@ Clioe

Efficiencies in Clio’s iPhone
App Webinar

The Efficiencies in Clio’s iPhone App Webinar is designed
to give a review of tips you can use today on your
mobile device with Clio. A few tips, a few tricks; all good
instructions.

This Document will cover the basics of what is discussed in
the Efficiencies in Clio’s iPhone App Webinar.

www.clio.com
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Efficiencies in Clio’s iPhone app

Home Screen

From the Home Screen of the Clio iPhone app, you can
select from the available quick options to review your most

important items quickly.

1. When opening the iPhone app, you will be directed to the
home screen. Here you will see Upcoming Calendar events and
Tasks. At the upper right, there is also a search option.

Upcoming events

Hearing (in 16 min |

] 00060-Cramer 1h - Today

in 16 min

Preliminary hearing

- 00041-Lake 1h - Today
District court
Pick up dry cleaning 2:30 PM
Th * Sep 8
Staff meeting 8:30 AM
1h - Sep9
Day of Trial 8:00 AM
£ 00215-Chapman Im - Dec 2
California Superior Court Los Angeles
Tasks due See all

Pamit fila

() - oee 0

Home Calendar Matters More

2. Scrolling down the Home Screen you will see recently

accessed Matters. Both the listed Tasks and Matters give you the
option to select “See all”. At the bottom of the home screen are
the list of options to quickly access Calendars, Matters, or More.

Tasks due See all

Remit file.
00002-Powlett

Sep 9 Open

Review documents

Sep 9 Open

Recent Matters See all

00186-Adam

Divorce

Edited 6 days ago

00327-Dawson Edited 13 days ago

Divorce

00326-Harrelson Edited 14 days ago

Tax Evasion

00325-Wilkins Edited 21 days ago
© = -+
Home Calendar Matters More

More details can be read in the iOS App Support Articles.
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Efficiencies in Clio’s iPhone app

Global Create

From any page in the Clio app, you can select the blue plus
symbol at the bottom right to create new items across your
account.

1. Select the blue plus symbol at the bottom right.

Calendar B

CALENDAR

= FILTERS

-

Wednesday, Sep 7, 2016

@ Hearing
2:30 PM to 3:20 PM

Preliminary hearing

Thursday, Sep 8, 2016
@ Pick up dry cleaning
2:30 PM to 3:30 PM

Friday, Sep 9, 2016

Staff meetin

220 AM tc 30 AM

Tuesday, Sep 13, 2016

@ L/D to Serve Demand for Physical Exar
All-D Sup Col Los Anage

@ L/D to Serve Written Discovery (Mail O1
All-D California Superior Court Los Angele
Wednesday, Sep 21, 2016
1 /MYt~ Qarnrma Natica Af Matinn ta Rifiire

A
© = -
Home Calendar Matters More

2. Select to create a new item in your Clio account from any
page that you access this option. From a new Document, to a
new Task, the available options will save you time.

Create New

Relationship

Matter

Document

Communication

Contact

Message

Note

38
=
O
8
S8
>
5
&

Time entry

Expense

Task

Event

More details can be read in the iOS App Support Articles.
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@ Clio® Efficiencies in Clio’s iPhone app

Customizations

There are custom selections you can make in the Clio app that 2. Your page will now display all events in a list. The next time
it will remember. One of the pages you can customize is the you open your app and visit the Calendar page, you will see
Calendar page. your events listed the same way as when you left.

1. When opening the Calendar page, you will see it as you last

visited it. To change the view, select List at the upper right.

9:08 AM

Calendar

9:08 AM

=< FILTERS CALENDAR

Calendar

Friday, Mar 17, 2017
== FILTERS LST 8=

@ Daily Review
MARCH 2017 9:00 AM to 10:00 AM
TODAY
SUN MON TUE WED THU FRI SAT @ Lunch

12:00 PM to 1:00 PM

26 207/ 28 1 2 3 4

. G 5 5 . Monday, Mar 20, 2017

5 6 7 8 9 10 1 ) )

. . . . . Daily Review

12 13 14 15 16 17 18 9:00 AM to 10:00 AM
Lunch

12:00 PM to 1:00 PM

© 6

19 20 21 22 23 24 25
26 2.7 28 2.9 30 31 1 Tuesday, Mar 21, 2017
2 3 4 5 6 7 8

@ Daily Review
9:00 AM to 10:00 AM

@ Lunch
12:00 PM to 1:00 PM

Lunch
2:00 AM to 3:00 AM

Daily Review
9:00 AM to 10:00 AM

Lunch
12:00 PM to 1:00 PM

@ = os e

Home Calendar Matters More

© 6 6
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Home Calendar Matters More

More details can be read in the iOS App Support Articles.
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Efficiencies in Clio’s iPhone app

Notifications

Notifications can ping your mobile device to let you know of
Event invites, new Tasks, and new Secure Messages.

1. Assign a member of your firm a new Task, invite them as an

attendee to a Calendar event, or send a new Secure Message.

“— Inbox Q)

—= FILTERS

P

RECEIVED AT .

Thursday, Aug 11, 2016

@ Please review and respond

Thursday, Jul 7, 2016
& Review Invoice
@ Please Review

Thursday, Jun 23, 2016
& Pleasure meeting you

Friday, Jun 3, 2016

g Review Documentation

dio
Wednesday, May 18, 2016

& 1 bill submitted for approval

) I |
Home Calendar Matters More

2. The recipient will then receive notifications on their iPhone
from the Clio iOS app for each new item.

Today

Clio
Event invite from Boardroom

Clio m ago
New task assigned by Roger
Sterling.

Clio 1mago
New secure message from Roger
Sterling

More details can be read in the iOS App Support Articles.
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@ Clio® Efficiencies in Clio’s iPhone app

Time management

Tracking billable items in the iOS app is efficient, and easy. 2. Input the details of your Time Entry and when finished, select
Track new items while on the go, or utilize your phone in the Create Time Entry. This item will now be ready for billing.
office.

1. In the Clio iPhone app you can selet to add time from multiple
pages. When viewing Matters, select the three dots on the right Cancel New Time Entry Save
to add quick items, such as Time.

Date
Tuesday, Sep 6, 2016

Duration

Rate
350

Description

Matter

(*F) Choose Optional Fields

> T
A —

Add Time Add Event Add Task Add Note

-]
(-]

Cancel

More details can be read in the iOS App Support Articles.
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Efficiencies in Clio’s iPhone app

Matter Management

Track new matters wherever you are by utilizing the iPhone
App’s Global Create function.

1. Select the blue plus button at the bottom right, and from the
create options, select Matter.

Create New
Relationship
Matter

Document

DB s

1Y)

Communication

Contact

Message

Note

2
=
E
©

Time entry

Expense

Task

Event

2. Input the appropriate details to be tracked with your new
Matter, and then select Create Matter at the bottom of the
screen, or Save at the upper right.

No SIM =

9:48 AM

Cancel New Matter

d a client for your matter

Billable

Billing Method

hourly

Billing Rate
325.00 (default rate)

() Add a custom rate

Name of Health Care Provider

Add a name of health care provider for your matte,

Accident Date

Add an accident date for your matter

f Choose Optional Fields

B -

More details can be read in the iOS App Support Articles.
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@ Clio® Efficiencies in Clio’s iPhone app

Viewing Bills

If your client asks about their current owing balance, a 2. Select Detail to see a simplified perspective of the important
payment made towards a bill, or you simply wish to see where points; payments and amounts outstanding. Select View to see
an account stands, check the Bills from the iOS app. a preview of the Bill.

1. When viewing the Menu under a Matter, select Bills at the
lower left of the page.

No SIM = 12:55 PM } -
<
No SIM = 12:55 PM 3} - Invoice #1338
& Edit Aaron Aaronson
Aaronson-00216 Detail View
Will
Detail Timeline Menu
Paid
SL S =
\/_
Client Contacts Tasks US$266.54
Bill Total
. M Paid Due
Calendar Notes Time US$268'29 US$O'OO
@ Issue Date Due Date
Nov 3, 2015 Dec 3, 2015
Expenses Documents Communication

Bills @ = es e

Home Calendar Matters More

@ = ooe’ e

Home Calendar Matters More

More details can be read in the iOS App Support Articles.
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Efficiencies in Clio’s iPhone app

Viewing Documents

See all of your account’s Documents in a list view, or review the
details of a Document by selecting an individual. This allows
you to work mobily as if you were still in the office.

1. From Documents, review your list of files. Select the three

2. Select View at the top middle of the page. Here you will be
able to read over your Document.

dots on the right of a Document to view the details.

o Documents Q
== FILTERS DESCRIPTION T
AAS-Onlyone.png ..
00106-Payne

AAU-Inbox.png —
00106-Payne

AAU-InvitationEmail.png .
00106-Payne

AAU-InvitationEmail.png L
00106-Payne

AAU-InvitationScreen.png .
00106-Payne

AAU-ManageUsersAdd.png .
CO'!OG-P:T:-,’H'@

AAU-PRice.png o
00106-Payne

AAU-Screencap.png ..

@ =3 e
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Detail

Immigration Agreement.pdf
00072-Smiles/Jason v Watson

View

[l DRAPER LAW

1423 Lexington Ave
New York City New York 10128

07/02/2014

484 Howe 51,
Vancouver BC vBh3vZ
Canada

RE: 00089-Smiles
Dear Jason Smiles,

Az of 07/02/2014, | have agreed to represent you in connection with matter
00089-Smiles.

At this time, | want to thank you for selecting my law firm to represent you in this
matter. | alse wish to set forth our agreement as to payment of my fees. My fees for
legal services are $500.00 / hour, plus any expenses that may be incurred, such as
filing fees, deposition charges, copying costs, postage, and related expenses. My
office will bill you approximately monthly depending upon the amount of work that
was done on your file during that period of time,

At this pointin the case, it is difficult to estimate the amount of time and expense
that will be necessary to adequately represent you in this case. However, as we
discussed, [ estimate the fee will be approximately $10,000, | will also advise you
before undertaking any procedures that will substantially increase the amount of
fees. Please remember this is an estimate and may be subject to change.

You have deposited $10,775.00 with my firm for fees and costs, My firm will hold
your funds in my Lawyers' Trust Account. | will provide you with a monthly
statement of fees, costs, and expenses. After my office mails you the monthly
statement, my staff will apply the funds to the fees earned, costs, and expenses
incurred. You are also responsible for paying fees, costs, and expenses in excess of
the funds that we hold. Should we exceed the retainer, we may bill you monthly for
additional fees and expenses. Payment must be made within 30 days. We reserve
the right to withdraw should these bills not be paid. Further, we may ask that
additional sums be depesited in our trust account should it appear necessary to
cover additional fees and expenses,

Share

Menu

More details can be read in the iOS App Support Articles.
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Further Training:

Clio Product Pro

A guided learning Experience

After our Webinar, our users should feel more comfortable using our standard
tools. For a more in-depth training experience, give Clio Product Pro a try!

Clio Product Pro Certification provides the opportunity to learn the ins and outs of
Clio through a self-paced, guided learning experience. You'll start things off with
an understanding of what it really means to work “in the cloud” and how to do so
ethically and securely. Then, we'll explore all of our features and functions to ensure
that you are absolutely comfortable managing your practice in Clio.

Clio

Product Pro


https://www.goclio.com/clio-product-pro/

