Introduction

The DPS system is a modular approach to document processing
and case management in the legal office; reproducing the entire
office procedures undertaken in a legal office into one central and

gasy to use practice management system.

DPS provides the legal firm with a family of applications that
provide a comprehensive solution to case and file management
for the most widely practiced areas of law, replacing the need

and cost of using several separate systems.

All DPS modules include as standard:

‘ Customised and automated document and
form assembly

" Time recording

‘ File tracking

‘ Diary management

‘ Procedure automation using workflows
" Internet client access

" Management reporting

Based around a common application framework, DPS allows all
work types within the firm to be accurately managed and costed.
Users can view and retrieve from the matter events history, all
documents sent and received (if scanned), associated e-mails,
fee earner reminders and tasks which are overdue, current,
forthcoming or require urgent attention from the fee earner. This
allows fee earners to utilise their time more effectively and
increase the productivity and profitability of the firm by eliminating
time consuming tasks.

Precedent Library

All DPS applications are supplied with a portfolio of standard precedent documents and legal forms which automatically
take the required information from the systems databases to produce letters and forms to their conclusion. If required,
new precedents can be added to the precedent library and all document templates can be amended to reflect the exact

requirements and style of each department or practice.

Intelligent Document Assembly

Today’'s market demands even greater client focus. Although the DPS system incorporates a number of standard documents
and forms, it allows the user to produce customised documents directly from a precedent library. By selecting appropriate
clauses and paragraphs according to the information on a matter, fee earners and assistants can produce letters which
follow a standard format, but which are specific to the recipient.

Electronic Forms Completion

All forms are assembled on screen with all case details automatically completed to allow users to make final amendments
before printing to plain paper. This reduces the time taken to complete and print forms to produce considerable time saving
benefits to the practice.

Tasks To Do And Completed

An automatic record of each action taken on a matter including letters in/out, telephone calls in/out, e-mails, notes
and tasks are kept on the system. Fee earners can then retrieve, review or reprint any previously prepared documents from
the system instantly.

The systems ‘to do’ task list provides users with a complete schedule of tasks on each matter. Each fee earner can then
become proactive in the management of their files, and eliminate many of the problems encountered with dates and tasks
being overlooked and resulting in poor time and cost management. The user can re-schedule actions or add reminders for
themselves or their colleagues at any time, as well as completely automate certain routine tasks such as costing letters.
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‘ Events Diary

Keeps a record of each event completed on a matter

Finding Information

Powerful search facilities allow users to locate any case file using almost any piece of information on a file, such as a
contact name, file number or telephone number. As all data is stored within central common databases, all information
can be shared and used by all departments within a practice. This also means information does not need to be re-entered

again, which in turn eliminates the duplication of work to provide time savings to the user.

Full Integration

The case management system integrates
completely with the DPS Cashier Accounts
suite to provide the complete practice

management office system.

Integration is real time and bi-directional
which means that any updates made on one
system are automatically updated on the
other system. This enables the user to view
a complete summary of a matter from
documents and forms to the ledger card from
their desktop.

‘ Client/Office Account Analysis

Produces a complete analysis of each action
on a matter

Automatic Case Costing
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Internet

Using the internet as an extended practice tool, firms can improve their client relationship management and increase their
potential fee-earning capabilities with minimal effort.

By publishing progress matter information directly onto a secure web server, firms can provide their clients and associated
parties with internet access to case files 24 hours a day, 365 days a year. The level of access to any matter information
is defined by the practice to ensure access to information is tailored to each party concerned.

The facility enables all parties involved in a matter such as clients, estate agents, brokers, and work providers to
view real time case progress information, work in progress, key dates, actions and case records from anywhere with
internet access. The system automatically updates and publishes the most up-to-date information to the internet to
reduce the time consuming routine calls received from clients and other parties.






