Changing Data on People
and Cases in Zenas

Using the Edit Record button in Zenas



Get Case# | _Search for Client | Close Case |

< | > | Case# | 1943 Doe, lohn Court
<< | > | Closed# Sample Docket
DiClosed Client Folder [ DiFiling
| >a | DiLastOrder
DiOpen Mind Map | i
DiCoA
Add Act | stat Send Multiple | |
| Get Actor's Info | _Send to One |
Set | Role | Mame Contact Info: Phonel|Phone2 | Phone3|Email
1 ATT Cork, Charles M., 111 742.3942|742.0204| 742.0190f| cmc@corklaw.com
1 cL Doe, lohn 555.1212| | |jdoe@anonymous.com

To change data on a person, first select the person and then click
the Edit Record button. Here, we add an initial to John Doe.
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Zenas takes us to the correct row, where we add the initial. On
pressing Enter, we return, with the change reflected.

81 ACIOrS Inm | Send 1o wne | LNeCK Lontacis | LC
Set | Role | Name Contact Info: Phonel | Phone? | Phone3 | Email

1 ATT Cork, Charles M., 11 742.3942|742.0204| 742.0190f| cmc@corklaw.com

1 CLI Doe, lohn Q. '& 555.1212| | | jdoe@anonymous.com




Get Case# | _Search for Client | Close Case |

< | > | Case#f | 1943

Doe, John ‘ Court
Sample Docket
[ _Client Faolder | DIFiling
DiLastOrder

__Mind Map | _Edit Record |

us
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Set | Role | Name

1 ATT Cork, Charles M., 111
1 |cu e, lohn Q.

742.3842|742. DZ 42, DlBDﬂ cmc @ rklaw
555.1212] | |]d Mous.co

To change the Set or Role of a person, first select the Set or Role
and then click the Edit Record button. Here, we want to change
John Doe from CLI to DEC.
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Zenas takes us to the correct row, where we change the CLI to
DEC. On pressing Enter, we return, with the change reflected.

Set

Role | Name

Contact Info: Phonel | Phone2 | Phone3 | Email

1
1

ATT Cork, Charles M., 111 742.3942|742.0204| 742 0190 | cnc@corklaw.com

DEC ﬂu.

555.1212] | | jdoe@anonymaus.com




Get Case# | _Search for Client | Close Case | Mew Case |
< > Casedt | 1943 Doe, lohn Case Forms |
[== | ==] Closed# Sample Docket
DiClosed | _Client Falder | DiFiling
a< | =a | DiLastOrder
DiOpen Mind Map | Edit Fiecurdl
DiCoA Status
Add Actor Stat Send Multiple stAction Add Deadline |
Get Actor's Info Send to One Check acts Log Time Deadlines
Set Role | Name Contact Info: Phonel | Phone2 | Phone3 | Email Due Event
1 ATT Cork, Charles M., Il 742.3942|742.0204 | 742.0190F | cmc@corklaw.com
1 DEC Doe, lohn Q. 555.1212| | | jdoe@anonymous.com

To change data on the case, click the spot where the data is
displayed and then click the Edit Record button. Here, we want to
add court data on this case.

1
DiClosed Client Type DiOpen | DICoA Stat | DiLastAxn Status Ct DocketMNao DiFiling DiLastOn

8RO Appeal-Med M; 03/18/13 03/18/13 | Consult

BR1 Appeal-Fraud | 03/13/13 03/19/13 | Consult

5E2 Appeal-Domes| 04/09/13 04,12,/13

F* Doe, John Sample Podunk Superior | 13CV1234 h

564 _—-—-"

Zenas takes us to the correct row, where we add three items of
data. On pressing Enter, we return, with the change reflected.

Get Case# | _Search for Client | Close Case | Mew Case |
< > Caseft| 1943 Doe, lohn Court | Pedunk Superior Case Forms |
| | == Closed# Sample Docket | 13Cv1234
DiClosed | _Client Folder | DIFiling | 04/01/13
a= | =a | DiLastO]
D/Open Mind Map | Edit Recordl
DICoA Status
Add Actor Stat Send Multiple DiLastAction Add Deadline|
Get Actor's Info Send to One Check Contacts| _Log Time | Deadlines
Set | Role | Mame Contact Info: Phonel | Phone2 | Phone3 | Email | | Due E
1 ATT Cork, Charles M., 111 742.3942| 742.0204| 742.0190f | cmc@corklaw.com
1 DEC Doe, John Q. 555.1212| | | jdoe@anonymous.com
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