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For
Law Firms / Legal Departments

The projects described herein are those that I thought would be most representative of the types of projects that
would be useful to the “average” law firm. We have done others, but they are very specific to the companies for
which they were created. The three projects that follow are representative of the type of work we have done, in
general. In each, I have tried to point out those key features that are uniquely useful to a particular application.

We have been working with MS Access for years and are very experienced with versions Access 2.0, Access 97
Access 2000 and Access 2002.
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Client/Payment Tracking - Bankruptcy Firm

Overview

The law firm wanted to be able to more efficiently track client/case data, especially payments.
They intended to use the database for collections, mailings, historical information and generally
tracking cases. They used a separate piece of software (BestCase Bankruptcy) designed
specifically for managing bankruptcy data to track case progress and generate legal documents.
Users

Data was primarily entered by a clerical employee. She was responsible for entering cases as
they came in, then updating them with payments as they occurred.

A paralegal used the reports generated to track receipts and perform collections.

The attorneys used the contact data to handle calls and make notes about correspondence and
communications.

Software
The database was created using MS Access 97. | did a limited amount of coding to manage
payment data. The majority of the “work” of the database is performed through queries and

macros.

The database consists of 5 tables, 17 queries, 14 forms/subforms, 19 reports, 4 macros and a
switchboard.

Litigation Docket - Corporate Legal Department

Overview

The legal department of a corporate headquarters wanted a means of tracking litigation for
multiple corporate entities. They needed to keep up with insurance coverage, case calendars,
financial data, settlement talks, etc. They had been trying to track this information using a
massive spreadsheet program, but found that they were reentering duplicate data on multiple
cases, often inconsistently. Also, they had no efficient means of tracking the costs, actual and
forecasted, associated with each case. They were retyping the same information on multiple
documents and needed a central storage base from which all the pertinent information could be
accessed and reported on either directly or through mail merges (using MS Word).
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Users

Data was entered by secretaries and paralegals. It was updated as case status changed and
additional information became available.

Paralegals and attorneys used the reports generated to track due dates and deadlines as well
as costs. They also used the data to obtain contact and follow-up information and keep notes
on tasks related to the proceedings.

Software

The database was created using MS Access 97. As in the prior example, the majority of the
“‘work” of the database is performed through queries and macros.

The database consists of 10 tables, 7 queries, 13 forms/subforms, 10 reports and 15 macros.

Agreement Records - Corporate Legal Department

Overview

The legal department of a corporate headquarters wanted a means of maintaining and archiving
agreement/contract records. They needed to know when contracts were up for renewal, be able
to update parties to a contract as corporate entities merged or were acquired or divested, keep
track of which department the agreements were created for. They also needed to be able to
quickly locate physical documents, whether they were active or archived.

The database was created in tandem with the filing system so that they could be used together
to help streamline the department. This database is a very simple, yet effective, data storage
and access solution.

Users

Data was entered by secretaries as new documents were created and stored. It was updated
as agreements went from temporary (in revision stage) to active (fully executed) to archived
(expired or terminated).

Secretaries and paralegals used the information to quickly locate files and generate reports on
when contracts were up for review or renewal, had expired, or required follow-up.

Software

The database was created using MS Access 97 and consists of 8 tables, 5 queries, 9
forms/subforms, 6 reports, 4 macros and a switchboard.
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Client/Payvment Tracking - Bankruptcy Firm

Navigation through the various forms and reports was facilitated by a series of “switchboards,”
allowing the users to easily access the information they needed without having to know where
the data was stored or how it was accessed:

Enter/*iew Contacts

Yiew Payment Repons...
Enter/iew Other Information...
Preview Feports...

Change Switchboard terns

Frint Total Client List

Y I Iy B

Exitthis database

Bl Payment Report Switchboard !Em I

Sales Journal Report by Date

Sales Journal Report by Deposit Number
Sales Journal Report by Source
Dutstanding Receivables - Detail
Dutstanding Receivables - Tatals Only
Callection Repart

Callection Repart With Fayments

Feturn to kain Switchboard

L LB L L
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Frewview the Alphabetical Contact Listing Report
Prewview the Weekly Call Summary Repart
Presdew Weekly Payment Report

Prewview "Tatal Clients List"

kailing Labels by ZipCode (3x10)

I Y ) T Iy

Return to Main Switchboard

Some reports, like the “Weekly Payment Report,” required input from the user in order to run.
For the “Weekly Payment Report,” when the user clicked the switchboard button, they would be
prompted to enter a range of dates before the report would run. The current week would
automatically be the default, but the user was free to change these dates:

eports Switchboard - |E||i|
cr - %

YWeekly Payment Summary m
Beginning Payment Date .1 21800

Ending Payment Date

sting Report

[ [ FreviewwWeeKy Faymeni Fepo
_I Prewiew "Total Clients List"
_I tailing Labels by ZipCode (3x10)

Feturn to Main Switchboard
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In other instances, clicking a switchboard button would take the user to a data entry / lookup
screen.

A, Microsoft Access - [Contacts] !Em
” File Edit Wiew Insert Format Records Tools Window Help ;Iilil
M A L AR ==
Joe SBmith Close | Find Record | Print Contact | Payments | =

» 163| Joe Smith Closed =l

93-99999 Chapter 7 =]

6/7/93 10/12/93

Feo: $410.00 $60.00

3/20/93 Plain Dealer B

Joe

vt situs: | -]

i [Frmber ofDopandent: |8

3417 Main Ave. (216) 555-5555

Cleveland

oH

aa100-

Spot Cleaners i

Spouse First Name: Spouse Employment:
Spouse Middle Initial: Spouse Work Phone:
Spouse Last Name: Spouse Work Extension:

HOUSING INFORMATION
E O e 5o 00

$260.00 $260.00 $0.00
£150 00 $150.00 $0.00 d|
Record: 14| 4[] 4201 [» [ M0 [psk]| of 5123
|F0rm g ’_’_’_’_WI_I_

A few notes regarding this screen:

First, not only does it provide a place to enter data, it also has buttons that allow other functions
to be accomplished without leaving the data entry screen (print contact data sheet, enter
payments) in the upper portion of the screen. This saved time for the person entering the data
because she did not need to go back to a switchboard to do tasks commonly associated with
entering new clients. She could do them “on the fly.”

Second, this screen provided payment information that wasn’t actually entered here, but was
useful to the attorneys who might pull up the record while on the phone with a client (bottom of
screen). The payment information was entered by a clerical employee as payments were
received, and this form automatically calculated how much had been received and the
outstanding balance remaining. A view of the payment entry form is on the next page:
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Fecard; I{| 4 || 3k |bElDunced Check

ES Payments !Em
[ Contactt  Case# PymiDate PaymentMsthod Deposité AtomeyFes: CoutCosts: Notes: Al
163[33-93933 || 3/20/93 [Cash -] | #6000 |  s000 |
153|93—99999 | 47693 IMDneyOrder;” | $100.00 | $0.00 |
> 163[a3-09999 [ 4/12/93 [m:” [ 10000 ] | 3000
163[a3-09999 [ 6/7/93 g:;zk [ 3000 | [ $150.00 |
g 163|93—99999 | -- | $0.00 | | $0.00 |

)

<]

(>

As you can see on the above payment form, | make use of drop-down lists wherever it makes
sense and is likely to save the user time when entering data. It also helps inexperienced users
know what type of information is expected in those fields.

The following report is a sample of one of the reports created to facilitate collection efforts:

Collection Report with Payments
Name Work # Ext. Home # Attorney Court  AttorneyFee CourtCosts
Fee Billed Costs Billed Outstanding Outstanding
Pymt Date AttorneyFee CourtCosts
Billed: Billed:
485 TOHN DOE (216) 5555556 $700.00 $150.00 $350.00 $150.00
Paid: Paid:
$300.00 $0.00
11425382 $50.00 $0.00
Total Payments Made By DOE (2 payments) $350.00 $0.00
Eilled: Billed:
0 IAMES JONES (216) 555-5558 (216) 555-5557 $430.00 $160.00 $290.00 $160.00
Paid: Paid:
T804 $40.00 $0.00
714/54 $100.00 $0.00
Total Payments Made By JONES (2 payments) $140.00 $0.00
Eilled: Billed:
1 MICHAEL SMITH (216) 355-5560 $260.00 $150.00 $200.00 $150.00
Paid: Paid:
5460092 $60.00 $0.00
Total Payments Made By SMITH (1 paymert) $60.00 $0.00

There is much more to this database, but the preceding screens should serve to give you an

idea of the scope and function of the project.
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Litigation Docket - Corporate Legal Department

This database does not use a switchboard because the navigation is performed using buttons
located on the main data entry screen:

B Claims (0] x|
& CLAIM INFORMATION CASE INFORMATION
ClaimlD 20 Original Suit Date a/117/98
Clairm-InternalEntity |Sample, Inc. ;l Qriginal Suit Date (nate) | The County of Fictitious filed the arigin
Order By/keyward [ABC Yenue |Court of Common Pleas of

Fictitious Caunty, FA, Mo, =< 97-

Damages Sought |$8 million for cost of repairs, $4

Claimant(s)/Plaintiff(§4BC. Inc.

Defendant(s) |Sample, Inc; First Co.; Second East, Inc; Third, Inc.; million in lost revenues

Fourth, Inc.; Fifth. Inc.; Sixth, Inc.; Sewventh Caorp.; Case Status |Case is currently in earily
discovery. Qutside counsel's last

Counsel Report Date I

Listi At 1. Esgp.; Att 2 Esq.andl
DateofLossI note - [Sample was installed Surmmer 1992 ] Ag?ar:t?yCLUE_'q StalSb IR

Type of Claim |Defective Product

Froduct Name |Samp|e Froduct System

Loss Site - Name |Internati0nal Airport, Short Term Parking Structure Comments

Loss Site - Street
Loss Site - City/ State

Facts |Second East, Inc. was subcontracted by NotReal Open/ Setled IOpen - I
Co. toinstall & somethingorother on the garage

project. Sample, Inc. formulated, designed, Fesidential/Cammercial I - I

manufactured and supplied Sample Productto ather Claims Data Sheet Needed?

g::snlsd; : Finance Case Settlement View Settled/
. Informatio Information Calendar Information Closed Claims
Information
General Create Claims
Reports Data Sheet
Record: 4 | 4 ” 2k | 4] |}9K| of 278 A

Clicking the buttons in the lower portion of the screen will bring up subsidiary forms or reports
pertaining to the claim information currently being viewed.

In the original spreadsheet, there were a number of records pertaining to outside counsel and
insurance where most of the information was duplicated from other records with minor
differences (for example, same firm as used in 20 other cases, but different attorney). For this
reason, the forms used to enter this information have subforms which can pull up existing law
firm or insurance company information. The subform allows the user to verify that it is, in fact,
the same company (not just a company with the same name). A drop down list is used to
choose a company and the information is checked. If a new firm or insurance company is
needed, it can be entered “on the fly” by clicking the “Add Insurance Carrier” button (or Law
Firm, as the case may be). The contact information that differs from case to case, like
insurance agent or attorney, is entered separately for each case:
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EH Insurance Information

0| ==t = i |AE C, Inc.

Section B
[_[O]
C-ID ]
ClaimlD 20

Date Motice Received ,_m ‘note -> I

Broker Notification Date

G/25/98 note -> I

Coverage Accepted{ |Accepted ;Inme-) ITra\:e\ers accepted for con CONTACT INFORMATION
Denied

MName |lnsurance Agentl

FileM I>O<><BEHE! Palicy™ I

fEre BlEe Title |CLU. Senior Technical Specialist. Casualty Prope
Comments
Fhone [1-800-555-5555
Fax |(703) 555-6555

E-tnail [insagt@travelers.com

Choosge Insurance Carrier from list—> I 26~ | Oradd new Insurance Carier (if notfound in listy —>  Add Insurance Carrier |

Insurance Carrier Information (for viewing only)

Carrier Mame ITra\:eIers Property Casualty

InsIDy 28

Phone I'I*EEIEI*SEE*SSEE, (703) 818-6610

Fax [(703) 815-9284

E-mail |cs hyiEtravelers.com

Mailing Address

Delivery Address

Street] |1 4048 Fark East Circle

Straet] |P.O. Box 108903

Street? I

Street? I

City. State, Zip [Chantilty. \iA 210151-2225

Clty. State.Zip [Chentily vA 20153-0893

4

The Finance Information form consists of a form and two subforms. The subforms allow the
user to enter attorney fees as the bills are received and keep a running tally of the actual

expenses billed to date.

E8 Finance _[O] ]
Elaimant/Plamtit JABC. Ine FinlD IM
ESTIMATED EXPENSES Clﬂ‘mlDI 20
Expense | Low | High ‘ Note
Suggested ami $0.00
. | | | ACTUAL EXPENSES (from spreadsheet)
Setlement | 50.00 || $0.00 Exp [ foot | Note
Value Total Expense $0.00
Dollars Paid
12 Morth | $0.00 [ $0.00
Budget Total Loss $0.00
Dallars Paid
Feesto s0.00 || $0.00
Conclusion
ACTUAL EXPENSES (from attorney invoices)
Total Fees Total Travel Total Misc Total Admin Cost
[ 5250.00 | 54500 || 310000 | $50.00 Update Totals
BILLS RECEIVED FROM ATTORNEYS
Bill-Date | | Bill-Mumbear | | Fees ‘ ‘ Trawel ‘ ‘ Misc | |Admin Costs | | MNotes 1=
4 [1zrzayo0] 27 | $15000 | [ $4500 | [ $000 [ $50.00 |
| 12/23/00 |1 | $100.00 | $0.00 | $100.00 | $0.00 Isample bill 1
* [ | 3000 | [ 3000 | | 3000 | | $0.00 |
~|
Record: 4] 4| 1 b | i |pk]of 2
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The Case Calendar allows entry of critical dates so that reports can be run periodically to
ensure that crucial deadlines are not overlooked:

ES Calendar [_ [O] x|
Cliifrizie/ Rl [ABE Inc el 16
(2 i [ 20
Process Internal Expert Witness
Date Servedl_m Designation Due Date/ Contact
Note Information
Mo expertwitnesses hawve been
designated
Answer
Due [ 2/16/39 Filed | = ——
Pre-Trialf Arbitration/ Settlement
e Conference
Date 3fe/an Time I
Discovery Deadlines MNotes [The next status conference is
All parties produced documents by SR inTe

11730499 1243199 all parties' privilege -
: ke vav e ) Trial

Date

Motes |Trial date will be set at 3/02/00
status conference.

DepositionsScheduled
Mo depositions have been scheduled

A “Claims Data Sheet” could be quickly created from the information contained in the record.
This sheet was placed in the paper file so that anyone reviewing the file could get a quick
overview of the case without having to sift through a lot of documentation.

ABC, Inc.

Plaintiff (s): ABC, Inc.

Defendant(s): Bample, Inc., First Co., Second East, Inc., Third, Inc; Fourth, Inc; Fifth, Inc,
Bixth, Inc.; Beventh Corp.; Eigth., Inc

Date of Loss:

Type of Claint ~ Defective Product

Situs: International Airport, Short Term Parking Structure

Damages Sought: $& million for cost of repairs, $ million in lost revenues
Court/Case: Court of Common Pleas of Fictiticus County, PA, No. 350 97-99999

Date of Service: 11/25/98

Answer Due: 2116/99
Insurance: Travelers Preperty Casualty
Facts: Becond East, Inc. was subcontracted by NotReal Co. to install a somethingorother on

the garage project. Sample, Inc. formulated, designed, manufactured and supplied
Bample Product to other co. Other co completed installation of the Sample Product
in approximately September 1992, It is alleged that the Sample Product
subsequently debonded and delaminated, allowing water to penetrate and damage
the garage's precast concrete
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Agreement Records - Corporate Legal Department

When this database is opened, it opens the main data entry screen, rather than the
switchboard, because this is the information that needs to be accessed 95% of the time. The
user can easily get to the main switchboard by clicking a button, if needed:

ES Agreements _ O] x|

7 |
o7 | @ < Click to exit pragram

Internal Entity ILEASING - I Aot I 5348

Other Parties |AEIC COMSTRUCTION SERVICES

Dacurnent Title |Dispenser Contracting Services Agreement

Go to Main

Switchboard b3

]

Summany

Agmt Type IDISP - I
Tetrm Type I -] Business Area [Supply =

Star Date I 3/15/99 Internal Contact Person IJDE Smith
End Date I Legal Dept Contact IJane Doe ;I

Status [Acive || File Location [6-1]
Last Activity [ 10/22/00
Follow Up Date I

MNotes lAddendum amended July 6, 1999 - each party will not hire any person who is employee of the
other during duration of Agreement plus B months after termination unless requested by other
employing pary

Record: I{I 4 || 0 b I d] |H€| of 1348 4

The main switchboard gives users access to the drop-down list tables (for when they need
updating) and the report switchboard.

== Main Switchboard !Elm

t
2wtk

Agreement Database
J Maintain Drop-Oown Lists
_| Fun Reports and Labels

_I Close Database
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The switchboard used for maintaining the drop-down lists gives the users easy access to the
various drop-down list tables:

E= Maintain Drop-Down Lists _ O] x| I

T4
S =)

_| Agreement Status

Agreement Types
Business Areas

Legal Department Contacts

Term Types

Return to Main Switchboard

|
|
| Intemal Entities
|
|

For example, if a new Agreement Type needs to be added, the user clicks that button and is
presented with a simple form for adding or updating that information:

ES Agreement Types _ O] x|
Y

Type D Type Description =
_} Agset Purchase/Sale

ASSIGN Assignment/Assumption

BEMEFIT Benefit Plans

CONSULT Consulting

CONT Contractar

CONYEY Conveyance

DEY Development

DIsP Dispenser Service

DIST Distributor/Dealer

EMPLOY Employrment (Mon-Comp/Union)

ECQLIF Equipment Lease/Sale/Furchase

GLUAR Guaranty/Indemnification

Lol Letter of Intent (includes Memorandum of Understanding)

LICENSE License

LOAMN Loan

MFG kanufacture/Toll/Frivate Label

MARK Marketing

QOPER Operating Agreement

OTHER Cither

PR Fatent/Trademark (intellectual Fropery Rights) ﬂ
Record: 14| < | 1 _» [»i|pk|of 35 Y
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Section C

Determining Customer Needs / Requirements

The first thing | do when | begin a new database project is sit down with the decision maker to
discuss what they want to get from the database. Are they looking to reduce duplicate effort?
Track jobs? Clarify reports? Organize information? Facilitate client contacts? Do they have an
idea of how they want to accomplish that, or do they want me to determine for them the best
method? How simple or complex do they want the database to be? Do they want to maintain it
internally, or do they want to have me do periodic updates?

The first database | ever created for live use was created for my use, using Oracle, years ago. |
used this database initially so that whenever a customer called, | could quickly pull up their
record on the screen and immediately know everything that had happened pertaining to that
customer since they first became a customer. | had hundreds of customer contacts every week,
and every time | spoke to one of them, they assumed that | remembered them from the last time
we had talked. | didn’t, but my database allowed me to appear as if | did, and each customer
felt special because of that. We had a /ot of repeat business, and | truly believe that my little
database was a large part of the reason for that.

This experience is what | try to provide to my customers. My goal is to create a database that
allows its users to excel at whatever it is they need to accomplish.

To do this | follow a process:

1. We discuss what their needs are both with the decision maker and with the staff who will
actually be using the end product.

2. |review forms, reports, files - basically any document that can help describe for me what
information they gather and report on a regular basis, and the formats they are most
comfortable with.

3. We review work/paper flows to determine who is responsible for which tasks within the
organization, the methods they currently use for accomplishing those tasks, what they like
about those methods and what they believe needs to be changed.

4. |describe to the client what | understand their needs to be and allow them to clarify or
modify that understanding at this point.

5. | provide the client with an overview of how | intend to achieve their goals, sometimes, if
warranted, drawing pictures of the elements to be contained in the database. If they agree
that | have correctly understood them, we proceed. (There are occasions when the client
can be better served by not using a database at all - | once had a client who wanted me to
create a database that would track inventory and notify them when they needed to reorder.
| knew of a software package that would do exactly what they were trying to accomplish,
and it only cost about what | would charge for two hours work. They bought it and | lost the
business - but they did refer another client to me later.)
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Creating a “Rough Draft” Database

Once we are in agreement that | understand what they want, | begin putting together the
database. After | have a working prototype, minus some of the bells and whistles that will make
it user-friendly, we review it to determine if it is what they expected. At this point, we can easily
tweak it or add to it, or change direction, if necessary. Customer feedback throughout the
process is critical to customer satisfaction in the end, and | will not proceed without it.

Adding / Modifying Functions

This is where we add all the nifty little items that make the end product really effective - macro
buttons, switchboards, custom reports, etc. This is also where | do most of the hard testing to
ensure that everything behaves exactly as the user would expect it to do, and if the user does
something that doesn’t make sense (like putting a date in a field that is meant to hold currency),
that the database handles it gracefully.

We review the database a final time, and if the customer agrees that it is complete, we have the
option of proceeding with the next steps.

Documenting Database Screens, Reports, Functions, & Procedures (optional)

| create a “manual” which describes how to best use the database. Sometimes this is very
detailed with step-by-step instructions, and sometimes it simply gives an overview of what can
be done and where to find it. The level of detail is determined by who will be using it (offices
with high turnover rates really need good documentation to get new people up and running
quickly) and how often the database will be used (a person who uses the database every day
will need less “reminder” information than someone who uses it once a month.)

Training Emplovees (optional)

In many instances, the people | have been working with on the creation of the database are the
same people who will be using it on a day-to-day basis, and they don’t need any further training.
In other cases, there are a number of people who will be using it who haven't yet seen it, and
they need to be quickly brought up to speed on the features, functions and “feel” of an Access
database.

| usually go through all the screens and reports the customer will be using, describing how they
work and what they do while taking questions as they come up. | also like to have each person
who will be using the database try out a couple of things for themselves while I’'m there, so that
if any questions come up | can answer them on the spot.
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Ongoing Support (optional)

In general, Access is pretty easy to use and customers don’t need a lot of hand-holding once
they become accustomed to it. However, in the first days and weeks | make myself as available
as possible to answer any questions that may arise. And occasionally a customer will run
across something that | may have missed (For example, adding a field in the middle of a form
after that form has been created will change the order in which the fields are tabbed through.
Most of the time | catch this type of thing before delivering the final product, but there have been
instances where | didn’t, and we fix it during the support period.)

My feeling is that it's always better for my customers to ask about anything that they are unsure
of, rather than proceed to do something incorrectly only to later find out that the database
doesn’t perform as expected.

| want each and every customer to be as happy with the results of their database as | was with
my first database.
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