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Physical Record Management (PRM)
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FAQs on the Physical Records Management module



Understanding PRM and setting up safe custody types, boxes, and locations

What is Physical Record Management (PRM)?

The PRM module is where firms can track and manage all Matter Folders and Safe Custody types (documents held on

behalf of Client) within CoreMatter.
How do I turn on Role access for PRM?

1. Go to Settings > Users > Roles.

HEHCOREMATTER
home  conflict check  clients

Recent Matters I

matters  unbilled timer memo record calendar invoice  vouchers

Commercial

‘Welcome Alyssa J.I Sign Oul | Help

suppliers  banks  ledger

Dashboard | paiyacwives | My Calendar
change password
Re Ce nt Matte rS firm information
PARTHER IN users il L
MATTER MATTER DESCRIPTION CLIENT FILE REF NO PRACTICE &
CHARGE N
types
22001182 facial shop TLS Sdn Bhd AD ABC1234 Tax
groups cost centres L4
20221317 General litigation Pink Panther AD Litigation eunreiee
accounts '
20221315 General legal advisor University of Nottingham AD YCYCAO/2ZUNINOTT  Corporate & 221222 4 R
tax codes

[ e]+]
oo [ |

personal information

2. Click on the orange gear button to manage the access for that Role.

home  conflictcheck clients matters unbilled timer memo record calendar invoice  vouchers  suppliers

Roles

Name |
Search Clear
ROLE NAME
Accounts

Administrator

banks ledger

Associate s e
Clerk %
Coresync u E
Customized | s

reports | settings

Click to Manage the
Role

3. Scroll down to the Physical Record Management section and assign access.

Physical Record Management

—
(_pdste ) Cancel

Matter Folder [¥] View [#]Create Edit [[1Delete [¥] Transfer Matter
[¥]Check In [¥]Check Out [¥] Check Out Transfer  [#] Edit Box Edit Location
Report Lost
Safe Custody [#] View [#]Create Edit [JDelete [#] Transfer Matter
Check In Check Out Check Out Transfer  [#] Edit Location Report Lost
Return To Customer
Location [#] View [#] Create Edit []Delete
Box [¥] View [#]Create Edit []Delete
Safe Custody Type View Create [~ Edit []Delete
| System Options [ VTEwW
2 Factor Authentication [ Edit
Integration netDocuments NQ BillBack [¥] Ledes EBill

4. When done, scroll all the way down and click the 'Update’ button.
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(a) Safe Custody Types

Safe Custody Types are where you define the types of documents you store on behalf of your Clients.

You can find all Safe Custody Types under Record > Safe Custody Types.

Welcome Alyssa J.! Sign Out | Help

e+

B COREMATTER

home conflict check clients matters unbilled timer memo calendar vouchers

invoice

matter folders

Recent Matters | Dashboard | Daily Activities

Recent Matters

safe custody

location
box

MATTER MATTER DESCRIFTION CLIENT E REF NO
safe custody types

20221305 Copyright Infringement Norasiah =

suppliers

banks ledger reports settings

PRACTICE AREA OPEN DATE
Intellectual 14/12/22 E
property

Creating a Safe Custody Type

1. Click on the 'Create' button.

Welcome Alyssa J.! Sign Out | Help

HO COREMATTER

home conflict check clients matters unbilled timer memo | record calendar invoice  vouchers

Safe Custody Types

suppliers

le]+]

banks settings

ledger

reports

Ne records to display.

D | l Status SALL -
Name | |

Search
D NAME DESCRIPTION

ACTIVE

2. Putinan ID for the document type, then write the document type under '‘Name'. Click 'Submit' to create the

Safe Custody Type.

Editing a Safe Custody Type

Click on the blue pencil icon to open the 'Edit Safe Custody Type' pop-up.
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You can make amendments to the ID, Name, Description, or set an item to Active/Inactive.

home  conflict check clients matters unbilled timer memo  record calendar invoice wvouchers suppliers banks ledger reports  settings
Safe Custody Types [creste ["&mor: |
ID | | Status - ALL - |T|
Name | |
Search
Click to Edit
D NAME DESCRIPTION
oco Original Certificate of Land Deed 7 m E
P01 Power of Attorney v E
wo1 will 7 a
Deleting a Safe Custody Type
dy Types
] Status [-a-

s=mllee Create Safe Custody Type

: [wo1 |
Name * [ win |

Description

.
((suomit ) cancel |
—

Copyright £2022 Inceptio Tey

conflict check

home

clients matters unbilled timer memo  record calendar invoice  vouchers

Safe Custody Types

suppliers  banks

ledger reports  settings

Create Export ‘

1D ‘ | Status

- ALL -
Name ‘ |

1D HAME DESCRIPTION

oco Criginal Certificate of Land Deed

P01 Power of Attorney

W01 Wil

4 @A O
4 @A O

Click on the red bin button to delete a Safe Custody Type. You cannot delete a Safe Custody Type that is currently in

use.
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(b) Boxes
Boxes are where you list down the storage boxes that contain your Matter Folders.

You can find all Boxes under Record > Box.

Welcome Alyssa J.! Sign Out | Help

6O @
B0 COREMATTER .

le]+]

home  conflict check clients matters unbilled timer memo calendar  invoice  wvouchers  suppliers

| matter folders

| Recent Matters | Dashboard Daily Activities

safe custody

Recent Matters iocation

MATTER MATTER DESCRIPTION CLIENT E REF NO PRACTICE AREA OPEN DATE
safe custody types

22001242 Litigation for so and so The Alphabet Press AU Litigation 04/11/22 E

20221305 Copyright Infringement Norasiah AO Intellectual 14/12/22 E
property

20221306 sadsada Hosanna Pte Ltd JT Litigation 14/12/22 E

20221303 Trademark Messi Sdn Bhd AO AJI2022 Corporate & 14/12/22 E
Commercial

20221300 Trademark agreement All England Sports AO AESTM/2212 Intellectual 14712122 E
property

22001276 Trade Mark Application for NORZ in Norzimah & Co JT Intellectual 30/11/22 H_E_

banks ledger reports  settings

Creating a Box

1. Click on the 'Create’' button.

Boxes
Reference No. | ]
Supplier | ZALL - ‘ -
REFERENCE NO SUPPLIER HNO OF RECORDS

No records to display.

home  conflict check clients matters unbilled timer memo  record calendar invoice vouchers  suppliers

banks ledger reports settings

—
(create )) ewon
~—

2. Putin the Reference No. for the Box.

o If one of your Suppliers provides storage services for your Box, you can select them from the drop-

down list.

o NOTE: Suppliers will only drop-down in the list if the 'Box' item is ticked on their profile.

E Under Suppliers >
Create BOX Suppliers/Staff
Reference No *

Supplier | CRM - Crown Records Man: } > I CRM I
Remarks

I

|
I Crown Records Management |
|
|

| Transportation & Logistics / Sup | -

[C] GST Registere [#] Box - - -
Tick to show in PRM Supplier

drop-down

3. Click 'Submit' to create the Box.
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Editing a Box

Click on the blue pencil icon to open the 'Edit Box' pop-up.

You can make amendments to the Reference No, Supplier, or Remarks.

home  conflict check

Boxes

Reference Mo.

REFERENCE NO.
AJOICONVIO01

AJO/LIT/001

clients matters unbilled timer memo

Supplier I - ALL -
Search Clear

SUPPLIER
Crown Records Management

Crown Records Management

record

calendar

invoice

banks

suppliers

vouchers

NO OF RECORDS
1

2

ledger reports  settings

Create Export |

Click to Edit

Deleting a Box

Click on the red bin button to delete a Box. You cannot delete a Box that is currently in use.

home

Boxes

Reference No.

REFERENCE NO.

conflict check

clients matters unbilled timer

{ |

[~]

Supplier { CALL-

SUPPLIER

AJO/CONVID01 Crown Records Management
AJOJILIT/001 Crown Records Management
JTICORP/001

memo

record

calendar

invoice

vouchers  suppliers  banks

NO OF RECORDS
1
2
0

ledger reports  settings

Click to Delete
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(c) Location

Locations are where you list down the places
stored.

(room, rack/shelf, warehouse, office, etc) where your boxes/records are

You can find all Locations under Record > Location.

c O R E M A -|- -I- E R Welcome Alyssa J.! Sign Out | Help
EJ [ e +]
home conflict check clients matters unbilled timer memo record calendar invoice vouchers suppliers banks ledger reports settings
matter folders
| Recent Matters [ Dashboard | Daily Activities
safe custody
Recent Matters ocation
box
MATTER MATTER DESCRIPTION CLIENT E REF NO PRACTICE AREA OPEN DATE
safe custody types
22001242 Litigation for so and so The Alphabet Press AU Litigation 04/11/22 E
20221305 Copyright Infringement Norasiah AD Intellectual 14/12/22 E
property
20221306 sadsada Hosanna Pte Ltd JT Litigation 14/12/22 E
20221303 Trademark Messi Sdn Bhd AO AJ2022 Corporate & 14/12/22 E
Commercial
20221300 Trademark agreement All England Sports AO AESITM/2212 Intellectual 14/12/22 E
property

Creating a Location

1. Click on the 'Create' button.

conflict check

home clients matters unbilled timer

memo | record calendar invoice  wvouchers suppliers banks ledger reports  settings

Location (
© ‘ | Type [-aL- =
Name ‘ | Status | CALL - |~

Parent Location | - Please Select -

Search

D NAME

No records to display.

PARENT LOCATION

IYI

DESCRIPTION

2. Putin an ID and the Name of the Location. You can also attach a Parent Location. Mark a Location as
'Internal’ if it is your office, or 'External’ if it is outside of your office.

Create Location

D~

il

- Please Selg
Name *

—

Parent Location

:
g
3

NA Description

Main Branch
Main Branch - L

Type

[mB-L5-R1 |

I Main Branch - Level 5 - Rack 1 |

AN

Parent Locations can be
selected from previously
created Locations

- Please Select - hd
- Please Select -
Main Branch ®|

Main Branch / Main Branch - Level 5

Internal -

nceptio Technol
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Editing a Location

Click on the blue pencil icon to open the 'Edit Location' pop-up.

You can make amendments to the ID, Name, Parent Location, Description, or set a Location to 'Active/Inactive'.
NOTE: The Location 'Type' for a Parent Location will be locked once it has a sub-Location tagged to it.

home  conflict check  clients matters

Location

unbilled

timer memo | record

ID

| Type

Name

| Status

|
|
Parent Location | - Please Select -

[~]

Search Clear

10 NAME

Crown Records
Management - KL Branch

CRMKL

CRMKL-V1 Crown Records
Management KL - Vault 1
MB Main Branch

PARENT LOCATION

Crown Records Management - KL Branch /
Crown Records Management KL - Vault 1

calendar

invoice  vouchers

suppliers

banks

ledger reports  settings

Create Export

- ALL -

- ALL -

DESCRIPTION

TYPE

External

External

Internal

Deleting a Location

Click on the red bin button to delete a Box. You cannot delete a Location that has a sub-Location tagged to it.

home  conflict check clients matters

Location

unbilled

timer memo  record

D |

| Type

Name |

| Status

Parent Location | - Please Select -

[=]

Clear

1} NAME

Crown Records
Management - KL Branch

CRMKL

CRMKL-V1 Crown Records
Management KL - Vault 1
MB Main Branch

PARENT LOCATION

Crown Records Management - KL Branch /
Crown Records Management KL - Vault 1

calendar

invoice  vouchers

suppliers

banks

settings

ledger

reports

[-ALL-

[-ALL-

DESCRIPTION

TYPE

External

External

Internal
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Creating and managing Matter Folders

Matter Folders are where you list down and manage any folders you have opened for a Matter.

You can find all Matter Folders under Record > Matter Folders.

EE c 0 R E M AT -I- E R@ Welcome Alyssa J.! Sign Out | Help
=E e+
home conflict check clients matters unbilled timer memo record calendar invoice  vouchers suppliers banks ledger reports settings
matter folders
Recent Matters | Dashboard | Daily Activities
safe custody
Recent Matters fcation
box
MATTER MATTER DESCRIPTION CLIENT E REF NO PRACTICE AREA OPEN DATE
safe custody types
22001242 Litigation for so and so The Alphabet Press AU Litigation 04/11/22 n E
20221305 Copyright Infringement Norasiah AOQ Intellectual 14/12/22 E
property
20221306 sadsada Hosanna Pte Ltd Jr Litigation 14/12/22 E
20221303 Trademark Messi Sdn Shd AD AJI2022 Corporate & 14112122 E
Commercial
2 4300 Tradk All Ennland it AN AESThAMIT42 1 i 1 1A12122 - H

(a) Creating a Matter Folder

1. Click on the 'Create' button.

home  conflictcheck clients matters  unbilled  timer memo | record  calendar invoice  vouchers  suppliers  banks reports

ledger

settings

Matter Folders

( Createj| Transfer Matter H

BulkActions || Less
Client [ [] Date [1012722 | to [16n1222 |
Matter I | - | Status | - ALL - | - |
Name ‘ | In / Out | SALL - | - |
Location I CALL- | ,|
Box I - ALL - | v|
D DATE MATTER voL NAME LOCATION BOX STATUS IN/OUT

No records to display.

2. Select the Matter for this Matter Folder, then key in the Name of the Folder.
- You can also choose to select a Location and Box for this Matter Folder.
- If needed, type in your Remarks about this Matter Folder and attach up to four (4) attachments.

home  conflict check  clients  matters  wnbilled  timer memo  record

calendar  imvoice

suppliers

banks ledger reports

settings

Create Matter Folder

InfOut IN
Status RUNMNING
Matter * 20221307 - Hydroflask Bhd | Suit agains | = Vilume No. 1
Date * [16m2722 |mm
Name * Matter: 20221307
Chent: Hydroflask Bhd
| Fibe Ref No: 2022/UT/1307AV1
Location Main Branch / Main Branch - Level 5/ k| =
Bex [ aloutmon [~
Remaris

~ Attachments

B document 1 jpeg [x] @ document 2jpeg

[x] B document 3jpeg [x] @ document 4 jpeg []

Copyright £2022 Inceptio Technologies Sdn. Bihd. Al Right:
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3. Click 'Submit' to create the Matter Folder. Each new Matter Folder you create for a Matter will be recorded

as a new volume.

(b) Editing a Matter Folder

1. Click on the blue pencil icon to open the 'Edit Matter Folder' pop-up.

home  conflict check  clients  matters ed timer  memo
Matter Folders
Client | |-
Matter [ F
Name [ ]
Location | SALL- [ -
Box | - ALL - [:
O DATE MATTER voL MAME
» O 161222 20221283 1 Volume 1
East Coast Holdings
sB
» O 161222 20221307 2 Matier Folder 2
Hydroflask Bhd

record | calendar

Date
Status

In / Out

LOCATION
Main Branch  Main
Branch - Level 5

Main Branch / Main
Branch - Level 5/

banks  ledger reports

| Create | Transfer Matter Bulk Actions -|| Less |

]

[10n222 | to [16n222 |
[-aw- [~]
[-aw- 3
Click to Edit
Box STATUS IN 7 OuT

AJOICONVIO01  Running  In

AJOILITOM Running  In

[ Actions - | E

2. You can make amendments to the Date, Name, Location, Box, Remarks, and add or remove attachments.
- You can also view the Matter Folder's Check Out Information and History.

home  conflict check clients matters unbilled timer memo record calendar invoice  vouchers suppliers  banks  ledger reports  settings
In/Out IN
Status RUNNING

Matter 20221307 - Hydroflask Bhd | Suit against Montigo Flask Volume No. 1

on trademark

Date 16/12/22 =)

MName * File Ref No: 2022/LIT/1307/V1

Location | Main Branch / Main Branch - Level 5 / N| ']

Box [ om0 [~]

Remarks

“~ Attachments

@ document 3jpeg [x] @ document 2jpeg [x] @ document 1jpeg [x]
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3. Additionally, you can also edit multiple Matter Folders at the same time by selecting several Matter Folders,
then click 'Bulk Actions', followed by 'Edit Box' or 'Edit Location'.

home  conflict check  clients matters  unbilled timer memo | record calendar
Client | ] v Date
Matter | I - Status
Name ‘ | In / Out
Location | - ALL - I -
Box | -ALL - -
Search
Select the Matter
Folders
MATTER voL NAME LOCATION
. 16/12/22 20221283 1 Volume 1 Main Branch
East Coast Holdings
SIB
16/12/22 20221307 2 Matter Folder 2 Main Branch / Main
Hydroflask Bhd Branch - Level 5/
Main Branch - Level
5 - Rack 1

invoice

vouchers

suppliers

banks

ledger

reports

settings

I Create | Transfer Matter |

Bulk Actions

=

- ALL -

Bulk Actions

Check In
Check Out
Check Out Transfer

- ALL -
Select whether to "";_:': LBOX "
. . It Location
Edit Box or Location -
Report Lost
BOX STATUS INTOUT
AJO/CONV/O01  Running  Out
AJO/LITIO01 Lost In

(c) Deleting a Matter Folder

Click on the red bin button to delete a Matter Folder. You cannot delete a Matter Folder that is of an older volume.

(d) Checking Out a Matter Folder

Click on the 'Actions' menu, then select 'Check Out'.

home  conflict check  clie matters  unbilled timer memo | record calendar inw suppliers  banks ledger reports  settings
M a t‘te r FO | d e rS | Create | Transfer Matter | Bulk Actions x | Less |
Client | |- Date [10m222 | to 161222 |E
Matter | | - Status | CALL- -
Name [ | In/Out [-aLL- =
Location | - ALL - l -
Box [-aL- I
Search Clear
O DATE MATTER voL NAME LOCATION BOX STATUS 1N/ OUT
r O 1612122 20221283 1 Volume 1 Main Branch /Main ~ AJO/CONV/001  Running  In Actions .I
East Coast Holdings Branch - Level 5
S/B
y O 16/12/22 20221307 2 Matter Folder 2 Main Branch /Main ~ AJOILIT/O01  Running I Adions = | |
Hydroflask Bhd Branch - Level 5/

clients  matters  unbilled

timer  memo

[-Au-

[-ALL-

Search

MATTER

20221283 1
East Coast Holdings
SB

20221307 2

1.
home  conflict check
Matter Folders
Client
Matter
MName
Location
Box
O DATE
y [ 16/12/22
v [ 16/12/22

Hydroflask Bhd

NAME

Volume 1

Matter Folder 2

record

calendar

Date
Status

In / Out

LOCATION

Main Branch / Main
Branch - Level §

Main Branch / Main
Branch - Level 5/
Main Branch - Level
5 - Rack 1

invoice

vouchers

suppliers

banks

ledger

‘ Create H Transfer Matter | Bulk Actions 'H Less ‘
101222 |EE to [161222 |
[ar ]
[-ALL- [+]
BOX STATUS IN/OUT
AJO/CONVIOO1  Running  In E
Actions
aJoimool Select "Check Check Out

Out'

Report Lost
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2. Select the Date of the checkout, the User who is checking out the Matter Folder, and the Expected Check In
Date.
- You can also put in Remarks and add attachments.

REVIAITIILKN

d Check Out

Date *
r F Check Out By *
Expected Check In Date

Remarks

< Attachments

Drop File Here

[ 16112722 B
[1L- soan Lim |~
[31/01723 @

Approved by Joshua

E

Ia partner approval l..jpeg [x]
2122 File Uploaded Successfully X
222 C
Y S—

H

YT e

3. Click on the 'Submit' button. The Matter Folder will now be displayed as 'Out'.

a
» O

DATE MATTER VoL NAME LOCATION

168/12/22 20221283 1 Volume 1 Crown Records

East Coast Holdings
S/B

IManagement - KL
Branch / Crown
Records
Management KL -
Vault 1

BOX

STATUS

As0icoNV01  Rumning(Jout_

IN / OUT

4. Additionally, you can also check out multiple Matter Folders at the same time by selecting several Matter

Folders, then click 'Bulk Actions', followed by 'Check Out'.

home  conflict check clients matters  unbilled

Matter Folders

timer memao | record calendar

invoice vouchers

suppliers

Create || Trnster Metter | [ BRGNS S] | e |

mnsol Click on 'Check Out'

Select the Matter  [tHoldings

Folders

Hydroflask Bhd

Client [ [+] Date
Matter [ [+] Status
Narne [ |

Location I - ALL - J;|

Box [- AL [«

Search Clear
O DATE MATTER oL HAME LOCATION
i Valume 1 Crown Recards

Management - KL
Branch / Crown
Records
Management KL -
Vault 1

161222 20221307 2 Matier Folder 2 Iain Branch / Main

Branch - Level 5/
Main Branch - Level
5 - Rack 1

161222 20221307 1 Fie Ref No an Branch [ Main
Hydrofiask Bhd 2022LITHM 307V Branch - Level 5/

Main Branch - Level
5-Rack1

BOX

AJOICONVID0T

AJOLITAO0

AJOLITAO01

Copyright ©2022 Inceptio Technologies Sdn. Bhd, All Rights Reserved.

STATUS

Running

Running

Running

banks ledger reports

Bulk Acticns

Check In
Check Qut

- Check Cut Transfer

settings

[Edit Box

[Edit Location

Repaort Lost
IN | QUT
Out Actions -
In

aaions ~| [ B
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(e) Checking In a Matter Folder

1.

Click on the 'Actions' menu, then select 'Check In'.

home  conflict check  clients matters  unbilled timer memo

Matter Folders

Client [ | -‘ Date | 10/12/22 ||§ to | 16/12/22 ]ﬁ
Matter I y | - ‘ Status | - ALL - | - ‘
Name | ‘ In / Out | - ALL - | - ‘
Location I SALL - | v ‘
Box [-aLL- [~]
D DATE MATTER voL NAME LOCATION BOX STATUS INJ/OUT
r O 16/12/22 20221283 1 Volume 1 Crown Records AJO/CONV/001  Running  Out
East Coast Holdings Management - KL A
sB Branch / Crown ctions
Records
Management KL - Select 'Check In* [——Checkln
Vault 1 Check Qut Transfer
r O 16/12/22 20221307 2 Matter Folder 2 Main Branch / Main  AJO/LIT/001 Running  In Report Lost ﬂ
Hydroflask Bhd Branch - Level 5/
i Flemccte 1ot

record  calendar invoice  vouchers  suppliers

| Create | Transfer Matter H

banks

ledger

reports

Bulk Actions

][ ess |

settings

Selec

~

Check In

s |

Date * 22/12/22

Remarks

A Attachments

=

Drop File Here

No Attachment

d;Submit;H Cancel |

o e 3

3. Additionally, you can also check in multiple Matter Folders at the same time by selecting several Matter
Folders, then click 'Bulk Actions', followed by 'Check In'.

home conflict check ents  matters unbilled timer memo

Matter Folders

Bulk Actions
Client | [v| Date 101343 i 16| check In
Matter [ = Status Click on 'Check In* Check Out
T | | In / Out |AAI_LA— Check Qut Transfer
Location [ CALL- F| Edit Box
Frvs | CALL- | v| Edit Location
Search || Clear Report Lost
D DATE MATTER VoL NAME LOCATION BOX STATUS IN / OUT
16/12/22 20221283 1 Volume 1 Crown Records AJOICONV/001 Running  Out s o
East Coast Holdings Management - KL
Branch / Crown
Select the Matter Records
Folders Management KL -
Wault 1
1612122 20221307 2 Matter Folder 2 Main Branch / Main  AJO/LIT/001 Running  In e = i |
Hydroflask Bhd Branch - Level 5/
Main Branch - Level
5-Rack 1
F= 1601 202921407 1 Cile G bin- Main Aranch  bdain AIOLITIAO . In 1

record calendar invoice  vouchers

suppliers

e | rantor e | R = |

banks

ledger  reports

settings




(f) Transferring a checked out Matter Folder to another User

1. Click on the 'Actions' menu, then select 'Check Out Transfer'.

home  conflict check clients matters  unbilled timer memo
Matter Folders
Client [ |~
Matter [ [~
Name \ |
Location [ CALL - I v|
Box [ SALL - I - |
Search Clear
D DATE MATTER VoL NAME
r O 18/12/22 20221283 1 Volume 1
East Coast Holdings
SB
r O 16/12/22 20221307 2 Matter Folder 2
Hydroflask Bhd

record  calendar

Date
Status

In / Qut

LOCATION

Crown Records
Management - KL
Branch / Crown
Records
Management KL -
Vault 1

Main Branch / Main
Branch - Level 5 /

invoice  vouchers  suppliers  banks

ledger  reports

settings

‘ Create H Transfer Matter || Bulk Actions 'H Less |
[101222 | 1o [16n1222 |
[ -]
A B
BOX STATUS IN/QUT
AJO/CONV/O01  Running  Out S ( - )
Actions
Select 'Check Check In
Out Transfer'  |—— Check Out Transfer
AJOILIT/O0T Running  In Report Lost a

2. Select the Date of the checkout, the User who is checking out the Matter Folder, and the Expected Check In

Date.

- You can also put in Remarks and add attachments. Click on the 'Submit' button.

LIVIATTLIN

Check Out Transfer

Date * [16/12/22 |

F Check Out By * | JAY - Jayvinder Singh | © |
Expected Check In Date | 01/02/23 | @
Remarks

¥ Attachments
||P Cancel
—

g2

™

[ 16




Additionally, you can also transfer multiple Matter Folders at the same time by selecting several Matter
Folders, then click 'Bulk Actions', followed by 'Check Out Transfer'.

home conflict check clients matters unbilled timer memo record calendar invoice  vouchers suppliers banks ledger reports settings
Matter Folders = :
Bulk Actions
Client [ [~ Date 10/12/22 E b IE Check In
Matter | [ - | Status - ALL- Check Out
Name [ | In/ Out Check Out Transfer
o Click on 'éEdtB
ocation SALL - - it Box
I [+ 'Check Qut Transfer' Edit Location
Box | _ALL - | - |
Sl Report Lost
D DATE MATTER VoL NAME LOCATION BOX STATUS IN T OUT
¥ 16/12/22 20221283 1 Volume 1 Crown Records AJOICONV/OD1  Running  Out
East Coast Holdings Management - KL
Branch / Crown
Select the Matter Records
Folders Management KL -
Wault 1
16/12/22 20221307 2 Matter Folder 2 Main Branch { Main  AJO/LIT/001 Running  In E
Hydrofiask Bhd Branch - Level 5/
Iain Branch - Level
E _Rack 1

(g) Reporting a Matter Folder as lost

1.

2.

PCK

Click on the 'Actions' menu, then select 'Report Lost'.

home  conflict check clients matters unbilled timer memo | record calendar invoice vouchers suppliers banks ledger reports  settings
M a‘tte r FO | d e rS Create ” Transfer Matter H Bulk Actions b | ‘ Less |
Client [ [=] Date [o/12/22 | to [1en22 |
Matter | A IL| Status ‘ S ALL - m
Name ‘ | In / Qut ‘-ALI.- ‘vl
Location | - ALL - | - |
Box | - ALL - [ vl
I:I DATE MATTER voL NAME LOCATION BOX STATUS IN/OUT
» O 16/12/22 20221283 1 Volume 1 Crown Records AJO/CONV/001  Running  Out
East Coast Holdings Management - KL
SB Branch / Crown Actions
Records
Management KL - CheckIn
Vault 1 select Report Check Out Transfer
» O 16/12/22 20221307 2 Matter Folder 2 Main Branch / Main AJO/LIT/O0 Lost' ——#-Report Lost E
Hydroflask Bhd Branch - Level 5/
Main Branch - Level

Select the Date and who reported the Matter Folder as lost.
- You can also put in Remarks and add attachments.

chents matters unbilied umer memo record CEIELGETY Invoice vouchers supphiers Danks ledger

-T™

Report Lost

[E]

Date * | 16/12/22 |E

Reported By | AQC - Alyssa J. Oon | A I

Remarks Fire broke out %
ol

¥ Attachments

{ Submit 1 Cancel

[T
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3. Click on the 'Submit' button. The Matter Folder will now be displayed as 'Lost'.

» O 16/12/22

=]

20221307
Hydroflask Bhd

Matter Folder 2

Main Branch / Main
Branch - Level 5/
Main Branch - Level
5-Rack 1

AJOILIT/O01 Lost

4. Additionally, you can also report multiple Matter Folders as lost at the same time by selecting several Matter

Folders, then click 'Bulk Actions', followed by 'Report Lost'.

home  conflict check

Client
Matter
Name
Location

Box

clients  matters

Matter Folders

unbilled

timer memo

Select the Matter
Folders

[ Search { Clear

MATTER

voL

NAME

record

calendar  invoice  vouchers

suppliers

banks ledger reports  settings

| Create \| Transfer Matter l

Bulk Actions - | Less l

Bulk Actions
Status |- ALL- Check Out
In / Out e Check Out Transfer

Edit Box

Edit Location

N eport Lost
Click on -
'Report Lost'
LOCATION BOX STATUS TR ouT

. 16/12/22 20221283 Volume 1 Crown Records AJO/CONV/001  Running  Out e

East Coast Holdings Management - KL

S/B Branch / Crown
Records Management
KL - Vault 1

(h) View a Matter Folder's attachments, information, and history
1. Click on the arrow to the left of the Matter Folder to expand the menu.
Main Branch - Level 5
-Rack 1
20221307 1 File Ref No: Main Branch / Main AJO/LIT/O01 Running In | Actions -

16/12/22
Expand

v2.130

Hydroflask Bhd

2022/LITM307MV1

Branch - Level 5/
Main Branch - Level 5
- Rack 1

Copyright ©2022 Inceptio Technologies Sdn. Bhd. All Rights Reserved.

2. Click on 'Attachments’ to see all the Matter Folder's attachments. Click on a file to view the attachment.

~ Attachments

‘ @ document 3,jpeg

‘@ document 2 jpeg

@ document 1,jpeg

@ document 4,jpeg

3. Click on 'More Information' to see details about the Matter Folder, who has checked it out, etc.

v Aftachmen
2 _More Information

Check Out By
Remarks

Client
Matter No.
Matter Description

Jayvinder Singh

East Coast Holdings S/B
20221283

Tr k for E:

for CoreM:

inclusion

Expected Check In Date 31/01/2023

Partner In Charge Joshua Tan

[ 18



4. Click on 'History' to see all checkouts/check-ins or edits that have been made.

DATE TIME USER ACTION DESCRIPTION

16/12/22 10:41:02 Alyssa J. Oon Check Qut Transfer Check Out By
Check Out Date
Expected Check

Remarks

16/12/22 10:15:56 Alyssa J. Oon Check Out Check Out By
Check Out Date
Expected Check

Remarks

16/12/22 10:15:17 Alyssa J. Oon Edit Date :
Name :
Location .
Management KL
Box

Remarks

16/12/22 10:01:26 Alyssa J. Oon Create Matter

Vol
Date
Name

- Jayvinder Singh

$ 161242022
In Date :31/01/2023
: Joan Lim
: 16/12/2022
In Date :31/01/2023
: Approved by Joshua
1611212022
Volume 1

Crown Records Management - KL Branch / Crown Records
- Vault 1

- AJOICONV/O01

1 20221283
1

: 16/12/2022
: Volume 1

(i) Transfer a Matter Folder to a different Matter

1. Click on the 'Transfer Matter' button.

home conflict check clients matters unbilled timer memo  record calendar invoice vouchers suppliers banks ledger reports  settings
M atte r FO | d ers ‘ Create q[:J'ransfer MatterJ:D Bulk Actions - H Less |
Client [ [~] Date [16m12722 | to [2211222  |E
Matter | Al | - | Status | S ALL - | v|
Name [ l In / Out | - ALL - ILI
Location | CALL - | - |
Box I - ALL - -
2. Select the 'From Matter' and then select the 'To Matter'.
- You can also put in attachments.
- Click the 'Submit' button. All volumes of the Matter Folder will be moved to the new Matter.
ecK cuents mauers unoinea umer memo recora caienaar invoice voucners suppiers Danks leager T€]
¢ Transfer Matter =

From Matter * [ 20221307 - Hydroflask Bhd | Suit agains | + |

To Matter - [ 20221315 - University of Nottingham | ¢| v

NOTES:

2. All volumes will be transferred.

A Attachments

Drop File Here

| seecr

No Attachment
p2

/‘—\
Qubmit lDCance! I

22N

p2

1. Only allow to transfer to another Matter without any existing Matter Folder.
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Creating and managing Safe Custody items

Safe Custody is where you list down and manage the documents you are safeguarding for Clients.

You can find Safe Custody under Record > Safe Custody.

EE C O R E M AT T E RS' Welcome Alyssa J.! Sign Out | Help
=E [or lo[+]
home conflictcheck clients matters unbilled timer memo ‘ re calendar invoice vouchers suppliers banks ledger reports  settings
matter folders
Recent Matters I Dashboard ] Daily Activities
ReCent Matte rS location
box
MATTER MATTER DESCRIPTION CLIENT E REF NO PRACTI REA or DATE
safe custody types
22001182 facial shop TLS Sdn Bhd AU ABC1234 Tax 18108722 =]
20221317 General litigation Pink Panther AO Litigation 23112i22 B
20221315 General legal advisor University of Nottingham AQ YCYC/LO1/22/UNINOTT  Corporate & 22112122 E
Commercial

(a) Creating a Safe Custody item

1. Click on the 'Create' button.

home conflict check clients matters unbilled timer memo record calendar invoice vouchers suppliers banks

ledger

reports

settings

Safe Custody

Client | [] Date (171222 | to (2301222 | &
Matter | | - | Status | - ALL - | - ‘
Type [ - Please select - [+] In / Out [-ALL- [+]
Name ‘

[

@T{ansferl\«‘laﬂer | Bulk Actions X | Less |

Select the Matter for this Safe Custody item, and key in the name of the document at Name.
- You can also select a Safe Custody Type and a Location for this item
- If needed, type in your Remarks and attach up to four (4) attachments.

home conflict check chants mattars unbilled timar memo record calendar nvoioe vouchers hanks

supplinrs

ledqer

Create Safe Custody

In/Out IN
Sratus RUNNING

Mater * [ 200720 - Munchy Manutachanrg vzmm
Data ™ 230802 I E
Tvpe [OCOI - Origenyal Certificate of Land Osex | 'i
Mame Murchys lang daad
Locaten [(’man Recards Maragement - Kl Eun.'F]
Rerrnsike
~ Atladhments

D document 51pag [x] Q goumen: 6,009 [x] Q document 7 peg [x] Q document Bpag
f ( ( / | File Uy i

Suomit Canced

reparts

Shvd All Rigres Resecved

settings
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3. Click on the 'Submit' button to create the record.

~ Attachments

@ document 5.jpeg
Fil :

e Uploaded S

(x] B document 7.jpeg [x] @ document 8jpeg
) - ) -

e Uploaded Successfully le Uploaded Su

uccessfu Uploaded Successfully

[x] document 6.peg
P ™ s

( Submit E Cancel

v2.1.30

Copyright ©2022 Inceptio Technelogies Sdn. Bhd. All Rights Reserved.

(b) Editing a Safe Custody item

1. Click on the blue pencil icon to open the 'Edit Safe Custody' page.

contlict cl clients matters unbilled timer memo record suppliers banks ledger reports settings
Safe CUStOdy | Create | Transfer Matter | Bulk Actions v less
Client [ |~ Date 171222 [ to [23222  |E
Matter [ . ] - Status [ ALL Twl
Type | - Please Select - | - In / Out - ALL- -
Name [
Location l ALL I -
sewch —
Click to Edit
D DATE MATTER TYPE NAME LOCATION STATUS N OouT
y O 231222 22001200 oco1- Munchy's land deed Crown Records Running  In | Actions - @ |
Munchy Manufacturing  Original Hanagement - KL
Bhd Cenficate of Branch / Crown
Land Deed Records Management
KL - Vault 1
' O 201222 20221310 WO1 - Wil will Main Branch / Main Running ~ In E
Acacia Deal Sdn Bhd Branch - Level 5
2.1.3 Copyright ©2022 Incaptio Technologies Sdn. Bhd. Al Rights Reservad,

2. You can make amendments to the Matter, Date, Type, Name, Location, Remarks, and add or remove
attachments.
- You can also view the Safe Custody item's Check Out Information and History

it chncl

clenis

matiors

wenblled e

Edit Safe Custody

~ Arachments

T (1]
Status RUNMING
Bl i e ™ 2F00 200 = Bt by M ifarnuging Rha | =
Diate * | 22z i
Iype [-J:_L'-‘ - Crgrial Cenifticate af Lang Desr | =
Marie © Muncy's land veed
nratian [ Ciomn Recvids Mairsgemen - KL Ed-'r-\.z
Remarks

@ decumant Sypeg 0 @ ERSIMENT €ty

o

SRIUmEnt Lpsg
audedd S

Q @ :‘|:ﬂ.|-|-cr.'.HJ|'.\rg.

* Check St lnformation

¥ Hisrany

Upsatz | cameel
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3. Click the 'Update’ button to save any

changes.

—

aded Successf

|

~ History

Lupsate Dcance
—

' Check Out Information

4. Additionally, you can also edit the Location of multiple Safe Custody items at the same time by selecting

several items, then click 'Bulk Actions', followed by 'Edit Location'.

v2.130

home

conflict check

matters

unbilled

timer memo | record

Acacia Deal Sdn Bhd

calendar

invoice  vouchers

suppliers

banks

ledger  reports

Branch - Level 5

Copyright ©2022 Inceptio Technologies Sdn. Bhd. All Rights Reserved.

Safe Custody | Create || Transfer Matter | Bulk Actions ( ') Less. |
Bulk Actions ~1
Glent l [-] B 171222 | 1© [23 checkin
Matter [ | v| Status - ALL - Check Out
Type [ - Please Select - | '| In / Out L ALL - Check Qut Transfer
bzne | | Select to Edit [ (=i e
L=t [-ALL- [-] Location Report Lost
Search Clear Return to Customer
Select the Safe
] Custody items TYPE NAME LOGATION STATUS IN T OUT
2312022 22001200 0co1 - Munchy's land deed Crown Records Running  In [ Actions ,I
Munchy Manufacturing Original Management - KL
Bhd Certificate of Branch / Crown
Land Deed Records Management
KL - Vault 1
2012122 20221310 W01 - Will Wil Main Branch / Main Running In Actions - |

settings

(c) Deleting a Safe Custody item

Click on the red bin button to delete a Safe Custody item. You cannot delete Safe Custody items that have been lost

or returned to the Client.

home

Client
Matter
Type
Name

Location

O
0O

| |

conflict check

DATE

2312122

23/12/22

clients  matters

Safe Custody

unbilled

timer memo | record

| []
| - Please Select - | 'I
[-ALL- [~]
Search Clear
MATTER TYPE NAME
22001240 QCco1 - Land Deed
32 Square Sdn Bhd Original
Certificate of
Land Deed
20221317 P01 - Power of Flle Ref No.:
Pink Panther Attorney PP2022/SCO1

calendar

Date
Status

In / Out

invoice  vouchers

suppliers

banks

ledger  reports

settings

Create || Transfer Matter

Bulk Actions

"H Less |

‘ Click to Delete ‘

L1712722  |E to (231222 |
[-ALL- -
[-ALL- [~
LOCATION STATUS IN !/ OUT
Main Branch / Main Running

Branch - Level 5/ Main
Branch - Level 5 - Rack
1

Main Branch / Main Returned

Branch - Level §

In

In | Actions - I @
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(d) Checking Out a Safe Custody item

1. Click on the 'Actions' menu, then select 'Check Out'.

D DATE MATTER TYPE NAME

» O 2312022 22001200 ocot - Munchy's land deed
Munchy Manufactunng  Orniginal
Bhd Certificate of

Land Deed

» O 2012122 20221310 WO1 - Will Will

Acacia Deal Sdn Bhd
v2.1.30

LOCATION STATUS IN/OUT
Crown Records
IManagement - KL
Branch / Crown
Records Managemer|
KL - Vault 1

Running In

a0

Actions

Select
'Check Out'

Check Out

Report Lost
Return to Customer

Main Branch / Main
Branch - Level 5

ao

Copyright ©2022 Inceptio Technologies Sdn. Bhd, All Rights Reserved.

2. Select the Date of the checkout, the User who is checking out the Safe Custody item, and the Expected Check

In Date.
- You can also put in Remarks and add attachments.

TV IVIAANT TN

Check Out

Date * [ 23112722

|

Check Out By * [ L - Joan Lim

U

&

4
I

Expected Check In Date | 31/01/23

I

Remarks Approved by Joshua

[T T

~ Attachments

approval letterjpeg 0

File Uploaded S

uccessfully

- ‘l’ Cancel |

[ |

b

3. Click on the 'Submit' button. The Safe Custody item will now be displayed as 'Out'.

D DATE MATTER TYPE NAME LOCATION STATUS INfOuUT
r O 2312/22 22001200 0Cco1 - Munchy's land deed Crown Records Runnm
Munchy Manufacturing Onginal Management - KL
Bhd Certificate of Branch / Crown
Land Deed Records Management
KL - Vault 1
= 2012192 20221210 VAN Will il Lzin Rranch / bain =1 In - | . B = B
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4. Additionally, you can also check out multiple Safe Custody items at the same time by selecting several items,

then click 'Bulk Actions’, followed by 'Check Out'.

home conflictcheck clients matters unbilled timer memo | record calendar invoice vouchers suppliers banks ledger reports  settings
Safe Custody [ create | [ Transter Matir 1@
Bulk Actions

Client [-au [+] Date 17712722 |[E 10 [ 23] cpeckin

Matter - Status Check Out
l <] ‘ Select 'Check Out' _dCh  Out Transf

Type | - Please Select - E In / Out ek but franster

Name | | Edit Location

Location [-aw- [+] Report Lost
Clear Return to Customer

Select the Safe
Custody items TYPE HAME LOCATION STATUS IN /7 OUT
@ 2312022 22001200 0Co1 - Munchy’s land deed Crown Records Running  Qut
Munchy Manufacturing Qriginal IManagement - KL
Bhd Certificate of Branch / Crown
Land Deed Records Management
KL - Vault 1
2012022 20221210 WO1 - Will will Main Branch / Main Running  In ﬂ
Acacia Deal Sdn Bhd Branch - Level 5
v2.130 Copyright ©2022 Inceptio Technologies Sdn. Bhd. All Rights Reserved.

(e) Checking In a Safe Custody item

H 1 - 1 1 1
1. Click on the 'Actions' menu, then select 'Check In'.
D DATE MATTER TYPE NAME LOCATION STATUS IN/OUT

r O 23anz22 22001200 Qco1 - Munchy's land deed Crown Records Running Qut
Munchy Manufacturing  Original IManagement - KL
Bhd Certificate of Branch / Crown

Land Deed Records Managemer  Select 'Check
KL - Vault 1 In'

y O 20112122 20221310 WO1 - Will Will Main Branch / Main

Acacia Deal Sdn Bhd Branch - Level § Report Lost
Return to Customer
v2.1.30 Copyright ©£2022 Inceptio Technologies S5dn. Bhd. All Rights Reserved.

.

LICTILY

2. Select the Date of the check in and any Remarks, then click 'Submit'.

Check In
Date * 23/12/22
Remarks

~ Attachments

Drop File Here

[ e

No Attachment

TN 11T % 1110
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3. Additionally, you can also check in multiple Safe Custody items at the same time by selecting several items,
then click 'Bulk Actions', followed by 'Check In'.

home

conflict check

clients

Safe Custody

Client
Matter
Type

Name

Location

¥v2.130

matters

unbilled

timer

memo | record

- Please Select -

I
|
|
|

I-ALL-

Search

Select the Safe
Custody items

238122

20/12/22

22001200

Bhd

20221310

Clear

Munchy Manufacturing

Acacia Deal Sdn Bhd

—
| Create | | Transfer Matter Bulk Actions ( 5
Bulk Actions
—
[ - | Date to
| Check In
Select 'Check In'
[~ Status Check Out
I'| In/ Out CALL- Check Out Transfer
| Edit Location
[ - | Report Lost
Return to Customer
TYPE NAME LOCATION STATUS IN 1 OU
oco1 - Munchy's land deed Crown Records Running  Out
Original Management - KL
Certificate of Branch / Crown
Land Deed Records Management
KL - Vault 1
WO1 - Will Will Main Branch / Main Running In

calendar

invoice

vouchers

suppliers

banks ledger reports

settings

h Less I

Branch - Level 5

Copyright ©2022 Inceptio Technologies Sdn. Bhd. All Rights Reserved

em B0

(f) Transferring a checked out Safe Custody item to another User

H 1 - 1 1 1
1. Click on the 'Actions' menu, then select 'Check Out Transfer'.
D DATE MATTER TYPE NAME LOCATION STATUS INJ/OUT
G 23112022 22001200 0co1 - Munchy's land deed Crown Records Running  Out Actions (v
Munchy Manufacturing  Qriginal IManagement - KL " AN
Bhd Certificate of Branch / Crown Actions
Land Deed Efcc:lrgz‘:m1anagement ; Check In
Select 'Check ~—» Check Out Transfer
| 20/12/22 20221310 W01 - Wil will Main Branch / Main Out Transfer' E
Acacia Deal Sdn Bhd Branch - Level 5 Report Lost
Return to Customer
v2.130 Copyright ©2022 Inceptio Technolegies Sdn. Bhd., All Rights Reserved.

2. Select the Date of the checkout, the User who is checking out the Safe Custody item, and the Expected Check

In Date.

- You can also put in Remarks and add attachments. Click on the 'Submit' button'.

I'Yir \1

e T%

Check Out Transfer

Date
Check Qut By ~

Expected Check In Date

Remarks

~ Attachments

Drop File Here m

‘ @ letterjpeg

, Cseomit Dcance

4 i

Q

st

(2312122 |
|IK—IreneKok |v|
[01/02/23 I=

Transfer approved by Partner

I[=

[ |

||
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3. Additionally, you can also transfer multiple Safe Custody items at the same time by selecting several items,
then click 'Bulk Actions’, followed by 'Check Out Transfer'.

home  confl eck lie matters  unbilled timer memo | record vouchers  sup ledger  reports
Safe Cus‘tody | Create || Transfer Matter | E :
Bulk Actions
Client | ; I - | Date 17112422 [ to E Check In
Matter | . I - | Status - ALL - Check Out
T _ _ In/ Out } Check Out Transfer
vpe | - Please select [~] oo Select 'Check Qut "
Name | | Transfer' Edit Location
Location | - ALL - I v| Report Lost
Search Clear Return to Customer
Select the Safe
D Custodv |tems TYPE HAME LOCATION STATUS IN/OUT
@ Ziz2 22001200 0C01 - Munchy’s land deed Crown Records Running  Out
Munchy Manufacturing  Original Management - KL
Bhd Certificate of Branch / Crown
Land Deed Records Management
KL - Vault 1
20112122 20221310 WOT1 - Will will Main Branch / Main Running  In EE - 3 |
Acacia Deal Sdn Bhd Branch - Level 5
v2.130 Copyright ©2022 Inceptio Technologies Sdn. Bhd. All Rights Reserved.
(g) Reporting a Safe Custody item as lost

1. Click on the 'Actions' menu, then select 'Report Lost'.

D DATE MATTER

» O 23/12/22 20221317
Pink Panther

» O 23/12/22 22001200
Munchy Manufacturing
Bhd

» O 20/12/122 20221310
Acacia Deal Sdn Bhd

v2.1.30

TYPE

P01 - Power of

Attorney
0Co1 -
Original
Certificate of
Land Deed

W01 - Will

NAME

Flle Ref No.:
PP/2022/SC01

LOCATION

Main Branch / Main
Branch - Level §

Munchy's land deed Crown Records

Will

Management - KL
Branch / Crown
Records Management
KL - Vault 1

Main Branch / Main
Branch - Level 5

STATUS IN/OUT

Running In

Running Out

Select
'Report Lost'

—>

Actions

Check In
Check Out Transfer

Report Lost
Return to Customer

Actions (/vw
R

Copyright ©2022 Inceptio Technologies Sdn. Bhd. All Rights Reserved.

aO

A O

2. Select the Date and who reported the Matter Folder as lost.

- You can also put in Remarks and add attachments.

{ Report Lost

Date *

Reported By *

Remarks

A~ Attachments

| Drop File Here |

| 231222

[ A0 - Alyssa 1. Oon

Lost to office fire

bomba reportjpeg
File Uploaded Successfully

Q

ESubmit Q Cancel

I B i

7"
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3. Click on the 'Submit' button. The Safe Custody item status will now be displayed as 'Lost'.

TR T ATTITer ANUTEY T TZUZZISCUT OTaTTCT=CEvery
r O 2312122 22001200 0Cco1 - Munchy's land deed Crown Records Qut
Munchy Manufacturing ~ Original Management - KL
Bhd Certificate of Branch / Crown
Land Deed Records Management
KL - Vault 1
antanmn annn4nan wain4_asu v Midmin D) Y o L [ s = |

4. Additionally, you can also report multiple Safe Custody items as lost at the same time by selecting several

items, then click 'Bulk Actions', followed by 'Report Lost'.

Safe Custody

| Create ‘ Transfer Matter |

DLess |

—
BulkActions [ =
s

Bulk Actions

Client | | v | Date 17/12/22 B to IE Check In
Matter | | - | Status - ALL - Check Out
Type [ - Prease select - [+] In/ Out - ALL- Check Out Transfer
Name | | Edit Location
Location - R
A [+] ‘ Select 'Report Lost' |/" HEporEtost
Search Clear Return to Customer
Select the Safe
D Custody items TYPE NAME LOCATION STATUS IN/OUT
237122 20221317 P01 - Power of  Flle Ref No.: Main Branch / Main Running  In E
Pink Panther Attorney PP/2022/SC01 Branch - Level 5
2312122 22001200 0COo1 - Munchy's land deed Crown Records Lost Qut
Munchy Manufacturing  Original Management - KL
Bhd Certificate of Branch / Crown
Land Deed Records Management
KL - Vault 1
(h) Returning a Safe Custody item to Client
H 1 - 1 1 1
1. Click on the 'Actions' menu, then select 'Return to Customer'.
D DATE MATTER TYPE NAME LOGATION STATUS IN /1 OUT
» O 2312122 20221317 PO1-Powerof  Flle Ref No.: Main Branch / Main Running I Adtions (=) [ |
Pink Panther Attorney PP/2022/5C01 Branch - Level 5 Acti
ctions
r O 2312122 22001200 0C01 - Munchy's land deed Crown Records Lost Qut
Munchy Manufacturing  Original Management - KL Check Out
Bhd Certificate of Branch / Crown
Land Deed Records Manager ; Report Lost
KL - Vault 1 Select 'Return 1o |— . Return to Customer
'
y O 201222 20221310 WOT1 - Wil will Main Branch / Ma: Customer a
Acacia Deal Sdn Bhd Branch - Level 5
v2.1.30 Copyright ©2022 Inceptio Technologies Sdn. Bhd. All Rights Reserved.

2. Select the Date, which User returned the Safe Custody item to the client, and the Client's name at 'Returned
To'.
- You can also put in Remarks and add attachments.

T IViIirFr v 1

e TN I

T

™

Return to Customer

Date * | 23/12/22

Returned By * IAO - Alyssa J. Qon

Returned To * [ PP02 - Pink Panther

Remarks Collected at office lobby

~ Attachments

=N

Drop File Here

No Attachment

@bmit JDCam:el |

| I 221

W]
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3. Click on the 'Submit' button. The Safe Custody item status will now be displayed as 'Returned’.

Search Clear

O DATE MATTER TYPE

2311222 20221317

Pink Panther

P01 - Power of
Attorney

» O

NAME LOCATION STATUS IN 7 OUT
Flle Ref No.: Main Branch / Main Returned ) In
PP/2022/SC01 Branch - Level 5

4. Additionally, you can also return multiple Safe Custody items at the same time by selecting several items,

then click 'Bulk Actions’, followed by 'Return to Customer'.

home  conflictcheck clients matters unbilled timer memo | record calendar invoice  vouchers suppliers banks ledger reports  settings
Safe Cu Stody [ create || renster matter | [INNNBUIRAGOR (=] ) Less |
Bulk Actions

Client | [+] Date 71222 | B 10 (23 checkin

Matter | |L| Status ‘ CALL- Check Out

Type | - Please Select - | v | In/ Qut CALL - Check Out Transfer

Name ‘ | Edit Location

Location | - ALL - | v| Report Lost

Select 'Return to | —Return to Customer
Customer’
D DATE MATTER TYPE NAME LOCATION STATUS IN/OUT
' O Select the Safe | PO1 - Powerof  Flle Ref No.- Main Branch / Main Returned  In
Custody items ther Attorney PP/2022/SC01 Branch - Level 5
23112/22 22001200 0C01 - Munchy’s land deed Crown Records Lost Out
Munchy Manufacturing Original Management - KL
Bhd Certificate of Branch / Crown
Land Deed Records Management
KL - Vault 1
20/12/22 20221310 WO1 - Will will Main Branch / Main Running  In Actions - ﬁ
Acacia Deal Sdn Bhd Branch - Level 5
v2.1.30 Copyright ©2022 Inceptio Technologies Sdn. Bhd. All Rights Reserved

(i) View a Safe Custody item's attachments, information, and history

1.

Click on the arrow to the left of the Safe Custody item to expand the menu.

Land Deed

Ch
[

v2.130

20/12/22 20221310

Acacia Deal Sdn Bhd

WO1 - will

Records Management
KL - Vault 1

Wil

Main Branch / Main
Branch - Level 5

Running In

Caes - @B

Copyright 2022 Inceptio Technologies Sdn. Bhd. All Rights Reserved.

2. Click on 'Attachments' to see all the Safe Custody item's attachments. Click on a file to view the attachment.

2012122 20221310

Acacia Deal Sdn Bhd

O WO1 - Will

@ Petronas.jpg ‘

v Mare Infarmatinn

Will Main Branch / Main

Branch - Level 5

Running In

s -] @O

Matter Description Patent in Vietnam

~ History

3. Click on 'More Information' to see details about the Safe Custody item, who has checked it out, etc.
O 20/12/22 20221310 WOo1 - Will will Main Branch / Main Running Out Actions -
Acacia Deal Sdn Bhd Branch - Level 5 :
Check Out By Denny Yee Expected Check In Date 31/01/2023
Remarks
Client Acacia Deal Sdn Bhd
Matter No 20221310 Partner In Charge Kelly Thompson

[ 28




4. Click on 'History' to see all checkouts/check-ins or edits that have been made.

0O 2012122 20221310 WO1 - Wil wil Main Branch / Main Running  Out
Acacia Deal Sdn Bhd Branch - Level 5
v Attachments
v IIII ifarmalion
DATE TIME USER ACTION DESCRIPTION
2312122 07:52:41 Alyssa J. Oon Check Out Check Out B : Denny Yee
Y y
Check Out Date 23/12/2022
Expected Check In Date @ 31/01/2023
Remarks -
2012122 02:22:04 Joshua Tan Create Matter 120221310
Date 1 20/12/2022
Name will
Location : Main Branch / Main Branch - Level 5
Type T WO1 - Will
Remarks : For chairman
Attachment

(j) Transfer a Matter Folder to a different Matter

1.

Click on the 'Transfer Matter' button.

home  conflict check clients matters unbilled timer memo | record calendar invoice

Safe Custody

Client | | - | Date
Matter [ [+] Status
Type | - Please Select - | - | In / Out
Name | |

banks settings

ledger

vouchers  suppliers reports

‘ Create ¢ Transfer Matter 2 Bulk Actions hd ‘ Less J
(171222 | to[2z122 |E
- ]
- B

Select the 'From Matter' and then select the 'To Matter'.
- You can also put in attachments.

—_"

Transfer Matter

From Matter *

I 20221310 - Acacia Deal Sdn Bhd | Paten IT|

To Matter *

[ 20221314 - James Koh | Matrimonial Prc| = |

A Attachments

=

Drop File Here

No Attachment

O 23

Click the 'Submit' button.
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FAQs on the Physical Records Management module

If you do not find the answer to your question listed below, reach out to us at corematter@bnsasia.zohodesk.com
and we will respond as soon as possible.

1. How can a user who does not have access to the 'Record' tab check what Matter Folders or Safe Custody
items a Matter has?
The Matter will have a 'Records' tab where users can check this information.

2. ldo not see an option to turn on the PRM module in the Role settings.
Please note that the PRM modaule is an add-on service with its own subscription fee. The PRM module
settings will only be viewable to firms who subscribe to this service.

3. Canl upload videos as an attachment?
Yes.

4. What is the storage capacity for attachments?
All firms are allocated a storage capacity of 1TB. This can be increased, if needed.

5. What is the maximum number of attachments?
Each Matter Folder and/or Safe Custody item can take up to four (4) attachments max. Each attachment has
to be under 50MB each. This can be increased, if needed.

6. If I eventually delete all the attachments but retain the Matter Folder, will the history of all my actions be
retained indefinitely or is there an expiry date to how long CoreMatter keeps the information?
The history will be kept indefinitely.

7. What do Matter Folders have volumes?
A Matter may contain more than one Matter Folder. If the Matter is a huge case, it may have more than one
physical folder to keep all the Matter-related documents. Hence, why there are volumes for the Matter
Folders.



