How to Manage Corporate Matters

Objectives
® [nsert a Corporate Matter in the database

® Correct/Revise/Update data related to an existing Matter
® Capture and manage a Corporate Matter's details

Steps

In LEXZUR you can efficiently manage Corporate Matters at every stage in a smart and agile central software workspace, where users can collaborate
with internal and external stakeholders, keep track of legal deadlines and automate reminders sent as emails or notifications.

First, you have to add Corporate Matters to your database. You do that through the Create button in the navigation menu.
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There are some fields that need to be filled out, such as the:

Matter Name
Practice Area
Arrival Date
Client Name

In addition to some information such as due date, assignee user, matter rate, or custom fields.
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You can now track and manage all your corporate matters from one grid. From the Matters tab choose Corporate Matters.
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Start by using the advanced filters that will help you search for a specific Corporate Matter based on the criteria of your selection.

For example, you can search for Corporate Matters by practice area, Assignee, Client name, and so on.
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Also, you can save these filters for later use, and export the results to a spreadsheet for reporting.

Corpo rate Matters| Legal Opinion Matters Save as
1-150of 15items & Matters Assigned to Alice
Matters Assigned to Carolina
Legal Opinion Matters
O D Pr: Name
Save Filter *
Filter Name* | |egal Opinion Matters <
I Filter is visible to all users
Save Close

Now, to go further with additional modifications, click on the Matter's name or ID to open its page.
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The General Info Tab allows you to add details or modify existing information, update workflow statuses, and record any important developments or

updates.
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agreement's provisions regarding intellectual property rights, territory, fees, marketing obligations, and termination rights. The opinion
provides insights on the legal implications, risks, and recommended modifications to safeguard our organization's interests and comply with
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For efficient collaboration, you can outsource this matter to external Legal Practitioners, and mention the contributors working on the matter if any.

0 M00000229 Legal Opinion on Purchase Agreement for BLP
@

I & General Info
Custom Fields |
External Advisar
Related Contributors

Notes

History
. Tasks

ﬁ Reminders

% Emails (20

. Related Advisor Tasks
Bills

& Attachments

@ Expenses

) Time Entries

Bl Invoices |
. Matters

E,V Contracts & Documents

£ Settings «

1-Review 2-In Progress

=, External Advisor

Company v

—

Exteral Advisors ¥ Rate per hour v

Common Law Micheal Cav (michealcavin30@gmail.... 200.00

o Related CONtributors  <«i—

("4 ] sove ] conce

Person Name ~  Role ¥ Comments ~  Added By ~  Added On

Alice Jones Carolina Robinson 2023-06-16 09:27:27

Notes s

All threads

Add Note

Notes  Emails

All Threads

& Persons + Add New

™ No related Person found; Click to Add "Person”

® Audit >
&

Expand All f Collapse All o

In addition, take note of all the noteworthy updates related to this matter. You can also log emails with attachments as matter notes using Outlook or Gmail

Connect.

Assign tasks and set reminders to your team when several people are working in parallel on the same matter. You can then track all the associated tasks
and reminders within the current matter, along with all their details.



& General Info

I . Tasks

‘ Reminders

% Emails (239

. Related Advisor Tasks
B Biis

& Attachments

e Expenses

) Time Entries

B nvoices

2 Matters

£ Settings

% Contracts & Documents

° M00000229 Legal Opinion on Purchase Agreement for BLP
@

I . Trust 8,520.00 USD ° Paid 2,100.00 USD

Search Task
O+ Action v TaskID v Title v Task Type ¥ Workflow Status ¥ Description v Priority
0 T00000238 Agreement Review Legalisation 1-Open medium
0 700000221 Follow up with the client Follow up 1-Open medium
0 T00000220 Attach Doc Attach Docs on Ap... 1-Open medium

Furthermore, you can send your matter updates by email and track all the related email conversations.
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The Attachments Tab lets you organize folder structures and upload and manage documents related to this matter.
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Hi Carolina,
You can find the details of the matter below

This Agreement has been entered into on the date of 5/3/2023 and is by and with the Branding Company

© Tuesday, May 23, 2023, 12:21 PM

For purposes of this Agreement, "Confidential Information” shall include all information or material that has or could have commercial value or other
utility in the business in which the Disclosing Party is engaged. If Confidential Information is in written form, the Disclosing Party shall label or stamp
the materials with the word "Confidential” or some similar warning, If Confidential Information is transmitted orally, the Disclosing Party shall
promptly provide a written indicating that such oral communication constituted Confidential Information.
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In addition, record expenses and time logs, so you can determine what to invoice later.
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Moreover, you can check all the invoices related to this matter from the Invoices tab.
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Last but not least, you can link a Matter to an existing Matter or Contract in LEXZUR. You can also adjust the users' rates, matter rate, capping, partners’
percentage, and the billing preferences of this Corporate Matter from the Settings tab.

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

Thank you!
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