LEXPRO

system

Lexpro Litigation Manual

wtelsels



Contents

B @0 T o - [ D 1= - 11 SRR 5
I VAV =T I o TR - o S 6
S N U T oY= {0 A7 |11 =300 SR 7

PN o 1T 0 =3 0o 1¥ [ o SRR 8

2.2 USEr SEtUP VAlIUBS 2 ..oeeeeie ettt et e e e e e e st e e e e e e e nnnnnees 12
Word processor, Excel and PDF SEtHINGS ...cccovvvecciiiiiieiee e eevnree e 13

2.3 USErsetUP NO 3 i 20
The difference between Stored fees and Debit FEES ........cccvvveeiiiiieeiiiiieee e, 21

2.4 Global SETUP VAIUES ..ceeeeeeeeeeee e e 23
B O 1o T=T o I\ LA 1 1SS 26
3.1 OPEN/AMENA FIlES...oiiiciee ettt e tae e e e 26
3.2 Create ClieNtS . e e e e aaaees 41
3.3  Export new files t0 ACCOUNTING ....uveviiiiiiieiciiiiee et 43

S D 1 -1 o PP PP P PP PO POPRPOPRPROPPOPRRRRRPRRt 45
4.1 View diarised fileS....ciiuiiiiieiiiiie e e 45
4.2 Work on diarised files......ccuuiiiiiiiiiiie e 46
S S 1[N 0o} 4 o] e T- T 1= ISP 46
TN Y <= 1 ol o I 1 =TT 49
o0 A o) =3P URPPN 51
5.3 HIS O Yt 54
5.4 Debtor statemMeNt.......uiiiiiiiiee e e 55
5.5 File det@il c.ueeeeeeeeeee e e e e 57

o ST Y g =T | ol o ¥ 1V 1 1= o RSN 57
T A 118 o o 1= PRSPPI 58
T T O 1V ol Q=T e Jo ] o APPSR 59
oS I Y o o Yo 1o 1 ¢ 0 =] o | 3RS 59
5.10 Y= g T =T 0 o - 11 PSR 61
5.11 L] o) | =TSRRI 63
5.12 AOD / Acknowledgement of debt ..........ccccvveeiiiiciiiice e, 63
5.13 Print file details / Debtor take-0N.....c.ccooeeeuvviiiiiiei ittt e 64
5.14 DocumeENtS aNd iIMAZES ..veeeeiecieiiieeee et e et e e e e e e e sbrree e e e e e e e enaaes 65
5.15 Send and read MESSAZES .....uvriiiiereeeieiiririee e e e e e e eecrrrrrre e e e e s eserrraeeeeeeeesennareees 65
5.16 R ol o) R 67
5.17 Payments tO ClIENT ......uviiiiiie e e 68
5.18 GiIVE INSTIUCTIONS .o 68
5.19 Creditor statemeENt ... 69
5.20 Send SMS and SIMS rEPOIT.....uiiiiieie e e 69
5.21 =Tl =T o o] o AP P PPPTPPRPPN 71
5.22 (0o T ffe F- (ISR 71
5.23 Promise 10 PAY/PTP ...eee ettt ettt ettt eeare e e aae e eans 72

5.24 (o g} o= Tl 0 16 | | N 72



YR O /=YY =3 Lo Yol U 0 0 [=) 0} K- TR 73

6.1 Debt Collection dOCUMENTS.......uviiiiiiiiicrreee e e e 74
6.2  Magistrate’s court doCUMENTES .......ccoiiiiiiieiiiiiee e e e e e 76
6.3 Credit aCt dOCUMENTES ..oiii it e e e e e e e enneeees 79
6.4  Regional dOCUMENTES....cciii it e e e e e e e e e nneeeees 80
6.5  High court doCUMENTS. ... e 82
6.6 Lt erS. i 84
6.7  Drafting @ Will......ooo oot e e e e e e 85

S o T | PSP UPPPRNt 88
S T == L PSP UPPPRNt 92
0 R B 1T o 1 o <L UUUR 92
8.2 Debit fEES PEI NOUN .. e e 94
8.3 AlIOWANCE FE ..ttt e e e e e e anraes 95
8.4  Fee Per PABE/TOlIO .uiiiii et 96
O, R TP OIS i 97
9.1  Feereport BY date....ccuiii i e 98
Edit fees not yet sent t0 aCCOUNLING: ....coviviiiiiiiiiiie e 100

9.2  Feereport: File NUMDBDEIS.......coii it 101
S T YN =T [ o 1T o o) - | PSPPI 102
9.4  MoNthly fEe tOtalS....ccuiiiie e s 102
9.5  FEES Of ONE fil@ uueeieeieeee e s 103
O TR =5 o Yo T i 10T Vot f [ Y o - SRR 103
10.1 EXPOrt NEW filES oo e 104
10.2 EXPOIt FEES et e e a e 105
10.3 ReCEIPS rEQUESTEM .....eiiiieee e a e 107
10.4 ChequeS/E-tranSfars .......cocuiiciie ettt 108
10.4.1 Payment inSErUCTION.......uuuvueriiiiiiiiiiiiiiiiiieiirrreiee e eererarrrrrrraerrerrereaee 109
10.4.2  ChequeS/E-transfers ........ccciiiecieeeiee e et 111
10.5 Creditors JOUrNal.. ... e e 113
10.6 List of transactions requUESted .........ceveieie i 115
11.  REPOItS / SEAICNES ...uveeeeieeeeee ettt et e e te e et e e eeaae e eneeeens 116
11.1 ACCOUNT NUMIDETS. ..ttt e e e e e e e e e s e s entaeeeeeaeeseanns 116
11.2 YT T el 0[RRSI 118
11.2.1  SUPEI SEAICH..ceiiii et e e e e e e e e s re e e e e e e e e e s naereaees 118
11.2.2  Search all NamEs ... e e 119
11.2.3 Searches by Plaintiff’'s name ........cccvevieeiii e 120
11.2.5 Searches by defendant’s NAME.......c.ceeeveeiiiiiiiiiieeeeiec e 122
11.2.6 Words and Phrases ........eeeiiciiiieieiiiiee et eree et e e et 123
11.2.7 Towns, Streets, Postal codes and Phone NO'S..........eueevveveveveeeveeeverennennnnns 124
11.3 SAVE SOOIt FEPOIES wuvveeiiiiiieiteeee et e e e e s eerbrer e e e e e e s eanns 125
11.4 (000] 1 [=Tot i o] g W o] o T ] o £ PUURRRRRRPP 127
11.4.1 General Collection FEPOIt ......coiveieiiveeeiee et e e e e sareeees 129
11.5 D T=] o) doT gl =T o Yo & 43 OO 131

T R Y= 1o o =3 01 =Y 11 o) (TR 131



T B 7= o (o o3l 1 D TP 132

11.6 (=) =15 Yot o] a K31 =] o Lo o PR 133
11.7 (o To IU ot qToT o I £=] o o] o A3 134
I -1 (=Y 4 0= | £SO 135
12.1 Debtor StAatEMENTS ....uviiiiiee e 135
000 S T o T ] SRR 135
12.1.2  RANEE Of fll@S.ciiiiiieeeeee et 136
12.1.3  Payment SChedUIE........eeiiiieee e 136

12.2 Client StatEMENTS..ccoi i e e e e e e 138
i R © T o 1= Yol oo 1 U o | PP PPPPPPPN 139
12.2.2 RaNge Of StatemMeNTS.....uiiiiiiiiee e 140
12.2.3 Word/OpenOffice StatemeNnts......ccceevreeciieiieesiecieecee e 142
12.2.4  Print from LiStu.eee oottt e e e e e 142

12.3 BTl o) (oY ST Vo =Y | PP 143
12.4 I o) = Tol =] o | PSR 144
12.5 Bookkeeping Account BalanCes.......ccuveeiieiiieeieiiiiee e 145
12.6 Draft Bill Of COSE ..ottt e e ee e 146
13.  Payment/Debits additions (PTC)......ccciveiireiiieiieiieecie et e 148
13.1 POSTING PAYMENTS . beaesasebnnnees 149
13.2 POSEING DEDILS ..vveeeeeiiee et e 151
13.3 Capital Adjustment/ReDAte ......c.cccveecieiieeieceeee e 153
13.4 Range files: Payments/Debits.......cccvevieiieeieeciecee e 155
13.5 One file: Credits/Debits repOrt.....c..ccccueeeciieecie e 156
14.  Make files active Or iNACLIVE ..o 157
14.1 MaKe fileS INACLIVE .....uviiiieee e e e 157
14.2 List Of INACLIVE fIl@S ..ueueiiieeee e 160
14.3 Inactive files to ArChIVE ....ccoo i 161
14.4 MaKe fil€S @CHIVE ... e e 162
15, Maintenance fUNCLIONS .....uiiiii e e e et e e e e e e e eeaaes 163
15.1 Create tablES ... i 163
15.2 Load default ValUES.......ueevee i 163
15.3 BUIIA INAEXES.cceieeeieee e e e e e e e e e e s eeeeeaeas 164
ST - 7= Vol ¥ o L= 166
o R |V Y I 1 T Tol (U o USSR 166

16.2 T o I T o - [l (U o TP 169



1. Contact Details

Branch Area Consultant Office Tel Email Cellphone
Belville Western | Thomas Harvey 0219750261 | thomas@Iexpro.co.za 0714921369
Cape

Zinia Meintjes 0219750261 | zinia@lexpro.co.za 0836407150
Centurion/ | Gauteng | Muller Heyneke 012 661 0956 | muller@lexpro.co.za 0718855481
Pretoria

Annette Heyneke 012 661 0956 | annette@lexpro.co.za 0827724117
Irene / Gauteng | Charmaine Skinner- | 012 3454510 | cs@lexpro.co.za 0825429112
Pretoria Schulz

LP Greyling 012 3454510 | Ipgreyling@lexpro.co.za 0827088888
Irene / Gauteng | Chris Lubbe 012 3454510 | clubbe@lexpro.co.za 0784599904
Pretoria

Ruan Pretorius 012 3454510 ruan@lexpro.co.za 0764503045

Rhett Harvey 012 3454510 | rhett@lexpro.co.za 0835086160
Mossel bay | Western | Elainne Harmse 044 695 0993 | elainne@lexpro.co.za 0722946180

Cape

Riviera / Gauteng | Carl Holiday 0861119999 carl@wonderland.co.za 0823311929
Pretoria

Nicolise du Preez 0861119999 nicolise@lexpro.co.za 0834477931
Somerset- | Western | Hein Low 021 851 0761 | hein@lexprocpt.co.za 0721771013
West Cape

Monique Low

0218510761

monique@Iexprocpt.co.za




2. Where to start

Where to start after installation

First: Double click the Lexpro Litigation icon

Complete your username and password, provided by your Lexpro Consultant
All Capital letters

MAME OF LUSER >

Vour Login Name: | | |

“'our pazzword | |

| Lexpro Systemns

Ok End

- Type your Login Name, e.g. USER1
Press the TAB key

The message below will display
S0L setup found.

- Type your Password, e.g. LEXPRO
Click OK

If the login details are correct, the program will open on the main screen
If the login details are not correct, the message will display:

LEXPRO -GEBOPL- LEXPRO

YWrang Loagin name ar Pazswaord.




2.1 User setup values 1

Where to find:
Maintenance Help

1. User Setup Values 1
2. User Setup Values 2
3. S0L Setup

4. Global Setup Values
5. Users List

6. Uzer Setup Functions

Each user need to complete the setup details, including:

- Default Magistrates Court, High Court and Regional Court

- User and Firm contact details

- Attorney’s full details
CREATE / AMEND SETUP

Firmn name:

Your Email address: | cz(@lexpro oo za |

M agistrate Court: 40 - Pretoria * MAGISTRATES COURT PRETOF ~ || ..

Regional Court: 41 - Pretoria * REGIOMAL COURT PRETORIA * ~ [ ..
addCout ... | Click on itern to make this the default |
Landdroshaf: 35 - PRETORIA * LANDDROSHOF W& PRETC ~ [ ..

Streek Afdeling: 37 - Pretoria * STREEKHOF PRETORIA = PRETI ~ [ ..

WoegHofby .. | Kliek op itern o dit verstek Hof te maak. |

High Court Mame: 24 - Pretona, South Afica * In the High Court of Sou ~

High Caurt Address 1: [ High Court Building |
High Court Address 2:| MADIEA STREET FPRETORIA |

Hoe haof naam: 23 - Pretoria, Suid-4frika * In die Hooggeregshof wal

Hoe hof adres 1: | Hoe Hof Gebou |
Hof hof adies 2 [ MADIBA STRAAT PRETORIA |
Tekenplek: [PRETORIA |
Place of signing: | PRETORIA |
High Court Mo Debtar's grace days: l:l
bdag, Court Mo
VAT percentage:
Character Code:
Starting date[maonths] in F4/F3: tanths
Dhiary days:
Colours

| LEXPRO STELSELS | |

SOL 20160123
“four Phone Moz | 072 345 4510
Your Fax No: | D86 260 0024 Docex MNo:

Direct No: | 012 345 4510 |
Your first name: | Charmaine |

Attormey Full names: | JOHAMMES CHRISTIAAM DU PLESSIS |

AFRIKAAMNSE DOKUMEMTE
Tekenprokureur:; | JOHAMMES CHRISTIAAM DU PLESSIS

Fitmanaam: | LEXPRO STELSELS

Fizsieze adres 1: | Sovereign Drive 49

Fiziese adres 2: | Foute 21 Corparate Park,

Figieze adrez 3 | Irene

Firma wvensysing: | lexprodos |
Pozadres 1 | Pozbuz 1234 |

Pozadres 2 | Pretaoria |

EMGLISH DOCUMENTS
Attormey signing: | JOHAMMES CHRISTIA&N DU PLESSIS |

Firrn namer| LEXPRO SYSTEMS
Physical address 1: | 49 Sovereign Drive

Physzical address 2 | Route 21 Corporate Park

Physical address 3 | Irene

Firmn reference: | lexprodos |
Postal address 1: | PO B0 1234 |

Postal address 2: | Pretoria |

Save End Maore



Adding Courts

With Installation, the list for Magistrate and Regional Courts will be empty

Attorney Details:

[ JOHANNES CHRISTIAAN DU PLESSIS|
| DU PLESSIS PROKUREURS |

Attorney signing:

Firmn name:

Firm's phyzical address:

| 49 Savereign Drive
| Route 21 Carporate Park

| [rere |

| [rere

Firm's reference: | lexproscs |

Firm's Postal address: | PO BOX 1234 |
| Pretoria |
| 1050 |

Firm's Telephone no: | 013 289 1569 |
| 013 289 1568 |

Firm's Fax no:

Email addrezs: | infol@iduplessizproks. co.za

Place of Signature; | Middelburg |

t agiztrate Court: v I_
Regional Court: w I_
Add Court I ----- | Click on itern to make this the default |
Landdroshat: v I_
Streek Afdeling: o I_
“oeg Hof by I ----- | Kligk. op iterm om dit verstek Hof te maak. |
To add a Court, click the highlighted area:
M agestrate Court: w
Regional Cour: v =
The screen to add courts will open:
CHAMGE COURT AND ADDRESS DETAILS
Court Identification: 47
Court Details:
Mame of Court:
| MAGISTRATES COURT PRETORIA |
Which Place?
| PRETORIA |
Shart Caurt Mame: Fretaria |
Addrezs of Court Building:
| SALU Building M2 |
| Franciz Baard street |
| PRETORIA |
Telephone No: (012319 4000 |
Fax Mumber: | |
Court setup:
Magistrate's Court: (@) i ()
High Court: Eng (@)
Regional Cout, ()
End Add New Amend




Type the Court details, as well as the details for the signing Attorney
Choose Magistrate’s Court or Regional Court
To select this Court as the default court for Court documents, select: Default Court
o This details will merge automatically when creating Court documents
o You can add more courts, without selecting Default Courts
= They will then be available in the list of Courts when merging documents
Click Add New

The Court will now appear in your list of Magistrate Courts:

Magistrate Court: 42 - Pretoria * MAGISTRATES COURT PRETOF ~ | ..

o Follow the same procedure to add Regional and/or Afrikaans Courts

Select the High Courts (Afrikaans and English from the dropdown list)

High Court Mame: 24 - Pretona, South Afica * In the High Court of Sou s
High Court Address 1:[ High Caurt Building |
High Court &ddress 2:| MADIBA STREET PRETORIA |

Hoe hof naam: 23 - Pretoria, Suid-frika * In die Hooggeregzhof war -~

Hoe hof adres 1: | Hoe Hof Gebou |
Hae haf adres 2: | MADIEA STRAAT FRETORIA |

The information will display automatically

Complete the Firm’s number at the High and Magistrate’s court

High Court Mo Debtor's grace days: |:|
Mag. Court Ma: Firm Ma in docs?

o The High Court and Mag Court number will display on Court documents if you mark the

option: Firrn Mo in docs?

Type the amount of Debtor’s grace days:

Debtar's grace days:

o This is the number of days by which a debtor may exceed the due date before being in
default.



WaT percentage: 14.00
Character Code:; LATIMA

Starting date[monthz] in F4/F 3 ki anths

Driary days:
o VAT percentage: type 14.00 if the firm is registred for VAT

= |leave 0.00 if not

o Character code will be set as default on LATIN1 — your Lexpro consultant will change if
necessary. LATIN1 is characters allowed to be used in the program

o Starting date (months) in F4/F3 refers to the default starting date for the Three or Five
column report
= |fset on eg. 24, the F3 and F4 report’s starting date will default to 24 months prior
to ‘today’s date’
= You can change the amount of months according to your own preference

o Diary days: When opening a file, the diary day will automatically change to this number of
days from the Instruction date
= Eg.if the file is opened on 1 February, it will appear on the diary the 215t of February.
Unless you set a different date

SOL 208M23

e

- This is the version for the program that you currently use
o In this case, the SQL version of 23/01/2018

‘Your Phone Mo: | 012 345 4510 |
Your Fas Ne: | 096 260 0024 | Docex Mo
Direct N | 012 345 4510 |
“rour first narne: | Charrnaine |

Attarney Full names: | JOHAMMES CHREISTIAAM DU PLESSIS |

- Each user has to complete his Phone number, fax number, Direct Number, Name, Docex number
- The Attorney Full names are important to merge correctly in the Court documents



- Complete the information to merge
o Complete for both Afrikaans and English documents

AFRIKAAMNSE DOKUMENTE
Tekenprokurer: | JOHAMMES CHRISTIASM DU PLESSIS |

Fimanaam: | LEXPRO STELSELS

Fizigze adres 1: | Sovereign Drive 49

Fizieze adres 2: | Route 21 Corporate Park,

Fizieze adres 3: | [rene

Firma wenmyzing: | |emprofics |
Pozadres 1 | Pozbus 1234 |

Pozadres 2 | Pretaria |

ENGLISH DOCUMENTS
Abtarney signing: | JOHAMMES CHRISTIAAM DU PLESSIS |

Firm name: | LEXPRO SYSTEMS

Phuzical address 1: | 439 Sovereign Drive |
Physical address 2: | Foute 21 Corporate Park, |

Phuzical address 3 | [rene

Firm reference: | lewprofics |
Postal address 1:| PO BOX 1234 |

Fostal address 2 | Fretoria |

- Type the signing Attorney’s full names
o Firm Name
o Firm’s Physical address
o Firm’s reference
o Firm’s Postal address
- Click Save

- The message will display

Altered

Success!

Ol

11



2.2 User setup values 2

Where to find:
s L_
Maintenance H

1. User Setup Values 1
2. User Setup Values 2

Complete additional settings

ADDITIOMAL SETUP

Firrn name:l LEXPRO STELSELS

Statement Heading: | Software

The default fee account is:

Files: () Setuyp: (@)
Mote on Client statement: | Please setlle account within 7 daps after receipt
| s P Income Account 1: | ZFO010
Paths and Folders
Paths end Folders o

1. Wordprocessor

2. Spreadsheet F'ath:| c:/program files [«86]/microzoft office/root/officel E:’e:-:u:el.e:-:l Excel

3 Large Objects: |

| c:/program files [#86)/microzoft office/rootAoffice Ef'winwnrdl kS whard

l5._|3ra|:|hics with
B PATH of EXE file:

| C:4%Program Files'Windows MThAcoessones wordpad exe ||

| o /pglexpro

7. RTF.FPDF.TXT Documents: | o Apalexpradif

8. Uzer's Directony: | c/pglexpro
9. Backup Faolder: | o/l
10. Email Software:; [ lessrtp. sve

11. Email SMTP Server: | exchanged.net

m-0z-2m7

12. Start of Financial pear.

| Libre Dffice
4. FDF Ao Header:| . Aprogram files [+86)/adobe/ acrobat reader dcf’readers’acrol Adobe Reader

<

4

<

RTF.PDF.TXT statement name:

RTF name of Label:

| STAAT.RTF | | PLAKKER.RTH

|STAAT.RTF |

F5 - Allocation of New Accounts
First Available Account: (@)
Highest Account Mumber plus 1: ()

After saving User setup values 1, the information in setup values 2 must also be completed and saved

12

End

Fetty cash account; | £PO000

Laogin Namel LADMIN

Uszer's [d:

HEMERRERREERRNR

Serial Mumber:

rour passwardl LADMIN

Firm's VAT rumber: | 123456733

Debtor iz alzo Defendant; ]
Preprinted Statementz? [
Create C5V files? [ ]

Omit 'Fee' from description? ]
Save all new documents? [
Areou Office Manager? [
‘wide Monitor Screen? [

Trust Bank, no:
Businesz Bank no:
F5 Search number:

Page 3 SaL



Complete addional settings:

ADDITIOMAL SETUP

Firm name: | LEXPRO SYSTEMS |

Statemnent Heading:| Software |

MNate on Client statement:| Plzaze zettle account within 7 daps after receipt |

- Firm name
o Will display on documents and invoices/statements

- Statement Heading
o Will display on invoices/statements below the firm name
o Eg. Attorneys, Notaries, Conveyancers
o Give more information regarding the Firm

- The Note on Client Statement is a note that will appear on all invoices/statements and can be used
as a notice to all clients

Word processor, Excel and PDF settings

Paths and Folders

1. Wordprocessar | c:/program files [x86]/microzoft nfficefruuta’nfficmEa’winwnrd| M5 Ward

<

2. Spreadshest F'ath:| c:/program files [#86]/microzoft nfficefruuta’nfficmEfe:-:u:el.e:-:| Eucel

<

3 Large Objects: | Co/gw/INDOWS. BT NewD 5 Awindows/System32/mspaint | MS Picture

<

4 PDF Acra Header:| c:/proagram files [#86])/adobe/acrobat reader ljl:.-"rE!adE!r.-"aCFD| Adobe Beader

<

_5._I3ra|:|hin::s itk | C:AProgram Files\Wwindows NT\Accessaneswardpad. exe ||

This settings are very important and the reason for many queries if not correct or changes due to
Microsoft upgrades. The paths are used for merging of Documents, Excel reports and PDF files

This settings will be setup by your Lexpro Consultant with installation, but the program doesn’t amend the
settings automatically after e.g. Microsoft Office/Adobe upgrades

After Microsoft Office/Adobe upgrades or changes, you will have to select the programs used next to each
function

Setup 1-4 differs normally on different computers and therefore it is important not to login with different
users

E.g.  If USER1 uses and older Microsoft Office package than USER2 and USER2 login with USER1, the
settings will be incorrect and they wont be able to create Word/Excel or PDF documents

13
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1. Word processor Path

Important to create Documents, Invoices/Statements in Microsoft Word or other Word processor
software

Paths and Frolders

1. ‘Wardprocesszor Path: |n:::.-"|:|rn:|gran'| files [#36]/microzoft afficeroatdaffice] E.-"Wil| S Wford e

Select the specific software that you use from the dropdown list, e.g. Microsoft Word, Open Office
or Libre Office
Wait a few moments, until the message: “Success” displays, and the path for the program shows

2. Spreadsheet path

The spreadsheet path is important for the program to know which software to use to open text and
csv files

. Text File
Almost all reports has a Text file button

o Click the Text file button to open report in Excell, Open Office or Libre Office

Choose the program from the dropdown next to Spreadsheet path

2. Spreadsheet Path: |n::£|:uru:ugram files [8E]/microsaft officed oot office E.-"EH| Ewcel e

3. Large Objects

It is possible to save image files in the database on a specific file to be able to open/view at a later
stage

To open these files, the program uses Microsoft Paint, Open Office or Libre Office

Select the program to use from the dropdown list:

3. Large Objects: | E:;’MINDDWS_”BTENEWDSMinduwsfﬁystemﬂa’mspaint| M5 Picture w

4, PDF Acro Reader
- Also known as Adobe Acrobat Reader
This program is used to merge reports/statements in a PDF format

Create POF
Select the button on reports and invoices to merge to PDF format

4. PDF Acro Reader: | c:/proaramm files [#36])/adobe/ acrobat reader dc:a"reader| Adobe Beade ~

Choose the correct program that you use, either Adobe Reader or Foxit reader from the dropdown
list next to the path



Important:

Adobe upgrades automatically when a new upgrade is available

Remember to change the path of the PDF Acro Reader afterwards

If you get an error when trying to merge a PDF document, but it used to work — the upgrade is
probably the reason and you need to select Adobe in the dropdown list

5. Graphics
o There are various graphics that you can view in the program

= Graphics need to merge to “Word pad”
e Word pad is Microsoft’s own program

_5._I3ra|:|hics itk | C:AProgram Files\Windows MT\Accessaneswordpad. exe ||

o Click the - button, and wait until the path displays

Settings 6-12 will be completed by your Lexpro Consultant during installation

6. PATH aof EXE file: | o /palexpro
7. RTF.PDF.T=T Documents: | o /paleRprosrtf

|
|
3. Uszer's Directone: | c:/palespro |
3 Backup Folder: | c: it |
10. Email Software: | lemzmtp, exe |
11. Email SMTF Server: | exchanged.net |

12. Start of Financial year: m-03-2m7

Email SMTP server:

When sending Invoices or reports via Email, directly from the program, you need to complete the
email settings

The email software (10) will always be lexsmtp.exe — this is the Lexpro program that sends the
email
You also need to complete the SMTP server setting for outgoing email 11. Email SMTP Server

This should be the same setting than your Outgoing mail server setting in your default email
application (e.g. Outlook)

Account Type: IMAP

Incoming mail server: eriond.asern.co.za

Cutgoing mail server (SMTFE | zriond.aserv.co.za

15



RTE.PDFETXT statement name: RTF name of Label:
| STAAT RTF | | LABELRTF

[STMT.RTF |

Statements and Invoices can be:
o Printed
o Merge to PDF document
o Merge to Microsoft Word document
=  When merged to Microsoft Word, it uses a template

= The template’s name for Afr Invoices/Statements is by default Staat.rtf (Rich text
format document)

= And for English invoices the default name is Stmt.rtf (rich text format document)

= You can change the default template, save under a different name and type the
name in the setup

Labels can also be printed for files. The default template name for labels, is Label.rtf (rich text
format document)

o You can change the default template and save with a different name

F5 - Allocation of New Accounts
First &yvailable Account; (@)
Highest sccount Mumber pluz 1: O

- When opening new files, the user can insert the first letters and the program will automatically
allocate the next number

Use this option to set the method for allocation of new numbers:
- First Available Account

o When choosing this option, the program will always allocate the first available numberin a
specific range

= E.g. AA0100 was previously opened manually

e If you enter AA, the program will allocate any number before or after AA0100
that’s still available

e E.g.if AAD0O2 is not used, this will be the next number
- Highest Account number plus 1

o If the user allocated AA0100 manually, and this is the highest number used in the range, then
AA0101 will be the next number allocated by the system
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The default fee account is:

Fil=z: (@) Setup: ()

|hcome Account 1: | ZF0010

Petty cash account; | ZP0000

- Each user can have his/her own fee account or use another fee account

O

When postings fees against files, the system needs to credit an income (Fee account) with
the fee amount

Complete the user’s or firm’s/attorney’s Income account, egg ZF0010
= This number is allocated by the Bookkeeper

When opening a new file, you can also allocate a fee earner to the file

When posting fees, there are 2 options for fee accounts to be credited:
= The Fee account in the setup
= The fee account on the file

If the 2 accounts are the same account number, it won’t be a problem. Only if they differ,
problems can occur and the incorrect Z Fee account can be credited

By choosing the default fee account, you indicate to the program what fee account to use by
default when posting fees, either

= Files: credit the fee account allocated to the file (F5 Open/amend file)
Or

= Use the Income account in the setup

Important: this is only the default. You can still change the fee account when posting fees

- Group:
Files can be divided into different groups, eg. Litigation, Estates, Collections

o

o

o

17

Various reports are available according to the different groups in the firm, eg.
= Fee reports
= List of files per group

Decide on the different groups to use, before opening files
Each user needs to complete their specific group in the setup

=  When opening new files, the group will show automatically and can be saved on the
file or changed to a different group
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- Petty cash account:

o Use for petty cash requests
= Requests for Petty Cash can be send from users to the Bookkeeper
= This account number will be Credited
® You can ask the number from the Bookkeeper

Lagin Name| LADMIM |

dzer's |d:

Serial Mumber: | ************ |

oL passwnrd| LADIMIN |
Firm's WAT number: | 1234567834 |

- The user’s Login name, User’s ID (unique number for each user), Serial number and Password will
display as per installation by your Lexpro Consultant

= You can change your password, but not Login name
o Do not change the Serial number, this is your Firm’s Lexpro Licence number
- Type the Firm’s VAT number if registred for VAT to display on VAT invoices

- Select/de-select the following options:

Diebtar iz alzo Defendant: [
Preprinted Statements? [
Create C5V files?[]

Omit 'Fee' from description? [
Save all new documents? [
A ou Office Manager? [
wide Monitor Screen? [ ]

- Debtor is also Defendant: select if Debtor is by default always the Defendant (Debtor will then be
stored as Defendant (2" Party when opening new files)

- Preprintend Statements and Create CSV files: Not relevant anymore and shouldn’t be marked

- Omit ‘Fee’ from description: When posting fees, the program will automatically add the word
“Fee” before the fee description

o Mark this option, to disallow the program from adding “Fee” in the description line

- Save all new documents: Not in use anymore, all documents and invoices merged, will be saved in
the Client’s file in the database for easier access



- Mark “Are you Office Manager” if you are the Office Manager to have certain rights for specific
functions (Contact your Lexpro Consultant)

- Mark Wide Monitor Screen, if you use this type of screen —for the program to adjust the screen
width for reports

Truzt Bank no:
Buzineszz Bank no:
F5 Search number;

- Set the default bank number that is used on your files
o E.g.Trust bank 1 — Payments received and made from files will automatically reflect in bank

1 (cashbook 1)
o This is only the defaults and can be changed while capturing payments

- F5 Search number: Enter the amount of letters that the user needs to complete when opening a

new file. The system will then allocate the next available number.

o Ifyou entered 2, you need to enter 2 letters (e.g. AA) when opening a new file and the system
will allocate the next available number for the specific range

Click Save to save the settings

Save End Page 3 SaL
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2.3 User setup no 3

After completing and saving user setup 1 &2, you need to complete and save user setup 3

Where to find:
- Onthe user setup 2 screen:

Save End

Page 3

Click the Page 3 button to add/amend:

- Fee Tariffs per user

saL

- Ante Nuptial Contract Officials details

- Additional settings

GEBRUIKER OPSTELLINGS MR 3

Fooie Debiteer/Stoor: III

C5Y Delimiter: [ ]
|nvorderings-persentasie X

M akzirnurn ifee. korn.: FE
Fooi per uur; R
Fooi SMS boodskap: R
LHF EBrieffoa R
Opstel fooi per bls: FE
F.onsultazsie-fooi R
MNEMS Kormmizsie 2 10,00 | =
Makz MKMW Kommizsie: A .00
HHF Brieffooi: R 50.00
LHF ¥.ennizgewinafooi R .00
HHF K.ennizgewingfooi A .00
Opdragfoni 1: A 0.00
Opdragfoni 2; A 0.00
Opdragfoni 3: R .00
Cpdragfooi 4; R Q.00
Hoe Hof Dagvaardingfooi: B 400.00

Slegz Groep Fooie?

Sekondes tuszen E-posse;

Huwelikskontrak Amptenare:

Matariz: |

YWalle naam van

Waolmag geteken te; |
Provingie van Motariz: |
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Complete the information:

USER SETUP MO 3

Fee Debit / Store:

CSY Delimiter: [ ]

Col. com percentage: 4

b airnrn col. com.: Fi
Haourly fee: A
Fee 5M5 meszage: A
Letter fee: R
Drafting fee pp: A
Conzultation Fee: R

Fee Debit/Store: Select whether files should be opened to have S (Stored fees) or D (Debit fees) as default

option when capturing fees

The difference between Stored fees and Debit Fees

Fees can be either Debited or Stored in the Litigation program

Stored fees

- Stored fees are fees posted and visible in the Litigation program, reports, debtor statements, client

statements, etc.
- They are also referred to as contingency fees, payment of fees are not guaranteed

- You have the option to add stored fees on statements/invoices in the Accounting program, but

they will not reflect any VAT
- VAT cannot be claimed on Stored fees
o If your client asks for a VAT/TAX invoice, the fees must be debited and not stored

- Only Debit fees can be exported to Accounting, Stored fees will stay in Litigation and will not reflect

on the Firm’s VAT reports, or Trust Transfers

Procedure:

- Stored fees are normally captured on a file with no or insufficient Trust Credit available, for the fee

amount

o When capturing fees, the file’s Trust balance will display and the choice between Stored and

Debit fees can be made accordingly
- A statement is then sent to the Client / Debtor
- Payment is then received in Trust, which creates a sufficient Trust credit balance for the fee
amount
- Use the Automatic Store to Debit function to change the stored fees to debit fees
- Debit fees can now be exported to Accounting
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- The VAT will reflect on the VAT report and VAT invoices can be Issued to clients
Debit fees

When a file has sufficient Trust credit in Accounting, or a Firm is not registered for VAT, fees can be
Debited

- Debit fees must be exported to Accounting

- Accounting will import the fees

- The VAT will reflect on the VAT report and VAT/Tax invoices can be issued to clients

- Fees will also display on fee reports and will be available to Transfer from Trust to Business

The CSV delimiter will either be a, (comma sign) or a ; (semicolon), depending on your Windows settings
- When merging reports to Excell, the Delimeter indicates the start and end of each column. Columns
can be seperated by either a, or;
o If your reports don’t merge in columns, you will need to change the delimeter to either a
comma or semicolon
o The program will default on,

If you have Debt collection matters and want to post collection commission, you need to complete the
collection commission percentage as 10%, as well as the maximum collection commission

Each user must complete their own hourly fee tariff
- When posting fees per hour, the tariff will be used to calculate the correct fee amount

Complete the fee tariffs for SMS, Letters, Drafting and Consultations

Instruction Fee 1: R 0.00
Instruction Fee 2: R 0.00
Instruction Fee 3: R 0.00
[nztruction Fee 4: R 0.00
High Court Summons Fee: R 400.00

The fee tariffs above is not relevant anymore and therefore cannot be entered

Seconds between Emails:

Seconds between emails are only relevant if the user sends Invoices/Statements via email directly from
the system in batches
- Set the seconds between emails to allow enough time between each message to send and prevent
the blocking of emails
- The sending function is a background function, and once sent, you can’t change or stop
- 15 seconds should be enough
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Ante Nuptial Contract Officials:
M atary Public: | |

Full name of Appearer:

|
Power of Attornmey signed at: | |
|

Province of Matary:

- Complete detals for the Officials to merge when creating Ante Nuptial contracts

hen requestiong Tranzactions - Send a note thereaof to Bookkeeper?

B ookkeeper muzst be marked az zuch in User T able

- If the Request Transactions — send note to Bookkeeper is marked, the Bookkeeper will receive a
message in the Accounting program, regarding the request

- For this function to work correctly, the bookkeeper’s user must be set to “Bookkeeper” in the users
settings. Ask your Consultant

24 Global setup values

Maintenance

e 7 f -
Help
1. User Setup Values 1

2. User Setup Values 2
3. SQL Setup

4. Global Setup Values

5. Users List
6. User Setup Functions

The main reason for the Global setup is to hide certain settings from all users, and only allow one user to
setup. The settings will apply to all other users, e.g..

- VAT%

- Masks that determines the format for opening file numbers

- Firm details

- SMS id and password

In other words, if your firm has 10 users, only 1 user needs to complete and save, not all 10 users

It is important to ensure that settings are correct, especially after upgrades
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The global setup is password protected — please contact your Lexpro consultant for the password

Tiour password: | sanesee | Ok

Type the password and click OK
The Global setup screen will show:

GLOBAL SETUP VALUES
“our pazswiord: [sessssssne | Ok
Firmn's narme: [LEXPRO SYSTEMS
Firm registration no: | 200001401 | Docunment service Email address:

| infol@lexpro.co.za |

Street address:
Fau Mumber far service:

| 49 Savereign Drive

| | 0860 123 456 |
| Route 21 Corparate Park, | Postal address:
| IREME | | Postnat #7144 |
[m57 | [ PRIVATE BAG %8 |
| ELARDUSPARK, 0047 |
Bagic wWindows Folder Path; | \pglexpro |

Basic Linux Folder Path: | |

Email Pazsword: | |

MASE: ™ = Alpha, # = Digit, $ = Any | Space, -2, 0-9 = Litteral

Account mask: T Start date Financial vear: 01-03-2017
7 Account mask: TS First account: AA0000
VAT % 1300 Last account; r£9999
First £ A t
Col. com percentage: 10.00 s EEoun 240000
Last £ Account; 277999
IF Address [SMS] | | Any VAT starting date: 01-03-207
SMS uzer id: [r—— | Branch Code:
SMS d: L1l 111]
passwr | | tinimum chars it Fee descriptic*Il
Host IP Address: | |
=tk Rl I:l . Save | End

Complete the information:

- Firm name, Registration number, street address, postal address
- Email address and fax number for delivery of court documents
- Basic Windows Folder path:
o the path for file folders where Lexpro will automatically save documents after merging
= e.g..: L:\lexpro — folders for client files will be created in the L:\lexpro drive
= an electronic file cabinet is created for all documents merged on files

- Basic Linux folder path: the same as Windows path, but for users that use a PC with Linux operating
system and not Windows

- Account mask:
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o Set the format to open client files. This will ensure that users who open files, use the same
format for file numbers, e.g.. 2 Letters, 4 digits or 3 letters and 2 digits etc.

o Use the following mask codes:
= Aforces user to use a letter (alpha)
= #forces user to use a number (digit)
= Senables user to use either a letter or digit
= | forces user to use a space

= A-Z, 0-9 forces user to use the specific letter or number in the file number

E.g. the mask: M #### forces user to open the file with 2 letters and 4 numbers (digits), e.g. AAO0OO
OR ###### - user has to open file with 6 numbers(digits). 000001

etc.

Z account mask

The same method applies as with account mask, but this is used to set the format for opening Z accounts
Z accounts must always start with the letter Z and therefore the mask is setup with a Z
E.g. ZM##t# forces the user to open the file, starting with a Z, one more letter and then 4 numbers

Complete the Vat % as 14.00 if the firm is registered for VAT. Leave 0.00 if not
Complete the Collection commission % as 10.00 if the firm does collections

o 10% of all payments received on Debt Collection matters will be debited as a fee up to the
specified maximum.

- Ifyour firm is registered for the SMS function, you will be able to send SMS messages from the system.
Complete the SMS id and password — arrange SMS activation with your Lexpro consultant
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Complete the starting date of the financial year, for audit reports, e.g. 01-03-2017
1% account — last account:

Complete the default first account up to the default last account. This is important for reports etc.
to include all files on the system

E.g. AAOOOO is die first and YZ9999, the last possible account number

1%t and last Z account: the same as above but will include all Z accounts in the range
o e.g. ZA000O is the first and ZZ9999 is the last Z account

Any VAT starting date:
o Complete the date for VAT payment

= Areminder will display on the Accounting main screen as when the next VAT
payment date is:



3. Open New Files

There are 2 kinds of Client files to open:

- Client with one or few instructions
o Files are opened under Open/Amend Files (F5 shortcut)

Client with many instructions
o Normally Debt Collection matters
o Files are opened under Create Clients (Shift F12 Shortcut)

3.1  Open/Amend Files
8

Client Files Dokumente Docun
Open / Amend Files F5

Diarised Files Ctrl+A
Week Diary

Mail & documents Shift+F9
‘Attend to' Files! Shift+F7

You can also use the shortcut key — F5 to open the function

OPEM / AMEMD FILES

File: Hurnber: | | Ok

—r

- Type the File number for the new file and click OK
o Or type an existing file number to edit or view an existing file

- You can also type the first few characters of the new file and click OK
o The program will then allocate the next available number for the specified range

File Wurnber: DROO03 Ok | MEY FILE!

Client name: | |

Clier
Plair
Diete
Detd|
LET
2nd |
Inters Yes MNo

File dogs not exist. Open’?

Fe——

Rt - - ____
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- Click Yes to Open

Complete the file details:

Clierit name: | DR ALBERTS |

Client iritials: | Clent Title: [ ]
Plairtiff/4pp.. | DR ALBERTS

[
[

|
Defendant/Fesp.: | EOTHA |
Def/Resp. ref: | |

- Complete all available information for the client
o Client surname/name: usually the surname is completed first to make searches easier

o Title, Init: ensure more accurate searches, especially if you have more than one client with
the same name and surname

o Complete names for Plaintiff/Applicant and Defendant/Respondent
= To add Plaintiffs/Applicants and Defendants/Respondents:
Click the highlighted button next to the party’s name:

Plairtiff/4pp. | DR ALBERTS | T

1 —

= A new screen will open for Additional parties

ADDITIOMAL PARTIES

File: rumber: DRO003 WEW PLAINTIFF/APPLICANT : 2, PRESENT TOTAL : 1

| Parties: DR ALBERTS * BOTHA, Debt Collection

Party's Mame: 1
[ 2ND PLAINTIFF
Identity No: [ 123456783
o Choices:

Job description: [ Plaintiff: ®

Applicant; @)
List of Chaices: FEMALE PERSON EMPLOYED w

Defendant; (@)
Drescription of Party: Respondent O

| a major female person employed at

Complete the additional parties’ details

SavelAmend this Party
Click

= The party will be added to the file and merge in Court documents
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I —
] 2 2MD PLAINTIFF W

o Type the Defendant/Respondent’s Reference

Mair Clairn: R [nztruction date:
2nd Clairn: R Diary date: [
[nterest rate: Z [ . Interest date:
Group: COLL w | Client I:u:ude: [

[nzome account: ZFoo1a SF0010 = JOHM DOE w

Main Claim: Any amount relevant to the file, e.g.
o Claim amount on Litigation or Debt Collection matter
o Purchase amount on Transfer matters
2"d Claim: If there is a second claim amount to the first claim amount

The interest rate is completed automatically according to the instruction date. There are different
interest rates, depending on the instruction date of the file. The correct rate will be completed
automatically, but you can still change the rate

Interest date is the date that interest starts to calculate on the arrears amount according to the
interest rate.

Instruction date is the date when instruction was received / file was opened and will always default
on the date that you open the file on the system — you can change if it should be a different date

Client code:
The client code is only used for Debt Collection matters
o The program can do monthly setoff of balances between the debtors and the clients
o For this purpose, every debt collection client has a unique client code
= Debtors for the specific client are then linked to the client with the client code
o You can ignore the client code if it’s not a debt collection matter

Group
The group is the specific department of the firm that handles the matter
You should decide beforehand what different departments you use and allocate files accordingly

o Groups can be divided according to their types, e.g. Magistrate’s Court or High Court etc. Or
according to the Attorney’s Name / Initials

o By dividing files into groups, the following reports will be available:
= Number of files opened per specific group

= Fees written by each group
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= Send Invoices for specific groups only

o Almost all reports can be filtered according to the specific groups

How to create groups:

o The dropdown list wont have any groups available, unless you first add them manually when
opening a file

=  Type the Group name manually, e.g.

Group: ]

= This will now create a DIV group for Divorce — meaning that this file will now belong
to the Divorce group

e Save thefile
= To add the group in the dropdown list, do the following in the Accounting program

e Click Firm Admin: List of Groups

e Click OK
e The new group that you created manually will now appear in the list of
groups
LIST OF GROUPS
End More Pint | [ §
Group Account Fee Account Murmber
PO 001 ZFO010 25
AKTES ATOO01 ZFO010 2
Dl BFO200 ZFOm 0 1
EGSEK. AA0000 ZFO010 5
[Ny AB000D ZFO010 E

= The new group will also now be available in the dropdown list for available groups

= |f the firm doesn’t use the Accounting program, the groups will appear in the list
after the Build indexes function was run *** Build Indexes***

Income account

o Theincome account is the Fee account (Z-Fee account) of the fee earner that will earn fees
on the specific file

o The Income Account will be created by your Bookkeeper in the Accounting program

o When posting fees, the client account is debited with the fee amount and the fee earner
account is credited with the fee amount

= Therefore it is important for the system to know which account should be credited

= Select the fee account from the dropdown list



e The Z account will appear in the list after you opened the Z account as type
Income

e If the account doesn’t appear in the list of Income accounts, it hasn’t been
opened yet or wasn’t opened as type Income

o As with groups, there is also many reports per fee account:

= Fee reports

= Files opened per each Fee account

Client telephone: | 012 569 6543
Client cellphone: | 032 698 4569
Client fax: | 012 BE3 ER5R

Clent address 1: | PoBox 156
Client address 2: | ROMTAMA
Cliert address 3 | 0159

|
|
|
Client email | dralberts(@gmail. corm |
|
|
|

o Client’s telephone and fax number
o Client’s cellphone: for contact purposes or to send an SMS message directly from the
system. You need to register for the SMS service by informing your Lexpro Consultant that
you want to send SMS messaged directly from the program
o Client’s email: the email address where Invoices and correspondence can be sent directly
from the program
o Client’s address: the address where invoices is sent
= (Can be a Postal or Street address
= (Client address 1-3 refers to the address lines.
= E.g.
e Address 1is The postal number or House number
e Address 2 is the name of the town
e Address 3 is the Postal or Street Code
Our reference: | CRO003A ohn Doe |
Clierit ref/1d.: [ 201625412 |
Client contact: | Catherine |

o Client’s reference is a number or id etc. that will enable the client to identify the specific file

= E.g. Collections for a Doctor, it will be the patient number
= Collections for a Bank — the account number

= Collections for a University — the Student number

o Client Contact: Name of the Contact person
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Debtar's Balance: R 5.150.73 |5till oG
bonthly payment; A A00.00 l_
Firzt pavrent date: A0-11-2m7

The debtor’s balance will display and be calculated according to the Claim amount plus fees, costs
and interest, less payments received
o To display the debtor’s balance, you first need to create a debtor statement
*** debtor statement***

Type the agreed Monthly payment and date of First payment

To see a schedule of payments, andu:c"hue minimum payment needed to pay debt in 5 years, select

tanthly payment: R R00.00 I_

the —_—— highlighted button next to the amount

An additional screen will display:
DROOO3

Mumber of Paymentz: 14
Last Payment Date: 31-01-2019
kanthly Payment of B500.00
Total of Payments: B7,000.00
b imimum Ingtallment for 5 years. R27 44

Ol

o The numbers are calculated according to the current balance and doesn’t take any new fees
or costs in consideration

Clients: | DROOODD = DR ALBERTS b l_

o See 3.2 Create clients for more information to create a new client

Employer List: | LEXPRO STELSELS * E000OT * * v

Or
Attorney List: Mo Choice e l_



How to add a new Employer or Attorney Firm:

- Select Debt Collection Debtealection® 1 see the Employer list which is normally used for
Emoluments Attachment Orders

- De-select Debt Collection: Debtcolection?[ 1 15 see the Attorney list for Opponent Firms in a
Litigation matter

E.g. Adding a new Employer:

- Click the Add button next to the Dropdown list:
E mplayer List: Ma Chaice w l__

A New screen will display:

EMPLOYER DETAILS
Employer Code: E00001 List of Employers:
Ernployer's rame: [ LEXPRO STELSELS
Firzt names: | | Postal address:

Client initials: ] Clhent Tite: [ | I l

- Type a unique Employer or Attorney code

o Each Employer and Attorney must have their own unique code
- Complete all information:

o Name

o Address

o Telephone, etc.

Add Mew
- Click

The newly create Employer or Attorney, will appear in the list and when selected, the information will
display on the file:

Employer List. | LEXPRO SYSTEMS = EO0ODT * “|[ .
Ernplayer: | LEXPRO 5YSTEMS |
Empl address 1: | Postret # 144 |
Empl address 22 | PRIVATE BAG 3 |
Empl address 3 | ELARDUSPARK. |
Empl address 4. | 0047 |
|
|
|
|

Employer refer: |

Employer tel: | 012 345 4510
Ermployer Fan: | M2 345 5937

Employer Email: | infol@lexpro.co.za
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Judgment date:| 01-10-2017 Judgment R 395,88
Trial date: |:| Prezcription date::l

Casze number: | |

- Complete information, if available:
o Judgement date and Judgement Costs
o Trial date
o Prescription date
o Case number

Debtor's Title, it Surmame| BOTHA |

Debtor's address 2 | H atfield
Debtar's address 3 | FRERORIA

FPostal code;

Debtar'z 1D no: | 7012010020033 DRO003 w
Debtor's Phone Mo: | 012 53 9855 |
Debtor's cellno: [ 081 258 7412 |
Debtor's email | bothai@armail. corn |
Debtor's address 1: | 124 Schoernanztraat |
|
|

- Complete the Debtor’s details:
o Title, Initials and Surname
o Debtor’'sID
= All file numbers where this ID number appears, will display in the dropdown list next
to the ID number
= This will show that this Debtor has been handed over by another Client
o Debtor’s phone number
o Debtor’s cellphone number — used to receive sms messages from the system
o Email adress, physical address

Other Functions:

3
- Click — to save all the information on the file

Transactions

- Click op to view the file’s five column report which will include all Accounting
transactions:
o Receipts
o Payments made
o Fees
o Costs
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Click | FileNotes |+, ohen the Notes screen where you will be able to see previous notes made or

to make new notes
o See *** notes

Documents
Click | andImages |5 view all relevant documents and or images saved on this file
o See *** documents images

Click Send Email to send email directly from the system regarding this file

o See *** send email

. File Control Panel . . . .
Click to open the file control panel with various functions

o See ***file control panel

Advocate's Detail

Click to add the Advocate(s) relevant to this File
ADVOCATE DETAILS
File Mumnber: User: . Listof )/ ~

[ Client: DR ALBERTS
[ Patties: DR ALBERTS * BOTHA,

Advocate: Advocate Peterson ~

Advocate rr 2: DR ALBERTS * BOTHA |
Advocate nr 3

Opposing Adv: | Advocate Lisbenberg Instrunclllon 30-01-2018 Fee p/hour 2500 Fee piday: E500

Haoggeregshof w | | Op Yerhaar ~

Advocate Details:

Make a note regarding the matt
Teln. [O123691254 CellMo | 003630 7456 366 & MOk (BgATEING e mater
Fawr: | 0123691587 Email

Address: | Advocate Chambers 101 |
[ 5ALU Building |

[ PRETORI& CENTRAL |
|

Assistant Details:

Agzistant: | |

L — T E—

End Save Amend Advocate’s Brief

o Complete all the Advocate’s details and click Save
= (Click Advocate’s Brief to merge the Advocate’s Brief to Microsoft Word

Advocate’s Brief



i .

Latest Action: LETTER OF DEMAMD: ADD &+C COSTS.1

- The last action that took place on the file will display at the bottom of the screen

Click _ - to open the 2" page:

OPEM / AMEMD FILES - DRODO3

Plairiitf's |dne: | 1395/20/123 |
Flaintiff's occupation: | Droctor |
Defendant's |dno: | 7012010020033 |
Defendant's occupation: | Contractar |
Defendant/Rezp.: BOTHA

Client's VAT No: | 4052548555 |

File Cade: [ ]

Complete Plaintiff’s Id and Occupation
o You can type the Company registration number, if not an individual
- The id will be added from the previous screen
- Type the Defendant’s occupation
- The defendant/Respondent’s name will be added from the previous screen
- Type the Client’s VAT number
o This will be sent to the Accounting program for Tax Invoices
= Tax invoices cannot be created in the Litigation program
= Any invoices greater than R3000 needs a VAT number
File code: any additional code that you want to allocate to the file
o E.g.file number on previous system, if you used another program before Lexpro

Qur client’s language:
Fees Debit/Store:
Add VAT to fees:

- Choose Client’s Language — choose between A from Afrikaans and E for English. The default will be
set according to the language of the program you use. Therefore the default for the English
program will be E (you can change if needed)

o The language is important for:

= Automatic descriptions in the description for each transaction, e.g. Trec for Trust
receipts

= The client’s language also shows when posting transactions. This is a reminder to the
user to type the description in either English or Afrikaans

=  The template for MS Word invoices will be either English or Afrikaans
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- Fees Debit/Store: choose whether fees must be debited or stored by default. This can be changed
while capturing fees

o See The difference between Stored fees and Debit Fees

- Add VAT to fees: If the Firm is registered for VAT, you can choose to Add VAT to fee amounts
entered, e.g.

o When posting fees: add fee amount and program will add 14%
o When creating court documents: VAT will be added to the fee amount

ACTION or MOTION:
Murnber of Flaintiffs: [ .
Mumber of Defendants: [
Auto Post Col Com:

- Select whether this file is an Action or Motion
o The parties will then be described accordingly on court documents

- Select the amount of plaintiffs and defendants on the file
Additional plaintiffs and defendants can be added — see from p25 ***

- Auto post Col com: if this is a debt collection matter, collection commission can be posted
automatically when capturing payments received from the debtor (Trust receipts)
o Type Y to post Collection commission automatically or N if you don’t want collection
commission to be posted automatically

Marthly staternent?
Statement by Email?

- Mark the checkbox if file must receive monthly statements / invoices
= When creating invoices, you can choose to only create for files selected here

- Statement by email must be marked if you want to send invoices via email. Clients with email
addresses will receive invoices automatically per email

Truzt Bank no:
Buzinesz Bank nao:

- Trust and Business bank no: the program will set the defaults as set in the user setup —2.2 User
setup values 2

o When posting bank transactions, it will be allocated to the specified bank number
o This specific bank number’s details will display on the file’s

- Mark the first letter of the Party that our Firm represents, e.g., we represent the
Plaintiff/Defendant or Applicant/Respondent
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Block Fees Store to Debit? [ ]
EAl: 52 adiustrment? ]
Mo Physical File was Opened?[]

- Block Fees Store to Debit: If marked, all stored fees won’t be changed to Debit fees with the
Automatic function to change store to debit. You can still change manually

- EAO: 5% adjustment: Mark this option to deduct 5% of payments received from the Debtor for
payment to the debtor’s Employer

- Mark No Physical File was opened if file is only opened electronically

Main claim plus 2nd claim?

[ Court Docurments?

I Debtar's statement?

[ A A

It Creditor Statement™?

- Select options where Main claim and 2" claim must display:
o Court Documents
o Debtor’s statement
o Creditor Statement

Allowance percentage: 0.00 e

- You can allocate a specific allowance % against a correspondent file

o The allowance will be deducted from fees debited on the file, according to the percentage
chosen

Addrezzes and Phone Mumbers:

-» Client's main address e

- Use the Addresses and Phone No’s dropdown to insert more types of addresses per file, e.g.
o Sheriff address
o Correspondent address

o Account payer’s address

Defendant type: | Major Male Person ~

- Select the Defendant type to describe in summons



Matter type: | Debt Collection e

- Matter Type - select from the list to allocate specific type to the file

o Reports can be viewed according to the filter for specific file types

Date/Period of Causze of Action:

| Services rendered |

- Type the Cause of action to merge in Court documents

- Photos, Images, Graphics and other documents can be uploaded and saved per file. When you
create documents and Invoices in the program, it will be saved automatically on the file and can be
viewed and reopened from the dropdown list

o Photos, Images, Graphics and other documents can also be uploaded to a specific file

Click the ... graphic next to the Blob list:

Photos, Images, Graphics and other documents:
BLOE - List is empty! v |l

The screen will display:

STORE LARGE AMD EXTRAORDIMNARY DOCUMENTS

File Humber: BFO200 Ok Search Names

| List of existing BLOE Documents

I v

Document bpe: phg ~

Search far files in: Lizt of pozzible files: |

[ C:\pglewprotBFO200 || search I |

Marne of Document to stare: J

| tariage Cerhificate. pdf | Show Doc k. Contract documents -

Category or Clazs: | Images / Beelde e File: Type: |
Central Divorce Court w i

Dezcnption and Purpose of document: -

| tdariage certificate | |

Save End Change Delete Email

- Complete the file number and click OK

- Choose the type of document that you want to upload, e.g. png for graphics or pdf etc.



- Type the path where files are stored (the program will automatically insert the folder for the
specific file), but edit if not correct

- Click Search —the program will display all documents in the folder in the List of Possible files
o Select the file to be uploaded

- Name of documents — Type a name for the specific document that was uploaded

- Click Save

- The document is now saved on the file and appears in the dropdown list:

Photos, Images, Graphics and other documents:
06-07-2017 - Manage contract w

- Toview the document, select from the dropdown list

Uszerin Charge of File: | 239 % LADMIN * Userl -

- Select the user that opened the file from the dropdown list
o Various reports exist regarding users

Maote or Mezzage:

b atter description:
| Debt Collection |

- You can type any note or message regarding the file
o This can only be viewed on the system, and your client will not be able to see this note or
message
o E.g. Client’s birthday

- Type the matter description. This will also appear on invoices

Falder of thiz file:
o/ palexpro

- All documents created for this file will automatically be saved in the folder specified

» ThisPC » Windows (C:) » pglexpro » BFOS00

Fat

]

ks Mame

Wiz M11131127BRFASE.RTF
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Debit instruction fee

Drehit Instruction fee: B[] 200

When opening a file, an instruction fee can be debited automatically
o Mark the highlighted check box and type the instruction fee amount
o Assoon as the file is saved, the instruction fee will be captured

Mark the checkbox: Client Authorised Electronic Payments?[4 i the client has authorised to receive
payments electronically

Pay Mo | |
Employes Mo | |

Type the Debtor’s Pay and/or Employee number if applicable
Other file numbers where this numbers appear, will display next to the number in the dropdown
list

Click Save to save all new or edited information

Click Iil to see all addresses saved on the file:

ADDRESS AMD TELEPHOME REPORT

[ Court 10 | DROO0Z: DR ALBERTS *BOTHA.

L4

Type of Address Mame of Addreszes Address

40

Phone Details Owner of Phone Phorne Mo's




3.2 Create clients

Although the name of the function is to Create Clients, the function can be better described as opening a
template file for the client

The file is not created with a file number, but as a template to use to open new files. The template will be
saved with a Client Code

All debtors/matters, belonging to the specific client, will have the same client code
Where to create the Template account:

@ (W 2 2

Client Files Dokumente Documents SMS | Email Reports /Searc

Open / Amend Files F5 Create Clients Shift:
Diarised Files Ctri+A Export Correspondent Matters

Week Diary Import Correspondent Matters

Mail & documents Shift-F9 Text file Imports/Exports

Or use the Shortcut key: Shift + F12

The screen to create the Template will open:
NEW CLIENT DETAILS

Clignt Code: I:l Ok

- The Client Code is a unique code for each client to separate from other clients. The Client Code will
also be added to each of his sub matters (debtors) to be able to group them together for the Linking
and Setoff

- Although it can be any 6 characters, it is advisable to use the same Client Code and Main Account
number for each Client

o E.g. DR Alberts is your Client with Main Account as DRO000
o Create the Client code for Dr Alberts as DRO0O00

o It will be easier to remember and control if both are the same numbers

- Type the Client Code and click OK

o The message will display that the Client does not exist.
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Client Code; DR 0000 Ok

Client dogs not exist. Open’?

st b

a_nt (T

ir Cligt
Tamb ralb AA- T T D-u-u-u -

Yeg Mo

o Click Yes to Open

o Complete the remaining info

= This information will pull through on new handovers/debtors and the more info
completed here, the less will be needed when new handovers/debtors are opened

MEW CLIENT DETAILS

List of Clients:
Client Code: DR 0000 Ok Mo Client Choice.
Client surnarme/narme: | DR &LEBERTS | List of Groups:
Firzt names: | |
Client initals: ] Clert Tite:| | Sl frper SR EE

. — Urknown type ~ | Mo Choice
Plaintiff A8 pplicant: | DR ALBERTS
Plainiff's ozcupation: | | Client b ain Account: Firzt Action:
DROO0D s

Plaintiff's |dno: | |
Client contact: | | Far Clients orly .| Get Capital from Litigation ar Accounting?
Clierit ref. /ld: | | Fayaver agreement; Auto Past Col Com:
Our reference: | | Mo agreement e Our client's language:
Telephone Mo | 012 569 543 | Interest agreement: Fees: Debit or Stare: III
Cell Number | 082 538 4569 | No agreement ~ Add VAT to fees:
Fax Number: [ 012569 £555 | Group/Section: I:I Monthly Statement? ]
Client's email: | infoi@dralberts.co.za | Group Code: Payment date;
Client's bank: Absa Bank v Gae Hourly Fes tarift: R o

Bank account no:
Branch code:
Account Holder:
Income T ax Mo:

Ciomnmission

| Posztal address:

| End | Po Box 156
| Delete [ MONTANA
- [ 59

Interest Rate Changes Sheet addiess:

o

D o
o
=
=

s

| _ Replace Clisnt detail in Main Fils | B00 Zambesi ave
nterest rate:
- : | Montana
Accaount bype: Client's main address | 15
Client's WAT nio: | 4062548855 |
- take a note: | Send monthly invoices after setoff journals
Client's Letterhead: Q0000000
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- Complete relevant info for the Client

- Click Save

The name of the Client will now display in the list of Clients

Lizt of Chents:

Mo Client Choice, w
Ha Client Cheace, "~
DROOOD = DFE ALBERTS

< »
PTEFAT e FiE TipeE:

The Client’s Template has been created and can be used to open his sub matters

- You also need to open the Client’s Main Account, as only the template exists

3.3 Export new files to Accounting

The next step will be to export all new files opened to the Accounting program to be able to post
transactions

No transactions can be posted in accounting, while the file hasn’t been imported from Litigation

Where to export new files:

¥4 e 4 @ F

Accounting Functions Statements Fee functions Maintenance Help m::-:dll-:
| Account numbers ]

Mames: Accounting E]

Fees: Accounting £}

Bookkeeping Account Balances

Search Transaction Amounts

Exports to Accounting ¥ Fees to Accounting by file

Imports from Accounting Ctrl+B Fees to Accounting by dates

Message to Accounting Some Stored Fees to Accounting
Enjoy your day Charmair Mew Files ShifteC
Tieadau 1% Fahremne 20 Faatoo Foon

Flifs . Fu

The firm needs to decide the following regarding the export of new files:

- How often to export new files, e.g. daily, weekly
- Who will export the new files
o Will each user their own files
o Will one appointed user export all users’ files
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Exporting new files:

| FILES TO ACCOUNTING
First File: | Group: | Wa Choice v 3 | 4 :
Last File: Ihzome account: | Mo Choice - |ncome Accounts Lf' ~| | 2 b
IJzer List Ma Chaice - Users 2 “w Client name: | & |
| T End More Print Text file
Mame of Client Accaunt 1st Party 2nd Party h atter
HUGO BFO500 HUGO 1
AN DER wWalLT BFOROD e
1. Type the range of new files to be exported by selecting the First and Last File or leave on default to

export all new files, regardless of file numbers

2. Select a specific user’s files to be exported or leave on No Choice to export all users’ new files

3. Select a specific group’s files to be exported or leave on No Choice to export all groups’ new files

4. Select a specific fee earner’s files to be exported or leave on No Choice to export all fee earners’
new files

5. Type a client’s name to export only specific client’s files or leave blank to export all client’s files

6. Amount of new files to be exported according to selected filters

7. Amount of current files opened in Litigation

8. Name of temporary file where files will be saved, and used to import new files in Accounting

Each user has their own unique temporary file and is saved according to the User’s unique ID
9. Click OK
10. All new files opened will display in the list and is already exported
Do not click OK again — this will create problems as the system will try to export new files again

As soon as new files displays in the list, they have been exported
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4. Diary

4.1 View diarised files

Client Files Drokume:
Open / Amend Files

Week Diary

-

The diary is used to view a list of files diarised for a specific day/days, to do actions on the file and set new
diary date

DIARISED FILES

First File: DaA0000 List of Clients: | Mo Clisnt Chaice. - User List Mo Choice - Users ~
Last File: DR3333 Status: | Mo Choice ~ Client name: Matter type: | Na Choice ~
Starting date: 07-01-2000 I:I .
Ending date: T3 0o20n Income account: ZF0O010 * JOHN DOE ~ —azlagllen s da}ls Ll
naing cate: a Blocked amears? [
Giroup: MoChoice | Ok | End Maore Print/PDF | Text file [ Count 2 Status, not last Adtion? [ ]
File Diary Date MName of Client 2nd Party Date
DRO0DO4 12-10-2017 DRALBERTS CILLIERS
DRO200 12-10-2017 DRALBERTS PIETERSEN
DROOOO 07-12-2017 DRALBERTS HOOQF LEER 07-12-2017
DRO00O3 19-02-2018 DRALBERTS BOTHA 30-01-201¢

- Choose the range of files to display by typing the First and Last File numbers

- Select the period in which to show files, by entering the Starting and Ending date
o Only files diarised for this period will display
o If you leave the Starting date open, the system will default to 01/01/2000 in order to display
all files diarised but not yet worked on

Select additional filters:

- Group: will only display selected group’s diarised files

- List of Clients: will only display selected client (Clients opened by using the 3.2 Create clients
function)

- Status: will only display diarised files with the specific status

- Income account: will only display diarised files for a specific fee earner

- User list: to display only diarised files, opened by a specific user

o This user had to open the file

- Matter type: only files opened with this specific matter type will display

- Client name: type the name of a specific client, to only display their diarised files.

- Latest action>45 days: select to only show diarised files which last action was done more than 45
days ago. You can change the default amount of days
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- Status, not last action: select to only show diarised files whose last status, and not action, was
saved more than this amount of days (latest action>45 days)

Click OK
All files within selected filters will display

- You have the option to print the list or merge to PDF/Excel file

4.2 Work on diarised files

After opening your specific list of diarised files, you can right click on each file individually to open their
Control Panel

Various functions can be done directly from the control panel

See below: 5. File Control panel for more information

5. File Control panel

The file control panel opens a screen with various functions to complete actions on a file
All functions in the control panel, is also available elsewhere in the program

Where to find:
The control panel is found by either:

- Right click on file in the diary list
- Select the short cut on the main screen

Reminder List

Contact Us

Send Messages

Read Messages(0)

File Control Panel
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Click File Control panel or right click on diarised file to display the screen:

CHOICES OF ACTIONS

File: Murnber: EFO100 Client's refer: | Choices:

Client name: | BOTHA FREDERICK | Diebt Collection () Litigation (@) 2l Other ()
Parties: | FREDERICK BOTHA * SUSANNA BOTHA | Actions List This Action is also Status? [
Debtor's Phone No: [ * 012 654 9874 * 081 32987]  Income account [ZFOC10_ | | 3RD PARTY PRETRIALS IN GAUTENG * 476 v|
Latest Action: | 13-02-218 || Dlagy.: draft divorce summons: regional court ; 22-01-2013 | Save Action
Diary date: I_ Date in Report: I:l Status: | Letter of demand: add a+c costs. 1 # DEMAND V|
Make Inactive? L [0 DRAFTING COURT DOCUMENTS v|
Block Arrears in Dian? Il . | BLOB - List is emptyl > |
Recommended Options: End | = i |

Demand Phone Call - |
_Stu:np

Feceipts

MHotes Appaointments
Hiztor Send Email F'a_l,lm_ent& Court D ate?
L ta Clignt '

. . Creditor g
File Details Statement Request File

Anrear Payments Debtor TakeOn
. Documents
File Faldar

Send a SMS5 SMS Report

Fee Repart

Action Date: | 13-02-2018
ADDRESS & PHONE DETAILS A Super Seaich Fioad Messae Jf Serd Messags

Wiordprocessaor

Debtaor's . . . :
Statement [ebit a Fee Give Instructions Promize to Pay

Print Account

- Type the file number and Enter or press the TAB key
The following information will display:

- Client name

- Parties

- Debtor’s Phone number, including telephone and cellphone
- The Z-fee account of the fee earner on the file
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Additional information

- Latest action
Latest Acticn: 11302-2018 || Dagy.: draft divorce summons:regional cout : 22-01-2018

o The date and description of the last action on the file will show
o This will be added/amended automatically as actions take place on the file
® You can also select a specific action to save from the choices:

Choices:
Debt Collection () Litigation (@) Al Dther O
Actions List This Action is aleo Status?[]

| 3AD PARTY PRETRIALS IN GAUTENG * 476 v

Select between Debt Collection, Litigation and All other
The specific types of actions will display in the list of Actions
Select the specific action to display in the description

O O O O

You can also type your own description or action that doesn’t appear in the list

| Own actior|

| Save Action

o Type the action and click Save Action to save on the file

- Diary date
o The date will show as saved when you opened the file

o When you click the ... button next to the diary date, the amount of days in your user setup

will add to the current date

- Address & Phone details will show all saved on the file

ADDRESS & PHOME DETAILS
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- Status will show the file’s current status
Statuz: | Mew matter opened: proceeding © Ex5E3 '

o Select the current status from the dropdown list and save

- Drafting court documents:
DRAFTING COURT DOCUMENTS ~

o Select the type of court document to draft
o The screen to create the specific documents will open

- Blob list: Documents saved previously will display in the list where you can select to reopen
BLOB - Lizt iz emptyl e

- Create letters by selecting the type of letter from the list

Letters W |

Various other functions:

5.1 Search files

Super Search

Use the super search function to do searches according to:
- Debtor’s name
- Defendant’s name
- Client’s name
- Creditor name
- All names
- Client contact name
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SUPER SEARCH FUMCTION

Mame: | BOTHA | Fazt Mame Searches Filters
| Defendant's Mame v | | Mo Choice - Income Accounts w |
i I
General Searches Group:
Firgt Mumber: # | - |
Last Humber: .
st e | Search | | End ‘ Mare Print Text file | a

- Select the type of name to search
- Type the name in the Name field

Click Search:
SUPER SEARCH FUMCTION
Memes | BOTHE | Fazt Mame Searches Filters
| Defendant's Hame ~ | | Mo Choice - Income Accounts o |
General Searches Giroup:
First Murnber: If | v| Inactive files? []
Lazt Murnber: .
A umRer | Search | | End | More ‘ Print ‘ ‘ Text file ‘ | 2
Debtor Account Reference Farties Clie

- All files with this name saved in the specific field, eg. defendant’s name, will display with more

information

You can also search General searches, including:
- File numbers (One or more)
- Part of any name
- Client reference
- Words and Phrases
- Towns, streets, postal codes
- Phone and cell numbers
- Debtor’s id numbers
- Case number

E.g. select Client reference, type the reference number and click Search:
SUPER SEARCH FUNCTION

Name: Fast Mame Searches Filters
| L | | Mo Choice - Income Accounts w |
Imitialz: . .
General Searches Group:
First Mumber: | 123 | I-I— | Cliert P eferenice - | Inactive filez? ]
Lazt Mumber: 123 -
At et | | ‘ Search | ‘ End | Mare | Print | | Text file | | 1
Debtar Account Reference Farties Clie
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5.2 Notes

Maotes

Use the notes function to make notes and read previous notes on files

Some notes will display automatically, e.g. when SMS messages are sent from the program, the date,
sender and message will display

The notes function is also on the menu:

Open / Amend Files F5

Diarised Files Ctri+A
Week Diary

Mail & documents Shift+F9
‘Attend to' Files! Shift+F7

File Notes

Type the file number and click OK

FILE MOTES

"0 | e | saw ] P | Teuse | sconames | raron | Deotares

Clignt: BOTHA FREDERICE F
Parties:: FREDERICK BOTHA = SUSAMNNA BOTHA

Case description:

05-03-2018 | | 012 965 3216
_

All previous file notes displaying Date, time, user, and message will appear on the left

New notes must be typed on the right

Click Save to save new notes

Important: existing notes cannot be deleted. This is for security purposes
- Click Print to print notes

- Notes will be printed directly
- Click Text file to merge notes to Notepad
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Motes 1:
Motes 2:
Motes 3:
Motes 4:

O]
()
()
L

- You can use 4 different note sets, e.g.
o Note set 1 for client notes
o Note set 2 for creditor notes
o Etc.

- The default will be note set 1

Teller:

00:00:00

Stark

Stop

Use the teller to start and stop time spent on a file

- This helps when you need to debit fees on an hourly tariff to ensure the correct amount of time is

recorded

Debit a fee from the notes function

Debita Fee
DEEIT A FEE
File Mumber: 22 Telephone callz per & ming by Attarney
Fee Date: Allowance percentage: oo s
Fee minutes: T ariff per Hour: R
Tranzaction Description: | Fee phone calls: - 10 min| |

|ncome accaunt: ZFamao

Reference: £33
Fees: Dehit, Stare:
VAT choice:

Mo Choize - Income Accounts

Debit tranzaction: R 25000 |
o —

WAT Excluded

Ok

End
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- Complete the fee information:
o Type of fee from the dropdown list or type own fee description

Date
Minutes and hourly tariff
Allowance percentage, if any
Z-fee account — should display automatically but can be changed
Reference
Select Debit or store — see The differenct between Stored fees and Debit Fees
Debit transaction is the fee amount and will be calculated by the amount of minutes and
hourly tariff

= This amount can be changed manually if not charged per hour
o Click OK

© O O O O O O

The fee will now be captured on the file

Capture a Promise to Pay

FROMISE
TO PAY

You can also capture a promise to pay
PROMISE TO PAY

File nurmber; BFOTOO Display Faper:

Paprnent 0 ate: DEBTOR
Promized Arnount Fi| 100.00 |
Fromize Type: T elephonic Promize [marthly)] e

Save End DevitaFes = -POa® ;gsg:ti lé?;;tf Update F5?
Payp Date Real Date Praomize Type Amount Promized
13-02-2018 | 13022018 | Telephonic Promize [monthly] 100.00

Complete all details for the Promise to Pay and save

- You can view a Promise to pay report
o Reports/Searches, PTP report
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5.3 History

Higtary

The history shows all previous actions and/or status changes made on files

FILE HISTORY
File Mumber: | 3 AL DOCUMENTS v] | Astions!statuscs:
Starting date: ! 8 Shatuzes: )
Ending date [ ok | End = Mo | Prnt || Textfle = Amend |Both? ®

Date Diam Date Code Status Deszcription Uszer Id

- Type the file number

- Select the period to show history, by selecting the starting and ending date
- Select to see Actions only, Statuses only or both

- Click OK

- The information will display

The function is also found in Reports/Searches:

Reports/Searches  Accounting Functions
File numbers
Super Search
All names
List of Debtors

Client name
Plaintdff
Defendant
Client reference

Words & Phrases

Archive Words & Phrases

Towns, Streets, Postal codes & Phone Nos
Archive Towns, Streets & Phone Nos
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5.4 Debtor statement

The debtor statement is used for debt collection matters to give a statement to the debtor, showing the
amount still due. The balance is calculated by adding costs and fees to the Claim amount and deducting

payments received

To ensure the statement to calculate correctly, you need to have the following completed:

- Claim amount
- Interest date and interest rate

STATEMEMT OF DEBTOR'S BALANCE

(eFOi00_ | Ok | End |

| Client BOTHA FREDERICK F Mnr
| Parties: FREDERICE. EOTHA * SUSANHA BOTHA

File Mumber:

withaut Final Col. Com? [
Load Accounting [+

Capital / Balance: R 1.300.00 Capital:
Frogram Capital? (O]
Interest rate on balance: 15.50 | & Use Accounting CapitalZ_)
Interest date: 09112017 Balance is alsn Capital? ()
Ending date: feoz2mz | [ Display | | PrintPDF | | Text file

| | Active File! - FTF DEETOR: R100.00

Description:

Tranzaction date;

T e
Add New

Debit tranzaction R 0.00
o0

Mew Mora Rate? [ Add Allowances? [

Interest changes? [ ] Add client tansactions? (1| | atalment

Plus Stared Fees? [~

Credit tratzaction B

- Type the File number and click OK
- The file details will show:
o Capital/Claim

= Select which capital amount to use:

Capital:
Program Capital? ®
Use &cocounting Capital 7
B alance iz also Capital? ()

o Interest rate
o Interest date

o Ending date — will default today’s date

- Click display

D ate Deszcription

Dehit Credit Balance

- The program will show the capital, interest, fees (accounting and litigation), payments received and
collection commission with the total due by debtor
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Additional filters:
There are additional filters to use, if needed:

Manually

D escription; | Additonal entry o digplay on debtaor staternent

Tranzaction date: | 10-02-2018 | 7 SR
Debit tranzaction B 210.00

] . Manuall oo
Credt tranzaction B ¥ Say

o]

Use this manual entry to add items to the debtor statement, not yet captured
Type information and click Add new

The entry will display in the debtor statement, but only temporarlily

It will not be a permanent entry

without Final Cal. Com? [«]
If marked, the final collection commission will not be added to the debtor statement

Mew Mora Rate?

By default, the interest will be calculated according to the current interest rate saved on the file
Mark this option to ignore the interest rate saved on the file, and to use the current new mora rate

Add Allowances?
By default, when fees were posted with allowance, the fee amount shown on the debtor statement, will

be the nett amount, less the allowance
Mark this option to add the allowance amount and show the gross amount

Load Accounting

The option will be marked by default in order to also display transactions posted in accounting, eg. trust
receipts

Interest changes?
Mark to have the debtor’s balance reflect all the different interest rates

#dd client trangactions?

Client transactions are transactions posted in Accounting for the Client’s account and not the debtor’s
account, eg. trust electronic payments to clients
- This payments/transactions should not reflect on the debtor’s statement, only on the client’s
statement
- The program will by default not show client transactions
- It can happen that the bookkeeper do an incorrect selection in accounting when capturing
payments, etc. and it reflects as client transactions and not debtor transactions
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o If his happens, you can select to add client transactions in order to reflect the transaction on
the debtor’s statement

Pluz Stored Fees?

This will be marked by default in order to reflect stored fees captured in litigation

Inztallment

This will show the amount of payments that the debtor will have to make to pay his debt, according to the
claim, monthly payment amount, and interest
- You will also see the minimum monthly payment needed to settle debt in 5 years
- This calculations is only according to current claim, fees, costs etc. and will change when new
fees/costs are added

The following information will display:
BFO100

MHumber of Payments: 171
Lazt Payment Date: 31-12-2018
konthly Payment of B150.00
Total of Pavments: R1.650.00
Minimum Inztallment for & pears. R712

Ok

5.5 File detail

The screen will open to see all file details in the Open/Amend screen - 3.1 Open/Amend Files

5.6 Arrear payments

The function gives a report on monthly payments due by the debtor according to his agreement
Type the file number and click OK

The information will be displayed from the file details:
- Claim / balance
- Interest rate
- Interest date
- Monthly payment
- First payment date
- Ending date
If this details wasn’t saved on the file, you will have to complete here

Click OK
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The debtor’s payment status will display:

DEBTOR'S PAYMEMNTS STATUS

File: Nurnber BFO00 I SUSANNA BOTHA
| Client BOTHA FREDERICK F = Group: EGSK * Tek 012 955 3216 * Client's refer: 123 Active Filel | 1
| Parties: FREDERICK BOTHA SUSANMA BOTHA * Casze description:
Capital / Balance: R 1,300.00 tonthly payment: R 150.00 Ending date: | 14.02:2018
Irkerest rate on balance: 16.50| % First payment date: m-01-2m8
Interest date: 03-11-2017 :
risies dae ok | End | Mo Print | Textfile |
[rate Dezcription Inztalment FPaid Statuz ArnoLnt

5.7 File folder

Documents merged on a file, will be saved automatically in the file’s folder on your computer or network
Use this function to open the file’s folder and view all documents saved
Type the file number and click OK

The path will show:

G0 TO FOLDER OF A FILE

File Mumber: BFO100 Ok e

|[BOTHA FREDERICK. F Mnr
|FREDERICK. BOTHA * SUSANNA BOTHA

Lizt of existing BLOB Documents

BLOE - List is empty! v
Fath of Folder:
| c:/pglexpro/BF 0100
[EXISTIMNG Folder
Folder End

Select Folder to open the folder with all previous documents:
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This PC » Windows (C:) » pglexpro » BFO100

Py

" Mame Date modified Type Size
"= BETMAGGOM23.PDF 23-Feb-1711:34 AM  Adobe Acrobat D... 2KB
| draft divorce summons_DIY. 13-Feb-18 2:536 PM Rich Text Farmat 178 KB
M| M021314555UM_DIV.RTF 13-Feb-18 2255 PM  Rich Text Format 185 KE
M| M021314565UM_DIV.RTF 13-Feb-18 2:56 PM  Rich Text Format 185 KB
M| MOB0112165UM_MGSD.RTF 01-Jun-1712:16 PM  Rich Text Format 126 KB
| MOG020837MIUDG.RTF 02-Jun-17 &:37 AM  Rich Text Format T0KE

The function is also available in the Documents menu:

3 ‘ ‘
a | K/ =t |
.L‘ l;ﬂ s 5 :
Documents SMS | Email  Reports/Searches  Accounting Functions Statements Fee
Debt Collection Ctri+D Checking Documents & Letters
RTF rh
Mag Court Summonses CtrieP W ;me 3 £
i
Mag Court Notices Ctri+Q it ol ot
Mag Court Other Docs Ctri+R Spreadsheet
Batch Summonses CtrieU Send batch Emails
Credit Act Documents T
. Email Report
Regional Court Summonses
Regional Court Notices File Folder Ctrl+ O

PR S

5.8 Quick report

Use this function to merge a report of all actions/history on a file to PDF format
You can email the report to the client

5.9 Appointments

Use this option to create new appointments
- Appointments can be assigned to specific users by selecting the username in the dropdown list

- The diary can also be loaded directly from the Main screen if you right click anywhere on the main
screen
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DIARY APPOINTMEMTS

Uszer: Dray: k anth: Year: [rate:

|
L

13 ~|_Tuesday ||February v|l2018  [13-02-2018 _| No Appointments.

200 10:30

F4 Report

Acc. Names

14:30

1100
Debit a Fee

Text file

15:00

11:30
File Motes

End

15:30

12:00

ik

16:00

LTS =
Back Forward 1230 16:20
Mo Appointments.

13:00

17:00

14:00

17:30

List of All Appointments

Type appointments and click Save
To see new appointments, click Search and Load

- To assign a task or meeting to a specific user, you can select the user name from the list of users

o Click Search& Load to see the specific user’s diary
o Add entries and save

To view a list of all appointments for all users, click the button below

Listof All Appointments

The list will display with the appointments for all users

| v
LADMIN, 299, 15-02-2018, 1500, Meeting: Opponent firm for AB0900. Our boardroom, 299, 15-02-2018 §~
LADMIN, 299, 15-02-2018, 1300, Lunch meeting - new dientsPachas Restaurant, Z99, 15-02-2018
LADMIN, Z99, 15-02-2018, 1130, Cnsultation - Mr van Graan, 299, 15-02-2018

LADMIN, 299, 15-02-2018, 0900, Appointment - Adv Beyers, 299, 15-02-2018

USER2, G02. 15-02-2018, 0730, Meeting for user2, 299, 15-02-2018
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5.10 Send email

Emails can be sent directly from the system’s email program or you can connect to your Outlook program

. . Send Email
The message will appear when you click the button

OUTLOCOK OR LEXSMTP? *

Mezzage by means of OUTLOOK? (]

Mark the checkbox to open your Outlook email program or leave open to send via the Lexpro
program

If you mark the option, Outlook will open with the client’s email adress and File number, parties as
subject

- If you close the message — you will be able to send email directly from Lexpro

Message Insert Options Format Text Review Help

e P )
D Calibri(Boc= |11~ A A =+ iz~ & HE)
Paste I u a¥. v |= = = &= 3= | Addre
- ¥ Format Painter = '& - - | — Baal
Clipboard P Basic Text a M
To.. fbotha@gmail.com
Cc...
S5end

Subject File:EF0100 FREDERICK BOTHA * SUSANMMA BOTHA

- Type the message to be sent

- Attach files if necessary

- Send the message as normally with Outlook

- The message will display in Outlook’s sent items
- Replies will display in the inbox
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If you don’t choose the option to send email with Outlook, and close the message, the screen to send

email from Lexpro, will open

SEMD AM EMAIL

File Mumber: |

| Client; BOTHA FREDERICK F Mn

| Parties:: FREDERICK BOTHA * SUSANNA BOTHA E

| Case descrintion:

File's Ermnail addresses: Client * fbothal@grmail com v &

List of Messages: A repart attached > L
Heading: REFORT S |
ClosingWords: | Wenw/Rief: BFOT100 & v

M eszage: | Characters: B9

Send Email to:

fbothat@gmail. com

Search for Files to attach in:

A report i the matter FRECERICK. BOTHA and SUSARMA BOTHA iz enclozed.
LE=PRO SYSTEMS

Tel: 012 345 4510 1

Wemw/Ref: BFO100

Save Email in file Motes? [ 12
Fee description:

| T
ST —

Type the file number and click OK
The file details will display

PwwnNeE

This message will display in the message box (number 7)
Type the heading for the email
6. Choose the closing words for the email message

o

Select the email address from the file to receive the message
Select a message from the list of messages (you can also type your own message)

o/palexpro |

022FDF.LOG 9

Search &

A

"c:/pglexpro/022P0F.LOG" ]

Other Email addresszes:

|4 Send Cancel

- the closing words will be drawn from the user setup and file details

- e.g. Firm name, contact details and file reference
7. The selected message will display with the closing words
- you can also type your own message
8. Files can be attached from the specified directory

- The system will default to the directory where the program is installed
- type the path for a different folder if the attachment is saved elsewhere
9. a list of all available documents in the search directory (8) will display

- select a file to attach

10. The selected attachment will display
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11. a fee can be debited while sending the email

- type the fee description and amount

- the fee will be debited when you click the ‘send’ button
12. Mark the option if the email message should also be saved in the file’s notes
13. Click send to send the email, and debit the fee if applicable

5.11 Debit fee

Use the option to debit a fee on the file
This is the same function than debit a fee when doing file notes - 5.2 Notes

See *** debit fees*** for more fee debit options

5.12 AOD / Acknowledgement of debt

To create an AOD for the debtor to sign where he acknowledge the debt amount and agree to pay a
certain amount every month until the outstanding amount is paid in full

DEET DOCUMENTS
File: Murnber: BFO100
Creditor: | FREDERICK BOTHA |
' Debtor [ SUSANMA BOTHA |
Debtor ID/Pay Ne: | E901050020081

Debtar Employment Address: Document Choices:

| 49 Sovereign Drive | ADD.RTE >

| Route 21 Corparate Park, | Claim Amount: A £ 50000
IREME

| | Interest Date: 03-11-27
157

| | tonthly payment: A 350.00
Uiefic) siite culclissss Date of 13t payment: 01-03-2018

| Reuben Straat 222 |

| Irene | Manthly payrnent day:

| PRETORIA ||ms7 | | first |

Fee descrphion:

| |
FeeATInck  R[  0.00]

- Complete the file and AOD details
- Select AOD.rtf in the Document choices dropdown list
- Click OK. The AOD will merge in Word
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5.13 Print file details / Debtor take-on

Use this option to print all file details, as it appears on the F5 Open/Amend screen
- The printout can be placed inside the physical file
- You can print one or many files’ details

First File: Ad0000
Last File: YZ3399

[aroLp: Mo Choice w M atter type: | Mo Choice W
|nzome acoaumnt: Mo Chaice - Income Accounts e
Client name:

Ok End Print

- Complete the filters:
o First and Last file
= Leave the first file and last file on the default numbers to print for all files
= Change the first and last file to specific range, to print specific range of files
= To print file details for one specific file, type the file number as the first and last file
o Group
= Select group to only print specific group’s files
o Income account
= Select income account to only print files for specific income account
o Client name
= Type Client name to only print files belonging to the specific client
o Matter type
= Select to print only matters of selected type

- Click OK and Print
- The following information will print:
o Client’s personal details

o Contact details
o File history, actions and statuses
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5.14 Documents and images

Use this option to upload documents and/or images to the file’s database
You will be able to open or view this uploaded documents/images anytime

See 3.1 Open/Amend Files for discussion regarding the upload and save of documents and images (BLOB
files)

5.15 Send and read messages

Users can send messages internally related to a specific file

How to send messages:

Send Mezsage

Click the button
The screen will open:

SEMD MESSAGES TO OTHER AMY USERS

Standard Meszages: Lo

0 I e > |[299 * LADMIN * Userl
offor | GOZ = USER2 * Uszer? Phone the debtor for payment i
beszage ta Al [ ] GO3 *USER3 * User3
Date to display if in Future
Diate;| 19-02-2018 b
File rurmber: | BFO1 00 2 Time:| 11:0307
if available.
S ave Message also in Motes? [ % |
|
T
Mote, Repaort or Message: u
Phane the debtar for payment &5
1. Select the user’s name from the list to whom you want to send a message

Or mark the checkbox: Message to All? To send to all users

2. The file number that you are busy working on will display
- type another file number if related to a different file
- leave open if the message is not related to a specific file

3. Mark the checkbox if the message should also be saved in the file Notes
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4, Choose a message from the list of messages or type your own message in 5

5. The selected message will display
You can also type your own message

6. Change the date and time if the user(s) should only receive the message at a later stage
7. Click send to send the message

How to read a message:

Messages can be read, using two different functions:

a. Shortcut button on the main screen

Read Messages(1)

o The number of new messages will display (1)

b. In the File control panel

Read Meszage

Click
SHORT MESSAGE >
| Yo have 1 new message Messages: Click. Dn_Me_ssage {u]
' Sent to you (@) hide it.
Show All Mezsages? ] St 0O
ent by pou File Control Panel
Starting date: 01-01-1985 0
Ending date: 19022018 Show End Print Text file

19-02-2018 11:13:19 -H- BFO100 £39%:- Phaone the debtor far payment ‘ F

- Select the starting and ending date to view new messages
- Click Show
o Only new messages will show
o To show previous messages, click the “Show all messages” checkbox
- You can also see messages sent by you
- Click on the message to hide/delete from new messages
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SHORT MESSAGE

| ou have 1 new meszage. Messages: Click on Message to
Sent to yoL (@) hide it.
Show &l Messages? ] Sorth o m
I— ent by you tr
Starting date: 01-01-1985 : —I c
Ending date: 15-02-2018 Show End Print Text file

2 11:1319 M- BFO100 293:- Phone the debtor for payment

LUSERZ - Remove from "Mew Messages"?

Phone the debtor for papment

- the message will be deleted from new messages and cleared on the Main screen
- you will still be able to see all previous/deleted messages, when you mark the checkbox: show all
messages and click Show

The number of new messages will now change

Read Messages(0)

5.16 Receipts

Shows all receipts captured in accounting for specific period:

RECEIPTS BY DATE : 01-02-2018 - 19-02-2018
Starting date: m-02-2ma Bark Mumber: III
] - I Trust; (@) Business: ()
Ending date: 19-02-2018 Giroup: |
Blelerenee: I:I Incomme accounl:| Mo Chaice - Income Accounts o | | Court: 1
Client nare: | | | Ok | | End | | More | | Print | | Text file |
Azcount Date Description Reference Drehit Credit Balance
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5.17 Payments to client

Use the report to view payments made by the debtor to the client

To capture payments made to client - refer to *** PTC***

REPORT OF POSTINGS IN FEES

File number:

|Client DR ALBERTS

|Parties: DR ALBERTS * BEOTHA

Starting date: 0-02-2017 Start with NIL Balance? [ ]
Ending date: 19-02-2018

Choices:
Al transactions:
Payments / Debits: ()

Fievenue stamps: ()

®

Bl mmlher DRO003 | Ok | | End | | Print Mare Text file | E
Date- A Dezcription Reference  Type Drehit Credit Tatal 0s

- Select type of transactions to view under choices:
o All transactions
o Payments or debits

- Click OK to view the report

5.18 Give instructions

Use the function to give instructions to a specific user regarding the file

GIVING INSTRUCTIONS

First File: Group:

Last File: DRO003 Income account: | Mo Choice - Income Accounts
Client name: | 293 |

User | 2997 LADMIN = Usert | I 1

Description of Instruction:

Diay date:[ 19022018 |

Fleaze zend reminder for payment

| Count: 1

IInstructions to do gaved in Maotes and Messages. Diary updated.

Save End

The file will appear in the user’s diary, on the diary date and in the file notes
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5.19 Creditor statement

The creditor statement is used to see the capital amount due to the creditor and includes the claim
amount less payments received, plus interest (if creditor receives interest)

BALAMCE OWING TO CREDITOR
File number: DRO00Z Ok |
| Partiez: DR ALBERTS * BOTHA, Debt Callection
Capital / Balance: R 5E00.00 Ending date: | 19-02-2018 Add Interest? [#]
Interest rate on balance: 1050
Interest date: 03-05-2017 | Ok | | End | | Mare | | Print | | Text file |
Date Dezcription Paymentz Indebted Balance

5.20 Send SMS and SMS report

How to send an SMS

Send a5kS
Clickthe . |button

The function can only be used if the firm is registered to send SMSs via the program
Contact your Lexpro consultant for more information

SEMD A 5MS MESSAGE

File Number. DROO0G | Thiz File's Cell numbers:

2 | Debtar cell:: 0825429112

[ Cliert: DR ALBERTS

[ Patties: DR ALBERTS *BOTHA | Cheacis ovtdble 250

| Case descriotion: Debt Collection Days to Payment date:
To Cell numbers:[comma separated) Lizt of Meszages:

| 0825429112 '3 | | Demand for arrear payment L}

Message: Clozing words:

E|| Bank: ABSA BAMK, Tak: 654321, Rekening: 654:

List of Other Cell numbers:

8|

Save SMS in file Motes? [+] 6

L0 Diary Date: | 13-02-2018 l ...

Fee description: ]
| Fee 5MS

Fee AT Inc): R 51.30
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N

10.
11.

12.

Type the file number and click OK

Choose the correct cellphone number from all cellphone numbers saved on the file

The selected cellphone number will display

- you can send the sms to more than one number, by typing a, (comma) between the
numbers

Select a message to send from the pre-added messages

- you can also type your own message

The selected message will display in the message box

- or type your own message

- messages can be 459 characters

- if you use more than 459 characters, a 2" sms will send

Choose the closing words for the email message

- the closing words will be drawn from the user setup and file details

- e.g. Firm name, contact details and file reference

The closing words will be added to your message

- remember the closing words are also characters that will add to the length of your message

a List will display of all other cellphone numbers saved on the system (not only this file), that could

also be used

Mark the option if you want the SMS message and sender details to display in the file notes

Change the diary date to a new date to display, if applicable

You can debit a fee for sending the SMS

- the amount will be drawn from the user setup or you can type your own fee amount

- leave the amount 0.00 if you don’t want to debit a fee

Click send to send the SMS

a Message will display that the SMS was sent successfully

View the SMS report

Click

5SS Report

You will be able to view the report of SMSes sent, delivered and if the received sent a reply, you will be
able to view the reply
SMS REPORT

File nurmber: DRO003 | Client DR ALEERTS
Starting date: o-og-2m7 | Parties: DR ALBERTS *EOTHA

Ending date: 130228 | Case description: Debt Callzction

End More Print Text file i

[ate

Cell Mo Mezzage Received Anzwer

21-11-2007 10:42:00 | 27825429112 | “We remind pou of your promize to pay to Dr. AlbertsLEXPRO STELSELSTel 01... | 21-171-20017 10:42:0...
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5.21 Feereport

Displays a report of all debit and stored fees on the file

FEE REPORT BY FILE MUMBER

File numbser EReTnRO0 |

| Client: DR ALBERTS Change &l to Debit

RSB REO T | change alte Store:

Fee Type: |hcome ac:u:u:nunt:| Mo Chaoice - Income Accounts w | Ff?:magz?jgt
Dehit Fees: @] . ] Debit Fees: R 17.10
Stored Fees: 0O Starting date: | 01-03-2016 _
All Fees: ® Ending date: | 13-02-2018 | ok | End | Moe  PrintPDF | Textfle |
[ ate Dezcription Reference  Fee Mo 0/ BR WA T Drehit Tatal

5.22 Court date

Use the function to save the court date on the file:

[T T LI ol R T e T R e N

MATTER OM A COURT ROLL

File number: DRO003 Ok Types of Courtz matters;

'SECTION 65 ENQUIRY v|

Choice of Court: | 39 - Pretoria * MAGISTRATE'S COURT OF P~ |

|DR ALBERTS

|DR ALBERTS *BOTHA

|D ebt Collection

Trial date: 28-02-20148

Maote or Meszage:

Save End
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5.23 Promise to pay/PTP

Capture the date promised by the debtor to make a payment, and display previous promise dates

Click Display to show previous PTP’s

PROMISE TO PAY
File nurmber; BFOTOO Display |F'a_l,ler:
Fayment [ ate: 19-02-2018
Fromized Amount F|| 0.00 |
Promize Type: | Oral Pramize [ane-time) - |
. pdate Lpdate Lpdate ™

Save End Debit a Fee Notes? Report? Diary? Lpdate F57%

Pap Date Real Date Pramize Type Arount Promized i

- or type payment date and promised amount for a new PTP
- click save to capture the new PTP

- Update Notes: The PTP will be saved in the file’s notes

- Update report: the PTP will be saved as an action on the file

5.24 Print account

To send a statement to a client (not a debtor)

B STATEMEMT TO CLIEMT

File nurnber: BFOM0O0 Transaction Choices:

Sl e 07102017 Accauniing onl O
Feez anly: )]

Ending date: 19-02-2018 Accounting and Fees: (@)

Accountiinvoice

Show Mo balance? ] Accaunt: (O]

Add Interest? L] _ Irvoice:

Interest rate; Q0.00] % Statement: Debits only ()

Print/PDF End
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You can print statements only in the litigation program, Tax invoices can only be printed in the accounting
system
- Use this option to print a statement to client, reflecting:
o Payments received
o Costs
o Fees

- Type the file number to receive a statement. The number will default to the file you’re working on
- Select the period to show transactions by typing the starting and ending date
- Show No balance: the statement will start with a 0.00 balance, regardless of previous balance
- Add Interest: mark if interest must be added to the outstanding amount, and add the interest rate
- Choose the type of transactions to show:
o Accounting only: stored fees in Litigation won’t show
o Fees only: only stored fees in Litigation will show, no Accounting transactions
o Accounting and fees: both accounting transactions and stored fees in litigation will show
- Account/Invoice:
o Select whether this should be an account showing debits and credits
o Or astatement showing only debits (no credits)
- Click Print/PDF

Create PDF Statermnents

Print Statements directhy

- Select Create PDF statements to merge the statement as a PDF file where you can either
download, save or print
- Select Print statements directly to print the statements

6. Create documents

The following types of documents can be created:

Debt Collection
Magistrate’s Court:
- Summonses: Single or batch
- Notices: Single or batch
- Other: Single or batch
Credit act documents
Regional court:
- Summonses
- Notices
High Court:
- Summonses
- Notices, other
Letters
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6.1 Debt Collection documents

Where to find:
| o~
| (== (L™
Documents SMS | Ernail Reports /Searches

I Debt Collection Ctrl+D

Ctrl+P

e

Mag Court Summonses

sa - -

Type the file number and click OK

¢ DEBT COLLECTION DOCUMENTS

File Mumber:

H Debtor's Balance ‘

| Client: DR ALEBERTS

| Matter. Debt Collection - Active File!

Flaintiff AApplicant: | DR ALBERTS

Defendart/Fespondent: | BOTHA

Diiamy Date: I_
Interest Date:

Claim Arnount: R

1d Ma in Heading? I

Letter report ta Clisnt? I

Debtar's Title, Initials & Sumame:

| BOTHA |
Debtor's [dentity number:

| 7012010020083 |

Debtar's address in 3 lines & postal code:

| 124 Schoemanstraat |

Income Account | ZF0010
Interest B ate: 1080 %

2nd Claim: R 0.00

T E—

Court choices:
42 - Pretaria * MAGISTRATES COURT PRETI |_

| Pretoria |
| [ [oom |
Debtar's Email: | | |
Judagment costs: F|
! Judgment Date: I:I
| Fee description;
| | A4 Adiustment? (]
! Feet R[ 0.00]  GetalBladsye: Add VAT alculate Allowanc

Avvailable Debt Collection D ocuments:

A.o.d. - Acknowledgement of Debt ~
Aod. -Wwings

Affidawit for Tracing Charges

Agreement to Pay Debt By Instalments
Application for Attachment Order

Application for Garnishes Order

Application in Terms of Section 65{[2]
Application: Emoluments Attachment Order
Certified Copy of Judgment

Callizion Affidavit

Compliance Affidavit

Conditions of 5 ale

Conzent to Emoluments Attachment Order
Default Judgment & Warrant of Execution
Eao Matice to Emploper

Ermnalurments Attachment Order

Emoluments Attachment Order & Section B5)[2] Certificate
Estenzion of Attachment: Immovable Property
Hein Test Template

Judgment By Default Dnly

Letter of Demand: &dd &+c Costs.1

Letter of Demand: Add s+ Costs.1 - Pdf
Letter of Demand: &dd A+c Costs. 2

Letter of Demand: &dd &+c Costs.2 - Pdf
Letter of Demand. Regiztered

Letter of Demand: Reaistered - Pdf

Letter of Demand: 5. 129 MNotice

Letter of Demand: 5. 129 Maotice - Pdf

Letter of Demand: 5.345 Companies Act
Letter of Demand: 5.345 Companies Act - Pdf
Letter of Demand: Schoalz Act

Letter of Demand: Section 56 v
i Detail
List Previous Save Previous
Documents = iz Document?

- The file details will be drawn from the saved information entered when the file was opened

- Complete all relevant information not drawn from the file

- Select the document to be created from the list available debt collection documents
- Note the fee description and amount:
o The description and amount will automatically display when selecting the document
o This will be stored or debited automatically on the file, according to your file/user setup
o Change the amount to 0.00 if you don’t want to capture the fee automatically

- Click OK
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- An additional screen will display for each type of document selected, e.g. letter of demand:
registered

| LETTER OF DEMAMND

Description af Clain;

Profezsional zervices rendered

Frofessional services rendered ~
Drebtor title anly: | M1
Add inztalment agreement™? Show Interest rate in agreement’?

Monthly payment: R 200.00
Drate of 1st Payment; 28-02-2M8a

Fee dezcription:

| Fee letter of demand

Fee MMAT Inc): R 7290 Postage added

Ok Cancel

- Type the additional information for the specific document
- Click OK
- The document will merge to Microsoft Word

BY REGISTERED POST
BOTHA

124 Schoemanstraat
Pretoria

0001

Dear Sir / Madam

YOUR DEBTDUE TO: DR ALBERTS

We act on behalf of DR ALBERTS.

We are instructed by our client DR ALBERTS, to demand from you, as we hereby do, the
amount of R5,600.00 plus mora interest at the rate of 10.50% per annum in terms of the
Prescribed Rate of Interest Act, No 55 of 1975, calculated from date of demand,
alternatively from the date of service of the summons, untill date of payment.

The cause of action against you is Professional services rendered: Debt Collection

- You can view, edit, print
- The document will be saved automatically in the file’s folder



- To save the document in the database as a graphic/document, click the Save previous document

button after the document was merged

Save Previous
] Ok Close Document?

o It will now display in both the file’s folder:
B anare WIewW

» This PC » Windows (C) » pglexpro » DRO003

Mame Date de\i/fiEd Type Size
E5E
W] M02201132PREC_EAQLRTF 20-Feb-1811:32 AM  Rich Text Format 42 KB
s M02201130PREC_EAQ.RTF 20-Feb-18 11:30 AM  Rich Text Format 42 KB
Bs| h02201127LTRRDEM.RTF 20-Feb-1811:27 AM  Rich Text Format 3,844 KB
And in the database for documents/graphics:
| CHOICES OF ACTIONS
File Numier: DRO003 Cliert's rafer: | Cheices:
Client name: (DR ALBERTS | Debt Collection®)  Liigation Al Other )
Parties: | DR ALBEATS * BOTHA | Actions List This Action iz alzo Status? [
| Deblor's Phone o | | Income account: A.0.D. - ACKNOWLEDGEMENT OF DEBT " DEBAG w
Latest Action: [ 20-02-2018 || EAD MOTICE T EMPLOYER | saveAction
IR [12032m8 | [ Dateinfepot| | Status: Letter of demand registered * DEMAND v
Make Inactive? | [0 DRAFTING COURT DOCUMENTS -
e
Block Asrears in Disy? [ 20H02:2018 - E 20 natice to employer - & albe
Riecommended Dpliors: 20-02-20118 - E a0 notice to emplover - o alberls ™
Diemand Phore Cal it 20-02-20113 - Lether of demand: registerad - dr alb

Action Date: | 20-02-2018

I || ADDRESS & PHONE DETAILS

21-11-2N7 - Aarcoek ingevalge adikel BE[1) - d
21-11-27 - Aanmaningsboef: artikel 56 - dr albg

6.2 Magistrate’s court documents

Where to find:

Documents SMS | Ernail
Debt Collection

Mag Court Summaonses
Mag Court Notices
Mag Court Other Docs

Magistrate’s court summonses, notices and other types of documents can be created

Select the type of document to create, eg. Summonses
The screen to create summonses will appear
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Type the file number and click OK

File Humber:

| Client: DR ALBERTS

| Matter: Debt Collection - Active File!

Plaintiff/A&pplicant: | DR ALEERTS

Defendant/Rezpondent: | BOTHA

Auwailable Summonses:

Amear Home Dwners Azsociation Levies
Amear School Fees: Simple Summons
Anear Sectional Title Levies

Bank Owerdraft

Claim Details Annexed

Caollizion: Buyer for Market VWalue
Collision: Buyer for Repair Costs

D et ’_ lireaine et Coliision: Dwner for Market Value
Claim &mount: R 2nd Claim: R 0.0 EIIEH Divorce Summans:regional Court

el g H Court chaices: Foreclosure of Mortgage Bond

Letter repart o Client? U 42 - Pretoria * MAGISTRATES COURT PRETC w [ Boads and Services lendered

Medical Fund Claim

Description of Plairtiff: Dezeription of Defendant: m:::g::;:: E:{t:iz::d Services
GEMERAL PRACTITIONER ~ MaN AT HIS DOMICILIUM CITANDI ~ Mea: Credit Agreement - Special
Plaintiff's address in 3 lines: Defendant's address in 3 lines: tles Cirzell Agsenentis

Plaintif's occupation:

Defendant's occupation:

Mea: Credit Card Loan

FPoBox 156 124 Schoemanstraat Mo Choice

. Oral Money Loan
DG [FirtEi Provizional Sentence: Amear Rental
059 Provisional S entence: Bond

Provizional Sentence: Cheque
Provisional Sentence: Debt Agreement

| Doctor | | Contrackor Rental and Ejectment - Man B esidence
Rental and Ejectment - Mon Residence Ma Interdict
Demand fee on summanz? [ Tunsdiction Fiental and Ejectment - Residence
. . A Rental and Ejectment - Residence Mo Interdict
2 C f Ac
) F_"m Mol ees: ause ol A Io.n © School Fees Summans - Oral Agreement
Fee description: Defendant residez/works ()
| | B&C Adjustment? [ ] “whitten congent 8
Fee: R Getal Bladzsye: Add VAT alculate Alowane List Previous
- Documents

- The file details will be drawn from the saved information entered when the file was opened

- Complete all relevant information not drawn from the file

- Select the document to be created from the list available Magistrate’s court documents

- Note the fee description and amount:
o The description and amount will automatically display when selecting the document
o This will be stored or debited automatically on the file, according to your file/user setup
o Change the amount to 0.00 if you don’t want to capture the fee automatically

- Click OK

- An additional screen will display for each type of document selected, e.g. Services rendered

| GOODS AND/OR SERVICES RENDERED

Date or period of deliveny:
I

Flace of agreement:

Date of agreement:

Parties to agreement:

Date Payable: 03052017

Fee description:

| Fee Surmmons

Fee [MAT Inc): R 154.47
5MS to Client? |
SMS to Debtar? O

Cancel
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Type the additional information for the specific document
Click OK
The document will merge to Microsoft Word

To save the document in the database as a graphic/document, click the Save previous document

button after the document was merged

Save Previous
] Ok Close Document?

o It will now display in both the file’s folder:

+ » ThisPC » Windows (C:) » pglexpro » DROD03

~ Mame Date mud\i/ﬁed Type Size
CkuP M022014285UM_SERV.RTF 20-Feb-182:28PM  Rich Text Format 122 K8
CKUPS Wiz M02201132PREC_EAQ.RTF 20-Feb-1811:32 M Rich Text Format 42 KB
efhoofde M02201130PREC_EACLRTF 20-Feb-1811:30 AM  Rich Text Format 47 KB
i MO2201127LTRRDEM.RTF 20-Feb-1811:27 AM  Rich Text Format 3,944 KB
o And in the database for documents/graphics:
| CHOICES OF ACTIONS
File Nurber Client’s refer:| | Choices:;
et Fia (DR ALBERTS | Debt Collection (@) Litigation () All Othes ()
Parties: | DR ALBERTS = BOTHA | Actions List: This Action is also Status? [
{  Debtor's Phone No: | | Income account A0.0. - ACKNDWLEDGEMENT OF DEBT * DEBAG ~
Latest Action: [ 20-02-2012 || Summens - services rendered || Save Adion
Doy dote: [ Dateinfepot[ | Status: | Letter of demandt registersd * DEMAND v
Make Inactiva? | 0 | DRAFTING COURT DOCUMENTS |
Block Anearzin Diay? [ 00.00.00 + Summans - services iendened +
'\ Recommended Opbons: m | Save I l End | 204022018 - Summins - services rendered - dr a
Demand Phone Call ~| 2H02-2018 - Eao nobce bo employer - o albeits

Action Datec | 20-02-201

20-02-2018 - Lelter of demand registesed - & ab
21112017 - Aarsoek ngevolge artikel GE(1] - d
« darmaningsbried: artikel 56 - or abe

l | ADDRESS & FHOME DETAILS




6.3

Credit act documents

W LA

Documents

5M5 | Email Report

Debt Collection

Mag Court Surmnrmonses
Mag Court Motices
Mag Court Other Docs
Batch Summonses

Credit Act Documents

Type the file number and click OK

MATIOMAL CREDIT ACT DOCUMENTS

File Mumber:

| Matter: Debt Callzction - Active File!

Creditor: | DR ALBERTS | Crecdtor List
Deebtar: [ BOTHA |

Diiary Date: Ihzome Account:

[nkerest Drate: Interest Fate: z

Claim Amaut: R Caze Number: I:I
Id no in Heading? L] Firn no on Docs? [

Debtor's Title, Initials & Surname: Choice of Courts:

| BOTHA | 42 - Pretoria * MAGISTRATES COUR ~ [
|D;Db_|t;;j ILI?:I;I;I::IBE | Creditor's Address in 3 lines:

Debtor's employment: | PoBox 156

| | | MONTANA,

Debtor's Address in 3 lines & postal code: | 0169

| 124 Schoemanstraat

| Creditor's buginess:

| Pretoria | |

fooot |

Dehtor's Emplayer:

| LE¥PRO STELSELS |

Employer's Address:

We act for Plaintiff:
We act for Defendant:

O

| Postnet Suite 144

Emplayer's

| PRIVATE BAG %8

| ELARDUSPARK,

| 0047
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Available Documents:

ARTIKEL BBA[T] KENMISGEWIMNG A
ARTIKEL BRA[2) BRIEF MA VOMMIS

ARTIKEL BRE[3) KEMMISGEWIMNG

ARTIKEL BRJ[Z] SERTIFIKAAT

BEE WERKGEWER KEMMISGEWIMG

BEEDIGDE WVERKELARIMG ARS
BESOLDIGIMGSEESLAGREVEL
BESOLDIGIMGSBESLAGREVEL & aRTIKEL B5J[2) S
BOTSINGWERKLARING

CERTIFIED COFY OF JUDGMEMT

COLLISION AFFIDAYIT

COMPLIAMCE AFFIDAWIT

COMDITIONS OF SALE

COMSEMT TO EMOLUMEMTS ATTACHMEMT ORDE
DEFALLT JUDGMEMT ARRAMT OF EXECUTIO
EAQ MOTICE TO EMPLOYER

EMOLUMEMTS ATTACHMEMT ORDER
EMOLUMEMNTS ATTACHMEMT ORDER & SECTIOMN
ERKEMMIMG YWl SKULD [wiM38]

ERKEMMING Yal SKULD EM AFBETALING

E stenzion of Attachment: immowvable property

Hein Test Template

HERUITREIKIMG: LASBRIEF VIR ERSEKUSIE
JUDGMENT By DEFAULT OMLY

FEMMISGEWIMNG VAN YEREOPIMNG: ONROEREMD
FEMMISGEWIMNG VAN YERKOPING: ROEREND
FEMMISGEWIMG VAN YEREOPING: ROEREMD [2]
LASERIEF VIR ARRES

LASERIEF IR EKSERUSIE

LaSBERIEF VIR EKSERUSIE - SOMDER REMTE
LASBRIEF VIR EKSERUSIE - WERKGEWER

LASBRIEFYIR EKSEKUSIE: ONROEREMDE GOED ¥

Close

The file details will be drawn from the saved information entered when the file was opened

Complete all relevant information not drawn from the file

Select the document to be created from the list available documents

Note the fee description and amount:

o The description and amount will automatically display when selecting the document
o This will be stored or debited automatically on the file, according to your file/user setup




o Change the amount to 0.00 if you don’t want to capture the fee automatically

- Click OK
- The document will merge

6.4 Regional documents

Documents SMS | Email |
Debt Collection

Mag Court Summonses
Mag Court Notices
Mag Court Other Docs
Batch Summonses

Credit Act Documents
Regional Court Summonses
Regional Court Notices

Choose between a summons or notice

Type the file number and click OK

¢ HIGH COURT SUMMOMSES

| ok

File Mumber. | ‘ Debtor's Balance |

[ Client. DR ALBERTS
| Matter: Debt Collection - Active Filel

Flaintiff/&pplicant; | DF ALEERTS
Defendant/Respondent: |BDTH.-’-\

1403eme |
03-05-2017

Income Account: | ZFO010
Interest A ate: 1050 |%

Diary D ate:

Interest Drate:

Clairm Arnount; 3] 5.E00.00 2nd Clairm: R nan
Id Mo in Heading? | Court choices:
Letter report to Client? O 24 - Pretaria, South Africa * In the High Court ¢~ [

Attormey signs Claim Details? [

Description af Flaintiff: Description of Defendant:

Available Summonzes:

Combined Summons

Diraft Divvarce Summaons

Good: and Services Rendered
Goods Sold and Delivered

Ma Choice

Provizional Sentence High Court

ndered
Simple Surmmons
Wwiitten Loan Agreement

GENERAL PRACTITIONER w bAN AT HIS DOMICILIUM CITANDI w

Plairtiff's addrezs in 3 lines: Defendant's address in 3 lines:

PoBox 166 124 Schoemanstraat

MOMNTARNA Pretoria

[ | | |

Plaintiff's occupation: Defendant's occupation:

| Dockar | | Contractor |

Demand fee on summaons? [ T =
| Firm Main docs? Cauge of Action (O
| Fee description: Defendant resides/works ()
i | Fee Summans | A8CAdustment?[] | Written cansent @)

. . i i Save Previo
| Fee: 455.00 Getal Bladsye: DeductVAT | ialculateAllowanc| | LiStPrevious Ok Close SAvE Pr‘_"",':'5
| Documents Document?
I
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The file details will be drawn from the saved information entered when the file was opened
Complete all relevant information not drawn from the file
Select the document to be created from the list available documents
Note the fee description and amount:
o The description and amount will automatically display when selecting the document
o This will be stored or debited automatically on the file, according to your file/user setup
o Change the amount to 0.00 if you don’t want to capture the fee automatically
Click OK

An additional screen will display for each type of document selected, e.g. Services rendered

GOODS AND/OR SERVICES RENDERED

Date or period of deliveny:

Place of agreement;

D ate of agreement:

Partiez to agreement:

Date Payable: 03-05-2M7

Fee descrption:

| Fes Summons

Fee VAT Inck: A 456.00

S5 ta Client? ]
Shk45 to Debtor? ]

Ok Cancel

Type the additional information for the specific document

Click OK

The document will merge to Microsoft Word

To save the document in the database as a graphic/document, click the Save previous document
button after the document was merged

Ok Shr Save Previous

Dacument?
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6.5 High court documents
(A (2
U PA'J

Documents SMS | Emall  Reports/Searches

Debt Collection Ctri+D
Mag Court Summonses Ctrl+P
Mag Court Notices Cerl+Q
Mag Court Other Docs Cul+R
Batch Summonses Cerl+U
Credit Act Documents
Regional Court Summonses
Regional Court Notices
High Court Summonses Crl+ W
High Court Notices Cerl+Y
High Court Other Docs Cerl+Z

- Choose between summonses, notices or other high court documents, e.g. Notices:

- Type the file number and click OK

HIGH COURT MOTICES

File: Mumber: CRO003 ‘ Ok | | Debtor's Balance |

| Client: DR ALBERTS
| Matter: Debt Callection - Active File!

Plaintiff/&pplicant; | DR ALEERTS
Defendant/Fezpondent: |BDTH.-’-\

14032018 ..
03052017

Diary D ate:

Income Account: | ZF0010
Interest F ate: 1060|%

Interest Date:

Claim &rnaunt; R 5,600.00 2nd Claim: R 0.00

Id Mo in Heading? O CaseMumper| |

Letter repart to Client? I Court choices:

Firm Mo in docs? 24 - Pretoria, South Aftica * In the High Court s ’_

Attarney signs Claim Details? [

Description of Applicant: Description of Respondent:

Opparent Attorney: | LE<PRO STELSELS |
Opponent Address 1: | Poztnet Suite 144
Opponent &ddress 2: | FRIVATE BAG X8
Opponent Address 3 | ELARDUSPARE
Opponent &ddress 4: | 0047

| Action; (@ Motion: ()

O]
O

‘Wwe act for Defendant:

|
|
| ‘w'e act for Plaintiff:
|
|

Oppanent refer: |

Fee description:

| Fee filing naotice | A4 Adjustment? [

Fee: R Getal Bladsye:

Deduct VAT salculate Allowano
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Available Wotices:

3rd Party Pretrials in Gauteng

Application for Electronic Service in Terms of Rule 19[3](c
Application for Trial D ate

Application to Compel Digcovery

Dizcovery Matice [bo Rule 35

Long Motice of Motion

Mo Choice

Matice in Terms of Rula 35[1]

Maotice in Terms of Rule (1]

Motice of Acceptance of Offer

Maotice of Appointrment az Attorneys of Record
haotice of Bar

Maotice of Hearing: Summary Judgment

Maotice of Intention to Defend

Matice of Intention to Defend in Terms of Fule 19(3)
Motice of Intention to Tax Bill of Costs

Motice of Remaowal

Matice of Representation far 1036]

Maotice of Set Down of Oppoged T axation
Motice of Setdown

Motice of Setdown - Mormal

Maotice of Setdown - Opposed Mation

Motice of Setdown: Divorce

Motice of Tazation New

Maotice of \Withdrawal

Maotice of Withdrawal as Attarneys

Motice to Amend

Motice to Oppoze

Plea

Pleading for General Lze

Request for Electronic Service A

e Dretail

Save Previous
Document?

List Previous

Documents —

Close




The file details will be drawn from the saved information entered when the file was opened
Complete all relevant information not drawn from the file
Select the document to be created from the list available notices
Note the fee description and amount:
o The description and amount will automatically display when selecting the document
o This will be stored or debited automatically on the file, according to your file/user setup
o Change the amount to 0.00 if you don’t want to capture the fee automatically
Click OK

An additional screen will display for each type of document selected, e.g. Services rendered

FILING NOTICE

Dacument description:

I
Date of Hearing: I:I

Fee deszcription:

| Fee filing notice |

Fee MAT Inck: R 39.90

Ok Cancel

Type the additional information for the specific document
Click OK
The document will merge to Microsoft Word

To save the document in the database as a graphic/document, click the Save previous document
button after the document was merged

Ok S Save Previous

Dacument?

83



6.6 Letters

Letters L]

Range of Documents
List af Courts
General Address List

Save Documents, Photos and Graphics Shaft+0
List of Oniginal Decuments by Date

Choose the type of letter to create

e.g. Letters to clients

LETTERS TO CLIEMNTS

File Mumber:

Letters to Clients

Letters to Debtors
Letters to Employers
Letters to Opponents
Letters to Others

Brimd all racmd ladbare

Ok Ligt of letters:

Acknowledge an instruction - rtf w~

Client name / surname: | DR ALBERTS

Client | ritials: |:|

| Change/AddiDelete

Client Title: |:|

Plaintiff A& pplicant: | DR ALBERTS

| Addreszses for this File:

Defendant/Respondent: | BOTHA, | -» Client's main address ~
Plaintiff's 1d: 1995/20/123 Defendant's [d: 7012010020033 Addresses
Letters
Title. Initialz and Surmarne: and Pictures
| DR ALEERTS |
Address on letter:
| Po Bow 156 |
[MONTANA |Postal code: Diary date; [ 18032018 [
mas v
| - ” - Demand Payment date: | 18-03-2018
E mail Address: | cx(@lexpro.co.za | Summans - services rendered o ]
Fa destination | 017 563 555 | Plairtiff /D efendant A pplicant/R espondent; I:I

Qur client's language: I:I

Opponent reference: |

| Judgmentdate [ ]

Oppaonent telephone: | 012 345 4510

Judgment costs: R

|
Opponent fax: | M2 3456549 | Trial date:
Our reference: [ JOHM DOE |
Opponent PARTY ref: | | Income aceount | ZFINN0 *JOHN DOE -
Gur dlisnt rat.: | | Fee descriphion: | Fee acknowledge instruction |
Belares i . Fee (VAT Ir R Add VAT ?
Muanthly pagment: R Add Postage?
First payment date: Client transaction? ] -
Matter description: | Debt Collection Merge S.?:;i,f,;e:|l-ﬁgs End

- Type the file number and click OK

- Thefile details will be drawn from the saved info on the file
- Complete all relevant information

o Select the letter from the list of letters

o Select the address to display on the letter

o See the Fee amount and make sure this is correct
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o If you don’t want to post a fee while creating the letter, you can change the amount to 0.00
o If you don’t change the amount to 0.00, the fee will be posted automatically when you click
Merge
- Click Merge
- The document will merge and open in Microsoft Word
o If the letter doesn’t open, it could be because of the letterhead not loaded
o Contact your Lexpro consultant to load the letterhead
- To save the letter in the file folder and database, click the Save Previous document button after
merging of the letter

Save previous End

LI E document?

6.7 Drafting a Will

Where to find:

w a2 2 ¢ [

Documents 5M5 | Email Reports/Searches  Accounting Functions Staternents
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Debt Collection Ctri+=D Checking Documents & Letters
RTF Letterhead
Mag Court Summonses Ctri=P o = :
! 'ordprocessor
Mag Court Notices Ctri+Q P
Mag Court Other Docs Ctri+R Spreadsheet
Batch Summonses Ctrl+L Send batch Emails
Credit Act Documents :enu.’.nlisngleﬂEmall
) mail Repo
Regional Court Summonses rhep
Regional Court Motices File Folder (
Client Folder
High Court Summonses Crl='W v ' fold
High Court Notices Ctrle ¥ pcf”t' :T”'D: _IH
) rint File Details
High Court Other Docs Ctrl+Z
Letbers ’ Useful PDF documents
Drafting English Will
Range of Documents

- To create an English will, choose the Drafting English Will
- You can also create an Afrikaans will, by selecting “Opstel Testamente” in the “Dokumente” menu



- Type the file number and click OK
- The screen will display:

DRAFTING OF WILLS

Testator details

File: Mumnber: ABROOOD

1= R Taar=) Ok Testator 1; | BOTHA | Testator 1 |d|
[ Cliert; BOTHA Testatar 2: | | Testator 21dt|
| Parties: BOTHA = End Save

| Casze description:

List of Choices: Change and Save Description:

() Testators

() Executors

() Special Heirs

() The Heirs

() Creating a Trust

- Type the names of the testator(s) and their ID’s

- Continue by selecting the different clauses on the left
E.g.Testators:

DRAFTING OF WILLS

Testator details

File Number. Ok Testator 1: | BOTHA | Testater 11|

[ Cliert: BOTHA Testator 2: | | Testator21d:|

| Parties:: BOTHA =

End Save
| Case description:

List of Choices: Change and Save Description:
(®) Testators Wi I I
One Testator, @ male person w
() Executors
|, the undersigned,
() Special Heirs
|155]
() The Heirs
Identity number: |156]
O Creating a Trust (hereafter called the TESTATOR)
O Guardians presently residing at (Please complete the address here) hereby declare
this to be my last Will and testament and provide as follows:
Y Marriane Clanes

- The information will display
o Change and save all changes
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o Note: although the merge codes display, e.g. |155], the correct information will merge
when you click Merge. Do not change this manually

- Continue this process with all clauses
- Click Merge to open the Will in Microsoft Word

Stare a Will Merge Close

- Click to save the document in the file folder and

database

STORE LARGE AMD EXTRAORDIMARY DOCUMENTS

File Humber; ABDOOO Ok Search Mames

| Client: BOTHA, Lizt of existing BLOE Documets

| Parties:: BOTHA * 27-11-2017 - RTF Testament van BOTHA
| Caze description:

Diocument type: w
Search for files in: Lizt of pozsible fles:
| C:palexpro/ || Search daksfalder] PNG ~
Mame of Document to store:
|l || Show Doc Documents: Mo Type Chogen w
Category or Class: e b atter tupe:
Mo Choice W

Description and Purpose of document;
| Client's will |

Save End Amend Delete Email
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7. Courts

Documents SMS | Email Reports/Searches |

Debt Collection CtrisD
Mag Court Summonses Ctr+P
Mag Court Notices Cti+Q
Mag Court Other Docs CtrieR
Batch Summonses CtrieU

Credit Act Documents
Regional Court Summonses
Regional Court Notices

High Court Summonses Ctrde W
High Court Notices Ctrde Y
High Court Other Docs CtreZ
Letters 4
Range of Documents

General Address List

Use this function to view a list of added courts and to add own courts, not on the list

sgiztrate’s Court, (@) High Court (Cgional Court: ) all Courts () Afr(C) Eng() Both?(®)
Ok End More Add Delete Print

Note:
- High Courts will be pre-loaded by Lexpro and will display
- Magistrate’s and Regional Courts used, must be added
- Courts must be added per firm, and not user
o Courts added by a user, will be available to all other users

E.g. Click Magistrate’s Court and click OK
- The list of courts added, will display
Or

- The message “no records found” will display

LIST OF COURTS

Mo records found!

Ok
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- Click the ADD button

AMEMND OR ADD TO COURT LIST

Court [dentification:

Mame of Court;

Court Details

| M THE MAGISTRATE'S COURT FOR THE DISTRICT OF F'F!ETDFH.&l

Held at:

| Pretaria

Short Court Mame: Pretoria

Addrezs of Court Building:

| Crr Francis Baard & Sophie de Bruyn Street

| Pretaria

| 0001

Regional Court: ()

Telephone No: | 012 319 4000
Fax Mumber: | 036 569 59740
Court setup:
M agistrate's Court: (@) & ()
High Court: ) Eng (@)

Default Court?

Attorney Details:

2

Aftarney signing: | JC du Plessis

Firtn rane: | LEXPRO SYSTEMS

Firm's phyzical addrezs:

| 118 Soversign drive

| Route 21 Corporate Park,

|hene

| 0157

Firrn's reference: |

Firm's Postal address: | FoBox 12234

| Pretoria

| oo

Firm's Telephone no: | 012 345 4510

Firrn's Fau no: |

Email address: | infol@lexpro.co.za

Place of Signature: | Pretorig

1. Court details:

Complete the details that you want to add

"

End Add New

- Court name: type the complete description to merge on the court documents
o E.g.IN THE MAGISTRATE’S COURT FOR THE DISTRICT OF PRETORIA

- Type the held at address

- Short name for the court what will display in your list of courts
- Address, telephone number and Fax number of the court

2. Attorney details:

Complete the signing attorney’s details

- Attorney name

- Firm name

- Firm’s physical address
- Firm’s reference

- Firm’s Postal address, telephone number, fax number, email address

- Place of signature
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3. Court setup:

- Select the type of court
- Select if this should display on Afr or English court documents

4. Click Add new or amend if you edited existing courts
LIST OF COURTS
agistrate’s Court; (@) High Court: Ogional Court () All Courts (O &ft(C) Eng) Baoth?(e®) |
Ok || End | WMoe | Add | Delete | Print | I —
Court... Deszscription Address

The court will be added and will display in list of courts when drafting documents

MAGISTRATE'S COURT SLUMMOMNSES

File Nunmber . Ok || Debtorssatance |

[Chert: DR ALEERTS
[Matter. Debt Collection - Active Filel

Plainiiff#Applicant: | DR ALBERTS [ 1]
Defendant/Retpondent: | BOTHA [T 1 ]
Diay Date: Aqzems [ Income Account:
Intetest Date: 03-05-2017 Intesest Rate:|  10.50 %
Claim dmourt R 2nd Claine R 0.00
Id No in Heading? [ Court cheices:
Leltes report to Client? O ™ |
33 - Pretoia " IM THE MAGISTRATES COLURT
[ RS LR BEENL R P il d
5. Default court
Court setup:
b agistrate's Court: (@) afr (O
High Court: Eng (@)
Fegional Cout () Drefaul Court? [ ] -

To set this court as the default court, you need to change the settings in the user setup 1
- 2.1 User setup values 1

- Choose the court that you added from the dropdown:
CREATE / AMEND SETUP

Firm riame: | LExPRO STELSELS | T

Your Email address: | cz@lenpro.co.2a |

M aqistrate Court: |33 - Pretaria * 1M THE MAGISTRATE'S COURT | ||_
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- Click the marked button:

IN THE MAGISTRATE'S COURT | ~ [ ...

- The change court and address details will display:
CHAMGE COURT AMND ADDRESS DETAILS

Court [dentification: 33

Court Details:
Mame of Court:
| M THE MaAGISTRATE'S COURT FOR THE DISTRICT OF F'FIETEIFEI.-’-‘«|
Which Place?
| PRETORIA |
Shart Court W arme: Pretana |

Address of Court Building:
| Cru Franciz Baard & Sophie de Bruyn Street |

| Fretaria |
| 0001 |
Telephone No: [ 012 319 4000 |
Fax Number: | 036 569 9740 |
Court setup:

b agistrate's Court: (@) afr ()

High Court: Eng (@)

Flegional Cout: () Default Court?

- Mark the option: Default court and save
- The court details will display automatically when drafting court documents

o You wont need to select the court, unless you want to use a different court than the default



8. Fees
Fea funcians Maintefance
Debit Fees F10
Allowance Fee AT
Fee per Page/Folio Shift+F1
Descnbing Fee

Use this option to debit fees manually

Choose between:

- Debiting fees and per time unit
- Debit allowance fees
- Debit fees per page

8.1 Debit fees

PR PR pe—, a Frees

DEBITING OF FEES

Fie Mumber  [DRODBZ_] | Ok End Fee Lists: | Debt Collection Fees 3 v|
Tariff per Hour: R 1500.00 Hours Mo Mirutes No: Fee Diescriptions: | Auctive Filel - Language: English
Fee desciiption: | Fes inshuctions to proceed §, |02 Instructions: R1501 to R5000 @ R200(ARC) 4 v|
Fee Date o3 |5 AdVATwlees [ e RERIOB
. e
FesAmount R 20000 |y ALCAduustment?[] = [Bus Bal=R2850
Repeat Desciption: (]| Acc. Names | [ g el R2B0a 0
Reference: I | k| zFo010 | .
Fees: Debit, Store: Ell
Income account: |ZFD|:|1D *JOHN DOE 5 v| VAT choice: 1w Ok|3 | | Post Feeslli |General Income Type = FO V|

g

Type the file number and click OK
The file details will display
Choose the type of fee to debit from the fee lists

Fee Lists: | No Choice

Debt Collection Fees

Magistrate's/Regional Court {defended) Fees
High Count Fees

Other Court Fees

— A Hourly Tariffs for this File

W tofees: Moy, Faes of this Fim

wsaction? | Combo (combination) Fees

esciiption: [ | Fee Apportionment between Users
jfﬁmE Add or Amend Own Fees of this Firm

F chos p Add or Amend Hourly Tariffs of this File

o o |

- E.g. Debt collection fees
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4. The list available debt collection fees will display in both Afrikaans and English

Fee Descriptions | Active Fie! - Language: English
01 Instructions: R1to R1500 @ R100(ASC) v
01 Instructions: R1 to R1500 @ R100(A&C) PN

01 Opdrag: R1tot R1500 @ R100(P&K)

02 Instructions: R1501 to R5000 @ R200(A&C)
02 Opdrag: R1501 1ot R5000 @ R200(P&K)

03 Instructions: R5001 to R10000 @ R300(A&C)
03 Opdrag: R5001 tot R10000 @ R300(P&K)
=104 Instructions: Claims over R10000 @ R400(A4C) o
04 Opdrag: Eise oor R10000 @ R400(P&K)

B05 Letter of demand: 856 - Claim <= R200 000

05 Aanmaningsbrief AS6 - Eis <= R200 000

06 Letter of demand: S56 - Claim > R200 000

06 Aanmaningsbriel. A5G - Eis > R200 000

07 Letter of demand Other

07 Aanmaningsbnef Ander

08 A+C Aftendances @ R50.00

08 P+K Opwagtinge @ R50.00

09 A+C Phone calls @ R50.00

09 P+K Telefoonoproepe @ R50.00

10 A+C Letters @ R50.00

10 P+K Briewe @ R50.00

11 Summons. R1to R7000

11 Dagvaarding: R1 tot R7000

12 Summons: R7001 to R50000

12 Dagvaarding. R7001 tot R50000

13 Summeons: over R50000

13 Dagvaarding: oor R50000

14 Judgment R1to R7000

14 Vonnis: R1 10t R7000

’ 15 Judgment R7001 to R50000

15 Vonnis: R7001 tot R50000 v J

- Select the fee to be debited
- The fee description and amount will be inserted

Note: you can also type your own description and amount

5. Make sure the date is correct
6. Type a fee reference
- when fees are exported to accounting, the reference will change to the user that exported
the fee
7. The income account saved on the file, will be credited automatically

- you can select a different Income account from the list

Select if VAT should be added to the fee amount
o If you select this option, 15% will be added to the fee amount
o If this option is not selected, the 15% will be included in the fee amount

8. Choose whether or not the fee is a client transaction
- Mark the Client transaction if the client is liable for payment of the fee and will show on the
client’s statement/invoice only
- Leave open if this is a debtor transactio, the debtor is liable for payment of the fee and will
display on his debtor statement

9. Mark the repeat description option if you want to post the same fee on many files, without having
to select the description from the list
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10. Choose whether the fee should be debited or stored — see The differenct between Stored fees and

Debit Fees

11. The current trust and business balances in accounting will display. This helps the user to decide
between a debit or stored fee. Normally if there is enough trust money on the file, the fee can be

debited

12. Choose the VAT choice as either S (Standard VAT) if your firm is registered for VAT or N (No VAT) if

the firm is not registered for VAT
13. Click OK

The fee will display in the list:

File: Date Description Feference Fee Mo DS Drehit Tatal
DROO0Z 01-03-2018& | Fee instructions to proceed I ZFO00 | D | 228.00 22800
o Make sure all the information is correct
o To edit, right click on the file number
= An additional box will display to change fees

14. Click Post Fees to capture the fees on the files
Note: Remember to export fees to accounting *** export fees***
8.2 Debit fees per hour
Use the same function and procedure as with 8.1 Debit fees
DEBITING OF FEES

File Mumber [ DROO0Z Ok End Fes Lists: Mo Choice ~

[Client DR ALBERTS

| Parties: DR ALBERTS = BOTHA, Debt Collection

Taiiff per Hour: R Hours Na: Minutes Mo: Fee Descriptions: | Active File! - Language: English

Fee description; | Fee - 1.00 haours - 30 minute(z) & F1500.00 per uurhaur |

Fee Date: 01-03-2018 AddVaTtefees b - ) [Capiel= FEE00.00

Fee Amount F| 4T Adiustment? ] Client tlansactlnn?% [Bus. Bal= A-28.50

Fepeat Description: Acc. Names =
Reference: [Ny | [zromo | T | Tust Bal = R250.00
Fees: Debit, Stare;
Income aceount | ZFO010 * JOHM DOE ~ VAT choice: Post Fees | | General Income Type =FO v
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The hourly tariff is saved in the User’s setup
2.3 User setupno 3

USER SETUP NO 3

Fee Debit # Stare:

(D]
CSW Dielimiter: |:|

Col. com percentage: 4

b awirriuirn cal. corn R
Hourly fee: R
Fee SMS meszsage: R

Type the amount of hours, and or minutes
The system will debit the fee according to the hourly tariff and amount of hours/minutes

8.3 Allowance fee

Where to find:

Fee per Page/Folic Shift+F10
Describing Fee

Capture allowance fees where the firm has received instruction from a Correspondent and allocate the
agreed percentage of allowance to the Correspondent

DEBITING OF FEES

File Number.  [PRODE3 [ok | End | Fee Lists: Debt Collection Fees v|

Allowatice percentag 3333 w & HouzMoo Minutes Mo Fee Descriptions: | Active File! - Language: English

Fee description: | Fee instructions to proceed | 02 Instructions: R1501 to R5000 @ R200{A&C)

FeeDae 1503201 podvaT bofees 1 o _
7

Feedmount  F 20000]  ALC Adiustment?[] il it i f

RepestDesciplon: (] | Ace Names | [ figBale RESRE0

Reference: [Ny | [zFomio | Fees: Debi, Store: [ S |
Income account: |ZFDD1D = JOHW DOE v | AT cholce. - Ok | Post Fees | |General Income Type = FO ~ |
Filz Date Deszcription Reference Fee Mo D/S Debit Tatal
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- Use the same procedure to capture the fee as in - 8.1 Debit fees

- You can select the % allowance, or the saved percentage will draw from how the file was opened
- Select the fee from your list

- The gross fee amount will show

- Click OK

- The fee amount will now be the gross amount less the % allowance

- The net amount will post, but the gross amount will show on the debtor’s balance

8.4  Fee per page/folio

Where to find:
— o
(= i ii'ﬁﬁ
Fee functions Maintenance ||
Debit Fees F10
Allowance Fee AltsT

Shift+F10

Describing Fee

Debit fees according to the tariff and amount of pages
Use the same procedure to debit fees as in - 8.1 Debit fees

DEBITING OF FEES

Fils Mumber: | PROD03 [ ok | | End | Fee Lists: | No Choice v |

Per Page/Folio: R 35.00 Pages: Feo Desalifiars | Aitive Filel - Language: Englizh

Fee description: | Fee - 15.00 pages | -

Foobde:  [C503aE e Ty —

i o7

Feedmourt R B5.00]  A4C Adustment?[] Clr3 noestord [Bus Bal-R2850
Repea Descipion: ] MutBa-RE00

Feference: | [NV | |ZFDEI'ID | Fess: Debit. Store:

Income account: |ZFI:||J1 0+=JOHM DOE v| VAT chaize: Ok | Post Fees | |Genera| Income Type = FO V|

File Date Dezcriptiaon Reference FeeMo D/S Dehit Tatal

The fee tariff per page is saved in the user’s setup number 3
- 2.3 Usersetupno3




USER SETUP MO 3

Fee Debit # Stare:
C5Y Delirniter:

Cal. com percentage:
M axirum col. com.:
Hourly fee:

Fee SMS message:
Letter fee:

Dirafting fee pp:

Consultation Fee:

9. Fee reports

(D]

[ ]

— om)
Al 100000
R 1s00m
A em
A mm
T
ERETY

Use fee reports to view fees posted:

- Between dates

- For specific or all files
- For specific or all clients
- By specific fee earners

- By specific users

- Amount of stored fees, debit fees or total fees

This reports only applies to fees posted in Litigation and not in Accounting

Where to find:

Debit Fees
Allowance Fee
Fee per Page/Folio
Describing Fee

One fee for many files

Shift+F10

s
Fee reversals

Change Store to Debit
Manually Store to Debit
Portion of Store to Debit

Time Sheet Input

Repeating or rental Fees Reporting on Time sheets
Creditors’ Journal
Import Text fees
FeeReport by Date
Fees to Accounting >

7 Payment/Debit Additions

Fee Report: File No

12018 - 1122348
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9.1 Fee report by date

View a report of fees posted for a selected period

FEE REPORT BY DATE
Starting date: Inzome account: | Mo Chaice - Income Accounts w | _
Ending date: Group: _
Uszer List | Mo Choice - Users - | Show NOT to Accounting ] | Gereral Income Type =FO |
Debit Fees: () Stored Fees: () &l Fees: (@) | Ok | | End | | Maore | ‘ Print/PDF ‘ | Text file |
File Date Description Reference Fee Mo Dis  BK WAT Debit

The following information will display:
- File number
- Date that the fee was posted
- Fee description
- Feereference
- Fee number to be credited
- Reference: this is normally the user’s reference, but can also be the group that the file belongs t
- D/S:is the fee a Debit or Stored fee
- BK: has the fee been exported to Bookkeeping Y for Yes and N for No

_ : the fee is stored and Not sent to Accounting

-: the fee is debited and sent to Accounting

_: the fee is debited and not yet sent to Accounting
- VAT: the VAT amount for the fee
- Debit: the fee amount, less VAT
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- Choose Debit fees and click OK to view only Debit fees

P —
FEE REPORT BY DATE
Starting date: Income account: | Mo Choice - Income Accounts e | _
Ending date: Group: _
Uzer List | Mo Chaice - Users ~ | Show NOT ta Accounting [ | General Income Type =FO -~ |
Diebit Fees: @) Stored Fees: () &l Fees: () I_-_I | End | | Maore | ‘ Print/PDF | | Text file ‘
File Date Description Reference Fee Mo 02 BK WAT Debit

- Choose Stored fees and click OK to view only stored fees

FEE REPORT BY DATE
Starting date: Income account: | MNa Chaice - Income Accounts w | _
Ending date: Group: _
Idzer List | Ma Chaice - Users ~ | Shaw MOT ta Accounting [ | Gereral Income Type = FO |
Debit Fees: () Stored Fees: (8) Al Fees: () | - | | End ‘ | Maore | | Print/PDF | | Text file ‘
File Date Description Reference Fee Mo OIS  BK WAT Debit

Or choose All fees to see both stored and debit fees
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Edit fees not yet sent to accounting:

Fees can be edited from the fee reports

Important:

Only Stored fees and debit fees, not yet sent to accounting can be edited

You can also edit a fee to send it to accounting again, if it wasn’t imported correctly in accounting
Right click on the file number/ date of the specific fee that you want to edit

A change fee screen will display

CHAMGE FEES

File Humber; !

Fee Date: [5-01-2018
Tranzaction Description: | Collection com. on R150.00

[nzome account: SFomao

Reference: Already to Accounting?
Debit transaction: R 1710 Client tranzaction? [_]
Fees: Debit, Stare: III
Flags: | DMNGOZS D012M10000000000000000000C

Ok End

- Make necessary changes and click OK
- To delete a fee — change the amount to 0.00 and click OK
- Tore-send a fee to accounting:

File Murmber:

Fee Date: 13-02-2018
Tranzaction Description: | Fee tracer affidavit

|hcome accaunt: ZFoo1a
Reference: m Already to Accounting?

- Unmark the checkbox: Already to accounting
- You will then be able to export the fee to accounting
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- You can also draw a report of fees posted by specific users

o Select the user from the user list and click OK

FEE REPORT BY DATE |
Starting date: Income account: | Ma Chaice - Income Accounts w | _
Ending date: Group: _

IJzer List |ZEIE| * LADMIN = Uszerl - | Show MOT to Accounting [ | Gereral Income Tppe =FO |
Debit Fees: () Stored Fees: () &l Fees: (@) | Ok | | End ‘ ‘ More ‘ | Print/PDF | | Text file |
File Date Description Reference Fee Mo Dis  BK WAT Debit

o Note: the user had to be logged in with this username when they captured the fee

- Additional filters:

|nzome accaunt; |2FEII:I1 0+=JOHM DOE - |

= T

o Select specific income account to see only fees posted to the selected income account

Group: | WY w

o Select specific group to see only fees debited on files saved with the selected group

9.2 Fee report: File numbers

FEE REPORT BY FILE i
First File: [ncome account; | Mo Chaice - lncame Accounts w | _
Last File: Group: _
|Jzer List | Ma Choice - Users ~ | Shaw NOT ta Accaunting [ | General Income Type =FO  w |
Debit Fees: () Stored Fees: () &l Fees: (@) ‘ Ok | ‘ End | | More | | Print/PDF ‘ ‘ Text file |
File Date Description Reference Fee Mo /S BK WAT Debit

- Toview a fee report for a specific file number range, regardless of fee dates
o Differs from 9.1 that shows fees for selected period
o Use the same filters asin 9.1
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9.3 Fee earner totals

Lathar |

FEE EARMER REPORT - ALL FEES

Starting date: 01-01-2m @ o F‘E“F“'“m““-’*' o
Starting fee account: | Mo Choice - Income Accounts ~ | nredress Inactive files? ]
Ending date: 06-03-2018 Last fes accownt | No Choice - | . : - | Debited Fees ) i
2| Mo Chaice - Incame Accounts
Stored & Debited @) I 1
Group: [ok || ed || wee | pint || Textfle | [orbe s T
Account Fee Account Mame 28 2my m-03-2m7 01-03-2016 x

- Shows the total amount of fees posted by fee earner for selected period and compares with the
same period in the previous year and display the % difference

- Choose to show:
- Stored fees
- Debit fees
- Both

9.4  Monthly fee totals

FEE EARMER REPORT - PER MONTH
Starting date: 01-01-2018 LEciClnices
Starting fee account: | B | Stored Fees O Inactive fles?[ ]
Ending date: 06-03-2018 Last fee account: | . | Dehited Fees @] ’
i Stored & Debited (@) I 1
Group: [ ok || End || Mee | Pint || Textfie | —
Account  Fee Account Mame 06-03-2018 February January December Hovember October September Average

- Shows a report on fee totals for the last 6 months with an average

- Choose to show:
- Stored fees
- Debit fees
- Both
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9.5 Fees of one file

FEE REPORT BY FILE MUMBER

File number: DRO003 [ B R28B0-T. RZBOOD |
[ Cliert: DR ALEERTS Change &1l to Debit

[ RTAs0sT=DIRAEIITT | Change Allto Store

fee Type: Income accu:uunt:| Mo Choice - Income Accounts w | F[?:magz?ﬁ:t
Debit Fees: ) ) ] Debit Feex: R 24510
cmdrons (| Swtnadas[0022006 | e
4l Fees: ® Ending date: | 07-03-2018 [ ok | End | Moe | |PrintPDF| @ Textfile |
Date Deszcription Reference  Fee Mo 0D/S  BE WAT D ehit Tatal

This report shows all fees posted on a specific file for the selected period
See the report: 9.1 Fee report by date for a discussion regarding the filters and columns

10. Export functions

The litigation program is designed to enable the litigation user to do various functions him/herself and
export the transactions to the Accounting program, e.g.

- Open new files

- Post fees

- Request receipts

- Request EFT/cheques
- Request journals

Users need to decide the following:
- How often new requested transactions should be sent to accounting
- Will one user send all requests or
- will each user send his/her own requests

The requested transactions will be available for accounting to import
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10.1 Export new files

After opening new files, they must be exported to the accounting program
- accounting will then import the new files to be able to post transactions in the accounting system

Where to export new files:

¥4 W #H @ 3 2

Accounting Functions Statements Fee funcrions Maintenance Help m::(:dl;:
| Account numbers ¥
Marnes: Accounting »
Fees: Accounting 3

Bookkeeping Account Balances

Search Transaction Amounts

Exports to Accounting ¥ Fees to Accounting by file
Imiports fram Accounting Ctrl=B Fees to Accounting by dates
Message to Accounting Some Stored Fees to Accounting
Enjoy your day Charmair Mew Files Shifts

U1 T R R Y P T

The export screen will display:

FILES TO ACCOUNTING
First File: L0000 : Group: | Mo Chaice v Z | o
Last File: Income account: | Mo Choice - Income Accounts 3 ~ | 0
Uzer List MNa Chaice - Uszers 5- w Client name: | Ly |
| == End Mare Print Text file
1. Select the specific range of new files to export by entering the First and Last file

Or leave the default to export all new files opened, regardless of the file number

2. Select specific group to only export files belonging to a specific group in the firm or leave on No
Choice to export all new files, regardless of the group

3. Select specific income account to only export files belonging to a specific income(Z-Fee account) or
leave on No Choice to export all new files, regardless of the income account

4, Type a client name to export only new files belonging to the specific client or leave open to export
all new files, regardless of the client’s name

5. Select a specific user from the user list to export new files, opened by this specific user or leave on
No choice to export all files, regardless of the user that opened them
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6. Click OK to export all new files

| =z 7 [ ok ]| End More Prnt | | Textfle

Marne of Client Account Tzt Party 2nd Party kd atter

o all new files opened will be exported

7. The new files are stored in this temporary table in the database
- each user, exporting new files, will have their own temporary database
- accounting uses this file name to import new files from users

Note:

As soon as new files display on the screen, they are exported

Do not click OK again

If you click OK again, the files could disappear, if you choose to empty the database

10.2 Export fees

Where to find:
g— — — p— _—
Accounting Functions Statements Fee functions Maintenance Help
Account numbers >
Names: Accounting >
Fees: Accounting >

Bookkeeping Account Balances

Search Transaction Amounts

Exports to Accounting > Fees to Accounting by file
Imports from Accounting Ctri+B Fees to Accounting by dates
Message te Accounting Some Stored Fees to Accounting

Enjoy your day Charmair .., Files
Wednesday 7 March 20 Station Fees
Other options to export fees:
- fees to accounting by file
- fees to accounting by dates

- some stored fees to accounting

the recommended function to use is the “Station fees”
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J FEESTO ACCOUNTING BY DATE

Starting date: 01-12-2m7 | Income account | Wo Chaice - Income Accounts 2 w | ]
Ending date: 07-03-2018 Group: | Mo Choice w3
) | Count 1 5
Send notice to Bookkeeper? O\ User List| Mo Choice - Users L ~
1 LFz33 9 End More Print Text file
File Date Description Reference Fee Mo VAT Debit
DROO03 05-01-2018 | Collection com. on A150.00 3 =93 | =ZF0010 210 17.10
05-01-20018 | Totals 210 17.10

Note:

Type the starting and ending date for debit fees to be exported

Select specific income account to only export fees belonging to a specific income(Z-Fee account) or
leave on No Choice to export all new fees, regardless of the income account

Select specific group to only export fees belonging to a specific group in the firm or leave on No
Choice to export all new fees, regardless of the group

Select a specific user from the user list to export new files, opened by this specific user or leave on
No choice to export all files, regardless of the user that opened them

The amount of new exported fees will show
Mark if the bookkeeper must receive a message that files was exported to import
Click OK

The exported fees will display in the list box
Note: only debit fees will be exported, stored fees will stay in the Litigation program

The fees are stored in this temporary table in the database
- each user, exporting fees, will have their own temporary database
- accounting uses this file name to import fees from users

As soon as fees display on the screen, they are exported

Do not

click OK again

If you click OK again, the fees could disappear, if you choose to empty the database
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10.3 Receipts requested

Where to find:
Accounting Functions Statements Fee functions Maintenance Hel|

Account numbers >
Names: Accounting >
Fees: Accounting >
Bookkeeping Account Balances
Search Transaction Amounts
Exports to Accounting > Fees to Accounting by file

Imports from Accounting Ctri+B
Message to Accounting
Enjoy your day Charmair
Wednesday 7 March 20

" _toets”

Database

Tip: "Lexpro's PostgreSC

Fees to Accounting by dates

Some Stored Fees to Accounting

New Files
Station Fees

Fee reversals

Receipts

- Users can request receipts from their stations
- e.g. the user receives a payment notification from the client/debtor and capture the receipt. The
receipt is then exported to accounting. Accounting imports the receipt, without having to capture it

again
Note:

The receipt needs to be imported by accounting, before it will reflect on the client’s account

RECEIPT REQUESTS

File: Mumber;

ok

v“Save

| | Cliert DR ALBERTS
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| Parties: DR ALBERTS *EBOTHA

| Case descriptior: Diebt Collsction

Faper; | BOTHA | a
Tranzaction Description: | TRec BOTHA |
Receipt Amount i 20000 Receipt Date: [ 07-03-2018
Trust; (@) Business: () Receipt No: I:l
‘Post Collection commizsion?[+]
Afrikaans: O Clignt tranzaction? ]
Englizh:
? @ Bank Mo
Cash, Cheque, Postal Order:
Drawer:
Cash O Bank name:
Cheque:; O )
Eank payment: @ Bank branch
Postal Order: O

Mate or Message:

Send notice to Bookkeeper? [

End




Complete the information for the payment received:

File number,

name of payer

description for the transaction

select if payment was received in the trust or business account

type of payment received (Cash, EFT, etc.)

type a note to the bookkeeper regarding the payment, if applicable

date of payment

the receipt number will be allocated by the bookkeeper, leave this open

choose if collection commission must be posted. This will only apply where the debtor made
payment

mark client transaction if the payment was done by the client and not a debtor

choose the bank number where payment was made. The function will default to the bank number
saved on the file

mark if a message must be sent to the bookkeeper regarding the request

Click OK

The receipt will be saved in the temporary table in the database
each user, exporting fees, will have their own temporary database
accounting uses this file name to import fees from users

The bookkeeper will receive and import the receipt request. The receipt will now be captured on
the file in accounting and display on his invoices

10.4 Cheques/E-transfers

Electronic payments can also be requested
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with this request, the user has two options:

o first complete a payment instruction to be signed and approved by the attorney, and given
to the bookkeeper to do the eft
= accounting will capture the payment from the payment instruction and do the eft

o the user complete all the transaction information when capturing and exporting the request
= accounting imports the request
= the payment reflects on the client’s file
= only now the bank transfer must be approved by the attorney, before the EFT can
take place



10.4.1 Payment instruction
Where to find:

Accounting Functions Staterments

@. A 3 3
Fee functions Maintenance Help

Account numbers >
Marnes: Accounting ¥
Fees: Accounting ¥

Bookkeeping Account Balamces
Search Transaction Amounts

Exports to Accounting ¥ Fees to Accounting by file
Imiports from Accounting Cirl=B Fees to Accounting by dates
Message te Accounting Some Stored Fees to Accounting
Enjoy your day Charmair ——
Wednesday 7 March 20° Station Fees

Database : " - toets"

Tip: “Lexpro's PostgreSC
securely with great speeq

Fee reversals

Receipts
Cheques/E-Transfers

Payment Instruction

- to have a payment pre-approved before capturing or transferring the funds
- accounting will capture the payment after receiving the approved instruction and then do the EFT

PAYMENT AUTHORITY
Endish
File number: DRO0O3 J nais
[oR &LBERTS

|DR ALEERTS *BOTHA

Payee's Bank details:

Trust (@ Business: () Clignt Authorized Electronic Payments? Mame of Payee:
WAT choice: | ADY BEYERS |
Afrikaans: O Bank name:
Enalish: ® ! [ AB5A BANK |
nglish:
I Account Holder:

Possible Payees: [ ADY BEVERS
ADY BEYERS * ABSA BANK * E320052354 " ft "2 v Bank branch code: | 632005

Mame of Payes: [ ADV BEYERS |

Trarsaction Description: | Advocats fess | Rieference: | 240000

Trarsaction amount: R 8.000.00

Payment Instruction:

|
|
Bank account nD:| B320052354 |
|
|

Email or Cellna: | beyers@advocates.co.za

File: number: | ZA0000

| Pleaze make payment urgently |

Bow[ADv
Instruction date: 07032018
Cier Code

Reazon for Payment; ;
Saveldmend Bank Details

| Advocate's invaoice |

Mate or Meszage:

I | End Print Email
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- Complete all information to appear on the instruction
- Click Print

I FAE A, LRI

POF Payment Instruction |
Print Payment Instruction E

o Choose PDF payment instruction to merge the instruction to a pdf document
= You will be able to email or print the instruction
o Orchoose Print payment instruction to print the document

The Instruction will merge or print:

LEXPRO STELSELS

ELECTRONIC TRANSFER
DATE: 07-03-2018 |A.CCCIUNT NUMBER: DRO002
PAYEE: ADV BEYERS
TRANSACTION: Advocate fees

TRAMSFER AMOUNT: 8000.00 TIB: Trust

REQUESTING USER: LADMIN VAT STATUS: (C)Client Input
PAYMENT FROM BANE

FROM BRANCH AND ACCOUNT: ,

FILE PATH

TRUST BALAMCE: 250.00 BUSIMNESS BALAMNCE: -23.50

PARTICULARS OF DESTINATION BANK
BAMK MAME: ABSA BANK

BRANCH CODE: 832005

BAMNK ACCOUNT NO:. 6220052354
REFERENCE: ZADDDD

PAYMEMT DETAILS CONFIRMED BY:

hame Signature

AUTHORISED BY: DATE AUTHORISED:

DONE BY DATE DONE:

TRAMSACTION NO:

|. the undersigned. authorise the payment of the abowe amount to the said Bank and Account which

| have checked and confirm as comect.

- The details will show on the instruction
- The authorised person can now sign to approve the payment. Accounting can now capture the
payment and do the EFT
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10.4.2 Cheques/E-transfers

Where to find:
Accounting Functions Statements Fee functions Maintenance Hely
Account numbers >
Names: Accounting >
Fees: Accounting >
Bookkeeping Account Balances
Search Transaction Amounts
Exports to Accounting > Fees to Accounting by file
Imports from Accounting Ctrl«B Fees to Accounting by dates
Message to Accounting Some Stored Fees to Accounting
Enjoy your day Charmair .. Files
Wednesday 7 March 20 Station Fees
Database : " - toets" Fee reversals
Tip: "Lexpro's PostgreSC Receipts

securely with great spee« Cheques/E-Transfers

Use this option to complete all the transaction information and export to accounting
- accounting imports the request
- the payment reflects on the client’s file

CHEQUE REQUISITIONS

File Mumber: DRO00Z Ok » || Save
[Client DR ALBERTS I 0
|Parties: DR ALBERTS *BOTHA | EMGLISH
| Case description: Debt Collection | Balances: Trust R250.00 * Bus: R-28.50
I Trust (®) Business: () | Bank No: ) Make your choice:
Client Authaorised Elsctionic Paymerts? Print a Cheque: O
Afrikaans: (@] Client transaction? Manual Chegue: @]
English: ® Send notice to Bookkeeper? E-Payment: ®
] Bank Details
Possible Payees: DR ALBERTS * Absa Bank * * DROOO3 ~
MName of Payes: | DR ABLEER TS |
Payee: (DR ALBERTS | Bank name: [ ABSA BANK |
Traresaction line: [TEtDR ALBERTS | Bank branch code: | 532005 |
Cheque Amount: R 2250 Bank accourt no: | 123486729 |
Chenue No: 000000007 Fieference: [ 12548/18 |
Cheque Date: 0703208 File number: | DROOD3
. . N A—
VAT choice: [ G | |C ClientvaT ~
Clignt Code: | DR 000D
Email or Celine: | | Saveldmend Bank Details

Reagzon for Payment:

[ Amount collected

| I L1299

Mate or Message:

Save End
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Complete the information to be imported in accounting. This information will show on the client’s

account:

o File number

o Choose if this should be a Business or Trust payment

o Select the payee from the list of possible payees or type the name of the payee, if not in the
list.

= The list of possible payees will show all names saved on the file

o Press TAB to have the name of the payee also display in the transaction line or type your
own description in the transaction line

o Type the payment amount

o You can leave the cheque number on the default, this will change to the correct number
when imported by accounting

o If you have more EFT requests, you can click save and continue with the next requisition

o Click Print to print a list of all requests captured

o Click Print E-Transfer to print the Electronic Transfer instruction for approval

PDF Payment duthority
Print F‘a:.-m ent .I'!ul.lfhnrn;:,'

= Choose to merge the payment authority in a PDF document or print directly

LEXPRO STELSELS
ELECTRONIC TRANSFER
DATE: 06-03-2018 [ ACCOUNT NUMBER: DRO003
PAYEE: DR ALEERTS
TRAMNSACTION: TEt DR ALBERTS
TRANSFER AMOUNT: 50.00 TIB: Trust
REQUESTING USER: LADMIN VAT STATUS: (C)Client Input

PAYMENT FROM BANK: ABSA BANK

FROM BRANCH AND ACCOUNT: 654321, 8543217306

FILE PATH: LTZ2D

TRUST BALANCE: 250.00 BUSINESS BALANCE: -28.50

PARTICULARS OF DESTINATION BANK
BAMNK NAME: ABSA BANK

BRANCH CODE: 832005

BANK ACCOUNT NO: 123654087
REFERENCE: DR0O002

PAYMENT DETAILS CONFIRMED BY:

Name Signaturs

AUTHORISED BY: DATE AUTHORISED:

DOME BY DATE DONE:

TRANSACTION NO: 0000000003

|. the undersigned, authorise the payment of the above amount to the said Bank and Account which

| hawe checked and confirm as comect.




10.5 Creditors Journal

Where to find:
;—:_‘, —— — —
Account numbers >
Names: Accounting >
Fees: Accounting >
Bookkeeping Account Balances
Search Transaction Amounts
} Fees to Accounting by file
Ctri+B Fees to Accounting by date
Message to Accounting Some Stored Fees to Accou
Enjoy your day Charmair New Files
Thursday 8 March 2018 Station Fees
Database : " - toets" Fee reversals
Tip: "Lexpro is designed t Receipts

and and more efficient.”

Cheques/E-Transfers
Payment Instruction
General Journal

et

- The user can request creditor’s journals for capturing invoices from example:
o Sheriffs, tracers, advocate, etc.
- Debit the client/debtor and credit the Z account

SHERIFF & CREDITORS' POSTINGS

File nurnber:

[ |

| Search Acno | | Acc. Mames

|Cliert BALIU PRETORIA DOS

|Parties: =

|Case description:
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Faosting date: 08-03-2018 Descriptinn:| KJnl Imnvoice 12487418 | | 1]

Reference: DROOO3 Client trangaction? ] I LEIZ99

Diebit Rl 0.00 VAT choice: C=Client. F=Firm_ N=No VAT AR

Credit: I:‘| 0.00 | Send notice to Bookkeeper? [

Tatal Posted: R~ | 0.00] Ok ‘ Post | | Print | | No Choice - £ Accounts >
Azcount [ate Dezcription Reference  WAT [rehit Credit Balance
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Capture the transaction to be imported in accounting
Debit transaction:

©)

Type the file number to be debited and click OK
= The file details will display
Type the posting date
Type the reference, e.g. Account number to be credited or invoice number
= The reference is important for audit trail purposes
Type the amount in the debit column
= Leave the credit column on 0.00
Type the transaction description
Select if this is a client or debtor transaction:
= Mark the client transaction if this costs is payable by the client and shouldn’t appear
on the debtor statement
= Leave open if the cost is payable by the debtor and must appear on the debtor’s
statement
Select the VAT choice:
= Cfor Client VAT —the client is registered for VAT and can claim the VAT, e.g. sheriff
costs, advocates costs
= Ffor Firm —the firm is registered for VAT and can claim the VAT. This is regarding
costs for the Firm and not the client, where the firm pays the VAT and can therefore
claim the VAT
= N for No —there is no VAT applicable
Mark if the bookkeeper must receive a message that a creditor’s request was sent
Click OK
= The debit transaction will display in the entry box

Credit transaction:

o

Type the file number to be credited and click OK
= The file details will display
Type the posting date. This should be the same posting date as with the debit transaction
Type the reference, e.g. Account number to be debited or invoice number
= The reference is important for audit trail purposes
Type the amount in the credit column
= Leave the debit column on 0.00
Type the transaction description
Client transaction: this option is not relevant with the credit transaction
VAT choice: this option is not relevant with the credit transaction
=  The system will show No VAT when you click OK
Mark if the bookkeeper must receive a message that a creditor’s request was sent
Click OK
= The credit transaction will display in the entry box

Both the debit and credit transactions will display — make sure the amounts are the same and the
balance is 0.00

o

The transaction will not post if the balance is not 0.00

Click Post to post the transaction and export to Accounting
Click Print if you want to give a printout to the bookkeeper



10.6

List of transactions requested

Where to find:

4 &1 4 J (3

\

B

Accounting Functions Statements Fee functions Maintenance Help
T Account numbers >
Names: Accounting >
Fees: Accounting >
Bookkeeping Account Balances
Search Transaction Amounts
o DU 7 : Fees to Accounting by file
Imports from Accounting Ced+B Fees to Accounting by dates
Message to Accounting Some Stored Fees to Accounting
Enjoy your day Charmair e, Fizes Shifts C
Monday 12 March 2018 Station Fees Shift+D
Database : " - toets" Fee reversals Shifted
Tip: "100+ Shortcutkeys ~ Receipts Shift+)
your work easier and you Cheques/E-Transfers ShiftM
functions directly without Payment Instruction
General Journal Shift«N
Creditors’ Journal Shift+$
Petty Cash
Export List: Recs,Chegues Jnls Shifts Y
- WWW.1expro.co.2a - SQL 20181 List Credpos,Petty cash Shift=T

Click Rinht for Annointments

Use this function to print list of transactions requested per user or per firm
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Select the username to see specific user’s exports or leave on No choice to see all users’ exports

Select the type of list to view/print, e.g. cheques and click OK
GEMERAL EXPORT LIST

Cheques: (O] I LTz93
Receipts O Your name please: |ZSS *LADMIM = Userl ~ | | 3
Jourmals: 8
Ok | End | Moe | Print || Textfle |
Account Date Dezcription Reference  Type Dehit Credit Tatal

The list will display with the transactions requested



11.  Reports / Searches

Various reports can be drawn, e.g.
- File numbers
- SMS report
- Files history
- Collection reports
- Debtors reports
- Latest actions
- Production reports
- PTP (Promise to Pay)

Various searches can be done, e.g.
- Client name
- Plaintiff’s name
- Defendant’s name
- File reference
- Town, telephone number, etc.

11.1 Account numbers

Where to find:

File numbers
Super Search
All names

List of Debtors

The report shows all files opened according to selected filters:

LIST BY FILE NUMBER
First File: Incame account: | Mo Chaice - Income Accounts e | _ M
Last File: Murnber of Files: & Status: No Choice v] '::atul:\:;n:l:is? g
Clignt narme: | | Group: Bath? @)
Uszer List | Ma Choice - Users ~ | Check, create File folder? [ Status, not last Action? [ Matter type:
Instruction date: [ ok | End | Woe | Pint/PDF || Textfile | | MNoCheice v|
File Client Refer Mame of Client Parties

116




Select the first and last file to see specific range of files or leave on default to see all files
Type a specific client name to see all files for one client or leave open to see all client’s files

Select a specific user from the user list to see files, opened by this specific user or leave on No
choice to see all files, regardless of the user that opened them

Type an instruction date to see only files opened on and after the date, or leave open to see all
files, regardless of the instruction date

Select specific income account to see files belonging to a specific income(Z-Fee account) or leave
on No Choice to see all files, regardless of the income account

Select specific status to see files currently on the status or leave on No Choice to see all files,
regardless of their status

Select specific group to see files saved as specific group or leave on No Choice to see all files,
regardless of their group

Choose to see only active file, inactive files or both

Select specific matter type to see files opened as the specific matter or leave on No Choice to see
all new files, regardless of their matter type

Click OK to display the report

Right click on a file number to open the file’s control panel

Click Print/PDF to print or merge as PDF document

Click Text file to merge as CSV file
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11.2 Searches

11.2.1 Super search

=
@ G

Reports (Searches  Accountie
File numbers

Super Search

All names
List of Debtors

Use this option to do various types of searches in one function, namely:
- All names
- List of debtors
- Client name, Plaintiff and defendant’s name
- References
- Words
- Addresses
- Etc.

SUPER SEARCH FUNCTION
Mame: | VEH DER WaLT | Fazt Mame Searches Filters
| Debtor's Mame ~ | | Mo Choice - Income Accounts ~ |
General Searches Group:
i First Mumber: If | w | Inactive files? [
Lazt Mumber: .
s e | Search | ‘ End | Maore | Print | | Text file | | 3

Debtar Arccount Reference Farties Clie

- Choose the type of search, nl.
o Fast name searches
Or
o General searches

- Fast name searches:
Debtor’s name
Defendant’s name
Client name
Creditor name

All names

Client contact name

O O O O O O
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- General searches:

o One or more file numbers
Part of any name
Client’s reference
Words and phrases
Towns, streets, postal codes
Phone and cell numbers
Debtor’s id numbers
Case numbers

O O O O O 0 O

- Select the type of search from the dropdown list
- The entry area on the left will open to type the name, number or part of a name
- Select additional filters, if needed:
o Specific Income account
o Specific group
o Mark if inactive files must be included
- Click search
- The information requested will display
- Click Print to Print the report or Text file to merge the report in Excel

11.2.2 Search all names

File numbers
Super Search
All names

List of Debtors

Use this option to search a specific file number according to a name or surname

SEARCH ALL PARTIES

M arne ar Surhanme: | DR &LBERTS | Izer List| Mo Choice - Uzers | | Active files? ®
Inactive files? ()

Group: | Mumber of Files: & | 8 Bath? ]

Income account; | No Choice - Income Accounts w | | Ok | | End | More ‘ Print ‘ ‘ Text file ‘

Mame of Client 1zt Party 2nd Party File bl atter Active...  Group Ref... FReport / Comment
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- Type the name or surname for the client or party that you want to find

- Select specific group to see files saved as specific group or leave on No Choice to see all new files,
regardless of their group

- Select specific income account to see files belonging to a specific income(Z-Fee account) or leave
on No Choice to see all files, regardless of the income account

- Select a specific user from the user list to see files, opened by this specific user or leave on No
choice to see all files, regardless of the user that opened them

- Choose to see only active file, inactive files or both

Click OK to display the report

- Allfiles with the specified name/surname in any column, will show with the file number
Right click on a file number to open the file’s control panel
Click Print/PDF to print or merge as PDF document

Click Text file to merge as CSV file

11.2.3 Searches by Plaintiff’s name

= §
L =
Reports (Searches  Accountie
File numbers
Super Search
All names
List of Debtars

Cliertt name
Plaintiff

Use this option to find a file belonging to a specific plaintiff
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SEARCH BY PLAINTIFF'S MAME

Plaintiff's name: |DR ALBERTS | USEILi$t|NDEhnice-Users | | Active fles? (@)
Inactive files? ()

Group: [ Humber of Files: & | 8 Bath? 9]

Income accournt: | Mo Chaice - Income Accounts w | | Ok | | End | More | Print ‘ | Text file |

13t Party P&y MOAD File Mame of Client 2nd Party atter Active F..

- Type the name or surname for the plaintiff that you want to find

- Select specific group to see files saved as specific group or leave on No Choice to see all new files,
regardless of their group

- Select specific income account to see files belonging to a specific income(Z-Fee account) or leave
on No Choice to see all files, regardless of the income account

- Select a specific user from the user list to see files, opened by this specific user or leave on No
choice to see all files, regardless of the user that opened them

- Choose to see only active file, inactive files or both

Click OK to display the report

- Allfiles with the specified name/surname in the plaintiff (1%t party) column, will display
Right click on a file number to open the file’s control panel
Click Print/PDF to print or merge as PDF document

Click Text file to merge as CSV file
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11.2.5 Searches by defendant’s name

== ¥

Verslae/Soeke  Boekhou Fu

Léernommers
Supersoek

Alle name

Lys van Skuldenaars

Kligntnaarm
Eisernaam
Verweerder

Use this function to find a file, belonging to a specified defendant

SEARCH BY DEFEMDAMT'S NAME

Defendant's name: BOTHA, | Uzer List | Mo Choice - Users | | Active files? @
Inactive files? ()
Group: Mo Chaice v | Number of Files: 2| Bath? O
Income account: Mo Choice - Income Accounts e End Maore Print Text file
2nd Party Pay HOAD File Mame aof Client 1zt Party b atter Active F...
BOTHA 7072010020083 DRO0OZ DR ALBERTS DR ALBERTS Debt Call=ction YES
SLSAMMA BOTHA B901 050020031 BFO100 BOTHA FREDERICE. F FREDERICK. BOTHA YES

Type the name or surname for the defendant that you want to find

- Select specific group to see files saved as specific group or leave on No Choice to see all new files,

regardless of their group

- Select specific income account to see files belonging to a specific income(Z-Fee account) or leave
on No Choice to see all files, regardless of the income account

- Select a specific user from the user list to see files, opened by this specific user or leave on No
choice to see all files, regardless of the user that opened them

- Choose to see only active file, inactive files or both

Click OK to display the report

- All files with the specified name/surname in the defendant’s (2" party) column, will display

Right click on a file number to open the file’s control panel

Click Print/PDF to print or merge as PDF document

Click Text file to merge as CSV file
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11.2.6 Words and Phrases

—— —————

_Reports{Searches Accounting Ft
File numbers

Super Search
All names
List of Debtors

Client name

Plaintiff

Defendant
Client reference

Words & Phrases
Archive Words & Phrases

Use this function to search a file number where a specific word or part of the word appears in any field,
e.g. names, references, descriptions, addresses, etc.

WORDS & PHRASES

123

Wwhords or Phrase: | DEBT COLLECTION | Inactive files? [ Cliart | Mumber of Files: 4

First File: Income account: | Ma Chaize - Income Accounts A | | |

Last File: Group: | Search | | End | More | Print ‘ | Text file |
Mame of Client Account Tzt Party 2nd Party b atter

Type the word or phrase
Choose the relevant filters:

Select the first and last file to search in a specific range of files or leave on default to search in all
files

Select specific group to see files saved as specific group or leave on No Choice to see all new files,
regardless of their group

Select specific income account to see files belonging to a specific income(Z-Fee account) or leave
on No Choice to see all files, regardless of the income account

Choose to see only active file, inactive files or both
Type client’s name to search file of only one specific client
Click Search

o All files where the word or phrase appears, will display



11.2.7 Towns, Streets, Postal codes and Phone No’s

——, e ———

= M b

Reports/Searches  Accounting Functions Statel

File numbers F6
Super Search

All names Shift«
List of Debtors

Client name Alt+-K
Plaintiff Al+P
Defendant Al+V
Client reference Ctri+V
Words & Phrases Shift+
Archive Words & Phrases

Towns, Streets, Postal codes & Phone Nos
Archive Towns, Streets & Phone Nos

Use this function to find a file according to it’s known address or telephone number, etc.

| TOWMNS, STREETS, POSTAL CODES AND PHOME MUMBERS

Wards or Phrase: | 012 569 6543 | Inactive files?[] Client | Mumber of Files: §

First File: Incorme account: | Mo Choice - Income Accounts w |

Last File: Group: | Mo Choice End Maore Print Text file
Account Farties ADDRESSES

DROO00 DR ALBERTS *DR ALBERTS *HOOF LEER Po Box 156, MOMTAMA, 0159, 012 563 3, 012 56...

DROa01 DR ALBERTS *DR &LBERTS */aM DER MERWE Po Box 156, MONTAMA, 0153, 052 638 45639, 012 56...

- Type the address, telephone number, etc.
- Choose the relevant filters:

- Select the first and last file to search in a specific range of files or leave on default to search in all
files

- Select specific group to see files saved as specific group or leave on No Choice to see all new files,
regardless of their group

- Select specific income account to see files belonging to a specific income(Z-Fee account) or leave
on No Choice to see all files, regardless of the income account

- Choose to see only active file, inactive files or both
- Type client’s name to search file of only one specific client
- Click Search

o Allfiles where the address or number appears, will display
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11.3 Save short reports

Ay

File numbers
Super Search
All names

List of Debtors

il

Client name
Plaintiff
Defendant
Client reference

—
al s

Words & Phrases
Archive Words & Phrases

Towns, Streets, Postal codes & Phone Nos
Archive Towns, Streets & Phone Nos

File History

History of Range of Files
Fee History

Save short reports

Use this function to view a list of last actions or status changes on files
- You can also change a file’s last action or status with this option

SAVE SHORT REPORTS
First File: Ad0000 Group:
I K1
Last File: Y2999 Inzamme acoout: | Mo Choice - Income Accounts ~ |
Client name: | | Our reference:l
Statuz, not last Action? [
[ ok || End | Mo | Textfle | [ m
File Mame of Client FParties Report / Comment =

- Select the first and last file to search in a specific range of files or leave on default to search in all
files

- Select specific group to see files saved as specific group or leave on No Choice to see all new files,
regardless of their group

- Select specific income account to see files belonging to a specific income(Z-Fee account) or leave
on No Choice to see all files, regardless of the income account
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Type client’s name to search file of only one specific client

- Type Our reference to view files with specific reference only

Select Status, not last Action to view the status on each file and not the last action

Click OK

The report will display with the last action/status in the report/comment column
To change the report/comment, right click on the file number

The file Control panel will open:

{ CHOICES OF ACTIONS

File Mumber: DRO001 Client's refer: | Choices:
et s | DR ALBERTS | Debt Callection (@) Litigation {_) 2l Other ()
Paities: | DR ALBERTS " waN DER MERWE | Actions List: This Action iz also Status?[]
4 Debtor's Phore Ma: | * = | Incarme accaount: ’W‘ |.-'-\58 VORMIS MET VERKLARING *YOMMIS o |
Latest Action: [ 13022018 || AFFIDAYIT FOR TRACING CHARGES | save Action
Diary date: [ Date in Report: I:I Status: | Mo Choice Gl |
Make Inactive? HE [T0 DRAFTING COURT DOCUMENTS ~|
Block Amrears in Diany’? Il . | BLOE - List is emptyl » |

End

| Letters ~ |

Super Search Quick Repart Fead Meszage Send Mezzage

Send Email F;Eygllieer;tts Court D ate?

- You can do changes in the control panel and save to change the short report

4 Recommended Options:
| Demand Phone Call ~ |
Action Date: | 16-05-2015

&0DRESS & PHOME DETAILS

See also 5. File Control panel for more information regarding the control panel
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11.4 Collection reports

Reports /Searches  Accounting Functions Statements Fee functions Maintenance
File numbers F6 SMS Report
Super Search Collection Reports: Descriptive List  Alt+A
All names Shift«F3 Debtor's Reports »
List of Debtors Attorneys/Employers

Sa ts paid
Client name Alt+K me amounts pai

There are various collection reports available. The collection reports are used to draw reports to the firm'’s
clients regarding their instructions/collections, including:

- Debtor name

- Debtor ID

- Client reference

- Instruction / handover date
- Claim amount

- Fees

- Costs

- Interest

- Payments received

- Last action/status per file
- Debtor balance

- Creditor balance

- Etc.
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Click Collection Reports: Descriptive List for a list of collection reports:

COLLECTIONS REPORT

——

Mo. Fieport / Comment Description

- No: Thereport’s unique number
- Report / Comment: the name of the Lexpro client who requested the spesific report or small
comment regarding the name of the report, eg. General use
- Description: gives a short description of the columns in the report, eg.
o Debtor name
o Client name
o Reference
o File number
- You can use the description to see a list of all fields in the report before deciding which one to use
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11.4.1 General Collection report

To open or use a report, click the report number under No, eg. 1

Collection report 1 will now open

Complete the filters:

129

Select the first and last file to search in a specific range of files or leave on default to search in all
files

Select specific group to see files saved as specific group or leave on No Choice to see all new files,
regardless of their group

Select the period for the report by typing the starting and ending date

Select specific income account to see files belonging to a specific income(Z-Fee account) or leave
on No Choice to see all files, regardless of the income account

Select a specific client from the list of clients to see only files linked to the main client (this clients
was opened as a template, and normally appears in the list of important clients)

Type client’s name to search file of only one specific client
o This is not clients opened as a template and doesn’t appear in the list of clients

Type First party to view files opened with a specific first party
Choose to view only Active files, Inactive files or both

Click OK



COLLECTION REPORT NO 1

First File: Starting date: User Listl Mo Choice - Users e | Aetive files? ®

Last File: Ending date: HexproviZad | 24 Inactive files? ()

Graup: Clignt name: | | Both? O

Inzome accourt: | Mo Chaice - Income Accounts w | First Party: | | Status, not last Action’?

List of Clierts: | DROOO0 * DR ALBERTS v | ‘ 0Ok | | End ‘ Mare Print Text/Email
Debtor “our Ref  Creditar File Capital  Interest Cast Paid Creditor Balance  Repart / Comment

The report will show the following:

- Debtor name

- Your client’s reference number

- Name of the creditor (client)

- File number on your system

- Capital (claim amount)

- Interest on the file for the selected period

- Costs

- Paid by the debtor in the selected period

- Creditor balance — still owed to the creditor

- Report/Comment is the last action or status on the files

Click Print to print the report or text to merge the report to excel where you can make adjustments,
save and email to your client

Collection reports are adjustable and can be customised
- Call your Lexpro consultant for a quotation for your own customised report
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11.5 Debtor reports

Where to find:
2 ¢ B @ @ @ |

File numbers Fb SMS Report
Super Search Collection Reports: Descriptive List Alt«A
All names Shift«F3 Debtor's Reports Same Creditor
List of Debtors Attorneys/Employers Same Employer
Client name ABSKD | 2Mmsmounts bud Debtor's Id
Plaintiff Alt-P Trial dates Case Number
Defendant Alt+V Important Dates Pay Number
Client reference CrlsV Latest Afuons Report Employee Number
Warde R Dhracac Chiftas TaxInvoice Numbers r

More reports and searches can be drawn from here regarding the debtors

11.5.1 Same Creditor

To draw a report for debtors with the same creditors and their individual balances due to the creditor

DEETORS OF THE SAME CREDITORS
Creditor: | DR ALBERITS | | B
Ending date:
[ ok | End | Pt | Mo  Textfile
Dehtar Creditor File Capital Balance Report / Comment

- Complete the Creditor name

- Type the ending date

Click OK

All files belonging to the creditor will display with the following information:
- Name of Debtor

- Name of Creditor

- Lexpro File number

- Capital / Claim amount

- Balance due to creditor

- Last action on file

Click Print to print the report or Text file to merge to Excel
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11.5.2 Debtor’s ID
Use this function to search a debtor file according to his Id number

Fistldno: | 7012010020083 | Clhsizzs: Group: [NoChoice  ~ | [ Wumber of Fies: 1 e |
Search on Flange (O]
Lazt Id o | F072001 0020023 | Search on Part O Income accaunt; | Mo Choice - [Rcome Accounts e Archived files also? D
Client name: | | Ok End Print More Text file
PaY NOAAD File Mame of Clent 1zt Party 2nd Party
701 200 0020083 | DROO03 DR ALBERTS | DR ALBERTS | BOTHA
Choices:

- Search on Range — type the complete ID number in the first Id number and click OK
The system will add the same ID number in the last Id number

- Search on Part — type a part of the ID number and click OK
The system will search according to the part of the ID number and will show all files with the same

part, e.g. birth date

Click OK

All files with the same ID will display, e.g. the same debtor was handed over by various creditors
Similar searches can be done for:

- Same Employer

- Case number

- Pay number

- Employee number

Click Print to print the report or Text file to merge to Excel
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11.6 Latest Actions report

2@ @@

Reports/Searches  Accounting Functions Statements Fee functions i
File numbers F6 SMS Report
Super Search Collection Reports: Descriptive List Alt+A
All names Shift+F3 Debtor's Reports 4
List of Debtors Attorneys/Employers
Client name Alt+K P
Plaintiff Alt=P Trial dates
Defendant Alt+V Important Dates
Client reference Ctrl+V Latest Actions Report

Use this function to draw a report on the last actions on a range of files

LATEST ACTIOM REPORT

First File: Client name: | | | 27 | Count: 8
Last File: Incame account: | Mo Choice - Income Accounts ~ | | KO CHOICE ~ |
Starting date: Group: M atter type: | Mo Choice “ | Db Eﬁ o
Ending dete: ok || End || Mo | Print || Textfie | | Ltoeten ®

File Date Deszcription Fartiesz

- Complete the First and Last file number to view a specific range

- Starting and Ending date: Complete to select the period for the report

- Client name: Type the client name to see a report on the specific client’s files only
- Income account: Display files for specific income account only

- Group: Display only specific group’s files

- Matter type: Display only files opened as a specific type of files

- Choose between displaying Litigation or Debt collection files

Click OK to display the following:

File number

Date and description of the last action
Parties (Plaintiff and Defendant)

Date diarised

Click Print to print the report or Text file to merge to Excel
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11.7 Production reports

Production Reports Pre-duction Regert 1
One Action for many Files Production Report 2
PTF repart Production Report 3

Production Report 4

Production reports display the work done on files by different users
There are 4 different production reports, eg.

Production report 1:

WORK DOME BETWEEN DATES

First File: A40000 Statting date:] 01-03-2018 [ 42 ts
Last File 25333 Ending date:| 18-05-2013 | Total: 3 * Average per day:
Latest Action older than 0 days
Income acu:u:nunt:| Ma Chaoice - Incaome Accounts - |
Client name: | | [ ok || End | Wore Print | Text file
Account Mames Report / Comment Action Date Diary Date Jzer Id

Complete the filters:

- Complete the First and Last file number to view a specific range

- Starting and Ending date: Complete to select the period for the report

- Income account: Display files for specific income account only

- Group: Display only specific group’s files

- Client name: Type the client name to see a report on the specific client’s files only

- User list: all users will be selected by default. You can deselect and select only specific user/users to
view production report for specific users only

Click OK to display the following:

File number

Names (Client, First and Second Party)

Action done on file

Action date

Date diarised

User Id — user that did the work. The user id will display next to the username in the list of users

Click Print to print the report or Text file to merge to Excel
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12. Statements

Statements can be created/printed for:
- Debtors

- Creditors (amount due by debtor to creditor only)
- Clients

12.1 Debtor Statements

A

Statements Fee functions g

| Debtors’ Statements > One File Shift+P
Client Statements and Invoices > Range of Files Shift+Q
Debtors in Arrear Shift+V Range: full details Shift+R
List of Receipts NCA Debtor's Statement
Bookkeeping Account Balances One File: Plus Interest Shift+F2
Cheques/E-Transfers Shift«M Range Files: Plus Interest
Search Transaction Amounts Variable Interest Rates
Payment report Shifte W Payment Schedule

| Creditor Statement Shift=F11 Load Periodic Mora Rates

| e S L T, rLit. v r

12.1.1 One file

Use this function for a single debtor’s statement, reflecting the amount still due by the debtor, including:
- Fees
- Costs
- Payments received
- Payment made
- Interest

See 5.4 Debtor statement for more info regarding debtor statements
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12.1.2 Range of files

Used to draw a range of debtor balances

RAMGE OF DEETOR'S BALAMCES
First File: Client name: | | Choice:
Last File: Emplover's name: | | Elnl-\l[;er:t;[:y g
Ending date: Incarme account: | Mo Choice - [ncome Accounts w | e et O
Group: % [ Ok || End || Mo Textfile | | Overaid O
Account Creditar Debtor Reference Total Balance  Marme of Client

Complete the relevant filters
Click OK

The report will display all requested files with the balance due as it would reflect on the debtor statement

12.1.3 Payment schedule

The payment schedule calculates the amount of payments that the debtor will have to make to pay his
debt according to his monthly payment

Complete the information:

- File number
Click OK
The file details, regarding the client and debtor name will show

- Further information needed to calculate the amount of payments, will be drawn from the
Open/Amend screen
o If this was not saved when the file was opened, complete the information:
= Monthly payment to be made by the debtor
= Starting balance
= |Interest rate
= Interest date
= Starting date (from when payments will start)
= Mark to add stored fees
= Mark to add collection commission

Click OK
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PAYMENT SCHEDULE

File Number. DRO0OT [ ok ] End | | 7

|Cliert DR ALBERTS, Starting date: | 18-05-2018

| Parties: DR ALEBERTS ='ak DER MERWE. Debt Callection &lz0 Stored Fees? [#]

Manthly payment; R 1.600.00 Interest rate: 1080 Add Collection com. ? ]

Stating balance: R 9.444.03 Interest date: [ 11-10-2017 Ok Mee | Print | Textfle |
Date Dezcription Drehit Credit Balance *

The program will show the interest, payments and collection commission
- Note this is only an estimate, as costs and fees will be added

The summary at the end will also show the amount of estimated payments that the Debtor will have to
make if no extra costs and fees were to be added.
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12.2 Client statements

wl & @ F 2 |8

Fee functions Maintenance Help SRR UG Exit
Debtors' Statements > |
Client Statements and Invoices > One Account Shifte1 |4
Debtors in Armrear ShiftV Range of Accounts Shifts2 |
List of Receipts Screen Statement Shift+-8
Bookkeeping Account Balances Word/OpenOffice Statements ;"
Cheques/E-Transfers Shift+M Print from List
Search Transaction Amounts Descriptive Account Shift+U

Payment report Shift+W Parégraph Account

X _Chae o _a cLie . ran

Use the Client Statements and Invoices function for various options to send statements to clients
It is important to know the difference between statements in Litigation and in Accounting

1. Litigation

- Only statements can be created

- You can also create a pdf document with the following:
o The heading can be “Invoice”
o An Invoice number will display
o The Client VAT number will display
o Our Firm VAT number will display

- No VAT amount / percentages will show

2. Accounting
- Both statements and VAT Invoices/Tax Invoices can be created
- VAT percentages and amounts will display for new fees and costs
- Only debit fees (not stored fees) will have VAT amounts and percentage shown
- Statements can be issued for clients not registered for VAT or if they already received a VAT
invoice

Therefore, if your Client only needs a statement, and not a TAX / VAT Invoice, you can create the
statement in Litigation and add stored fees and payments from Accounting

If your Client needs a Tax/VAT Invoice, you will have to create this in the Accounting program

- Remember: stored fees have no VAT, until they are changed to debit fees, exported and
imported in Accounting
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12.2.1 One Account

Use this option to send a statement to one client

A STATEMENT TO CLIENT

File number DRODOT Transaction Choices:

Starting date: m-o1-20e Accounting anly: QO
Fees anly: )

T AR 18-05-2018 Accounting and Fees: (@)

Show Mo balance?

Add Interest?

Interest rate:

0O

00.00) %

Accountiinvoice
Accourt: (O]

Invoice:

Statement: Debitz only ()

Print/PDF End

Type the file number to receive a statement
Select the statement period by typing the starting and ending date. All transactions within this
date will show, starting with an opening balance
Mark Show No balance if the statement must start without a balance, and only show all
transactions within the selected period
Mark Add Interest if interest must be added on overdue amounts — debit amounts older than 30
days will receive interest

o If the Add Interest check box is marked, the Interest rate % will open to type the relevant

rate

Choose the type of transactions to show:

o Only transactions in Accounting (Receipts, costs, debit fees)

o Only fees in Litigation (Stored fees)

o Both Accounting and stored fees in Litigation
Account Invoice:

o Select Account to display the document heading as “Account/Statement”

o The word “Invoice” cannot be selected in Litigation
Statements: Debits only: choose this option to only show debits on the statements, i.e. fees and
costs, without any payments received

Click the Print/PDF button

Select Create PDF statement to merge the statement as a PDF document
Select print statements to print the statement directly to the printer



12.2.2 Range of Statements

Use this function to create statements for clients in a specific range, or all clients on the system.
Statements can be printed directly or merged as a PDF document to be saved/printed or sent via email to
your clients

STATEMENMTS TO CLIEMTS

First File: A 0000 Flag for Monthly Statement:
Frint ez flags O
Last File; £3333
Print Mo flags i
Starting date; 01-01-201% Prirt &1 flags @
Ending date: 18-05-2018
Transaction Choices:
Group: Mo Choice Accaunting only: O
. , Fees arly: )
Income account: Mo Choice - Income Accounts w

&zcounting and Fees: (@)

kirurnum B alance: H
HIL Balances? ] Types of Balances:
Credit balances:
Active fles only? ! . ) O
| 0 Debit balances: )
Show Mo balance? ] ] ]
Debit & Credit; O
Add Interest’? ]
Iberest rate: 00.00) % Account/invoice
Clisnt name: | Account: ®
List of Clients: _ _ [Fveoize:
Sl Mo Client Choice. - Staternent; Debits only
Print/PDOF End

———— Filimls | Tt dmr o b e b

Complete the following filters:

- First and Last File: select the file range to receive statements, by typing the first and last file
number. Leave the default range to send to all files
- Starting and Ending date: choose the transaction period to display on statements
- Group and Income account:
Statements can be created for files belonging to specific group and income account. Select the
group or income account from the dropdown list
o Only files opened for the specific group or income (Z-account) will receive statements
- The minimum balance will prevent statements being issued for small amounts. Balances should be
greater than the amount entered to receive statements
o E.g. when you type 50.00, clients with outstanding debit balances of less than R50.00 will
not receive a statement
o Leave at 0.00 if all balances should receive statements
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Mark the Nil balances option to include statements for clients with a Nil balance
Mark the Active files only option to only create statements for active files and unmark to include
Inactive files
If the Show no balance option is marked, the statements will start with a 0.00 balance, regardless
of the balance on the starting date
o The opening balance on the starting date will be 0.00 and only new transactions will show
for the selected period
Mark Add Interest if the client should pay interest on overdue amounts. Interest will then be added
according to the selected Interest rate on all items outstanding for longer than 30 days.
Type client’s name to create statements for a specific client
o This is not clients opened as a template and doesn’t appear in the list of clients
o Or a specific client from the list of clients to print only statements for files belonging to a
specific main client (this clients was opened as a template, and normally appears in the list
of important clients)
Or leave both as is, to print statements to all clients

Flag for Monthly statement filters the statements to be created according to how the file was
opened:
o Print Yes flags will only print statements for files where it was selected to receive monthly
statements when opened in F5
o Print No flags will only print statements for files where you selected not to print a monthly
statement when opened in F5
o Print All flags will print statements to all files, regardless the selection when files was
opened in F5
Choose the Type of transactions to show:
o Only transactions in Accounting (Receipts, costs, debit fees)
o Only fees in Litigation (Stored fees)
o Both Accounting and stored fees in Litigation
Types of Balances: select to create statements according to their balances:
o Credit balances: will create statements to clients with a credit balance (Due by firm to
client)
o Debit balances: will create statements to clients with a debit balance (Due by client to firm)
o Debit and Credit: will create statements to clients with both debit and credit balances
Account Invoice:
o Select Account to display the document heading as “Account/Statement”
o The word “Invoice” cannot be selected in Litigation
o Statements: Debits only: not available for selection in Litigation

Click the Print/PDF button
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Select Create PDF statement to merge the statement as a PDF document

Select print statements to print the statement directly to the printer

Create PDF and email statements will email statements automatically to clients with an email
address saved when you opened the file in F5



12.2.3 Word/OpenOffice statements

Use this function to merge statements as a Microsoft Word or OpenOffice document that will allow you to
make changes on the document, if needed

Filters are the same as 12.2.2 Range of Statements
Complete and click OK and Merge

The statements/invoices will merge to Word or OpenOffice, depending on the Word processor that you
use

12.2.4 Print from List

ol & @

Other
Help Vot

One Account

Range of Accounts
List of Receipts Screen Statement
Bookkeeping Account Balances Word/OpenOffice Statements
Cheques/E-Transfers Shift«sM om | 5“:
Search Transaction Amounts Descriptive Account

The function displays all previous statements/invoices created or sent via Email to clients

Complete the filters and click OK

LIST OF CLIEMNT STATEMENTS
First File: Starting date: | Mumber of Files: 5 b atter type: | Mo Choice v|
Last File: Ending date: Incame account: | Mo Choice - Income Accounts ~ |
Group: User. | Mo Choice - Uszers ~ | Filter: |f-\|l Docurnents ~ |
Include previously Shown? (1| ok | | End | | More | | Print | | Text file ‘ | By Email “T
Date Account Uszer Id Dane Description Document

The list will display
Click on the date of the document to open the original document
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12.3 Debtors in Arrear

LAY

Debtors' Statements
Client Statements and Invoices

The report shows a list of debtors that are in arrears with the agreed monthly payment

Complete the filters and click OK

| REPORT OM DEETOR'S ARREARS
First File: Client name: | | I Care 2
Last File: Group: Income account: | Ma Chaice - [ncome Accounts w
= Ending date: | ok | End | moe | Print | Textfie |
Account Mamez Ihstalment Pay Date Paymentz  Status Arnaunt

The system use the following information when calculating the arrears report:

- F5 Open/Amend file:

tanthly payment: A RO0.00 I_
First papment date: | 30-11-2017

- The monthly amount payable
- First payment date

- Payment received in Accounting

The status will show if the debtor is in arrears
- Only files with a Monthly payment entered in the F5 Open/Amend screen will show on the report
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12.4 List of Receipts

ol L

Debtors' Statements
Client Statements and Invoices

Debtors in Arrear

Bookkeeping Account Balances

Use this function to view all payments received on files in Accounting
This will assist the user with collecting outstanding amounts from Debtors

Complete the filters and click OK

RECEIPTS BY DATE : 01-01-2018 - 12-06-2012

Starting date: m-01-2018 Bank MNurber: III
] - I Trust: (@) Business: ()
Ending date: 12-06-2018 Giroup: T
Bleleramse: I:l Income account:| Mo Choice - Income Accounts ~ | | Count: 13
Client name: | | | Ok | | End | | More | | Print | | Text file ‘
Account Date Dezcription Reference Drehit Credit Balance
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12.5 Bookkeeping Account Balances

Account numbers >
>

Names: Accounting
Fees: Accounting >

Tra ounts
This report will display a list of all files’ trust and business balances in Accounting

Complete the filters and click OK

ALAMCES BY ACCOUNTMNO
First File: Ad0000 Income account; | Ma Chaoice - Income Accounts w NIL Balances? [ ] Types of Balances:
Last Fie: 73959 Inactive filez also? ] Drebit & Credit: [ : ]

I Trust: () Bus: () Eoth: (®) I Count: 22 Debit balances: L
Ending date: 12-08-20148 | 40 Credit balances: ]
Group: MNoChdce ~ | Ok | ~End | Moe | Pint || Textfile Plus Stored Fees? [ ]
Filz Description Buzsiness Trust Balance ™
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12.6 Draft Bill of Cost

Statements Fee functions 1

Debtors’ Statements
Client Statements and Invoices

Debtors in Arrear

List of Receipts
Bookkeeping Account Balances
Cheques/E-Transfers

Search Transaction Amounts

Payment report

Creditor Statement S
Creditor Balances

Draft Bill of Costs

Use
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this function to draft a bill of cost

- Type the file number
- Click OK
- Select the following:

o Afrikaans or English document
o Choice of Court

o Whois responsible for costs

o Type of Costs

- Ending date

- Select if Fees excludes VAT

- Click OK

- The transactions will display:



DRAFT BILL OF COS5TS

File number DRO0D3 [ Cowt 11 Choice of Court
- — - |De|:ut Caollection V|
|Cliert DR ALEERTS * Group: [NV * Tel 012 563 6543 * Client's refer: - Active
Who owes costs:
|F'arties: DR ALEERTS BOTHA * Case description: Debt Collection |F‘I i Deferdant V|
aintiff ovees Defendan
| |hcome account; ZFO010 * File type: Debt Collection * Claim amount; B 5600.00 * e
Ending date: 30328 Choice: | Party and Farty g |
Fees exclude VAT? & Afkaans: O Endsti® | TTOK | End | Merge/PDF| | Textfle |
[ate Description Mo, Reference Fees Wwiithiout WA T Disbursements

Click Merge/PDF to merge the bill of costs as either a Word (RTF) or PDF document:

IN THE MAGISTRATE'S COURT FOR THE DISTRICT OF IN THE MAGISTRATE'S
COURT FOR THE DISTRICT OF PRETORIA HELD AT PRETORIA

Case MNo:
In the matter between:
DR ALBERTS PLAINTIFF
and
BOTHA DEFENDENT
BILL OF COSTS DUE TO DEFENDANT
ATTORNEYS, AS BETWEEN PARTY AND PARTY

NO. DATE ITEM FEES VATABLE

NOMN

DISB.

WVATABLE

DISB.
01 30-01-2018 Letter of demand 52 .96 0.00
02 20-02-2018 Letter of demand 63.39 0.00
03 20-02-2018 Summons 134.32 0.00
04 20-02-2018 EAQ notice to employer 39.65 0.00
05 20-02-2018 EAQ notice to employer 39.65 0.00
06 26-02-2018 Acknowledge instruction 52 96 0.00

07 01-03-2018 Col.com. on R250.00 - DRO003/ZF0010, Receipt: D00003487024.78
08 05-03-2018 Instructions to proceed: R228.00 * 33.33% = R76.00 Allow132.17
09 05-03-2018 - 15.00 pages 520.43 0.00

10 15-03-2018 Col.com. on R300.00 - DRO003/ZF0010, Receipt: D00003487129.74

11 15-03-2018 14% 86.96 0.00

147

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00




13. Payment/Debits additions (PTC)

=

Fee functions Maintenance
Debit Fees F10
Allowance Fee Alt+T

Fee per Page/Folio
Describing Fee

One fee for many files
Repeating or rental Fees

Creditors' Journal Shift+S
Various fee reports »
Fees to Accounting »

Payment/Debit Additions »

Use this functions to add debits or credits to files, that can only reflect on the debtor statement and does
not reflect in the Accounting program

Reasons to use the function:

- Payment to Client:
The debtor makes a payment to the Client and not to the Firm
The payment must be captured to display on the debtor’s statement, and adjust his/her debt, even
though it’s not reflecting in the Accounting system

- Capital Adjustment
An adjustment is made by the client to the handover amount. Increase or decrease the capital
amount

- Rebate to the debtor

This transactions will only appear in the Litigation program and on the Debtor’s statement, not the
Accounting program
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13.1 Posting payments

Payment/Debit Additions 4 Posting payments

12018 - 15:34:57 Posting debits
ts” Capital Adjustment/Rebate

Interest Adjustments

ut keys (F2,F3 F4 F5, Shift+A, Ctrl
This function is normally used to capture payment made by the debtor, to the Client

The Client will normally send a list/file with all payments received
This payments must be captured on each file

POSTIMG PAYMENTS L

File number: DROO004 Dk End Calc Debtors Balance: 0.00

| Client DR ALBERTS
| Parties: DR ALBERTS = CILLIERS. Debt Callection

Pasting date: 13062018 Payrnent/Credit/Rebate @ DebitaFee

Client date: 13-06-2018 Expense/D ehit/4dd Capital #dd Collection com.?

Descriphion: | Payment made to Dr Alberts | Col. com percentage: 10.00 %
Reference: Call Mo Chaice - lhcome Accounts i es@ Stored Fees: ()
Amount: R 200.00 In Dehtor's statement?

Balance: Rl oo File number: | DROO04 | Ok | Post

Type the File number and click OK
Posting date: the date that the payment is captured on the system and reflects on the debtor’s statement

Client date: the date that payment was made at the Client
The Posting date and Client date should be the same to calculate the interest correctly

Description: the transaction description, as it will appear on the debtor statement
Reference: any reference for the payment received, e.g. receipt number
Amount: Amount paid to the client

Payment/Credit/Rebate: the option will be selected automatically
- The amount captured can be used as a payment, any credit on the file or a rebate

Income Account: The income account saved on the file will display. This Z-account will be credited with the
collection commission, if selected to add collection commission.

In Debtor’s statement? Mark if the amount must display on the debtor statement to decrease his
outstanding amount
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Calc
The ~——— button will open the computer’s calculator if you want to make any calculations

Click the Debtor’s Balance button to display the debtor’s current balance

Debtors Balance' [ 74,299.92

- Select the Add Collection com check box to also post collection commission on the received
amount

Debit a Fee
Add Collection com. 7 [+]

Col. com percentage: 10,00 =

Diebit Fees: (@) Stored Fees: ()

- The Collection commission percentage will be inserted automatically, as saved in your user setup
- Choose to post the Collection commission as a Debit or Stored fee - The difference between Stored
fees and Debit Fees

Click OK
The transaction will display below

File Date Received Deszcription Reference  Fee Mo Arnount Tatal DS

Click Post to post the transaction

P P PP e e PP P e

STATEMEMT OF DEETOR'S BALAMNCE

File: Number: DR 0004 | Ok | | End Dasciption:
| Cliert DR ALBERTS . Transaction date: | 7 @
| Parties: DR ALBERTS * CILLIERS Debit hansaction B 0.00
Capital / Balance: R 4.000.00 Capital: . Credit tranzaction R 0.00 JEILEY Save
Frogram Capital? (®)
Interest rate on balance: 10.25| % g kald )
gsr Acc:.ounltlngCCaﬁlhla:I‘. = withaut Final Col. Com? [ Mew Mora Fate? [ ] Add Allowances? [
. alance is also Capital? |
Interest date: 13092017 2 = Load Accounting (] Interest changes? [ ] Add client transactions? [ Installme
Ending date: 13062018 | Display | PrintPDF || Textfile | | otve Pl - Flus Stored Fees? [
Date Deszcription Debit Credit Balance

- The payment reflects on the Debtor’s statement
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13.2 Posting Debits

Payment/Debit Additions » Posting payments

12018 - 15:34:57 Posting debits

ts

ut kevs (F2.F3.F4.F5. Shift+A. Ctrl

Capital Adjustment/Rebate

Interest Adjustments

- Use this function to add debits on the debtor statement, not posted in the Accounting system
o E.g. additional costs, increase in claim amount

POSTING DEBITS

File rumber: DRO004 Ok End Calc Debtor's Balance: 0.00

| Client DR ALBERTS .
| Paties: DR ALBERTS * CILLIERS, Debt Collection

Posting date: 18-0B-2018 Payment/Credit/Febate Debit a Fee

Client date: 18-06-2015 Expenze/Debit/tdd Capital (@) Add Collection comn.? ]

Description: | bdd Capital | Col. com percentage: 10,00 %
Reference: [NV Ma Choice - Income Accounts ~ Debit Fees: (@) Stored Fees: ()
Amount: R 500.00 In Debtar's statement?

Balance: RL ooo File rumber, | DRO004 Ok Post

- Type the File number and click OK

- Posting date: the date that the debit is captured on the system and reflects on the debtor’s
statement

- Client date: the date that debit was captured on the Client’s side
The Posting date and Client date should be the same to calculate the interest correctly

- Description: the transaction description, as it will appear on the debtor statement
- Reference: any reference for the debit addition
- Amount: Cost or capital adjustment amount

- The Expense/Debit/Add Capital option will be selected automatically
The amount captured can be used as an expense, any debit addition or increase in claim amount

- Income Account: The income account saved on the file will display.

- In Debtor’s statement? Mark if the amount must display on the debtor statement to increase his
outstanding amount

Calc
- The button will open the computer’s calculator if you want to make any calculations
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- Click the Debtor’s Balance R button to display the debtor’s current balance

Debtor's Balance: | F4.299.92

- Do not mark the Add Collection commission tab, only when capturing a payment received
Debit a Fee

&dd Collection com. ?[]

Col. com percentage: 10.00 %

Debit Fees: (@) Stored Fees: ()

Click OK
The transaction will display

File Date Received Description Reference  Fee Mo Arnount Tatal DS

Click Post
The debit will display on the debtor’s statement

STATEMENT OF DEETOR'S BALANCE

File Murnber: DRO004 | Ok | | End Drescriptiarn;
| Client DR ALEERTS . Tranzaction date: | [ |:
| Paties: DR 4LBERTS * CILLIERS Dehit hanzaction R 0.00

Capital / Balance: R 4,000.00 Capital: . Credit hansaction P 0.00 I:

Program Capital? (@)

Interest rate on balathce: 10,25 | % i italz
ESF .&cc_ounltlngctaﬁnﬂ_ = | without Final Cal. Com? [ Mew tMara Rate? [ Add Allowances? [
. alance iz alzo Capital? ()
Interest date: 13-03-217 ’ _ Load &ccounting (] Interest changes? [ ] Add client transactions? [ [
Sl dsies 16062018 | Display | ‘ PrintPDF | \ Textfile | | Active Filel - Plus Stored Fees? ]
[rate Dezcription Drebit Credit Balance
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13.3 Capital Adjustment/Rebate

Various fee reports ’ Fee Tariff's for Users I Remi
Fees to Accounting ’ User's Taniff Report
2018 - 12:08:31 Posting debits r
s Capital Adjustment/Rebate
Interest Adjustments

us useful PDF documents for inc

Use the function to change the debtor’s claim amount and to see the amendment on the debtor’s
statement and to track the change

- Do not change the capital amount in the Open/Amend screen. You won’t be able to track the
change

CAPITAL ADJUSTMENTS

File rumber: DROOO3 Ok End Calc Debtors Balance: | 0.00

[Cliert DR ALBERTS
| Parties: DR ALBERTS *BOTHA, Debt Collection

Posting date: Fapment/Credit/Rebate (@ DebitaFee

Client date: ’W‘ Expenze/Debit/ddd Capital () Add Callection com.?[_]

Dezcription: | Capital Adjustment | Col. com percentage: 100}
Reference: IM Mo Chaice - Income Accounts w [ebit Fees: (@) Stored Fees: ()
Amount; R In Debtar's statement?

Balance: H File number; IW‘ | Ok | Post

- Type the File number and click OK
- Posting date: the date that the adjustment was done and to reflect on the debtor’s statement

- Client date: the date that adjustment was done by the client
The Posting date and Client date should be the same to calculate the interest correctly

- Description: the transaction description, as it will appear on the debtor statement
- Reference: any reference for the adjustment
- Amount: Capital adjustment amount

- Payment/Credit/Rebate: Select this option if the debtor’s statement must be credited with the
amount entered and decrease his outstanding amount

- Expense/Debit/Add Capital: Select this option if the debtor’s statement must be debited with the
amount entered, and increase his outstanding amount

- Income Account: The income account saved on the file will display. This Z-account will be credited
with the collection commission, if selected to add collection commission.
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- In Debtor’s statement? Mark if the amount must display on the debtor statement to wither
increase or decrease his outstanding amount

Calc
- The - button will open the computer’s calculator if you want to make any calculations

- Click the Debtor’s Balance button to display the debtor’s current balance

Debtor's Balance: | F7.202.94

- Select the Add Collection com check box to also post collection commission on the amended
amount, or leave open if no Collection commission should be added
Debit a Fee

&dd Collection com. ?[]

Col. com percentage: 10.00 %

Debit Fees: (@) Stored Fees: ()

- Click OK
The transaction will display
L
File Date Received Description Reference  Fee Mo Arnaunt Taotal D5
- Click Post

The amended amount will display on the debtor’s statement:

STATEMENT OF DEBTOR'S BALANCE

File Number: | Ok | | End | Description:

[ Client DR ALBERTS . Transaction date: =
| Parties: DR ALBERTS * EQTHA Debit ranzaction R 0o

Capital / Balance: R 5,600.00 Capital: ) Credit transaction R 0.00 Iﬂ

Fragram Capital? (o)
nt=estisielalbolance) 2 Use Acc_ounting Eapital? | without Final Col. Com? |:| Mew Mora Rate? |:| Add ﬂllowances?[
Interest date: Balance is also Capial? () Load &ccounting 4] Interest changes? [ Add clisnt ransactions? |
Ending date: 18062018 | Display | PAntPDF || Tertfle | [ hoiwve el -LETTER OF DEMBND. Plus Stored Fes?]
Date Description Drehit Credit Balance
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13.4 Range files: Payments/Debits

Posting payments

Posting debits

Capital Adjustment/Rebate
Interest Adjustments

1 us useful PDF documents for inc
ry of useful documents.” Client Text file imports

Client reference

gy LSS e
s: Payments/Debits
2 . /LIOWX\ %

byoade ) * oo z
One File: Credits/Debits report

Use this function to draw a report on payments/debits captured for a range of files
Complete the filters:

- Starting and ending date to select the period
- First and Last file to show a specific range, or leave the default to show all files
- Client name to show only files for a specific client
- Select to see only files belonging to a specific group or Income account
- Choose to sort according to the File number or the transaction
- Choose the type of transactions to show:
o Payments received
o Debits
o Both

Click OK
The information will display on the screen

REPORT OM PAYMEMTS AMD DEBITS
S e 01062015 Group: Papments: 0
Ending date: 13-06-2018 Income account: | Mo Choice - Income Accounts ~ | .
Dehits: ]
Firzt File: Ah0000 Sort on: Both? ®
Last File: YZ94999 File Mo: O Drate: O | 3
Cliert name: | | [ ok | End Mo | Pt || Textfile |
File Date Deszcription Reference Dehit Credit Tatal D5 Client Referen.

Click Print to print the report or click Text File to merge the report to Excel
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13.5 One file: Credits/Debits report

Various fee reports > Fee Tanff's for Users
Fees to Accounting > User's Tariff Report
Posting payments
Posting debits
Capital Adjustment/Rebate
issist your auditor for free to help h e e
ro will load Lexpro Accounting on tt Client Text file imports
»ackup of your data.” Client reference

Range Files: Payments/Debits

Use this function to draw a report of credits or debits for one file only
- All debits and credits captured in the Litigation program will display, including fees (captured in the
litigation program)

Complete the filters:

- File number

- Choose the period to draw by typing the starting and ending date

- Select the type of transactions to show:
o All transactions (debits, credits and fees)
o Payments/Credits (only captured with the function 13. Payment/Debits additions (PTC)
o Revenue stamps (not relevant anymore)

Click OK to display:

REPORT OF POSTINGS IM FEES

File: number: DROO03 Choices:

|[Tlient DR ALEERTS Al iansactions: (@)

[Farties: DR ALBERTS *BOTHA Pepicits ¢/ Dzl @)
Fevenue stamps: ()

Starting date: 01-06-2017 Start with MIL Ealance? ]

Ending date: 19-06-2018

File rurmber: DRO003 | Ok | ‘ End | | Print ‘ | Mare ‘ | Text file ‘ | 13

Date Degcription Reference  Type Debit Credit Total bs

Click Print to print the report or Text file to export to Excel
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14. Make files active or inactive

14.1 Make files inactive

o g

Other Lexpro
Maintenance Help Modules
1. User Setup Values 1 16. Night functions
2. User Setup Values 2 17. Night Functions Report

3. SQL Setup

18. Make Files Inactive
4. Global Setup Values

10 Malke Filec Active

Files should be made inactive (closed) when finalised

- Inactive files will still be available in the system:
o File details can still be seen (F5)
o Transactions are still available (F3/F4)
o Searches on inactive files can still be done (F2)

The benefits of inactive files:

- They don’t appear on reports as a default

- Don’t receive monthly statements, but can be added when selected to add inactive files
Don’t appear on searches, by default, but can be added when selected
Searches, reports, statements, etc. are done faster, as the inactive files are left out by default

Important: before making files inactive, you need to make a backup, especially if a whole batch is to be
made inactive

Make sure of the following, before making files inactive:

- You have a backup — see backup

- Ensure that there is no outstanding stored fees, or delete stored fees if not recoverable

- Ifthere is still debit fees, export and import in accounting or delete

- Ifyou select to make files inactive in Accounting and Litigation, make sure the file has a 0.00
balance in Accounting
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How to make files inactive:
Open the screen

MAKE FILES INACTIVE

First File: A A0 Clent reference:
Last File: YZ0000 Group: Mo Chaice
Income account: | Mo Choice - lncome Accounts w

Mo, af days without Fees: | 180

Debt balance leszs than: B

Reason not recorded W

Link, with Accounting?

Client name:

Ma Client Chaize. e

Ok Make Inactive? End |

BEFORE THE FILE 15 MADE INACTIVE, MAKE SURE:
Trust balance and Business balance are nil.
Mo fees have been recorded in FEES within past number of days entered an the screen.

Complete the filters:

First and Last File:
- Type the specific range of files to be made inactive
- Orselect the first and last file with the same file number to make only one file inactive
- Or keep the default to make all possible files inactive, according to the selected filters

No of days without fees:
- The default amount of days is 180
o This means that only files who doesn’t have fees for at least 180 days (store or debit fees),
must be made inactive
- You can change the amount of days (increase or decrease)

Link with Accounting:
- This function is mainly used to inactivate Litigation files
o You can however link with the Accounting program, to make the same file inactive in both
Litigation and Accounting
o The files need to have a 0.00 Trust and Business balance in the Accounting program
= Sometimes the ending balance in Accounting is 0.00, but the Trust and Business has

balances. This means that a Trust transfer must be run before the ending balance
will be 0.00 and can be made Inactive
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Client name:
- Select a name from the list to make files inactive that belongs to this client only
o Only the Shift+F12 files will be listed

Client reference:
- Complete to only make files inactive with the specific reference

Group and Income account:
- Select a Group and/or Income account to only make files inactive that belongs to the specific group
or income account

Debt balance less than:
- Only files with a debtor balance of less than the amount you enter, will be made inactive
o Orkeep on 0.00 to ignore the debt amount

Reason:

- Select a reason why the file(s) are made inactive
o Orselect no reason

If you are sure that all filters are correct and that you have a backup, click OK

Ok Make Inactive? End

- Click the “Make Inactive” button, that will be available

The message will display:

MAKE FILES INACTIVE

Are pou Sure?

Yes Mo E

- Click Yes if you want to proceed or No to cancel
- Ifyou click Yes, the files will be made inactive and the amount that was made inactive, will show
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Files made inactive: 1 E

Finizhed. MNumber: 1

D L e L e e T e e T

The program will also display a list of files that couldn’t be made inactive in Accounting (if any), if you
chose to link with Accounting, and the reasons:

Truzt/Buziness Balances not Wil 1 A&0000

14.2 List of Inactive files

o @ > [

2 Other Lexpro %
Maintenance Help Modules Exit
1. User Setup Values 1 16. Night functions
2. User Setup Values 2 17. Night Functions Report

3.50L Setup

18. Make Files Inactive
4. Global Setup Values

5.U List 19. Make Files Active
iy , 20, List of Inactive Files
6. User Setup Functions

71 Inartnia filar o Arrhine

Complete the filters to draw a list of Inactive files:

LIST OF INACTIVE FILES

First File: k0000 Group: Mo Choice | Count: 13
Last File: 29335 Income account: | Mo Choice - Income Accounts e
Starting date: 01-06-2016 Client name: | |

Ending date: 13-08-2m8 | Ok | End More Print Text file

First and Last file
Starting and Ending date that files were made inactive
Show only Inactive files for:

o Specific Group

o Specific Income Account

o Specific Client

o Orleave open, to show all
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Click OK

LIST OF INACTIVE FILES

Firzt File: Group: | Mo Choice | Count; 13
Last File: Income account: | Mo Choice - Income Accounts - |
Starting date: Client name: | |
Ending date: [ok | End | we= | Print | Textfie |
Mame of Client Account Tzt Party 2nd Party b atter Uzer's D Drate

The list of Inactive files in both Litigation and Accounting will display with the following information:
- Client name
- Account number
- 1t Party name
- 2" Party name
- Matter description
- User’s ID that made the file inactive
- Date that file was made inactive

14.3 Inactive files to Archive

Note: If your firm also uses the Accounting package, this should rather be done by the bookkeeper in
Accounting

- This function is explained in more detail in the Accounting manual
If your firm doesn’t have the Accounting package, please contact your Lexpro consultant to help with the
Archive function
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14.4 Make files active

g B >

Maintenance Help Modules Exit

Other Lexpro
1. User Setup Values 1 16. Night functions
2. User Setup Values 2 17. Night Functions Report

SRS Setup 12. Make Files Inactive
4. Global Setup Values

; 19. Make Files Active
5. Users List

20. lLict of Inactive Filec

Use the function to make inactive files, active
If the file was already made inactive, due to:
- file is finalised and closed
- file was made inactive by mistake

And you want to make the file active again

MAKE FILES ACTIVE AGAIN

File Fiurmber: AA0000 msee Fa

| Client DR ALBERTS .

| Farties: DR ALBERTS * 2MD PARTY
| Caze description: Fee Report

Transactions

File Motes

Make Active? End

Type the file number and click OK
- The client details will display with a message that the file is Inactive

The transactions (F4), File notes or fee reports can be drawn for the specific file
Make Active?
Click

Click Yes to make Active
A message will display that the file is active

162



15. Maintenance functions

Important Maintenance functions include:

- Create tables

- Load values

- Build indexes

- Make a Backup

- Restore a Backup
- Night functions

- Alter tables

15.1 Create tables

Your firm’s data is stored in a database

The database exist of various tables — each table store different types of information, e,.

Lit saves all the file numbers with file details (addresses, telephone numbers, etc.) in Litigation
The Transactions are saved in the Tran table, etc.

Tables are created with the program, during installation by your Lexpro consultant

When upgrades take place, it could be that a new table was created by the programmers, to store specific
data for a new function. In these cases, tables must be created during upgrades to include the new table

Therefore it is important to run the Create tables function after you do an upgrade

15.2 Load default values

This function is used to load the default values for fees, documents, etc.
This will also be loaded by your consultant during installation
- Run this function after upgrades to ensure you have all the latest documents, fee tariffs, etc.

 R* AT

Other Lexpro

Maintenance Modules Exit

1. User Setup Values 1 16. Night functions

2. User Setup Values 2 17. Night Functions Report
S oaup 18. Make Files Inactive

4. Global fSetup Values 19. Make Files Active

5. Users List

20. List of Inactive Files
21. Inactive files to Archive
7. Create Tables 22. Files in Storage

8. Load default values » Load All Values

AR e s Ciimmancae

6. User Setup Functions

Select Load all values. A Progress bar will run to indicate the process to load values
The program will return to the main screen when done
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15.3 Build Indexes

Each table has a few indexes that stores data in specific columns
This allows the fast and efficient retrieval of data. Without indexes, the retrieval of data will be very slow
For this reason, indexes should be built regularly to speed up the system

Important:
Do this function when all users are logged out of Lexpro programs

ri fj I
: Oth
Maintenance Help '

(5T User Setup Values 1
2. User Setup Values 2
3. SQL Setup

4. Global Setup Values
5. Users List

6, User Setup Functions

7. Create Tables
8. Load default values 4

9. Build Indexes

1N NDC £llar 44 Toak fillas 44 TN

Open the function when you are sure that all Lexpro users are logged out
The Build indexes screen will open:

First drop Indexes?
hark Separately? [

| 0 Ok End
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- The check box: First drop Indexes should be marked by default.
o If not, please mark

- Leave the check box open for “Mark separately”
Click OK

The function will start to run and a list of indexes built, will display on the left

Build Indexes (Mot Responding)

CREATE INDEX ON ACT(KODE),
CREATE UNIQUE INDEX OM ACT(IDY;
CREATE INDEX ON AACT(KOQDE),
CREATE UNIQUE INDEX OM AACT(IDY;
CREATE INDEX OM ADLYS(NAMEY;
CREATE UNIQUE INDEX OM ADLYS(1DY;
CREATE INDEX OMN ADMIN{ACNOY;
CREATE INDEX ON ADMIN{CMNAME);
CREATE INDEX ON ADMIN(REPMNAME);
CREATE INDEX OM ADMIMN{SKREKY;
CREATE UNIQUE INDEX OMN ADMIMN{DY,
CREATE INDEX ON ADRES(ACNOY);
CREATE INDEX ON ADRES(SYFERY);
CREATE INDEX OMN ADRES(IDNRY;
CREATE UNIQUE INDEX OM ADRES(IDY;
CREATE INDEX ON ADVOKATE(ACNDY);
CREATE INDEX ON ADVOKATE(NAME);
CREATE UNIQUE INDEX OMN ADVOKATE(IDY;
CREATE INDEX ON AFREK(GROEFY;

Leave the screen and function until the message display that all indexes was built
Click End when finished or wait until the function returns to the main screen

Lexpro users can now login to their programs

You can do this function a few times a week or as part of the night functions
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16. Backups

6.1 Make a Backup

It is very important to make backups, as often as possible
Lexpro recommends daily backups

Use this function to make a backup:

| /7(' ‘ ool
Help -

Maintenance 1

1. User Setup Values 1
2. User Setup Values 2
3. SQL Setup

4. Global Setup Values
5. Users List

6. User Setup Functions

7. Create Tables
8. Load default values 4

9, Build Indexes
10. DBF files to Text files to SQL

11, Text file Backup

17 Caldase Dacliiia Tia

With this backup option, the database with all tables are saved in the specified folder as TXT files
The TXT Files will be able to restore in the system if needed

Open the backup screen
BACKUP / COPY TO 4 DIRECTORY

Path, Directory for copy, eq. 'C:HAEE"
| C:/LExPRO_BACKUP AMONDEY !

Omit GIDS?[]

Orit FEES?[]

Ok 3 End
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1.

4.

Path, Directory for copy
- Type the path where the Backup files must be saved
- The program will create the folder, if it doesn’t exist
- Remember to add the _sign if the folder consist of 2 names, e.g. Lexpro_Backup
- In the Example above, the backup will be stored in the C drive (Hard drive) of the computer
where the backup is made
- You can change the C to the Network drive (F or L or what the drive for the network
may be)
- You can also change C to the drive for the Memory stick or External hard drive
If you’re not sure what the drive is for the Memory stick or External hard drive,
insert into your computer, and it will display in brackets next to the name of the
external in Computer, e.g.

~ Folders (6)
[ Desktop =| Documents 'y Downloads
J’! Music = | Pictures E\fideos

~ Devices and drives (5)
o Windows (C:) - HP_RECOVERY (D:) - HP_TOOLS (E2)
- DVD RW Drive (F:) - JSEB Drive (Gz)

- Inthe example, the sub folder where the backup will be saved is the MONDAY folder

Fath, Directary for copy, eq. 'C:ABE"
| CALEXPRO_BACKUPAMONDAY |

Create a folder for Monday — Friday

This way you will have 5 different backups and each Monday will overwrite the previous
Monday backup, etc.

Do not choose to omit GIDS or FEES (make sure this is unmarked)

Click OK to Create the Backup

The counter will show the amount of backup files

The screen will close when the backup is done
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Where to find the backup:

168

- Make sure the backup was done correctly by opening the backup folder with Computer or File
Explorer:

w path

Move Copy

te shortcut to to

X =]

Delete Fename

-

Organize

Mew
folder

v Windows (C:]) » LEXPRO_BACKUP » MOMDAY

R T T

Mame

=| FEES.TXT
=] ACT.TXT
=| WDOK.TXT
=| TRAN.TXT
=| WBRF.TXT
=| FOBES.TXT
=| CLIENT.TXT
= UT.THT

=] TCAS.THT
=| WDAG.TXT
=] NITEFUN.TXT

% Mew item ~

ﬂ Easy access *

Mew

Date modified

19-Jun-18 3:27 PM
19-Jun-18 3:27 PM
19-Jun-18 3:27 PM
19-Jun-18 3:27 PM
19-Jun-18 3:27 PM
19-Jun-18 3:27 PM
18-Jun-18 3:27 PM
19-Jun-18 3:27 PM
19-Jun-18 3:27 PM
18-Jun-18 3:27 PM

19-Jun-18 3:27 PM

- The TXT files must display with the correct time and date

- This TXT files will be used to restore the data if necessary

Cpen

V]

Edit

Properties

- 4= History
Open

Type

Text Docurment
Text Document
Text Docurment
Text Docurment
Text Document
Text Docurment
Text Document
Text Document
Text Docurment
Text Document
Text Document

FH select a

1o Select none
|jE_|Imrertselectinr1
Select

Size N

7234 KB
T3 KB
T4 KB

T2 KB
36 KB
28 KB

21 KB
20 KB
15 KB
12 KB

9 KB

- The files/folder can be copied to e.g. Dropbox or CD and saved outside the Office, in case
something happens to the PC or Server



16.2 Restore a backup

Use this function to restore a Text file backup made from the program

Where to find:

F
Maintenance Help
1. User Setup Values 1
2. User Setup Values 2
3. 50U Setup
4. Global Setup Values
5. Users List
6. User Setup Functions

.

7. Creste Tables
& Load default values k

% Build Indexes

10. DBF files to Text files to SOL
i 11 Text file Backup

12. Folders Backup - Zip

13. Tip Backup of Data

a 15. Single Teat Files to SCL Tables |

IMPORTANT:
ASK YOUR LEXPRO CONSULTANT FOR ASSISTANCE WITH RELOAD OF BACKUP
ALL LEXPRO USERS MUST BE LOGGED OUT OF LEXPRO WHEN RESTORING THE BACKUP

The screen to load the Backup files in the system will open
BACKUP SOL TEXT FILES TO QL TABLES

Where are Text Files? ZAP Evisting Tables? 7] 3
[C/LEXPRO_BACKUPMONDAY | |[ List 1 Mark Separatel?[2] U

CLIENT.THT
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Complete the path where the backup was made to
- the system will default to the path used to make the backup

Click List to show all files in the backup folder
- a list of all the txt files will display

Make sure the ZAP Existing tables are marked. If not marked, the data will append to the existing
data and not overwrite

Click the Mark Seperately checkbox to select specific txt files to be restored

Select the specific files to be restored

Contact your Lexpro Consultant to get a list of specific files to select

Not all txt files are relevant to your program or has data, and therefore you don’t need to select
them

Click OK
The data will import to your system

The counter will show the amount of entries for each specific txt file (table with information)

The message will appear that it’s ALL if done

After the data import/restore, do the following Maintenance functions:
15.3 Build Indexes
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