How to Set Categories/Sub-Categories to Persons

Objectives

® Set categories/sub-categories to persons to search easily

Steps

You can define the Categories and Subcategories for persons on the New Person page.

New Person

Title + Add Title

None -

First Name*

Last Name*

Category* -+

Supplier -
Sub-category + Add Sub-category
Stationary Business -
Job Title
Email
Start typing
Phone
Mobile
& Shared With Public Set as Private
Save Sav Create Another Cancel
Y
® Category: is the relation between the person and the law firm/Legal department, a standard list of values including Client, Opponent, Partner, and

S0 on
® Sub-Category is a customizable list of values, to further define the relation with this person ex: Internal Client.

You can also set the Categories and Subcategories to your persons in the edit person page.



PER00000003 Alvah Batz
Supplier - External Client &

2 General Info
& General Info

Job Details
Address First Name* Alvah Mobile +1456575421
(eEmrzers Middle Name Phone +14587458965
Comments
Last Name* Batz Email Start typing
Documents
Category* Supplier - alvahbatz{@coolpany.com
2= Persons
Sub-category @ External Client -
M Matters
Title Mr -
# Reminders ID Nb 54521552
Reference # Rn12345678
Country United States
Company / Group Start typing
- Status { .
Back Line Company X
Coolpany x
ZAbu Dhabi Commercial Bank X

Once you've assigned categories/sub-categories to persons, searching becomes more streamlined.

Use the Advanced search option on the Person grid to filter results based on the associated categories/sub-categories.

Persons  AilPersons

Bl sove Fiter l

Filter Search © Reset Search Persons

Person # Name Category Email Phone Mobile Job Titie Company

Status

PERDOO00043  Robert Cavin Cient RobertCavin@outiook com  +1002 556 6336 +1002 556 6936 cE0 Advanced Indust
Equal B
PEROOOC0DAS  William Bill Client Wiliambil@brandingco.com  +1589 895 2566 +1580 895 2566 cEo Branding Compa

hetive -
Person #
First Name
Last Name
Company
Mobile
ehone
Email
[ Category

Equal -
Cient -
[ Sub-category
Equal -

Lead a

‘Country.
Foreign First Name
Foreign Last Name
Title

Middle Name

Fax

Tax Number
Adaitional ID Type
Additional ID Value
Job Title

Is Lawyer
In-house Lawyer
city

Created By
Created On
Creation Date

Rofarance #

DoeEm -
You can save the filter, give the filter a name and it will appear on the list of quick filters.
For more information about LEXZUR, kindly reach out to us at help@Ilexzur.com.

Thank you!

Reference #

|

Sub-category
Lead

Lead

| & Privacy
Shared With
Everyone

| @ Custom Fields
Passport.. 02496854263
Type of La..| | Advocate x|
Payment T_|| Cheque x |
Client? [No x|
paymentd...

Additional ID Type

o

Set as Private

+0%

Columns ~

Additional ID Value

1-20F2mTEMS & | 20 v
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