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Using Clio with Direct Legal Support

If your firm uses Clio, you can connect it to the Direct Legal Support portal when you place an
eFiling order. Pick your documents straight from Clio instead of downloading and uploading them.
When the court returns your filing, the documents are saved to the right client and matter in Clio,
and the order's charges appear in Clio as expenses.

Start here What you will need

v A Clio Manage account, and its email address
LOGIN TO THE PORTAL - and password

v Your documents saved in Clio under the right
client and matter

Or go to directlegal.legalconnect.com and log in. The
Clio option is on the Documents tab of an eFiling order.
New to eFiling? See our eFiling guides for new and v An eFiling order started in the portal
existing cases.

Connect Clio to your eFiling order

° Choose Clio on the Documents tab

Start an eFiling order and go to the Documents tab. Choose the document type under Select
Document Type, then click Browse and choose Clio Manage.

O directlegal.legalconnect.com

What would you like us to do ? eFiling v
1. Select Document Type @ Contains () Starts With
Notice (name extension) or, Pick from list

v

e@ Clio Manage

Documents To Be Filed
nd NetDocuments
Please review all document detai sent rejection, please ensure that all documents are text searchable

« Previous Next Save As Draft
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Cil - Logi - Google Chrome o X A Clio window opens. Enter the email address for your Clio account,
' click Next: Password, then enter your password.

@ hitpsy//account.clio.com/loginZiog

( Clio Manage
Which login? Use your Clio email and password. They don't need to

match your Direct Legal login. If your Clio login is valid, the connection

Sign in to Clio Manage .
is made.

Email

A n
o
|

e Allow the connection

Clio asks you to allow the connection to your Clio account.
Click Allow.

@ ‘ Clio Manage Login Authorization

- Full access to all resources. The appiication is The window closes and you return to your order, where
allowed to do everything you can . . Rk
the Clio file window opens.

Only click Allow for applications you trust.

lm‘
= = m

Add documents from Clio

° Choose your document

Use the lists at the top of the Clio window to choose where the document is saved in Clio, such as
the Client and Matter. The matter's folders and files appear below, and you can search for files
within the matter. Open the folders, select your file and click Upload File.

O directlegal.legalconnect.com

°
Clio x
User: | Warren Green v | Client: | Marvin Inc (Company) v | Matter: | 00005-Marvin Inc v
Search ‘S%a!:w ‘

~ @ 00005-Marvin Inc

Search for files within the Matter.

» @ Case Documents

» B8 Retumed From Direct Legal Support
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e Check the document in your order

O directlegal.legalconnect.com

orer o o P e o

1. Select Document Type @ Contains O Starts With

[ o]

2. Upload File

Documents To Be Filed

None selected - | [ None selected

FILED BY REPRESENTATION *

The document is pulled from Clio into your order
and appears under Documents To Be Filed.
Complete the fields marked with an asterisk (*).

or, Pick from list

To add another document, choose its document
type and pick the file the same way. You can add
as many as you need. Then finish your eFiling
order as usual.

File types: You can upload the same kinds of
files from Clio as from your computer, including
PDF, Word and Rich Text files. Files that aren't
PDFs are converted to PDF before they go to the
court.

Before you submit: Your documents must follow the court's rules. A password-protected or fillable
PDF causes an error. To prevent rejection, make sure every document is text searchable.

Find the court’s returned documents in Clio

When the court clerk processes your eFiling, you get an email telling you whether it was Accepted, Rejected
or Partially Accepted, with links to download the documents. The documents are also on the order’s
Deliverables tab in the portal, and they are saved in Clio automatically, under the client and matter you chose

for the order.

Open the matter in Clio

In Clio, open the client and matter you chose for the order. On the Documents tab, open the folder
named Returned From followed by our company name, Direct Legal Support.

O app.clio.com

00005-Marvin Inc

mmunicatio Note Documents

Documents

Al Files only

Action Recorded time

Edit ~ —

Edit
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Task

Category Lost odit at v  Received at

— 08/30/2023 3:20 PM —

Pleadings 05/26/2023 4:31 PM
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a Open the folder for your order

The Returned From folder holds one folder for each eFiling order sent under this client and matter.
Each one is named Order- followed by the order number. Open the one that matches the order
number you got when you placed the order. Inside are the documents returned from the court, such
as conformed copies, receipts and notices.

0 app.clio.com

Al files and folders in 00005-Marvin Ine Bm Retuned From Direct Leqal Support ([l Order-2099108
Action Recorded time Name Category Last edit at v Received at
View w Add time [ RECEIPT 49191e9 asyncpd! B = 05/30/2023 3:20 PM 05/30/2023
View Add time [ Novce Larrys New Notice @105aacd asyncpd! @ 05/30/2023 3:20 PM 05/30/2023

« » 1-20f2 | 50 v CD Expand rows

View eFiling expenses in Clio

Charges for your submitted eFiling orders are saved in Clio as well as in your Direct Legal account. This
makes it easier to reconcile expenses and invoice your clients.

° Open Activities

In Clio, click Activities on the left. Your eFiling charges are listed as expenses. You can look through
them by matter, date or type, and check the status of each expense's invoice. To change an
expense, click Edit in its row.

O app.clio.com

Calendar
Tasks All @ Time $ Expense 01/01/2023 (9 - 123172023 4 “« This year - Columns Filters »
Matters 5 o -
Actions Type Qty | Description Matter Date ~  Invoice status
Contacts
o Edit « S 1.00  Direct Legal Support Invoice# 208516 00005-Marvin Inc: Omnis inv 05/30/2023 Unbilled
® Billing Edit « S 1.00  Direct Legal Support Invoice# 208514 00005-Marvin Inc: Omnis inv. 05/26/2023 Unbilled
B  Online payments Edit S 1.00  Direct Legal Support Invoice# 208552 00064-QA° QA 04/14/2023 Unbilled
m Accounts
Edit « S 1.00 Direct Legal Support Invoice# 208560 00001-DevMatterUT: DevMat 04/06/2023 Unbilled
=] Documents
< Comminications Edit « s 1.00 Direct Legal Support Invoice# 208574 00001-DevMatterUT. DevMat 04/05/2023 Unbilled
Lsbt. Reports Edit $ 1.00 Direct Legal Support Invoice# 208519 00001-DevMatterUT: DevMat 03/28/2023 Unbilled
5 App Integrations
Edit « S 1.00 Direct Legal Support Invoice# 208523 00001-DevMatterUT: DevMat 03/28/2023 Unbilled

& Settings

*» 1-70f7 | 50 ¥ @ Expand rows Export
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° Choose an expense category

Edit expense entry

Expense category

Quantity Rate Required Total amount

1.00

Non-billable @ Matter
00005-Marvin Inc
Description
Date
Direct Legal Support Invoice# 2102670
06/12/2023
Firm user

Larry Swain

2 2
Save and create another | Save and duplicate | Cancel m

Staying connected

How long Clio stays connected to the portal depends
mostly on Clio. If you place another eFiling order soon
after the first, you probably won't need to sign in again.
After a longer break, Clio may ask you to sign in and
allow the connection again. If your browser saves your
Clio login, it fills in for you.

Questions? We’re here to help.

The Edit expense entry window opens. Choose
an Expense category and click Save entry.

Good to know

Clio works with eFiling orders. The Clio option appears
when you upload documents to an eFiling order, and
only customers with a Clio account can connect.

Use NetDocuments? See our guide, Using
NetDocuments with Direct Legal Support.

Call our Litigation Division Monday to Friday, 8:30 a.m. to 5:00 p.m. Pacific, (800) 675'5376
or email info@directlegal.com. Ready to order? Log in to the portal.
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