Kemp’s Prime Version 12

The following document demonstrates the Private Bar Website that is available as an optional
component in Prime Version 12. Another version is available for Prime Version 8 without document
uploading as shown in this document.

The first page (Figure 1) of the system allows Private Bar attorneys the ability to:

1) Sign into the website
2) Sign up to use the website (for attorneys already providing services to your organization) or
3) Sign up to provide services to your organization
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Figure 1

For brand new attorneys (option #3, from above), the site gathers primary information about the
attorney for entry into the system (Figure 2).
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Figure 2

This information is placed in a separate holding table for review by staff. A special web registration link
(Figure 3) allows staff to search through entries made on the website (Figure 4).
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Figure 4

From the search screen, staff can review the entry made by the attorney. This allows staff to ensure the
attorney is not already in the system. It also allows for staff to copy the information over to the PBI
Attorney table (Figure 5) using the “Add to Lawyers” button, or ignore it.
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If an attorney is already in your system, you can give them three pieces of information to allow them to
start using the PBI Website. You must give them (1) their attorney ID from the Kemp’s system, (2) their
exact first name as entered in the system, and (3) their exact last name as entered in the system. They
use that to create their username and password for use in the system.

First, they must enter the information you have given them. This part of the system verifies the
information you have given them (Figure 6):
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Then, once verified, they can choose their own username and password for the website (Figure 7):
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Account Information
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E-mail-
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Figure 7



After logging on, the main menu allows the attorney to view their open cases, search for waiting cases,
or change items in their profile (Figure 8).
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Figure 9 shows the view of open cases.
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First, select one of your cases using the select button to the left of the case:
Case Humber First Name Last Hame Problem Date Open

Select |UTE-WUUUEE Carl Gafford Private Landlord/Tenant 9/9/2007

No case selected so far. Use the select button to choose a case.
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Figure 9

Selecting an open case (Figure 10) allows for the viewing of information on the case (client
information), adding or viewing case notes, adding or viewing PBI Time slips or Compensated slips,
adding or viewing documents (if using Prime Version 12.2 or above), and closing a case.
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First. select one of your cases using the select button to the left of the case:
Case Number First Name | ast Hame Problem Date Open

07E-1000059 Carl Gafford Private Landlord/Tenant|9/9/2007

You selected case number 07E-1000059, Carl Gafford

MNow choose what you want to do with it:

Information |Case Notes Time Documents | Case Closure

[ o | Y |y
[ Dviewl | Fview i | [l | |

- 7T R

Figure 10



Waiting Cases may be accepted by the attorney. A list of all cases is presented, with the ability to search
by type of issue and location of problem (Figure 11).
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Type of Issue
 Consumer € Education € Employment ' Family

© Juvenile © Health o Housing € Income Maintenance

© Individual Rights € Other ® Any and ALL

Location of Problem: [-All Counties x|

These are waiting cases that you can take. Reviewing a case to see if you want to take it is a multi-step process. First, we will show you any notes made
about the case. Second, we will show you basic information about the potential client and others noted as being involved in the case, allowing you to check
conflicts before proceeding. Finally, we will display other information about the potential client and allow you the opportunity to decide to accept the case.

To start the process and see more information about any case shown, click Select:

Issue Date County Of Problem County of Residence
Private Landlord/Tenant|1/10/2007 DeKalb Select
Private Landlord/Tenant 11/9/2007 Cherokee Select
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Figure 11

Selecting a case for review allows the attorney to check for conflicts, see details of the case, and finally
see information on the client before actually accepting the case for representation.

The Account/Profiles pages (Figure 12) allow the attorney to change information in the system
regarding: (1) their location, (2) cases they will take, (3) counties they will take cases in, (4) change their
password, and (5)change their security question.
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