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Logrln Sereen

Each time you start the Case Pro
program you will see a log-in
screen (pictured). The log-in

Case Pro - Case Management System n

screen allows the user or o . Case File System Login
administrator to log into the ' e 3
system. A User with

administrative rights is the only Faomwond:
one that can setup or change
names and passwords. The
defaults are Username: “User”
and the Password: “User”. The
administrator the user name is Add/Edit User
“administrator” and the
password is “Admin”. To add or
change users you must go to the Password:
Main Console “SETTINGS” drop Confirm Password:
down and click on “MANAGE
USERS”. From the window you
can add, change and edit
administrators and users.

Login Cancel

Username:

UserLevel:

lain Consele

o Case Pro - Case Management System

Calendar  Caselntake  AllCases  Search  Clients  Agents  Tracking List  Receivables  Video Tapes  Video Rates  Stats  Contacts  Check List Settings

i —

Case Intake Tab is for entering new cases into the database

All Cases Tab is where all case records go to after they entered into the system. This is the area
where you will search for cases during any year.

Search Tab is a general wild card search for all cases in the system.
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Client Tab is where you would enter a new client’s information or search for a client’s
information.

Agent Tab is where you would enter a new client’s information or search for a client’s
information.

Tracking List Tab this is where all current active assigned, unassigned and cases in billing stage

are listed.

Receivables Tab this is where the cases go directly after they are billed and the upload button is

clicked. They remain in this list until payment is received and ready for deposit.

Video Tapes Tab this is the database where all cases are additionally stored with a search field

to search for a particular tape number on a case. This is used as an example 2 years later a
client requests a copy or the original video evidence. A simple check here by all criteria will pull
up a tape number to make it easier to find the video.

Video Rate Tab within this screen, you will be able to analyze video results for client and

agents. This is an important part of business. How you size up to your clients based on your
results is an important part of doing business. Likewise, reviewing an agents results can let you
know how good they are doing for your organization.

Stats Tab this is where you will find your sales comparisons from current and prior year sales.
Contacts Tab is an address, phone number, email, etc. file cabinet.

Check List Tab is where your receivables invoices end up once they are posted as paid. You can
then print the list for a bank deposit. Once printed you can purge for the next transaction and
still retain the paid record in the ALL CASES database.

Settings Tab In the settings drop down you will find five choices ( all are explained later in the
manual

a. Manage Users to set user names and passwords

b. Deleted cases

c. Company Details to setup your own company details and logo.

d. Data Settings to install program on a single computer or a network

e. Activate CasePro to activate your software.
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Help Under help in the drop down you will find Manage companies, check for updates and help

Logout You can exit the program by clicking the “Logout” on the top right of the program
window.

About information about CasePro and which version is installed.

Calendar

The program was designed to open -
up to the calendar screen first in the
event there are important messages
or dates to be viewed.

Colendor | Caselnioke  AlCasss  Seach  Cllents  Agenis TrackigLisl  Receables  Video Tapes  VideoRates  Sils  Contacts  CherkLst Seftings

tats  Contacts Check List Settings
There are two ways add a new entry into the

system. The first is to double click on the date Add Agenda
box and the second way is to click on the ADD

Friday Saturday
AGENDA as shown in the example.

12 13

Once opened, the information can be entered for that date and time. In the status drop down you will

entry in red so you know it is active. Add/Edit Agenda

Closed is flagged with green. e

Once all the information is entered be Status: -
sure to hit the save button. To delete an Location:

entry, right click on the day and delete
selection will come up. To open
information for a particular day simply
double click on that date.

StartTime: ‘ﬁ|

EndTime: ‘ 0:0:0 |

Agenda:

Save Cancel
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Case lnfale

Before you begin to enter an assignment into an intake form, you should first set up your clients and
agents in the clients and agents sections of the software.

Entering Data

1. The intake date uses the current date and is entered automatically by the program. If
needed to change click on the box and a calendar pops up allowing for the change. The
system will allow you to tab downward to each field and then up to the top and again
downward.

2. Drop down the client code and choose the client code that you have entered into the
client database (see client tab below). The client information gets filled in automatically
except for the adjuster or paralegal’s name which you need to fill in manually.

3. Fillin all information down the list in the first column and onto the second column.

4. At the bottom of the right column

AgentCode E2
you will see Agent Code and Video Video Tape No |40
Tape #. Assign New Number
VideoLength 25

5. If you are assigning the case at the time of entry, you can drop down the list to the
correct agent that is listed in your Agent database (see Agent Tab below). If the case is
to be assigned at a later date, leave it blank.

6. Since video tapes numbers are numbered when a case is done it would be best to wait
before getting a new number. Once a video total is determined, you can assign a
number to the tape by clicking on the blue assign new number box. You can enter the
numbers of minutes in the column in the video length box.

7. Atthe bottom right you will also see 2 note boxes, one internal and one client notations.
Internal notes are notes that you want to remain on the case file and not for viewing by
anyone else. Client notations are notes to a client that will be printed on the invoice for
them to view. If you decide to wait to add notes such as dates of handling, this can be
entered in at the time of billing before printing the invoice

8. The check boxes to the right are for types of
accidents (automobile- workers compensation- Auto WComp Liahilil_ﬂ,r
Liability).
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9.

10.

11.

12.

Currently investigators may also use hard drive

Hard Drive Stored

Original Stored

cameras without tapes. Video that is stored on

your computer, server or external device can be designated in the system by checking
the HARD DRIVE STORED check box. Physical video tapes that will be stored will be
checked as ORIGINAL STORED in the database. This designation will tell the user where

to find the video.

The type of case is a drop down menu that allows CaseType OTH ]
you to pick from the list as shown to the right. ClaimNumber | SV
. Insured |RSV
Examples are: S/V- surveillance, RSV- DoL EBGD
. - i |AC
resurveillance, BGD- background, AC activity check, :’e‘g_cﬁons AST
i ;
AST- asset check, LOC- locate, HC- hosiptal search,  |ciaimant Eb%c
. N LastName [
INV- investigation. FirctNama \
The STATUS drop down is for what stage the . -
tatus SG v
investigation is in. ASG- case is assigned, U is IntakeDate
. « . orre 2 |
unassigned, BLG- case is in billing stage, HLD the g:fe"": ] |[L3’LG
ientCode |
case is held for now and CLS- case is closed. Client |HLD
Adjuster \QLJS
Additional Mandatory Completion Date: [ select a date o Start Time
information Notes & Video Due Date After
L. h Completion: -
ertaining to the case acaboole
P . g ' T::::: : .| Social Media Comp
is listed at the bottom Continous Video: database Search. Toinform the
inous Viden: . i
of the intake form. If atton Comy: li+——1_Checkanes searched investigator
. . Additional Relatives Add Tnstruction| the start times
the information gets 4-
lengthy, it will print e s Additional
onto a second Susan- Doughee Lives 3k 1 Main sreet Mk FL ;em:es i?ﬂieatmn
1 oumn
assignment for page
for the investigator. | vemaes _—
w014 |Ford Mustang Blue ‘/)A large dent cn drivers door
2009 .Chew IP-(I:IJD IWTvre SA3KLY IThn.nsrhe\.\tth-? subject drives
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13. The client list box in the top center of Case Intake

the page allows you to drop down your  quent List: O
list of clients and see their code, name

and city. New Case —

14. You must hit the SAVE button before exiting otherwise
your data will not be saved. —

15. Once your information on the case is entered and saved, it
next automatically goes to the Tracking Tab page and will remain there active until it is
invoiced out.

All Cases

1. In this section you will find many search options to bring up any case in the system from
years ago to present. Cases can be searched by invoice number, first or last name, agent
code, the client, etc. To search simply enter the data such as the last name or partial last
name and select the FILTER button. All cases with that last name will come up in the list.
Text is not case sensitive in this search. You must first clear your last search with the
CLEAR button to make another search.

Calendar  Case Intake 'ALL Cases  Search Clients ~ Agents  Tracking List ~ Receivables  Video Tapes  Video Rates  Stats  Contacts

Invoice: Case Type: ¥ Adjuster:
First Name: Last Name: Client:
Agent Code: ~ DateFrom: |Selecta date [i5]| DateTo: |Selecta date
Today This Week This Month This Year Quarter:
Filter Clear

2. Asyour case load increases it will be added to the central database and listed as in the
example below.
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Colandar  Cameintakn [ A2Caum | Sewch  Clarts Agerts  Trxungist  Recowebies  Video Tapes  ViceoRates  Saats  Comtacta  Ohcilat Semege

Irvoxe Cane Types *  Aduster -
Flest Name: Last Name: Chent:
Agent Code: ¥ Datefrome  Seiect s Gt 03 DateVar Select o cute m|
Tocdey Tha Week Tres Moy Th Yeer Quarter; v
e Clewr
Intake Cases
A2 AY BANCL | t ALTIR MR A 1 - . )

3. Tothe right of the list are 4 columns. Reassign,
Map, View/Edit and Delete.
To reassign a case that was previously worked - < & %,
before without having to reenter the
. . . X =y it & (%)
information again, you simply search for the
case, open it with the VIEW/EDIT button, make - « ® (%)
your changes if needed and save. e 2 & %]
The Map button will bring you directly to e 4 ® (X
Google Earth location of your subject based on - Z ,!_\ %,
the home address you listed on the intake form. - " < o
Use Delete if you get a cancelled case it can be - = & %,
deleted from the database by hitting the red X.
A warning box will come up to confirm so it
cannot be accidently deleted.

4. On the video menu bar you will see a
“DOB month” drop down (as indicated Agent Code: * Dat
below with the red arrow). In this drop @ #

down are the months from 1-12. This

search field is very useful in selling more

time on a surveillance based on the subjects birthday month. In this field you would put
the month such as 10 and click on the filter button. All cases in your database with
subjects born in October will be listed. You can then scroll to the right and look at the
actual day of their birthdays coming up.

5. Should you need to attach any Clent Lt v
documents to the case file, you can do — - g —-
that from the edit screen. Click on the QRTE——

VIEW/EDIT BUTTON to the right in
case tracking or all cases tab and once

keland FL 33810 o/ Auto WcComp Liability

9|Page



the case file opens, you will see the DOCUMENTS button. Once documents box opens
you will be able to attach photos, word documents, PDF documents, etc and link them to
the file.

a. First name the Document in TITLE DOCUMENT
b. Then locate the document with the browse button
c. When done save each document.

d. To review documents related to a file simply view/edit the case and click on
DOCUMENTS and all your files are there.

- Manage Documents = D n
Document Title : D Phata
Document : | £ . files\Software graphics\Mew folder\Logo GifGIF Browse
Save
Report 2-15-2009 o 3 |

SEARCH

1. The search window is a search engine that works by way of wild cards. You can enter
any field text into the box and pull up the case or cases that contain that type of text in
it. Example: You are taking in a new case and were wondering if you had a prior
individual go to a particular doctor. You could enter the doctor’s name or his business
name and all cases with that information will pull up.

Add Field Wild card Search Clear

o

\TED ‘JOHN DOE )JULIO ‘PEREZ
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CLIENT TAB

To add a new client, click on the ADD button on the bottom right of the screen. This
will pull up the data box to enter your information about the client. You can
generate any client code system you prefer. A system widely used is the first letter
of the first name and the first of the second and a number. Example: A & B insurance
would be AB1. If there is another AB then you would name it AB2.

2. Should you need to delete a client for any reason, you can click on that client in the
list and hit delete. You will get a conformation box asking if you want to delete the
client.

Clients Add/Edit Client

ASSOCIATED
Client Code:  ABG

STATE FARM

HEATH Client: | ABC INSURANCE

ABC INSURANCE 555 LOCK ROAD
Address:

City: | MIAMI
State: FL
Zip: | 33369
Phone: | 305-355-3355
Fax: | 305-555-6666

Client Since: | 6/11/2012 |

&

Rate: 5500

Flat Rate:

Flat Rate Amt:  500.00

CLIENT WANTS COPIE OF REPORT SENT TO LOCAL BRANCH
Notes:

Add Delete
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AGENT TAB

The AGENT TAB screen is much like the CLIENT SCREEN with a few extra fields.

2. The case list at the bottom of the agent information page lists all cases worked by a
particular agent that are still opened and not a closed case.

3. You have the ability to add a photo of the agent by selecting BROWSE and searching in
your files for his or her photo.

4. You must hit the SAVE button to save your work.

Calendar  Caselntake  All Cases  Search  Clients | Agents | Tracking List  Receivables  Video Tapes  Video Rates  Stats  Contacts  Check List Settings

Investigators Add/Edit Investigator

HEATHER WAKEFIELD Codes |17 First Name: | JOHN Last Name:  JONES

NICK FEWRLANTI
Address: 33 NW 99 TER City:  HOLLYWOOD
JOHN JONES
State: FL

Zip: 33366 Home Phone:  934-555-5355 Cell Number:  954-666-6666

JIONES@GMAILCOM DOB: | 6/8/1965 [1s]

Fax:  934-777-TT77 Email:

&

Vehicle Type: FORD Tag Number: KLI568 Hire Date: | 6/9/2014

Hourly Rate:  22.00 Mile Rate: 25 SSN:  225-56-653

L ONLY USE FOR SURVEILLANCE CASES
Browse Notes:

Save

Investigator Cases

TRACKING LIST TAB

1. The tracking list is a list of all cases that are currently active and ongoing in the system.
They can be ASG (assigned to an agent), U (unassigned not yet assigned to an agent),
BLD (ready to be billed) and HLD (assigned case but on hold).

2. Atthe top of the page like in ALL CASES and SEARCH pages you have a search
section to search for cases by different criteria entered.

3. This is where you would also start the billing your cases from. To invoice, simply click on
the invoice number (in blue print) you want to bill out. (for further instructions on invoicing
see the INVOICING section below).

12| Page



Status:

¥ Case Type: ~ Adjuster:

First Name: Last Name: Client:
Agent Code: ~  Date From: |Select a date Date To: |Select a date
Today This Week This Month This Year Quarter: v
Filter Clear
2 |AsG }PR{CE ‘ED ISV ‘STATE FARM ‘JOE SMO “586002 |6/3/2015 ‘NJF 5 ‘ lad ‘ < ‘ € ‘

RECEIVABLES TAB

1. Once you case is invoiced, and the “update to billed” button is clicked from the
invoice, it is transferred to the receivables list waiting for payment. As seen below
in the example.

Receivables
4 |6.‘Ey'20‘|5 |O | | ‘ 500.00 ‘PR\DE |SALLV ‘HCZ |KELL‘(CCRDELL 1506004 ‘ |6.‘3y'20‘|5 |l—W1
2. Once payment is received from the client, you would go to the g ' |2

. . . Update Case
receivables list tab and locate the case you received a check for

and enter amount of the check in the “PAID AMT” column. After _  updste case status to CLOSED?
entering in the amount, click on the date column and a box will 4
pop up asking to update to closed. After clicking yes, you will — Yes No |

ST T T o T Tral

see the date entered and the name of the case listed in the case = | .
detail column. After you complete these steps, your information of payment is transferred to
the CHECK LIST section for deposit (please see the check list section below for more details).

As your receivables list becomes older

Ovwver 30 days old Green [ |
and older, they are color coded to make  qyergn days old Blue s
it easier to spot invoices that are getting  Over90 days old Orange | |
older. Owver120 daysold Red I
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VIDEO TAPE TAB

This screen of the program allows you to search for a video number of a particular video you
have logged onto your video tape or DVD. When a case is in the tracking list and ready to be
billed, you can select the case from the tracking screen or video tape screen by clicking on the
subject’s name. Once that is done the case information is brought up and at the bottom you will
click on “Assign a New Number” and the system assigns a tape number that you would label on
your Agents tapes.

When it comes time to search for a particular tape, you would use the search fields to enter the
subjects name, select the case type such as S/V for surveillance and hit filter to bring the case
up into the list. From there you will see the tape number for that case.

Status: ¥ CaseType: ¥ Agent Code: -

First Name: Last Name: Client:

== ==

DOB Month: ¥ Date From: |Selecta date [as) Date To: |Select a date

Today This Week This Month This Year  Quarter: >

Filter Clear

JULIO }PEREZ SV ‘ASSC'CIATED 1506001 6/2/2015 ‘H’\ﬂ 5/17/1966iMay E |

VIDEO RATE TAB

The “Video Rate” tab allows you to rate the success performance of your agents and clients.
How well an agent is doing based on video obtained on each case is important to know in order
to determine continued employment and to also determine a pay increase. Just as important is
your client. Being able to determine video results during any period of time including an annual
review for your client lets you know where you stand with keeping that client happy and coming
back.

To search for video results, follow the steps below

1. First pick a case type from the drop down. S/V would be surveillances, RSV would be re-
surveillances and S/X would be cases with under the normal 7 minutes of video filter
including cases with zero video. If you wish to include all the case types, leave this filed
empty and it will search for all 3 types. In order for the fields to search, after your
selections are made, you must click on the filter button.

2. The next search field is to search by a particular Agent code. Choose an agent and all
cases with his code will be brought up
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Case Type: ~ Agent Code: *  Adjuster:

G

Client: Date From:  Select = date Date To: | Select a date

Today This Week This Month This Year Quarter: =
Filter Clear Get Success Rate

1 s Jas  |uwo |perez |sv  |associatep |1t DoE f1s0s001 lorrots  |pwt | =

3. Other fields that can be searched are clients and
particular dates as shown in the diagram below. If
you leave the case type, agent code and client
field blank, you will get all cases that pertain to
surveillances re-surveillances and S/X
cases(cases that you could not get video for reasons such as they moved, or situations
beyond an investigator’s control should be marked with the S/X so that they do not count
in the overall results of an investigator performance of client results.). You will then be
able to see how you as a company are doing with results overall when you then hit the
Get Success Rate button. The number in the box shows you the results. In this example the
investigator is working on 60% results. That boils down to 6 out of 10 cases he is getting video

Get Success Rate J 60

on.

STATS TAB

The “STATS” screen holds information on sales per week, prior year sales, current year
to date sales including “profit & loss” and a receivables sub-screen breaking down how
old your outstanding invoices are as shown in the picture to the right. The overdue
periods are color coded as also seen in the receivables list under the receivables tab. In
this example there is 1 invoice under 30 days, 0 invoices between 30 & 60 days
overdue with a total of 1 case outstanding.
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Difference %

" Preview | Year: ~  Gross Amt: Year: ~  Gross Amt:
From Week: | Nl Profit: From Week: | < Profit:

| Chats || ToWeek: *  No of cases: To Week: * No of cases:

Caleulate Reset
Receivables Cases Amount Summary
00 - 30 days 1 $0.00 1 0 0 $0.00 $0.00 5000 $0.00 -
31- 60 days 2 0,00 2 o 0 $0.00 $0.00 5000 $0.00
3 0 0 $0.00 50.00 $0.00 $0.00
61 - 90 days 0 $0.00
4 0 0 $0.00 50.00 $0.00 $0.00
91- 120 days 0 1l 5 0 0 $0.00 $0.00 $0.00 $0.00
More than 120 days g $0.00 6 0 (1] $0.00 $0.00 $0.00 $0.00
Total I I : L S == L
8 0 0 $0.00 $0.00 $0.00 $0.00
9 o 0 $0.00 $0.00 5000 $0.00
2014 $40.00 1 10 o 0 $0.00 50,00 5000 $0.00
2015 |$690.00 $560.00 3 1 0 0 $0.00 50.00 $0.00 $0.00
12 0 0 $0.00 $0.00 $0.00 $0.00
13 o 0 $0.00 $0.00 5000 $0.00
14 o 0 $0.00 50.00 5000 $0.00
15 0 0 $0.00 50.00 $0.00 $0.00
16 o 0 $0.00 5000 5000 $0.00 -
TOTALS | 1 3 $0.00 $690.00 ‘ $515.00 ‘ $600.00 ‘

Another function of the STATS TAB (Statistics Report) is to provide you with a
comparrison of your weekly sales and cases taken in for current and prior year entries.
A detailed explanation is given below

1. The WK column is a list of weeks for the entire year. The sales are based on
each week beginning on Monday and ending on Friday of each week.

2. The Cases LTD (last year to date) column are cases that were taken in the prior
year for that particular week.

3. The Cases YTD (year to date) are your cases for the current year and current
week.

4. The Amount LTD and Amount YTD are the same as # 2 and 3 except they refer
to your sales.

5. The Cost YTD and Profit YTD total up your costs on a cases and profits on
cases for that week.

6. At the bottom of the list are totals for each column.

There is a new table in this version that allows you to track sales and profits for the
current year and all priors years as shown below in the example.

i |
2012 $9,002.00 %ssees.sg 16
'2013 's; 23,500.00 :s 8,000.00 |23
2014 |Si 28,000.00 ! 10,000.00 28
2015 .561,159.00 5537‘937‘39 46
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Another new addition is a comparrison year to year search. This search will allow you to compare the
difference between two periods in time to see how you are doing as a company. You can compare the
entire years or from one week to another. In the example below we entered the year 2014 and wanted
to compare weeks 1-4 to weeks 1-4 in 2015. The results show a loss of over 13,000.00 in 2015 over 2014
for the same time frame. We are also given a percentage of increase or decrease in the far right yellow
boxes. In this case we can see that we have a 48.11% drop in gross sales and 49% drop in profits. We
notice that we an increase of 15 additional cases in 2015. Without a doubt this is a priceless tool.

Difference %
Year: 2014  ~* GrossAmt  $26230.20 Year: 2015  ~ GrossAmt $1262000  (§13.610.20)  48.11
From Week: 1 - Profitt §1779164 | From Week: 1 - Profit:  $8768.75 (§9,022.89) | |49.29
To Week: |4 v Moofcases: 5 To Week: 4 * Mo ofcases: 20 $15.00 400
S
The CHARTS button will bring up a graphic chart for your @ To Week: 4

yearly comparrisons.

120000+

100000

Gross Amount Profit
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CONTACTS

The CONTACT TAB is where you can keep your list of contacts including email
addresses and phone numbers. When you have a client with many adjusters with
different extensions or email addresses, this is a perfect place to list them. As you can
see in the example, we have the same company with different email addresses and
phone numbers for two different people.

- h

" Calendar Case irtakn Al Cases Sear Owrts AQerts Toacheng Lat Ko orvabies Wideo Tapes Video Rates Stats Coctacs ' Qe lm Settngs  Abos
Last Name: Company

sl Name: Code:

e d G

Contacts acd New |

CDE Conatruction s Lorg Yoo $55.555-5558 Jotl Sode.com $55.555.5555 thix chent doss mary bachors . [

CDE Corgtruction o8 o rrad 823200 sas3 mostly kocates s o

CRECK LIST TAB

The “Print Check List” is where the paid invoices end up once they are marked paid in
the receivables tab screen. Your invoices will accumulate in the section until they are
purged. The paid invoices are listed as in the example below showing all the paid
checks that came in during that week or more than a week so they can be deposited at
the bank. The screen also shows the total of all the checks to help you with your deposit
slip.

To begin click on the CHECK LIST tab and you will have two choices in the drop down.
The first is Preview Pending Check and the second is Preview All Checks. To print out
your list of checks use the Preview Pending Check choice. The second one is to view
every check in the database deposited. Once you open the Preview Pending Check,
you will see a list of checks that were posted from the receivables list. As you can see
the total of all the checks for deposit is listed at the bottom.
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Check Details Report

Case| Case

D Type Client Invoice | Amount | Discount | Amount | Payable Check Details
423 SV les, 15020008 | $647.40 $47.40 $600.00 | $600.00
428 sV ce 15030002 | $1,975.00 $1,975.00 | $1,975.00
429 SV ice 15030003 | £3,160.00 $3,160.00 | £3,160.00
a37 SV les, 15040001 | $600.00 $600.00 | $600.00
430 SV ice 15040007 | $2,923.00 $2,923.00 | $2,923.00
|44 SV ce 15040008 | $2,765.00 $2,765.00 | $2,765.00
| 442 SV 15040009 | $1,576.00 $1,576.00 | $1,576.00
444 LoC les, 15040011 | $25.00 $25.00 $25.00
| 435 | om™ 15040019 | $60.00 $60.00 | $60.00

Total: $13,684.00

To print out the list you will find the printer icon at the top left as shown in the diagram

below.

Preview

Frint Buttan

Changes size of view

Once you go to close out after printing the list a window
will pop up asking if you would like to purge the list. My

suggestion is to not purge the list until you make the
deposit. Once the deposit is made then go back into

check list then close and say yes to purge list. Reason

is that you may get a last minute check you want to

deposit. By leaving the list not purged you can add it to

the list and reprint the new list.

Check Details Report

Would you like to purge list?

Check Details

Yes
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INVOICING

INVOICE & BILLING (bringing up an invoice from any screen)

1.

As mentioned, in order to print an invoice you must double click on the invoice
number in case tracking or other screens that show a list of invoice numbers.
Once the invoice opens up in a new window, you are then ready to enter billing
data.

Most all data is transferred over to the invoice from the database.

To the right you will see two notes boxes discussed earlier. The client notation
box is where you can enter information your client will see on the invoice.

Client Notations:

You are
now ready -
bill th (FF72013__ ) {'5@ s000 ) (2000 Y |10000  |4000 )
to I t e 0/5/2013 1 Iwdministrative 50.00 10.00 50.00 10.00 o
case out. (%]
Amount Paid: Total Cost:  50.00 Total Amount:  150.00
Date Paid: Select a date lis] | Total Profit: 100.00 Discount:

%Profit: 66.67 Final Amount: 150,00

Update Print Close

Enter the date of service of your investigation (you can use the small pop-up
calendar if you wish)

Enter quantity of hours for that day.

Enter the description of your service for that day (when you click on the field in
the Details box, a drop down will appear with a choice of services.

Enter your hourly charge to your client in the Charge Box. Enter the cost of your
Agents hourly cost in the Cost Box. The same applies to all your charges and
costs. Do not worry about the total boxes, they automatically total up for you.
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10. After the Charge and cost data is entered in the first line and you click on the
next line for your next entry the charges in the first line will automatically total to
the right in the TOTAL columns. To discount a bill simply enter the amount you
want to take off the bill in the discount box and it will calculate a total due.

11.0nce you enter all the data, you will need to update the data by clicking on the
UPDATE button. If you make changes to the invoice after you update it, you will
need to hit update and it's a good idea to get into the habit to hit the update

button twice.

12.This diagram of the
invoice, shows where all
the line by line entries of
your invoice go once the
invoice is updated with
the update button.

Total cost is a total
ofall your costs
you entered on the
invoice

N

Total amoun

otal amountis If you want to discount
evenything you ourinvoice, the amount
have billed on the ¥

case excepl any

discounts

of your discount would be
enteredin this box

X /

Total Cost

Total Amount

r/
\

/

Tatal profit
subtracts your
costs from the
amount billed
to the client
and gives you
your profit

Total Profit Discount
% Proy \ Finalamt

% isthe
percentage of
profit you have
made on the case

Update

\

Final Amt is the total
that will be billed to the
client for your services

Print R Close
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Once the invoice is completed,
you can click on the print button
and print out the invoice.

After printing the invoice the
next step is to hit the update to
billed blue button so it will post
the invoice into the receivables
list.

The printed invoice will look like
this with all your company
information you set up.

ABC Investigations 2 INVESTIGATIVE INVOICE
-

11 Mam e
Brwnn. WY 0w

O Tau BOS: 125434700

BB Dete Viwans L 19090009

Alra laered e Sy
[ ) "
oAy

el e ] Salecnian TP L

Chaant st o e

Yow Con Kun But You Con't tde

Cote Loy | e rpteon | U Charge Totat
ya2e13 ) PI—— 9100.00
;\:':Il 1 ‘r Tm—.& vow l\_ :;:

b Teaal 2130.00
PLEASE PAY THIN INVOICE TOTAL S1%0.00

THANK YOU FOR YOLR BUSINESS
Ageincy Livense 123456
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SETTINGS

COMPANY DETAILS

In the drop down setting tab you will find “COMPANY DETAILS”. When you open that

up you will see the below blank setup form.

@ Report Address = B

Report Address Details

Company Name:
Address:

Tax ID:
Footer Text:

Claim Title:

Company Logo Browse

Save Cancel

Below you will see a filled out company detail box as an example

= Report Address
Report Address Details

Company Name: AEC Investigations

12 Main Street
Bronx, NY 74208

Address:
Tax ID:  123-456-789
Footer Text: Agecncy Licenss 123456

Claim Title: You Can Run But You Can't Hide

Browse

Company Logo

Save Cancel

23| Page



DATA SETTINGS

This section is for use and setup of single user and network user applications.
Details for setting up these different ways are included with the version of
software purchased.

MANAGED USERS

This section was explained at the beginning of this manual.

ACTIVATE CASEPRO

This is used to activate your paid software through our website.

ABOUT

The about section gives . About Case Pro
you information about the o
program and version o CASE PRO

Version 4.1

P.l. Enterprizes, a leading consumer software and educational manual
publisher, provides quality software products and service to consumers
worldwide. All P.l. Enterprize products are designed for the private
investigative industries.

For more information about P.l. Enterprizes products, Visit us at:
www.pienterprizes.com

Copyright 2011 PI Enterprizes. All Rights Reserved
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NEW UPDATED ADDITIONS

Case and Investigator Note Entry

If you would like to keep daily notes and updates for the case or for updates from your
investigators it can be done from the case information page. Simply pull up the case
from the tracking tab and click on the last or first name in blue to pull up that case

information.

Once the case information opens, you will see the following for “Case Notes” and “Inv.
(Inv. for Investigator) Notes”.

Clients

We are working from
the tracking list page

Agents | Tracking Um

can Print the

From here you

notes, email or
saveas a PDF

&

33072013

250 P

2

Date and time
entry

Client List:

ents Cate Nates

Video Tapes Video Rates Stats

Case Intake

NV Netes Frint

Case Notes

| Contacted dient rep Marsha informed her we found the subject and obtained

video of him at work.

/

Your note
section can hold
as much
information you
need

Contacts Check List Settings Help

Priit INV

The two note tabs
located here

a2

/e

.-,.-"

Delete button if
needed.

After entering
text click on the
save button
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Case Notes

1:55 p.m.

Time

Notes Delete

Investigator JT8 updated that subject moved and supervisor Steve M suggested [x]
to spot check other addresses on the database search record
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DELETING AND RESTORING A CASE

To delete a case you would search for the case in the TAB called “ALL CASES”. Search
for the case by using one of the fields and hit filter. Once the case appears, you will see
to the far right a red delete “X” as shown in the diagram below. Hit the red x and the
case will be deleted.

Case Type: * Adjuster: =
Last Mame: Client:
[~ ==
¥ Date From: |Select a date Date To: |Select a date [15]
el Today This Week This Month This Year Quarter: b
Filter Clear

Intake Cases

[3/29/2016 |asG 16030010 fest1 fest | |act | » | & | ® (G

To restore a deleted case, go to the tab “SETTINGS”. Drop down the menu and click on
“Deleted Cases”. From there you can locate the case and hit the green arrow as shown
below to restore the case back to where is was.

Deleted Cases

/"“-\

|3/20/2016 |asG 116020010 festl fest | |act

c

You will also find the USER MANUAL on our website at: www.pienterprizes.com
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