How to Add a New Company

Objectives

® |Insert a Company in the database

Steps

You can add a new company from the Create button in the main menu or from the companies module by clicking on the plus sign on the top right side of
the screen.

More ¥ | Create 4

.
Companies Al Companies Ml saveFilter
& Person
cemrch Columns ~

il Corporate Matter

[} Name Nickname Category Sub-category Capital Capital Currency Registration Nb

COM00000071 abc abe Client M Litigation Case 15,750,000 AED
A Hearing

COMO00000091 ABC Services ABC Services Partner Star-up null

N B Matter Container

COMO0000038 Advanced Industries Adl Client Industrial 100,000 UsD 45-693257
E¥ Contract/Document from Template

COMO0000012 Advanced Solutions AdS Client Documenter 200,000 UsD
B Upload Contract/Document

COMO0000102 Agency Grid AG 0
@ Intellectual Property

COMO0000073 Al Kamal Industries. Kindustries o
Task

COMO0000107 al waha al waha 100,000
@ Timeentry

COMO0000125 Albert Company Albert Company Client E] Expense 0

COMO00000101 Albert Insurance Company Albert IC Client Invoice 0
& Meeting

COMO0000054 Alvah Agency A Agency Client 0
A Reminder

COMO0000078 Astra Digital Holding Astra Digital Internal 10,000 AED

COMO0000068 Back Boss company BBC Client 0

COMO0000037 Back-Line Company BLcompany Client Civil United States o

There are 3 required fields:
Name: Full legal name of the company
Nickname: That's easier to catch

Category: The relationship between this Company and the Law Firm/Legal Department. A standard list of values is available, including Client, Opponent,
Partner, and so on.



New Company

Name*

Nickname*

Category*

~~

Choose Person / Company Category -

Website

Email

Use semicolons separator (;) to add multiple emails: for ex.

john@gmail.com;john@live.com

[} Address >
e Company Details >
B Document >
Shared With @ ( Public) Set as Private

| Save | Save and Create Another Cancel

All other fields are optional at this point, but you will want to enter as much data as possible to assist you in generating beneficial reports later on. Among
the more important ones are Company Sub-Category, Legal Type, group, Address details, and contact information.

Sub-Category: A customizable list of values, to further define the relation with this Company, ex. Internal Client
Company legal type: You can add the legal type of the company

Company group: Specify if this company belongs to a group, you can add groups into LEXZUR.

Nationality: Specify the nationality of this company.

Foreign name: company name in an alternative language

Reference number: If you have an alternative numbering sequence it can be entered here and is searchable.



New Company

. Company Details v
Sub-category + Add Sub-category

None -
Company Legal Type + Add Company Legal Type

None hd
Company Group <+ Add Company Group

None A
Nationality

None hd

Foreign Name

Reference #

This is the internal reference number that is used by your firm.

Shared With & ( Public) Set as Private
Save Save and Create Another Cancel

Lastly, the option to set a Company as private or leave as public. By default the user who creates the Company will have access to it, other users may be
added if needed.




New Company

Name*

Nickname*

Category*

Choose Person { Company Category v

Website

Email

Use semicolons separator (;) to add multiple emails: for ex.
john@gmail.com;john@live.cc

Share With -
E} Address :

Company Creator
‘. COITlpany Detail: Alice Jones B

Il Document

Custom Fields

& Shared With Public Set as Private

Save Save and Create Another Cancel

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

Thank you!
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