
Recording Time in LegalServer Indigent Defense: 

Adding time to a specific case. 

 
When you add time, the Case is already populated with the current case number. 

You will distinguish time for task types to include: Attorney, Expert, Investigator, or Staff. 

 
The Funding Code has options for CO -- County, or NV – State of Nevada or MU – Municipal. 

  



Time entry. 

 

 

If you need more detailed information for case time you can use the Task Types for Timekeeping drop-down 

menu for more task related items. (not a required entry) 

 

 

It is necessary to add notes to Activity field for activity details.  This is how we verify billing so use enough 

details to describe the time worked.  Can be a short summary of the case notes field below. 

 

 

  

Enter in the hours in XX.X format and either 

select Continue for save one entry or Save 

and Add More Time for this Case for 

multiple entries on same case. 



Outreach time. (Time that is not associated with a case) 

i.e. Specialty Court, In Custody Arraignments, Other and Training  

 

Outreach Title is a required field that can be sorted along with the Outreach Types to include: 

Specialty Court, In Custody Arraignments, Other and Training. 

 

Examples: Drug Court, Parole Board, etc. 

  



Adding time to Outreach 

It is not necessary to create a new Outreach if one already exists.  All time entries 

can be added to the same Outreach. 

 

First select the Outreach that needs timeslips added.  Select the TIMEKEEPING tab. 

 

All the timeslips associated with this Outreach (Drug Court in this example) 

Select Actions / Add Time to add time to this Outreach. 

 



Timeslip: be sure the check that the correct Outreach is selected, verify Date of 

Service, Activity Type (Attorney, Investigator, Expert, etc.), Time Spent and 

Description.  

 

Select Continue to save entry. 

 

Second option to add time is from the Timekeeping tab. 

 

This add time process brings you to the same Case Timeslip screen but be aware 

there is no case associated with this timeslip currently.  You will have to search for 

cases by case number or client name to assign this timeslip to a case. 



 


