How to Apply Filters on Matters

Objectives

® Advanced search and create filters
® Quick search using filters

Steps

Each grid in Lexzur provides users with the flexibility to search for desired items easily using various criteria tailored to their needs. This allows users to
create and save their filters for reporting purposes. Here's how to do it in Matters:

® Navigate to the Matters Module. Click on "Corporate Matters," "Litigation Cases," or "Matter Containers" to access the list of matters.
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o Sam Marven Acquisition Closed [2021-12-09 10:44:33]: Closed and converted to. Fred Moriss 500.00 Al Teams 2021-11-11 2022-01-09

o Alice Jones Global Tech Acquisition 1-Review 0.00 Corporate Team 2023-07-05 2023-11-29
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o MO0000006s Micheal Cavino Stones Real Estate Acquisition Open 0.00 All Teams 2022-03-18

o MO00000041 Micheal Gavino Stones Real Estate Acquisition Open [2021-12-09 10:32:40]: matter files are. Bailey Chris 70000 All Teams 2021-12-05 2022-01-23

[m} | Carolina Robinson Branding Company Acquisition In Progress. [2022-07-0111:52:22]: | called Albert Smith. Elise Khoury 0.00 All Teams 2022-05-30 2022-07-23

o | MO00000213 Consultation In Progress. ‘Adam Christopher 0.00 Corporate Team 2023-05-15 2023-07-25

® Click on "Advanced" to apply advanced filters. Here, you can tailor your search filter based on specific criteria such as Practice Area, Assignee,
Client Name, Dates, and more.

Corporate Matter Search Filters
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More Filters Criteria

® Once you've set your desired filters, click on "Submit." The grid will now display only the corporate matters according to your search filter.
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o Dave Security System  Legal Opinion on NDA Agreement 1-Review 0.00 Al Teams 2023-05-30 2023-06-30
o M00000229  Alice Jones BLP industry Agreement InProgress 12023-05-2 15:47:00]: Settlement Negotiations...  Peter Young 000 Al Teams 2023-05-22 2023-08-31

® To save the filter for future use, click on "Save as." Enter a name for the filter and click on "Save." You have the option also to share this filter
with all the users.



Save Filter x

Filter Mama* Agreement Corporate Matters

F Iter is visible to all users

q, m Close

* Now, the saved filter will be available in the drop-down list for easy access anytime from the matters grid.
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O M00000153 SLA: Legal Opinion Jon Bartman Brancy Consultation 1-Open
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O MO0000150 Legal Opinion for Alvah Batz Fred Morrison Alvah Batz ‘Consultation 4-In Progress [2021-07-15 12:20:13]
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Additionally, you can directly access the desired list of matters based on your filters from the Matters module in the navigation menu. The list of Advanced
filters will be displayed, allowing you to click on the filter directly before opening the matters grid.
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To enable this feature, go to System Settings System Preferences Setup and Configuration:
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Setup & Configuration =

Notification Scheme

Look & Feel

Integrations

Task & Triggers Automation

Document Content Search (Full Text Search)
Custom Integrations

Email Customization

L& Apps

Apps & Configurations

User Groups
Manage Users
Import Users from Azure Active Directory

User Groups Permissions

User Management Reports

Users Audit Report
Login History Report

User Management Report

Import Data

Companies

Persons

Corporate Matters
Intellectual Properties
Litigation Cases

then navigate to the System Values tab, and set "Show Advanced Menu ltems" to "Yes."
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Delegation

Docusign Integration

Auvuvais, NO

Attachment Type

Document Generator Templates Folder
Folder Templates

SLA Management

DocusSign integration

Email Templates

@ Intellectual Property
Intellectual Property Rights
IP Classes
IP Subcategories
IP Statuses
IP Names
Petition/Opposition Types
Email Templates

ystem Settings
Billing and Plan

Manage Users

Add User

Apps Marketplace

§¥ Manage Boards

emSigner Integration

External Links

Hearing Verification Process
Document Content Search
Maker Checker Control
Menu External Links

Notifications

Starting from: 01/09/2024 =
Business Day Equals s )
Business Week Equals 5 o
Allow feature clients management Yes -
Show Advanced Menu Items @ Yes -
Export Filters Yes =
Visualize Hifri Galendar Converter No -
Allow feature "Hifr Calendar” @ No -
Allow feature "Stay Signed In" Yes -

Outgoing Mail
Password Policy

Reminders

Sayen Integration

UAE Pass Integration

Web Hooks

Once enabled, you'll have the option to choose the filter directly when hovering over the matters from the navigation menu.

Similarly, you can manage filters for Litigation Cases and Intellectual Properties at their respective levels.

For more information about LEXZUR, kindly reach out to us at help@lexzur.com.

Thank you!
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