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Legal Requests

Admin Self-Training




Create and manage forms

Legal Request forms are used to ensure you collect the right information in order
to determine whether to approve a legal service request or not. You can have
multiple forms for different types of requests, for instance, one for contract
reviews, another for IP requests, and so forth.




Step 1

1.  From the left navigation menu, go to
Administration.
2. Click on Legal Request Forms.
a. This is where you will go to create
and manage all your Legal
Request template forms.
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Vendors

Invoices

Accruals

Budgets

Spend Dashboard

Reports

Address Book

Administration

Resource Center

Collapse sidebar

Invoice Task Code Validation*

Create and manage invoice task code validations (SimpleLegal support only).

Invoice Upload
Upload basic 1 line item invoice and attach invoice PDF.

Invoice Upload (internal)*
Upload or create LEDES invoices (SimpleLegal support only).

Legal Request Forms
Create and manage legal request forms.

Matter Templates
Create, manage and list templates used for matter creation.

Matter Upload
Bulk upload matter data.

Practice Areas
Create and manage matter groups / practice areas.

Rule Management

Create and manage rules (e.g., invoice reviews (approval workflow), intelligent invoice workflow
(IIW), billing guidelines, matter reviews).

Tax Authorities

Create and manage tax authorities, tax rates, tax codes and tax accounts.

Timekeepers

Review, approve and manage timekeeper rates per vendor.
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Step 2 - Legal Request Forms

1. Here you can create and manage all
your published and archived Legal
Request form templates.

2. Click the green New Form button to
create a new form.
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Legal Request Forms

Showing 1to8of 8entries = View: 10 25 50 100

~ Name Last Modified
Employment Issue 05/08/2020
General Contracts/Agreements 05/08/2020
NDA Form 05/08/2020
New IP Request 11/07/2018
New Litigation Request 12/16/2020
New Litigation Request 12/16/2020
New Visa/Immigration Request 11/07/2018
Non-Disclosure Agreement Request 05/08/2020
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Step 3 - New Form

1. All of your Matter Templates will be & Select Template poE—— —————
available here to clone in order to speed =

Fi (3 Show description

up creating new forms. s

m Basic

2. Click onthe green Set Form Templates o * commacm Matter Atrbutes

Default Template (Default)

button to create a new template
. Employment Matters hd
(&)
IP & Product Matters Template Matter Name *
0ol
Litigated CLM Matter Description
1 <
Litigation Practice Area
@ M&A Transaction Dates Worked
@ Patent Matters Template Hours
Public Policy Matters Template Client Matter ID
Subpoena Tracking Entity None
Accruals Enabled Yes

Visa/ Immigration
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Step 4 - Set Form Template

. Mauem.esv B O -

1. Here you can configure and create new

form templates. . D o
2. Your previously selected template ®

should show up under Matter g ——

Templates. If you would like to change Oﬂ R

or add a template, you can do so by 0 -

clicking Choose Preferred Template. O e

You can easily change this template on -

the matter later if you don’t know or

don’'t want to select one now. ——
3. List out which attributes or form inputs — e N

are needed for a matter to be created.
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Form submission and approval

Once a Legal Request form is submitted, it gets routed to the admin for review and
approval. If approved, a new matter is automatically created within SimpleLegal
for tracking and management. If rejected, the requestor gets notified and the
admin/reviewer can leave a note with an explanation of why.




Submit, review, and approve forms
| 6 R

1.  From the left navigation menu, go to
Matters.

2. There are two Legal Request sections
available:

a. Click My Legal Requests to
submit and view the status of
your submitted legal requests.
This is also where users will click
within their system to submit a
legal request.

b. Click Review Legal Requests to
review and approve/reject
submitted legal requests from
users.
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Matters

All Matters
Create and manage all matters.

My Legal Requests
Submit and view status of your legal requests.

Review Legal Requests

Review and approve submitted legal requests.
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My Legal Requests

& smokeLegal Matter Files v . @ o

1. After clicking on My Legal Requests, you . o —
can view all your previously submitted ° [T reire ot o |
legal requests and their approval status © e
here. Z ~Name DateReceved  Reviowedby  Logal RequestStatus © - MatterStaus @ ClientMattrID  Status Last Updated

a. The requests are grouped by : et e
approval status under separate ® ——-——
tabs in the top right corner. ?

2. On this page, you can also submit new
legal requests by clicking the green New
Request button.
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Review Legal Requests

1. Click on Review Legal Requests from
the Matters section to approve or
reject other legal request submissions.

a. Use the tabs located on the top
right to view form subbmissions by
status.

i. View past Approved or
Rejected requests.

ii. Review Pending legal
requests that are waiting for
your review.
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Review Legal Requests

Showing 1to 19 of 19 requests = View: 10 25 50 100

~ Name

1231P

Antitrust
Research

City of MV
vs. M. Jones

Contract for
Distribution
with Kirkland
&Ellis LLP

Contract for
Distribution
with Kirkland
&Ellis LLP

General
Guidance for
Gandhivs
Kinsey
Matter

Lirina Zinm:

Date Received

02/25/2019

02/25/2019

11/07/2018

11/15/2021

11/11/2021

06/10/2020

Last Modified

04/15/2019

06/21/2019

11/13/2018

11/15/2021

11/11/2021

07/14/2020

Requested by

Katelyn
Dudley

Katelyn
Dudley

Gail Tsujita

Alaina Lui

Alaina Lui

Taz Gandhi

HO -

| All  Pending

Approved  Rejected |

Type

New IP Request

New Litigation
Request

New Litigation

Request

General
Contracts/Agreements

General
Contracts/Agreements

Employment Issue

Nlass Ve lmaminratinn
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Search:

Reviewed by

Karen Moor

Karen Moor

Damian
Williams

Alaina Lui

Alaina Lui

David Moran
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Rejected

Rejected

Approved

Approved

Approved



Approve Legal Requests

1. Under the Pending tab, you can T T
approve or reject a legal request.

2. Simply click on each line item and a
pop-up box will appear, prompting oo

you to Reject or Create Matter
(approve§

3. Clicking Create Matter
automatically turns the request into
a matter.

4. Clicking Reject denies matter
creation and sends it back to the
user.

a. Be sureinclude notes on why!
b. Relay any clarifications or edits
needed for approval.

New Litigation Request

@SimpleLegal



For more information...

Your CSM can assist you in creating some basic forms depending on your organization’s
needs.

e Reach out to your CSM directly or contact success@simplelegal.com, we're happy to
help!
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