matters 8.0 > Billing Matters 8.0.
- Or -
Training Mode: Go to Start > All Programs > Billing Matters 8.0 > Training Mode 8.0.

The Login screen opens.

# Billing Matters 8.0 - Main Office

Billing Matters®8.0

Welcome — Please Log In

Uen[ ]
Paswad [ ]

TOTAL PRACTICE SOLUTIONS i LEXISNEX\S'

Options ‘ Help | aK LCancel ‘

Type your user ID and password in the corresponding fields. If you have not yet set up user
accounts, use TM as the default user ID and TM as the default password until you set up your
own user accounts.

3 Click the Options button if you want to configure the following program options and defaults.

a Select different entries in the Staff and Date fields if desired. These are the default Staff and
Date throughout the application for this work session. They can be changed anywhere in
the application.

Starting Billing Matters 9
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b Select Save This Login to save the current user ID and Password on the Login screen. The
Program Login screen will no longer display - logins will be automatic when Billing
Matters is started.

¢ Select Show Reminders to display the Alerts, Reminders, and Watches screen after
logging in. Clear the box to bypass the Alerts, Reminders and Watches screen.

d Click Database to select a different Billing Matters database.
4 Click OK. Billing Matters opens.

If you have set up an automatic login that you want to change to a different user account, you
can do so from within the application.

To Change the Automatic Login User

1 With Billing Matters open, go to File > Setup > General > Workstation Level and select the
Require Program Login Screen check box.

2 Restart the application. The Program Login screen will open.

3 Type the new user ID and Password, and once again select Save This Login. The new user ID
and Password are saved.
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Getting Around in Billing Matters

The menus and toolbars shown in this section may differ from those you see in your application,
depending on customization, application series, etc.

Basic Screen Navigation

Nearly every feature of Billing Matters is accessible through the main menu bar and the toolbars.
Although the procedures in this manual usually instruct you to access features from the main
menu bar and the main toolbar, there are also shortcuts available for many features.

Program Title Bar ~ Main Menu Bar Main Toolbar List Title Bar List Toolbar
I
| &0 Billing Matters 8.0 - Main Offide - Brown, Campos & Marshall - [Contact Name] (==
7: File Edit View Calendar Database GBiling Accounting Report Lexis GSearch Process  Window Help - |8 X

Daily Weskly Monthly | Cortacts Matters Lexis Qltem Payment BilFlow | Biing Ifvoicss Std Rpts | Navigste | Help

Contacts
[ | Filter & Records ] Wiew [Summary View -1 G- -k 2 E @

Program Title Bar

The program title bar shows the application version you are using and the description of the File
Locations file. The title bar also shows Training Mode when in the Training Mode or Main Office
(or the database description specified) when in the Normal Mode.

Main Menu Bar
The main menu bar is located immediately below the program title bar, at the top of the Billing
Matters desktop. Some menus are only available when a list is open.

(@ Billing Matters 8.0 - Main Office - Brown, Campos & Marshall - [Contact Name] (==
= T|

” T: Ele Edit Wew Calendar Datsbase Billng Accounting Report Lexis Search Process  Window Help =

Main Toolbar

Below the main menu bar is the main toolbar. The toolbar buttons open application features

directly without the need to navigate through menus. You can create and customize multiple

main toolbars. Right-click the main toolbar to display a shortcut menu of all the available

toolbars defined for your user account. For details, see Customizable Toolbars on page 19.
- i = : S

& ) E) ) B § & B ] = 5

Daily  ‘“Weekly Monthly Schedule TSheet | Contacts Matters | Message | Papment BilFlow | PayFlow Register GenJinl Acct Pay Fechot
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List Title Bar

The list title bar is a user-definable banner that stretches across the top of a list. Each title bar
displays a two-color gradient that helps to identify the particular list. Title bars also display on
Forms, Personal Inbox, Calendars, Alerts, Reminders, and Watches.

For details on customizing the title bar gradient, see Title Bar on page 62.

List Toolbar

The buttons on a list toolbar only affect records on that list. You can customize the toolbar by
going to Options > List Toolbar from the List Title Bar.

=/ Contact Mame E]@

Contacts Dptions

[ | Filter [&1l Recards =] Wiew [Summary View Bl | Bl Gk | M - @' > IEI M - &5 O

Status Line

At the bottom of the screen is the status line. It displays the open database, the current user, and
the time and date. It also shows the number of records displaying on lists when records are
tagged.

12 Record(s) Tagged CAT M/ Bhtutar TH [RSE] 104440 11/09/2006
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Advanced Navigation

Navigators

Use navigators to access many different parts of the application from one convenient location. As
in the example given, the Training & Support navigator provide users with a quick and easy way
to obtain Billing Matters support information, training and tutorial assistance, access to the
online User Manual, classroom training, Knowledge Base and other product information.

Clicking an icon on a navigator opens that list or feature. To open a navigator, click View >
Navigator and select a navigator tab on the left side of the main Navigator screen.

Customizing Navigators

You can choose which navigators are available as selectable tabs. Click the Options button on
the top right of the main Navigator screen. The Navigator Options screen opens. Select a
navigator in the list box on the left and click Add to move it to the Selected Navigators list. Move
entries higher or lower in the Selected Navigators list using the Up and Down buttons. The
navigator at the top of the list is displayed by default when you open the main Navigator screen.

In addition to the navigators that ship with Billing Matters, you can create custom navigators.

To Create a Custom Navigator

1 Go to File > Setup > Templates > Navigator. The Navigators list opens.

2 Click Program to create a navigator available to all users, or click User to create a navigator
only available to the current user. Click Add. The Navigator designer opens.
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