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Contact Management 
Version 11 and higher  

Overview of Contact Records in TrialWorks. 

Address Book 

Managing your contacts is a key component to utilizing TrialWorks the most effective way possible. Verifying 

that the contact you want already appears in the global Address Book will link that contact to a new case.   

 

 
 
You can search your Address Book by Contact Yype. You can also look for a contact by selecting Clear at Contact 
Type, “Show All” and searching alphabetically. From your Address Book, you have the ability to: 
 

• Add or Delete a new Contact Record to TrialWorks 

• Edit an existing Contact Record in TrialWorks 

• Add a selected Contact to a case in TrialWorks 
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Additional Options 

You can also perform nine (9) additional functions directly from the CONTACTS TAB button bar: 

 

1. Add a Contact (Green Plus Sign) to enter a contact not already found in TrialWorks. 
 

2. Insert Existing Contact to choose from your global Address Book. This option allows you to link an 
existing contact into your current case.  Linking an existing contact will allow you to update a phone 
number or street address to any case and have it update the contact in all cases. 
 

3. Contact Reports -  Case Report;  Witness Report;  Case Report Limited by Contact;  Case Report Grouped 
By;  Expert Report; and Expert Information. 

 

 

4. Envelope -   Print an envelope directly from CONTACT TAB. 
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5. Duplicate Entry -  When you have contact information that is the same for multiple people (e.g., 

Husband, Wife and Child living at same address,) instead of re-typing the fields, simply use the 

“Duplicate Entry” feature, which will copy the common data from the first record and allow you to 

create a new record entry for the next person. 
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6. Email Contact -  Automatically generate an Outlook email that will be linked to the case. 

 

7. All Contacts to Outlook -  Send all of the Contacts from the Case to your Outlook Contacts. 
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8. Print -  Print all data fields for a Contact record to paper.  Or, you can email the contact record or 

convert it to a PDF, Word or Excel file!  

 

 
 

 

9. Delete -  Delete a Contact record from the case without deleting the Contact record from the database 

by clicking the Red X button. 
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CONTACT DETAIL RECORD 

Details of every Contact appear in a Contact Detail Record: 

 

NOTE: There are certain fields that are case-specific; those fields are highlighted in grey. These fields change 

depending on which case you’re viewing the contact record from. This means if your contact is found in three 

different cases, those grey fields will update to their contact information relevant to the case you’re in. 
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In addition to the primary Contact Record information, there are four (4) additional tabs:   

1. Additional -  Contains multiple phone numbers, addresses and expert documents. 

 

 
 

 

2. Cases -  This sub-tab displays every case that the Contact record is linked to as a contact.  Note that the 

Contact may participate in other cases in different Types of Contacts. 
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3. Communications -  Displays every communication this Contact has had in all cases. 

 

 
 

 

4. History -  Displays all historical transactions of changes to this Contact Record. 

 

 

 

Finally, the Button Bar at the bottom of the Contact Detail display three additional features, allowing you to add 

the Contact Record to Outlook, create a Call Log entry, and Copy to Clipboard. 
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CONTACT TYPES:  Global and Case Specific 

Contact Types are used to categorize contact records in TrialWorks, because a person can have different roles in 
different cases.  Different contact types trigger different functions within TrialWorks.    
 

• Insurance – allows for that contact to be used on the Insurance/Liens tab; 

• Healthcare providers – (indicated in the Contacts Type library as Meds) – allows any contact to be used 
on the Medical tab. 

• When a new contact record is created, the Contact Type selected becomes the global type for that record. 
 

The global type means that this is the contact’s main identification.  “Who is this person?”  In the picture below, 

we see the checkbox checked for client because Barry Allen is the firm’s client.  This is Mr. Allen’s global type.   
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Generally speaking, most contacts have just one global contact type.  However, because a contact may have 

multiple roles in a case, TrialWorks also provides for the ability to distinguish between a global and case specific 

type for each Contact Record. 

You can modify a Contact Type to reflect one or multiple roles in a particular case by selecting from the 

dropdown and adding the new Contact Type(s) to the Contact Detail.  For this new, case specific type, however, 

you would NOT check the global box setting.  Notice in the image above that opening a Contact Record within a 

case shows fields shaded gray in the Contact Detail window.  Shaded fields show case specific details including 

the new case Contact Types. 

What Information Will The Contacts Tab List Reflect? 

The Case Specific Contact Types for each Contact Record will show in two ways:  

1. The first contact type entered shows in the list.   

2. Below, in the contacts preview, the lower righthand corner reveals all of the contact types that contact 

has for this particular case only. 

 

 

Notice the subtle distinctions between the Contact Detail from the Address Book (above) versus the Contact 

Detail from the Case Specific entry (below): 
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Helpful Hints 

1. When identifying a Contact’s Global identification, there should be only one.  Remember, a doctor, is a 

doctor, is a doctor.  Whether the doctor is a treating physician, an expert witness, or an adverse party, 

the global contact type is still doctor. 

Think of it this way:  

 

GLOBAL TYPE CASE-SPECIFIC TYPE 

Doctor Treating Doctor 

 Expert Doctor 

 

2. If you never make a change to a contact’s Contact Type, you will always see the global type. 

3. Once you designate a case specific type to a contact record, the global type disappears and you’ll only 

view the case specific type.  Remember, this is the critical role for that case. 
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SEARCHING FOR A CONTACT 

You can conduct a simple search for a contact by clicking on the Contact Search button on your Home RIbbon: 
 
 

 
 
This will generate the following detail window, where you can enter information into any of the fields to search 
for your contact.  Enter as much or as little that you need. 
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QUICK CONTACT INFO:  When working in a case, use the Current Case toolbar on the Ribbon to easily access all 
the contacts in the case without having to be on the Contacts tab. The dropdown arrow will show you all of the 
contacts for that particular case. 

 

 

 

 

 

 

 

 

 

If you’re interested in learning more about Contact Management within TrialWorks, 

please contact Training at (305) 357-6500. 

Stay up to date with our Tip of the Week topics at http://blog.trialworks.com. 
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