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Pur i t as  Sp r i ngs  So f twa re  

Aarrgh!  

 

If you took the quiz in our 

last issue, you may have dis-

covered or confirmed that 

your computer skills needed 

improvement. The reality of 

life in the law office is that 

thereôs not much idle time 

available for such pursuits. 

Most of your time is spent 

getting what needs to be 

doneðdone. 

 

Our goal in this issue is to 

bring you up to speed on 

some computing basics. In 

this article weôll explore 

files. What they are, where 

theyôre stored, and what you 

can and canôt do with them. 

In law offices, files are usu-

ally word processing files 

and usually a single file 

would equate to a single 

document, I.e., a separation 

agreement.  

 

Drives, Files & Folders 

 

Your word processing files 

are usually stored on your 

hard drive. The hard drive is 

most always located inside 

your computer cabinet or 

case. Itôs a magnetic re-

cording device just like a 

music cassette tape and VHS 

movie tape are magnetic 

storage devices. From a law 

office standpoint, you really 

donôt need to know much 

more than that about 

drivesðweôre not trying to 

teach you how to repair 

them! 

 

As a 90-minute cassette tape 

can hold a bunch of songs, a 

computerôs hard drive can 

hold a bunch of files. Hereôs 

where the hard drive distin-

guishes itself. Where a cas-

sette tape holds one or two 

dozen songs, and a VHS tape 

contains one movie, itôs not 

unusual for a computerôs 

hard drive to have 100,000 

files! Heck, just the Tempo-
rary Internet File folder 

can easily have 30,000 unde-

leted temporary files in it! 
(Continued on page 2) 

H IDDEN  T REASURES I SSUE 
L E S S O N 1ñD R I V E S ,  FO L D E R S  &  F I L E S  

Volume 2004,  Issue 1 

 

Points of Interest  

Å Hot Tips . Scattered 

throughout this issue 
are what we consider 
some of the most 
valuable law office 
computing tipsñ
hidden treasures. 

 
Å New Programs. A 

trial preparation for 
family lawyers called 
Family Law Practitio-
ners Apprentice; and 
the new Ohio Fiduci-
ary Tax program for 
2003. 

 
Å Free Product Up-

grade Notices. 
Whatõs free and whatõs 
not. This is the most 
current and extensive 
listing of product info 
weõve ever published, 
not including our web 
site: 
 
 www.puritas-springs.com 
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L A W O F F I C E  CO M P U T I N G  

The bh and jh  key 
combinations, respectively, copy to 

and paste from the Windowsõ Clip-
board. With these two functions, you 
can, for example, copy real estate 

legals from your word processor and 
paste them in our probate program 
(WBOPF45). This also works from 
WBOPF45 to your word processor, 

and it works with most all Windows 
programs, including Puritas Springsõ 
programs and Windows word proc-
essors. The copy command will 

usually work if  you can highlight 
the text. Paste usually works in 
any area where you can place a 

cursor and type. 

Copy/ 

Paste 
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and theyôre not. In the unfor-

gettable words of whoeverð

donôt sweat the small stuff. 

For purposes of getting a 

basic understanding, you can 

consider our list of terms as 

synonymous.  

 

Before we get back to Ex-

plorer, we repeat: Donôt get 

Windows Explorer confused 

with Internet Explorer. 

While they are similar in 

many ways, Internet Ex-

plorer is for browsing the 

Internet and Windows Ex-

plorer is for browsing your 

hard drive. When we refer to 

Explorer, weôre referring to 

Windows Explorer. 

 

How Many Files? 

 

Okay, now back to the origi-

nal questionðhow many 

files do you have on your 

computer? The universal 

Step 1 is start Explorer . If 

you use method 3 and blow 

Explorer up to full screen 

you should see your screen 

divided in two vertical 

halves. The left side shows 

the hierarchy of folders and 

the right side shows you the 

contents of whatever is se-

lected on the left side. With 

later versions of Windows, 

Explorer may start in My 
Documents  or My Com-
puter . If Explorer doesnôt 

start with C: highlighted on 

the left side, you can navi-

gate to it by clicking on the 

plus sign in front of My 
Computer , and then click 

on the C: drive icon. The 

plus and minus buttons sim-

ply expand or collapse the 

contents of the item to the 

right of the button. Once you 

understand the system, youôll 

find it works very well. Click 

 

Windows Explorer 

 

How many files do you have 

on your computer? Thatôs a 

good question. Because to 

answer it, you need to use 

Windowsô most basic and 

valuable utilityðWindows 

Explorer (hereinafter re-

ferred to as Explorer and not 

to be confused with Internet 

Explorer). Letôs start it up. 

Here are a few ways you can 

start Explorer. (1) Double-

click the My Computer 
icon, then double click the 

C: drive iconðthis will 

give you a single pane view; 

(2) Right click the Start 
button and select Ex-
ploreðthis will start Ex-

plorer in the Start Menu; or 

(3) Find it on the Start 
menuðusually 
Start|Programs|Windows Ex-

plorer . On some Windows 

versions, itôs at 
Start|Programs|Accessories|

Windows Explorer . 
 

For beginners, the last 

method is the best. By select-

ing Explorer  from the Start 
menu, it starts with an ex-

ploded view of the C drive 

and gives you a two-paneð 

view of the folder hierarchy 

to the left, and contents to 

the right. By the way, donôt 

be confused by terminol-

ogyðall the following are 

pretty much synonymous: 

hard drive, C drive, root di-

rectory, C: and C:\. The com-

puter geeks may be smiling 

and thinking to themselves 

that a hard drive can be parti-

tioned, and therefore, the 

hard drive may be the C 

drive AND the D drive. You 

probably never gave the is-

sue that much thought and 

thatôs why youôre normal 

(Continued from page 1) 
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One continual problem that we have 
with one of our computers is that 
Outlook or something on the Inter-
net sets the clock back exactly one 

hour. If you let it go, eventually the 
same thing will happen again and 
the clock is two hours slow. If we 
reset it, itõs good for a while and 

then weõll notice that itõs off and we 
donõt know why. 
 

Hereõs a very slick work around. 
Visit www.isbister.com . 
Thereõs a free download called 

Atomic Clock Sync Version 2.6. It 

sets and maintains your system 
clock via the time server at the 
National Institute of Standards and 

Technology. Problem solved! 
 
Actually, keeping all our computer 
clocks in sync became important 

when we wanted to compare the 
modification dates and times on 
various files, so we installed the 
Atomic Clock on all our computers. 

Atomic 

NSync 

Google is Americaõs most popular 
search engine. People who know 
next to nothing about computers 
can usually find Google and perform 
a search. Knowing more than the 

Google basics, however, can help 
law offices obtain better search 
results quicker. It may be the differ-
ence between a search producing an 

unmanageable 567,000 hits and 
one producing 20 that are right on 
the money. Hereõs some Google 
gems that will help you extract the 
best results. 

 

¶ You can track a stock using a 

search syntax of stocks:
[symbol]. Hereõs an example of 
a search for values on Keycorp 
company stock: 
stocks:key  

¶ Hereõs a trick thatõs typically 
easier and quicker than looking 
up phone numbers  or addresses 
in a phone book (at least for us)

ñthe rphonebook: and 
bphonebook: syntaxes. 
Oneõs for residential listings and 
the otherõs for business. Hereõs 

two examples: 
rphonebook:[name] 
[optional city] [state]  
bphonebook:[name] 
[optional city] [state]  

¶ Donõt overlook the Google tool-
bar. Go to the Google home page 
at www.google.com and 
select the Services & Tools  

line.  On the Services & 
Tools page, scroll down to 
Google Tools and select 

Google Toolbar and follow 
the instructions for downloading 
and installing. 

¶ Hereõs a Google add-on that you 

can access from 
www.staggernation.com . 

Itõs called GAPS (Google API 
Proximity Search) and it permits 
you to use proximity qualifiers 
while doing Google searches. An 

example would be looking for 
documents containing the word 
òsidewalkó but only when it ap-
pears within 10 words of the 

word òslip.ó 

¶ You can find a complete and 

descriptive list of tools at 
www.google.com/
options/index.html.  

Google 

Gems 

on the left side to open a 

folder; see the contents to the 

right. The file and folder 

analogy should be readily 

comprehensible to law of-

fices. Think of folders as, 

wellðfolders, and files as 

documents. Whatôs neat 

about computer folders, 

however, is that they can 

contain other folders as well 

as files. So, the file/folder 

analogy breaks down a bit 

and it becomes easier to 

think of the hierarchy of 

folders as a tree or root sys-

tem that starts from the 

ñrootò directory and 

branches off in every direc-

tion.  

 

An example might help. 

(Continued on page 3) 
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If Windows was installed on your 

computer from a CD, it will always 
look to the CD drive when it needs 
to make various system changes. 

This is pain because you almost 
never have the Windows CD in the 
drive at that time. Hereõs how you 
can get all the functionality without 

the hassle. See above CAVEAT. 
 
1. Copy the contents of the WinXX 

folder, i.e., D:\Win98 , and 

copy it to a directory on your 
hard drive. 

2. Open the key  below: 
HKEY_LOCAL_MACHINE \S
oftware\Microsoft\Wind
ows\CurrentVersion\Setu
p\ . 

3. Open the string called Source-
Path and change the value to 
match the new path of your CAB 

files. CAB file can be found using 
your Find or Search utilities. 

4. Reboot 

Insert 

Windows 

CDðNot 

Unlocking 

Caps 

Lock 

Remember the old typewriter days 
when you unlocked the Caps Lock 

by hitting the j  key? You may 
not have noticed, but this doesnõt 
work on computers. With computer 

keyboards, you must usually hit 
@ again to toggle it off. Many 
find this a rather convenient ar-
rangement. All things being equal, 

itõs easier to hit the large 
j button than it is to hit @  
again. In Windows 2000 or Windows 
XP, you might try this. Open the 
Registry Editor, navigate to 
HKEY_CURRENT_USER\Ke
yboard Layout . Create a DWORD 
value named Attributes if it isnõt 

already there. Set its hexidecimal 
value to 00010000. Reboot. 
 

CAVEAT. This tips is for advanced 
users. We donõt recommend making 
Registry changes unless youõve 
done it before. If itõs your first time, 

have someone else do it. This ap-
plies to all our tips that refer to the 
Registry Editor (regedit). Obviously, 
if you donõt know how to open the 

folders within folders, but 

you can see that itôs not too 

hard to get lost if youôre not 

careful. 

 

While weôre on the subject 

of the C:\ drive, you proba-

bly noticed the Desktop 
and My Computer  items as 

part of the heirarchy. Thereôs 

not much you need to know 

about them. The Desktop is 

essentially the whole com-

puter universe and My 
Computer is, well, your 

computer. These items are 

arbitrary extensions made by 

Microsoft to make the rela-

tionship between computer 

and user easier to under-

stand. 

 

Follow the Path 
 

This brings us to the next 

term that needs to be under-

stood: The path or pathlist. 

You can think of a computer 

file name as being made up 

of three parts: the name, the 

extension (the part of the 

name after the period that 

usually designates a file type, 

i.e., doc for Word), and the 

path (thatôs the location 

where the file is on your hard 

drive). If you stored a Word 

file in the My Documents 
folder of the C drive, its 

proper name might be: 
 

C:\My Documents\My File.doc  
 

In this example, the file 

name is My File , the file 

extension is doc , and the 

pathlist is C:\My Documents\ . 

Note that on later versions of 

Windows, the My Documents  
folder is located at  
C:\ Documents and Set-

tings\ User Name\My Docu-

ments\ . Again, weôre seeing a 

folder within a folder within 

a folder. This is very com-

mon on todayôs computer 

hard drives. 

 

Now back to how many files 

are on your hard drive. Start 

Explorer, click on and high-

light the C: icon on the left 

side of the screen. The right 

side displays the contents of 

the C drive. Click anywhere 

on the right side and press 

bA  to select every file 

and folder. Finally, right 

click on any of the high-

lighted files/folders and se-

lect Properties . Sit back 

and watch the total number 

of files and folders get tallied 

near the top of the Proper-
ties dialog. And thatôs the 
answer to the initial inquiry. 

 

If you clicked on the Prop-
erties item too quickly, you 

may have missed the other 

commands that are available 

on the right-click menu: 

open, send to, cut, copy, de-

lete and rename. Some com-

mands act on only one file or 

folder; others act on groups. 

You should be able to see the 

potential in the highlight and 

right-click technique. 

 

If you were able to do that 

correctly, youôre cookinô! 

Guess what? You just gradu-

ated from computer illiterate 

to rank amateur. Not bad. 

 
Hereôs some extra credit 

work. Look in the StartUp  
folder and snoop out whatôs 

there. These are the pro-

grams that are starting up 

every time you turn on Win-

dows. You may be surprised 

at what you find. Check our 

web site for a continuation of 

this article in order to carry 

on with your post-graduate 

Thereôs a special Windows 

folder called StartUp. Itôs 
special because any shortcut 

thatôs placed in the Startup 
folder will automatically 

begin to run when you start 

your computer. A law office 

that uses Word for Windows 

all day long might put a 

shortcut to Word in the 

StartUp file so that when 

they turn on the computer at 

the beginning of the work 

day, not only will the com-

puter start, but so will their 

word processor. Itôs a nice 

convenience. Our quiz ques-

tion is whereôs the StartUp 
folder? The answer is: 
 

Desktop  
 My Computer  
 C Drive (C:)  
  Windows  
   Start Menu  
    Programs  
     StartUp  
 

Note that if you have Win-

dows XP or 2000, youôll find 

the StartUp menu in a dif-

ferent location: 
 

Desktop  
 My Computer  
 C Drive (C:)  
  Documents and Settings  
   User Name  
    Start Menu  
     Programs  
      StartUp  
 

Many users arenôt aware of 

the StartUp folder because 

Microsoft buried it pretty 

deep. In other words, 

StartUp is a folder that is in 

a folder called Programs . 

The Programs folder is in a 

folder called Start Menu  

which, in turn, is in a folder 

called Windows . The Win-
dows folder is located in the 

root directory of the hard 

drive. Itôs no big deal, just 

(Continued from page 2) 
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Time of Possession 

Adjustments 

 

Interesting calls about the 

child support computation 

just never stop. First, there 

was an issue about how to 

adjust child support in shared 

parenting orders based on the 

time of possession. If youôre 

thinking of looking for guid-

ance from the statute on this, 

youôre not going to find it. 

 

Phase 1 

 

Back in 1994, we took the 

percentage of time of posses-

sion and reduced the obli-

gorôs annual obligation by 

that much. It seems logical, 

doesnôt it?  Itôs just what the 

statute says, right? Anything 

wrong with this picture? 

 

Phase 2 

 

Believe it or not, it was sev-

eral years before a judge or 

magistrate posed the follow-

ing hypothetical: 

 

Consider the situation where 

a husband and wife with 

equal income and equal ad-

justments enter a shared par-

enting plan calling for 50% 

time sharing. The obvious 

response is that there 

should be no child support. 

The logic and rationality is 

irrefutableðwhy would the 

law call for a transfer of in-

come that would upset the 

balance of the two house-

holds? How could that be in 

the best interests of the 

child? 

 

As soon as you put the hypo-

thetical into the Phase 1 me-

chanics, you see a problem. 

The problem is you can 

never calculate a zero sup-

D IG ITAL  

port order by applying the 

percentage of time of posses-

sion against the obligorôs 

annual obligation. 

 

If you take the percentage of 

time of possession (50%) 

and apply it against line 23, 

ñACTUAL ANNUAL OB-

LIGATION,ò youôll reduce 

the obligorôs annual obliga-

tion by 50%. If both earned 

$35,000 annually with no 

other considerations such as 

adjustments or child care 

expenses, the difference be-

tween a wash and 50% of 

line 23 would be $2,233 

(half of $4,467). 

 

Question: So, how can you 

get a zero support amount? 

Answer: By applying the 

percentage time of posses-

sion against line 17 (Basic 

combined child support obli-

gation). Sometime after this 

situation was called to our 

attention, we adjusted the 

time of possession calcula-

tion accordingly. To clarify, 

you could always enter any 

adjustment you want on line 

24b (Deviation from shared 

parenting order), but if you 

click the button labeled 

ñORC 3119.24(B)(1) 

Amount of Time Spent With 

ObligorðEnter percentage 

of time,ò youôll get the 

Phrase 2 calculation. 

 

Child Care Expenses  

 

Enough about time of per-

centage adjustments. The 

child care expense adjust-

ment also has interesting  

issues. One area of statutory 

vagueness is the child care 

computation being limited by 

a parentôs income tax liabil-

ity. Again back in 1994, we 

realized there could be a 

difference of opinion about 

how the federal child care 

credit could be handled, so 

we made the line 19 field 

overrideable. If you asked it 

to, however, our child sup-

port program (WROCSG) 

would use the parentôs ad-

justed gross income (as per 

the income section of the 

worksheet) and apply it to 

the federal child care creditôs 

table of percentages. The 

resulting figure would be 

subtracted from the parentôs 

child care expenses as the 

federal credit. 

 

The problem with this meth-

odology is that a single par-

ent filing as head of house-

hold with one child and an 

AGI of $23,000 doesnôt pay 

any taxes. This is due to a 

combination of factors such 

as the head of household 

reduced tax rate schedule, 

the standard deduction and 

the child tax credit ($1,000 

in 2003). The no-tax-AGI 

figure rises to about $33,000 

when a couple has two chil-

dren. 

 

Thatôs why itôs important to 

have the newest version of 

the child support program. It 

has the ability to treat this 

issue in any of three ways: 

(1) you can simply ignore it 

if you know, for example, 

that it does not apply; (2) if 

you have the last several 

years of tax returns and you 

know the tax liability is al-

ways about the same, you 

can enter that amount and 

WROCSG will use that 

amount as a limit on the cal-

culation of the child care 

credit; or (3) if you own the 

Marital Aid program, you 

can have the child support 

(Continued on page 5) 

Get óEm 

While 

Theyôre Hot 

Is it legal to make a copy of a CD or 

DVD for personal, archival use? If 
your answer is yes, then is it legal 
to defeat the distributorõs copy 
protection for purposes of exercis-

ing your right to make a personal-
use copy? Thatõs exactly what 321 
Studiosõ X Copy program can doñ

make copies of protected DVDõs. 
 
Itõs pretty obvious why this would 
be popular with consumer users, but 

weõve never seen the popular senti-
ment better expressed than by John 

C. Dvorak writing for PC Magazine: 
 

òIf you had a machine that could 
make a new Lexus for $1,000, 
then why would you buy one 

from Toyota for $50,000? Be-
cause you had a moral obliga-
tion? Youõd wonder why Toyota 
wouldnõt use the same machine 

to make the car for $1,000. 
Where is the morality in keeping 
the price jacked up?ó 

 
Dvorakõs referring to the fact that 
CDõs cost anywhere from 17Â to 25Â 
to manufacture, so why do they 

charge $17 for a new music CD. To a 
certain extent, thatõs like wanting to 
pay $10 for a priceless Monet paint-

ing because thatõs all the canvas 
and oil costs. No doubt heõs exag-
gerating and thatõs what makes him 
a funny guy, but one senses that 

heõs right about the price being 
unreasonably inflated. 
 
Thereõs a case currently pending 

(3/3/04) in the U.S. District Court 
for  the Northern District of Califor-
nia (Case No. 3:02-CV-01955) 

about 321 Studiosõ DVD copying 
software that breaks DVD copy 
protection encryption for the pur-

pose of permitting legal owners of 

DVDs to make copies for personal 
use. The case was filed April 22, 
2002 and is currently scheduled for 

a case management conference on 
4/9/04. 
 
In the meantime, 

www.321Studios.com continues to 
sell a computer software product 
that allows you to make an archival 

backup of your DVD in spite of the 
movie industryõs copy protection 
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program get the tax liability 

from the Marital Aid pro-

gram and use the precise 

amount. 

 

What About Ohio? 

 

Thatôs not the end of the 

child care expense matter. 

Another question is whether 

one should subtract the Ohio 

child care credit for a par-

entôs expenses in addition to 

the federal credit. The statu-

tory caption for line 18 of the 

child support worksheet is: 

 
òAnnual child care expenses for 
children who are the subject of this 

order that are work-, employment 

training-, or education-related, as 

approved by the court or agency 

(deduct tax credit from annual 

cost, whether or not claimed)ó 

 

Right off the bat you might 

assume you should figure in 

the Ohio credit. It says sub-

tract the tax credit; it doesnôt 

say deduct only the federal 

tax credit. Again though, 

what seems simple may not 

be so. Itôs been said that 

when the child support 

guidelines were enacted, 

there was only a federal child 

care credit. Therefore, how 

could the legislators have 

contemplated including the 

Ohio credit when it was not 

in existence at that time? 

 

Thatôs a persuasive argu-

ment. Our research disclosed 

that the child care credit 

found its way onto the Ohio 

income tax return in 1988. 

The child support guidelines 

were state-designed via fed-

eral mandate to be effective 

October 1, 1987. So itôs true 

that the guidelines came first. 

That argument is also sup-

(Continued from page 4) ported by the fact that the 

statute uses the words ñtax 

creditò and not ñtax credits.ò  

 

Construction is certainly not 

clarified by the language of 

line 8: ñadjustment for minor 

children é(number of chil-

dren times federal income 

tax exemption less child sup-

port received, é.).ò Here we 

have a situation where, when 

the federal exemption was 

contemplated, it was stated 

explicitly. Itôs interesting to 

note in this context that only 

the federal exemption 

amount is subtracted, NOT 

the Ohio. Is it relevant that in 

line 11, where the subject is 

income taxes paid, the ques-

tion specifically refers to 

ñlocalò income tax? 

 

Another question weôve en-

tertained regarding the child 

creditðwhat does the phrase 

ñwhether or not claimedò on 

line 19 mean exactly? 

 

The construction weôve 

heard advanced by persons 

intimately familiar with the 

legislative history is that 

some parents pay friends or 

relatives to baby sit and they 

donôt file for the federal 

credit because they donôt 

want to cause a reported in-

come situation for the sitter. 

The result is that the obligor 

gets the support deduction 

even in instances where the 

obligee doesnôt take the de-

duction. So whatôs the ra-

tionale? The effect is to dou-

bly penalize the obligeeð in 

the first instance they must 

abstain from taking the fed-

eral credit, and then be com-

pelled to declare a credit they 

didnôt take as a reduction of 

child support order. 

Weôve also heard it main-

I NKLINGS  

tained that ñwhether they 

take it or notò means that the 

credit should be calculated 

even if the taxpayer doesnôt 

take it because their tax li-

ability is zero. While this 

argument ignores the fact 

that the tax liability is part of 

the credit calculation itself, it 

is possible that the legisla-

ture wanted to avoid making 

the support calculation tax-

dependent and transforming 

family law courts into glori-

fied tax preparers. The solu-

tion? Simply calculate the 

credit based on a parentôs 

line 7 income and the child 

care credit tables. Thus, the 

entire calculation is simpli-

fied: line 7 times the corre-

sponding table percentage. 

One wonders if the legisla-

ture meant for support work-

sheet preparers to achieve 

such a high degree of tax 

preparation accuracy, would 

they be so vague on line 18 

as to leave it open-ended 

about whether to include the 

Ohio child care credit?  

 

In the final analysis, the 

closer one examines them, 

the more one discerns a sub-

tle lack of precision in the 

form of the child support 

guidelines. Courts are consti-

tutionally charged with the 

duty to construe laws, but 

software companies arenôt 

and shouldnôt. While imple-

menting some default ac-

tions, we always attempt to 

be sensitive to those parts of 

the calculation that are sub-

ject to opposing views and to 

design WROCSG to permit 

users to modify or override 

default actions when a user 

feels it is right or reasonable 

to do so. 

 

If youõre having computer problems, 
there are three things you can do to 

help yourself. Thatõs important when 
you run into companies that charge 
for technical support or when you 

encounter a support technician 
whose first language is probably not 
English. 
 

A. First line of attack is clicking on 
the Help item on the Start menu, 
and then on the Contents tab. 
Thereõs a Troubleshooting item 

that you can expand to show all the 
available t-charts. Thereõs one for 
Networking, Modems, 
Printers, Internet Connection 
Sharing and more. Even if they 

donõt solve your problem, they give 
you the foundation for intelligent 
conversation if you end up calling 
technical support. 

 
B. Document the error. Thereõs two 
things that help technical support 

technicians solve problems: (1) 
knowing how to duplicate an error,  

i.e., òé every time I press the m  

key it freezes é,ó and (2) jotting 
down the error number and mes-
sage or, better yet, do a screen 
dump of the error by using 

ai or even using bC to 
copy and paste it to WordPad. 
 

C. Microsoft Knowledge Base. Go to 
http://
support.microsoft.com . If 
youõre good at searching, your odds 
of finding something helpful will 

increase. Sometimes weõre surprised 
at how often we find something 
right on the money. One reason for 
better search results is a better 

search engine. Microsoftõs lets you 
narrow the search to specific ver-
sions of Windows and specific ver-

sions of programs such as Word for 
Windows. It will also let you refine a 
search by restricting the next level 
search to the first level results. 

 
D. Call technical support. Sometimes 
you just gotta do it. With a little 

luck, the voice menu options will be 
comprehensible. If youõre not leav-
ing a voice mail, hopefully, youõll 
talk to someone who has had more 

than a week or two training and who 
converses en Ingles. 

Ayuda! 

Law Of f ice Comput ing Page 5 
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FAMILY  L AW 
PRACTIT IONER õS APPRENTICE  

Mrs. Jones youôve got a 
lovely son, - er, daughter  
 
If youôve taken the first step 
towards automating your 
family law practice, you may 
have word processing docu-
ments that you use as tem-
plates to generate Separation 
Agreements or Judgment 
Entries. Thatôs better than 
having no templates, but it 
has several drawbacks. 
 
One drawback is that 
changes related to gender 
and number can be difficult to 
track. For instance, have you 
ever reviewed a document at 
court and noticed an embar-
rassing, typographical error, 
like referring to the husband 
as ñshe?ò Or making a refer-
ence to ñchildrenò when the 
parties have only one child? 
Over the years, proofreading 
these familiar documents 
becomes increasingly difficult 
as constant, repeated expo-
sure makes errors harder to 
spot. 
 
Another drawback relates to 
global variablesðthat is, 
information that remains con-
stant from one document to 
the next in the same case 
(for example, the case num-
ber, the partiesô names and 
addresses, and a host of 
other items). Without FLPA , 
from the initial complaint to 
the final judgment entry, 
youôre constantly re-
entering information from 
one document to the next. 
This is true even with sepa-
rate templates.  
 
FLPA handles these issues 
by having you make one-time 
selections as to the gender of 
the parties and then FLPA 
consistently changes all the 
nouns, pronouns, verbs and 
adjectives to agree with your 
selections. Other basic infor-
mation is handled the same 
way. Global variables are 
administered globally. 

In other words, once you 
enter the partiesô names and 
case number in the work-
sheet, the information popu-
lates all the forms and plead-
ings automatically. Format-
ting and typing captions will 
be a thing of the past. You 
enter repetitive information 
once! When itôs correct the 
first time, you save time . 
No more brainless grammati-
cal errors in an otherwise 
perfect document. 
 
Going Global  
 
The faster you can generate 
perfect documents, the more 
you save in case preparation 
time and staff time. Thatôs 
why we give you the added 
ability to (1) set global de-
faults via our DEFAULT.FLP 
file and (2) modify the pro-
gram templates to customize 
documents for your specific 
uses. So, if you have certain, 
personalized, provisions in a 
particular document, you 
could alter our Separation 
Agreement template to in-
clude your specific lan-
guageðpermanently. 
 
Speed Thrills  
 
The whole point of FLPA is 
for you to produce better 
documents faster. Itôs espe-
cially user-friendly to law 
offices. Why law offices? 
Because they are emergency 
rooms for the treatment of 
legal problemsðyouôre meet-
ing deadlines, locating wit-
nesses, taking depositions, 
interviewing clients, and the 
list goes on. Typical law of-
fices do not have the luxury 
of lazy afternoons with noth-
ing to do. There is simply no 
time to work on improving 
computer skills. But while the 
typical law office computer 
user may be computer illiter-
ate, they are usually word 
processor wise! Why not? 
Documents are part of a law 
officeôs stock-in-trade.  

Feature List  
 

X In addition to completing 

all the documents listed in 
the shaded box to the left, 
FLPA produces sets of 
blank worksheets that 
can be given to clients 
for completion .  

 

X FLPA is  able to extract 

information from  Marital 
Aid (MA) so you only 
need to enter data one 
time and both programs 
can use it. Itôs no exag-
geration to say that with 
the client worksheets and 
our 3-pack of family law 
programs (FLPA, MA & 
WROCSG), youôll be pre-
paring for the final hear-
ing in the initial interview.  

 

X FLPA can extract child 

support amounts from 
Revised Ohio Child 
Support Guidelines 
(WROCSG). It doesnôt 
stop there, however, be-
cause FLPA can also 
create and seed a child 
support file, leaving 
very little to do but re-
view and print the child 
support worksheet . 
WROCSG is required to 
utilize this feature.  

 

X FLPA is a trial prepara-

tion tool that can organize 
and print marital assets, 
marital debts, income 
information, living ex-
penses, and more. 

 

X FLPA works seamlessly 

with any Windows word 
processor capable of 
opening RTF files, includ-
ing Microsoftôs Word for 
Windows and Corelôs 
WordPerfect. 

 

X FLPA works in all 32-bit 

Windows systems and is 
available in network 

versions . 

Document Index 
 

2 Answer 

2 Arrearages, Agreed Motion to 

Correct 

2 Arrearages, Judgment Entry 

on Motion to Correct 
2 Bond, Judgment Entry - Order 

to Post 

2 Child Support, Motion to 

Modify 

2 Continuance, Judgment Entry 

on Motion for 

2 Continuance, Motion for 

2 Counterclaim 

2 Dissolution of Marriage, 

Judgment Entry on Petition 

for 

2 Dissolution of Marriage, 

Petition for 

2 Divorce, Complaint for 

2 Divorce, Judgment Entry on 

Complaint for 

2 General Information 

2 Health Insurance 

Investigation Form 

2 Motion for Specific Acts 

2 Parental Rights and 

Responsibilities, Motion to 

Modify Allocation of  
2 Pretrial Statement 

2 Relocate, Notice of Intent to 

2 Residential Parent, Affidavit of 

2 Restraining Order, Motion & 

Affidavit for Temporary 

2 Restraining Order, Temporary 

2 Separation Agreement 

2 Shared Parenting Agreement 

2 Show Cause, Motion to 

2 Standard Visitation Guidelines 

2 Support Pendente Lite, 

Answer to Motion for 

2 Support Pendente Lite, 

Financial Disclosure Affidavit 

2 Support Pendente Lite, 

Motion for, with Notice 

2 Temporary Custody, Motion 

for 

2 Withholding, Judgment Entry - 

Order to Terminate 

F R E E  D E M O  
A V A I L A B L E  

SE E  PA G E  3 5 
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GENERAL INFORMATION WORKSHEET  
  
 

Wife- 
Last Name:  First Name:  Initial:  
Address Line 1:  
Address Line 2:  
City:  County:  State:  Zip Code:  
Phone No.:  Drivers License No.:  
Date of Birth:  Social Security No:  
Number of Marriages:  
Has Wife been a Resident of Ohio for more than 6 months?  Ç Yes   Ç No 
Has Wife been a Resident of County for more than 90 days? Ç Yes   Ç No 

  
 

Husband - 
Last Name:  First Name:  Initial:  
Address Line 1:  
Address Line 2:  
City:  County:  State:  Zip Code:  
Phone No.:  Drivers License No.:  
Date of Birth:  Social Security No:  
Number of Marriages:  
Has Husband been a Resident of Ohio for more than 6 months?  Ç Yes   Ç No 
Has Husband been a Resident of County for more than 90 days? Ç Yes   Ç No 

  
 

Opposing Party's Attorney - 
Name:  
Address Line 1:  
Address Line 2:  
City:  State:  Zip Code:  
Phone No.:  Supreme Court Registration No.:  

  
 

Marriage Information - 
Date of Marriage:  Place of Marriage:  

  

These screen shots and sample printout will give you an idea of how easily 
FLPA can generate perfect documents. If youôre preparing the divorce 
complaint, you simply choose the grounds in the dialog show above. Above 
left, you select the method of service by simply clicking your mouse. Left, 
youôre filing an answer to a complaint. Just pick your affirmative defenses 
from the list. FLPA automatically includes cites to the statutes and civil 
rules. 

Law Of f ice Comput ing Page 7 
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M ARITAL  A ID  

When youôre negotiating 

domestic relations cases, 

itôs essential to know the tax 

consequences of your agree-

ments. A little means a lot 

when the tax benefit/

detriment continues from 

year to year. For example, a 

$2,500 annual benefit related 

to dependency exemptions 

and the child tax credit adds 

up to $45,000 over the 

course of 18 years. Itôs not 

just advertising puffery to 

boast that our Marital Aid 

(MA) program can point the 

way to a $2,500 annual tax 

advantage. 

 

Securing the dependency 

exemptions and qualifying 

for the child tax credit for 

two children translates into 

approximately $5,500 in 

yearly savings to a single 

parent with annual earn-

ings of $45,000. Be mindful 

of the fact that weôre talk-

ing actual dollarsðnot tax 

deductions that result in 

some lesser savings.  

 

Avoid the mistake of think-

ing that the application of 

these tax principles applies 

only to high income clients. 

The limiting effect that lower 

income tax calculations have 

on the child care credit in the 

child support calculation can 

make a difference of up to  

$3,000. This facet of the 

calculation applies to parents 

with incomes of  $23,000 or 

less and one child. 

 

The observation to be 

made is that changing tax 

laws have made it impera-

tive to examine the income 

tax consequences of divorce 

and dissolution settlements 

in ALL cases regardless of 

a clientôs income. 

Youôre in good company 

when you use Marital Aid 

(MA_2003) and its compan-

ion program, Revised Ohio 

Child Support Guidelines 

(WROCSG).  More than 

100 county courts and gov-

ernment agencies use 

WROCSG. Itôs used by Do-

mestic Relations Courts, 

Juvenile Courts, Probate 

Courts, Child Support En-

forcement Agencies, De-

partments of Human Ser-

vices, Departments of Job 

& Family Services, Prose-

cutorôs Offices, Appellate 

Courts and Law Libraries.  
 

Thereôs two reasons why 

WROCSG is Ohioôs number 

one child support calculation 

softwareðitôs the best pro-

gram available and itôs price 

is one that law offices can 

easily afford. Thatôs the for-

mula we followed when de-

signing MA.  

 

The usual criticism of finan-

cial planning software is cost 

and complexity. In general, 

this software is typically 

burdened with useless or 

questionable features. The 

result is that use of the pro-

gram requires time-

consuming training classes, 

continued technical support 

and what amounts to annual 

subscription fees. The ac-

counting reports produced by 

these programs are lean on 

utility and fat on trivial and 

often irrelevant accounting 

data. 

 

With this release of MA, we 

organized the data entry 

scheme so that it exactly 

parallels the sections and line 

entries of the IRS forms. If 

you have your clientôs in-

come tax return on hand, you 

can breeze through data en-

try. In the data entry dialogs, 

we included references for 

each entry to the exact line 

number of the IRS Form 

1040. We also included a 

color-coded button bar that 

tracks your progress, even if 

you work on a clientôs file 

over an extended period of 

time. Like most of our other 

programs, MA is able to send 

its output to your word proc-

essor so you can modify and 

supplement its reports to suit 

your specific needs. 

 

You can pay $500, $700 or 

even more for programs that 

purport to calculate the tax 

consequences of alimony/

spousal support payments in 

divorce cases, but the pri-

mary thing you should be 

aware of is that these high-

cost financial planner pro-

grams are giving you esti-

mates. Furthermore, in this 

context, practitioners should 

recall that spousal support in 

Ohio is governed by the fac-

tors listed in ORC §3105.18. 

 

While ñtax consequencesò 

are specifically listed in  

(C)(1)(l), there is no mathe-

matical formula or work-

sheet for computing 

spousal support as there is 

for computing child sup-

port.  
 

MA works by doing the par-

tiesô tax returns simultane-

ously and presenting the re-

sults in after-tax dollars. Itôs 

a big time-saver that adds 

clarity and direction to fam-

ily law tax issues. Itôs all 

there in an easy to under-

stand and operable fashion. 

Our belief is that if you 

need training to operate it, 

the programôs not user 

Hereõs a monster of a tip for probate 
practitioners. This trick retrieves stock 
quotes from the Internet. The draw-

back is that it only works in Microsoftõs 
Excel 2002. Hereõs how you do it. 
 
First, make sure smart tags are turned 

on. How? By clicking AutoCorrect 
options on the Tools menu. Then 
select the Smart Tags tab, and 
check the box titled òLabel data 
with smart tags ó.  
 
Next, type a recognized U.S. financial 

symbol (for example, MSFT) in a cell. 
Use all capital letters. Click outside 
of the cell . Then move your mouse 
cursor over the purple triangle in the 

lower-right of the cell and click the 
arrow next to Smart Tag Actions . 
Youõll see a list of options. Select 

Insert refreshable stock price .  
 
Finally, in the Insert Stock Price 
dialog box, choose whether to insert 

the stock price on a new worksheet or 
in a specific area of your current work-
sheet. Choose the new worksheet 
option because the data that is re-

turned may fill a large portion of your 
worksheet.  

Free 

Stock 

Quotes 

Spybot is a program that is one of our 
personal favorites here at Puritas 

Springs Software. Spybot also made 
one major trade magazineõs top fifty 
free downloads of 2003. Spybot-
Search & Destroy Version 1.1 is pub-

lished by PepiMK Software and is 
available as a free download from  
http://spybot.eon.net.au/. If youõre new 
to this genre of software, this type of 
utility scours your hard drive and 
Windows Registry for òspyware.ó Spy-
ware is a term used to describe soft-

ware that is downloaded to your com-
puter without your express knowledge. 
The software studies your browsing 

habits (and whatever) and reports 
back to the mother ship the next time 
youõre on line. Spybot is designed to 
purge your system of this type of 

software. 

Spybot 
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Howôs that for laying out the tax consequences of spousal support, dependency exemptions and the child 
tax credit? Yes, we could have cluttered it up with a lot of meaningless tax and accounting jargon, but 
these are the nuts and bolts. If the husband pays $10,000 in alimony, it saves him $2,022 in federal in-
come tax and $774.55 in state income tax. In addition, the value to the husband in actual dollars (not the 
deduction) by taking the dependency exemptions for the partiesô three children is $3,552 at the federal 
level and $220.45 at the state level. The child tax credit is worth $1,800. The total savings to the husband 
ð $8,369; total cost to the wife ð $1,853.70. Weôve also added a modifiable note at the bottom in the 
event you want to know exactly what it would take to equalize any tax benefits. 
 
Want to compare the value of the childrenôs dependency exemptions between the husband and the wife? 
One click of our Switch Dependency Exemptions button and the information is there on your screen and 
ready to be printed. Actually, you can save an unlimited number of scenarios to your disk, but Marital Aid 
does the most important comparisons by itself automatically. The printouts you get are clean and profes-
sional looking. They could easily be attached to a motion, brief or pre-trial statement and filed directly with 
the Court. 

 

____________________________________________________________________________________________________ 
Husband: Joseph Sampleð123-45-5678      Case No. 2002 DR 234234 
Wife: Mary Sampleð987-65-4321 Date: 2/1/2003  

 

Tax Analysis ðImpact of Spousal & Child Support Items  
  
Description  Husband  Wife  

 
 
Scenario:  
     Filing Status Single Head of House 

     Number of child dependency exemptions claimed from this marriage 3 0 
     Number of child dependency exemptions claimed NOT from this marriage 0 1 
     Number of dependents from this marriage qualifying for child tax credit 3 0 
     Number of dependents NOT from this marriage qualifying for child tax credit 0 1 
     Number of dependents from this marriage qualifying for earned income credit 0 0 
     Number of dependents NOT from this marriage qualifying for earned income credit 0 1 
     Alimony paid 10,000.00 0.00 

     Alimony received 0.00 10,000.00 

     Child support paid 2,540.00 0.00 

     Child support received 0.00 2,540.00 

 

 

Federal tax consequences, ie., the savings or (cost) in tax dollars  

 

     Alimony 2,022.00 -2,008.00 
     Dependency exemptions (only children of this marriage) 3,552.00 0.00 
     Child tax credit (only children of this marriage) 1,800.00 600.00 
     Additional child tax credit (only children of this marriage) 0.00 0.00 
 
 

State tax consequences  

 

     Alimony 774.55 -445.70 
     Dependency exemptions (only children of this marriage) 220.45 0.00 
 
 

Total  8,369.00 -1,853.70 
 
 
 
NOTE: Splitting the combined net tax effects of $10,222.70 ($8,369.00 less $-1,853.70) would require the annual payment of $5,111.35 from 
husband to wife. 
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Recent IRS Changes  
Tax Support Computation  
 
Weôre not exactly sure when 
the IRS started using the 
$2,400/$4,800 limit for quali-
fying child care expenses, 
but a check of our earliest, 
readily-available, tax materi-
als disclosed that those were 
the limit values in 1986. Al-
though a modification was 
long overdue (ask any parent 
who pays for child care), it 
still surprised us when the 
announcement was made to 
Courts and support agencies 
that the limits were changing 
to $3,000/$6,000, effective 
January 2003. 
 
With two working parents 
being the rule rather than the 
exception, this tax law 
change is critical to family 
law practitioners because it 
affects the calculation of 
line 19 of the child support 
guidelines ðthe child care 
expense adjustment . On a 
related note, an issue has 
arisen as to whether it is nec-
essary to do a partiesô tax 
return in instances where 
lower income parent/
taxpayers might have a tax 
liability that limits the amount 
of the child care credit. In 
response, weôve taken this 
opportunity to permit the new 
version of Revised Ohio 
Child Support Guidelines ð
Version 4.5+(WROCSG) to 
exchange data with Marital 
Aidð2003 for the purpose of 
obtaining a tax liability figure 
to evaluate whether the child 
care credit is being limited by 
a parentôs tax liability. It may 
sound like accounting 
mumbo-jumbo, but the differ-
ence it makes in the support 
calculation can be significant. 
Worse still, the families af-
fected are the ones who can 
least afford it! 
 
One Hundred  

 

We must be doing something 

right to become Ohioôs Num-
ber 1 child support computa-
tion program. More than 100 
County Courts and Agen-
cies use WROCSGð
including Domestic Relations 
Courts, Juvenile Courts, 
Probate Courts, Child 
Support Enforcement 
Agencies, Departments of 
Human Services, Job & Fam-
ily Services, Prosecutorôs 
Offices, Appellate Courts, 
Law Libraries and 
Universities throughout Ohio. 
 
Support Scheduler  
 
One huge change we made  
was in the old arrearage cal-
culator. We donôt even call it 
the arrearage calculator any 
more because it does a 
whole lot more than simply 
calculate arrearages. We call 
it the Support Scheduler . Its 
purpose is to track support 
due dates and payment 
dates so as to provide a full 
and detailed rendering of the 
child support account. Calcu-
lating arrearages is a snap 
because utility buttons on the 
Scheduler permit you to enter 
the terms of a support order 
and any number of modifi-
cations  so that literally hun-
dreds of transactions can be 
entered in one step. For ex-
ample, if an obligor was or-
dered to make $400 pay-
ments monthly starting Au-
gust 15, 1989, you could 
simply enter those terms 
using the Support Order 
utility and the program would 
instantly provide you with 
a complete account that 
details each and every pay-
ment  together with a running 
balance. Letôs further sup-
pose that the obligor started 
making payments in the be-
ginning but stopped making 
payments after July 1997. 
Weôve included another utility 
called the Payment Series 
that will allow you to enter the 
starting and ending dates of 
the obligorôs consecutive 

payments in order to itemize 
and calculate a running bal-
ance on a payment-by-
payment basis. 
 
Interested in interest?  
 

WROCSG calculates interest 
on arrearages automatically. 
Furthermore, the entire child 
support account can be 
printed so that each payment 
due date, each payment, and 
each item of accrued interest 
is clearly set forth in a 
straightforward, easy-to-
understand arrangement. 
Weôve definitely elevated the 
calculation of arrearages and 
interest to new levels of so-
phistication. 
 
Marital Aid & FLPA  
 
Another useful feature is the 
ability of the new child sup-
port program to integrate with 
our Marital Aid & FLPA pro-
grams. Relevant financial 
information can be imported 
directly from the child support 
program into the Marital Aid 
& FLPA programs. For more 
information about Marital Aid 
& FLPA see pages 2 and 3 
of this catalog. 
 
 

REVISED  OHIO  
CHILD  SUPPORT  GUIDELINES  
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D EED  AND  D OCUMENT  PRO  

Law Of f ice Comput ing  Page 11 

Wizards ñ One click and 
a Document Wizard takes 
you through your 
document step-by-step, 
asking simple questions 
and providing examples of 
the information requested. 
Nothing could be easier. 
 
Word Processor 
Compatibility ñ Another 
click and youõre in your 
word processor looking at 
your completed document. 
Old English fonts, 
character and paragraph 
formattingñthe only limit 
is your own word 
processor. 
 
Customizable 
Documents and Defaults 
ñ Not only can you preset 
unchanging information 
like the preparerõs name, 
address, telephone number, 
etc. You can also edit the 
document template itself 
to add the language that 
your office uses. 
 
Twice the Documentsñ 
We took a survey of the 
deeds and documents that 
practitioners use the most, 
and doubled the number of 
forms included in our prior 
version of WDeed. Read 
on for a complete list of 
included forms. 
 
Network Friendly ñ No, 
this is not a network 
program, but itõs easy to set 
up for network 
centralization of 
documents and templates. 
 
Context-Sensitive Help 
ñ You can press l  on 

any menu command and 
be transported instantly to 
the appropriate help topic. 
 
Quick-Create Buttons ñ 
A range of  buttons for 
starting the Document 
Wizard and creating your 
documents with one click 
of the mouse. 
 
Pop-Up  
 
 
 
Menus ñ Right-click your 

mouse button to 

access pop-up menus for 
common functions like 
saving files, starting new 
files, previewing and 
printing documents. 
 
Deeds & Documents ñ 
Deeds: Warranty, 
Warranty with Survivor-
ship, Transfer on Death, 
Quit-Claim, Executorõs 
Deed Under Will, Statutory 
Fiduciary Deed, 
Survivorship Affidavit, 
Promissory Note, 
Mortgage Deed; 
 
 
Estate: Simple Will, Living 

Will Declaration, Durable 
Power of Attorney for 
Health Care, General 
Durable Power of 
Attorney; 
 
Business: Articles of 
Incorporation (Profit), 
Appointment of Statutory 
Agent, Proceedings of 
Incorporators, Order & 
Waiver of Notice of 
Subscriptions, Share 
Subscription, Notice of 
Shareholders Meeting, 
Minutes of First 
Shareholders Meeting and 
more; 
 
Miscellaneous: Certificate 
of Sales Tax Exemption, 
Attorneyõs Retainer, 
Collection Letter, Notice of 
Appearance, Criminal 
Discovery, General 
Release, Wrongdoerõs 
Letter.  

When we started getting over 100 
emails a day, something had to be 
done to manage the morass. We 

snickered when we read trade mags 
complaints of a 25% spam ratio. Of 
course weõre a business thatõs had 
the same name for years, but our 

spam ratio was closer to 95%! 
 
How out of control was this? The 

advertisements werenõt about office 
furniture or tools. The ads were 
mostly òoff-baseó products and 
services. The examples below are 

not hand picked, they were just a 
dayõs random selections. 
 
Hot Teen Girls, Losing Weight, Via-

gra, Cheap Prescription Drugs, Ge-
neric Viagra and (last, but not least) 
Penis Enlargement. 

 
Outlook has a modestly useful wiz-
ard for creating email rules. A typi-
cal rule might be: If incoming email 

has the word òviagraó in it, then 
permanently delete it. As long as 
you donõt make your delete rules 

overbroad these work reasonably 
well. We encountered a problem due 
to our use of multiple email ac-
counts. If we had to guess, it would 

seem that Outlook applies its rule to 
all email accounts and then craps 
out when it attempts to delete an 
email in an account that was not the 

active account when the rule was 
created. For us that was a fatal flaw. 
 

Our solution was a new generation 
of spam-fighters that use a chal-
lenge system. It works like this, 
since most spam comes from 

fraudulent sender accounts, our 
spam program, Qurb ($24.95), 
sends a reply email asking the 

sender to validate their email by 
simply replying to the challenge. It 
involves one mouse click on the part 
of the sender and makes the sender 

a permanent member of the ac-
cepted list. When Qurb installs, it 
takes all your customers, clients and 

friends and places them on the 
accepted list, so that your regular 
email senders never even know itõs 
there. 

Spamð 

Canning It 
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On The Ground Floor  

We were one of the first 
bankruptcy software produc-
ers to participate in the origi-
nal San Diego electronic fil-
ing experiment in 1999. At 
that time electronic filing was 
being tested in the Bank-
ruptcy Court for the Southern 
District of California together 
with a few other selected 
sites, including Texas. Now a 
few years later, electronic 
filing has proved successful 
by lightening the workload of 
both the bankruptcy practitio-
ner and the Bankruptcy 
Court. 
 
When our electronic filing 
feature was first introduced, 
only a few jurisdictions were 
accepting such filings. Now, 
more and more courts have 
recognized the benefits of 
electronic filing, and more 
bankruptcy preparers are 
eager to secure the time, 
convenience and money 
saved through electronic 
filing. Our new Version 4 
tries to make electronic filing 
easier than ever before. 
Weôve simplified the process 
by giving you on-screen in-
structions and help every 
step of the way. Electronic 
filing couldnôt be easier. 

The Black Box Syndrome  

One complaint we repeatedly 
hear about other bankruptcy 
programs is called the ñblack 
boxò syndrome. Thatôs where 
you enter information into a 
program without knowing 
exactly how the program is 
using the information or 
where itôs putting your an-
swers. This usually results in 
a ñfinalizedò form that is diffi-
cult and time-consuming to 
edit. You may, for example, 
notice something that needs 
to be changed, but must first 
solve the mystery of where 
the information came from 
and how to change it. 

 
WBank4ôs new ability to 
send your bankruptcy peti-
tion including all forms and 
schedules to your word 
processor as a single, edit-
able document puts an end 
to this problem. Once the 
forms are in your word proc-
essor, you are in control. You 
can make the final decision 
about where answers are 
placed and how they are 
formatted. If something 
needs to be changed, you 
donôt have to think about it, 
you simply change it. This 
important new feature gives 
you the ability to make modi-
fications that may not be pos-
sible in the context of the 
program itself. With our 
ñSend to Word Processorò 
feature, not only can you 
modify and format your an-
swers, but once the desired 

form is in 

your word 
processor, you can even 
change the form itself! 
Thereôs nothing you canôt 
change in the familiar comfort 
of your very own word proc-
essor. 
 
With this new feature, youôll 
find itôs much easier to get 
your petition to look the way 
you want. For those users 
who prefer to do things the 
old, tried-and-true way, donôt 
worry; you can still print any 
form or batch of forms di-
rectly from WBank4  itself. 

PDF Making Ability  

Some bankruptcy programs 
don't make it clear that to do 
electronic filing, you must be 
able to turn your bank-
ruptcy form set into a PDF 

file . The PDF standard is a 
long-standing and well known 
document format that has 
been used by government 
agencies for years. Many 
users, however, donôt know 
that Adobe Reader  (that is 
freely distributed) cannot 
create PDF files. It can only 
view them.  If a bankruptcy 
program requires additional 
software to create PDF file, 
itôs important to know that up 
front because Adobe charges 
about $300 for the new ver-
sion of Adobe Acrobat - the 
program with the ability to 
create PDF files. The bottom 
line is that without PDF-
making capability you can't 
file electronically. 
 
Some software companies 
can be vague when ques-
tioned about their PDF-
making ability, implying that 
Adobe Reader suffices when 
it doesn't. 
 
Another issue to consider is 
making sure that the PDF 

capabilities are functional in 
all 32-bit versions of Win-
dows (XP/2000/ME/98/95). 
 
WBank4  has the ability to 
create PDF bankruptcy 
filings automatically in all 
32-bit Windows versions 
without additional soft-
ware. WBank4  guides you 
step-by-step through the en-
tire file creation process. 

The Interview Wizard  

Software should be made to 
be used not studied. Thatôs 
the design theory behind the 
evolving features of todayôs 
softwareðactive program 
guidance. Weôve tried to 
achieve that goal in WBank4  
with the Interview Wizard. 
The Interview Wizard lets you 
to sit back and let the com-
puter do the work while you 
merely answer some ques-
tions. You donôt need to learn 
how to use the program. The 

OFFICIAL  BANKRUPTCY  FORMS 

Electronic Filing: 

ñWBank4 has the 

ability to create 

PDF bankruptcy 

filings automatically 

in all 32-bit 

Windows versions 

without additional 

software. In case 

youôre wondering, if 

your present 

bankruptcy software 

canôt make a PDF 

file, itôs going to cost 

you an additional 

$300 to purchase 

Adobeôs PDF 

Writer.ò 
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Interview Wizard will guide 
you through the steps, ask 
you for the necessaries, and 
put that information in the 
right placeðall automatically.  
 
The Interview Wizard begins 
by dividing the bankruptcy 
petition completion process 
into the following six logical 
divisions of information: 

1. General Information 

2. Creditors and Debts 

3. Property/Exemptions 

4. Statement of Affairs 

5. Current Income 

6. Current Expenses 

Although the Interview Wiz-
ard is designed to take you 
through the completion proc-
ess from beginning to end, 
you can jump in and out of 
the Interview Wizard any time 
you want. You can also skip 
from one section of the Inter-
view Wizard to another at 
any time and in any order. In 
this way WBank4  conforms 
to your way of working in-
stead of the other way 
around. 
 
Advanced  users and current 
version users need not worry. 
You can still directly access 
the forms and worksheets in 
the same way that you could 
in earlier versions of WBank . 
Your use of the Interview 
Wizard is strictly optional. 

FOR  WINDOWSñVERSION  4+ 

ñYou donôt need to 

learn how to use the 

program. The 

Interview Wizard 

will guide you 

through the steps, 

ask you for the 

necessaries, and put 

that information in 

the right placeðall 

automatically.ò 
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Form 1ñVoluntary Petition & Exhibit A 

Form 2ñDeclaration Under Penalty of Perjury 

Form 3ñApplication and Order to Pay Filing Fee é 

Form 4ñList of Creditors Holding 20 Largest Unsecured ... 

Form 5ñInvoluntary Petition with continuation pages 

Form 6ñSummary of Schedules 

Form 6AñReal Property with continuation pages 

Form 6BñPersonal Property with continuation pages 

Form 6CñExempt Property with continuation pages 

Form 6DñSecured Creditorõs Claims with continuation pages 

Form 6EñUnsecured Priority Creditors with continuation pgs. 

Form 6FñUnsecured Nonpriority Creditors with continuation pgs. 

Form 6GñExecutory Contracts and Unexpired Leases with cont pgs. 

Form 6HñCodebtors with continuation pages 

Form 6IñCurrent Income of Individual Debtors 

Form 6JñCurrent Expenditures (joint and/or separate schedules) 

Schedule of Monthly Income & Expenses of Business Debtor 

Form 6 ContñDeclaration Concerning Debtorõs Schedules 

Form 7ñStatement of Financial Affairs 

Form 8ñIndividual Debtorõs Statement of Intention 

Forms 9A thru 9IñNotice of Commencement  

Form 10ñProof of Claim 

Forms 11A & 11BñPowers of Attorney 

Form 12ñOrder and Notice for Hearing on Disclosure Statement 

Form 13ñOrder Approving Disclosure Statement 

Form 14ñBallot for Accepting or Rejecting Plan 

Form 15ñOrder Confirming Plan 

Form 17ñNotice of Appeal 

Form 18ñDischarge of Debtor 

Form 19ñCertification and Signature of Non-Attorney 

Form 20AñNotice of Motion or Objection 

Form 20BñNotice of Objection to Claim 

Creditorõs MatrixñOCR & Electronic 

B201ñNotice to Consumers 

B203ñDisclosure of Compensation 
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With U.S. Estate Tax 
(W706), we followed the Pu-
ritas Springs Software  phi-
losophyðthat is building an 
easy-to-use and reasonably 
priced program specially cre-
ated for small and medium-
sized law offices. We must 
be doing something right 
because the user base has 
continued to grow every year. 

So if you only handle the 
estates of billionaires you 
may want to buy a $1,000 
estate tax program; but if you 
prepare estate tax returns for 
the other 99% of estates, 
youôll love our program and 
youôll love its special price  of 
$159.99. 

PA R T I A L  F E A T U R E  L I S T  

U NITED  STATES  E STATE  T AX  

located information that 
you can effortlessly 
change, delete, insert, 

append and sort . 

G Check Return function 
reviews nearly 100 rules 
and reminders for testing a 
tax return prior to printing. 

G Tutorial  included in the 
printed manual for step-
ping beginners through a 
sample estate tax return. 

G Upgrades available by 
download ðyou can stay 
up-to-date on late-breaking 
changes by downloading 
your upgrade from our web 
site.  Any day of the week, 
anytime of the day or 
night. 

G Network Version Avail-
able . Makes network in-
stallation, maintenance 
and use easier than ever 
before. 

G Visit www.puritas -
springs.com for a free 

downloadable demo . 

G Auto fit ï makes your 
entries fit in the required 
space even if your text is 
too long. 

G For familiarity and ease of 
navigation, screens look 
exactly like their Form 706 
paper counterparts. 

G IRS-approved printed 
forms look print -shop -
perfect on any Windows 
compatible printer. 

G All calculations are per-
formed dynamically and 
automatically. This is not 
a word processor or 
spreadsheet template that 
must be completed manu-
ally or that requires addi-
tional software or hard-
ware to generate printed 
returns. 

G Context -sensitive help  
means you can highlight a 
menu command, press l  
and go straight to the re-
lated help topic. The help 
files contain a complete, 
hyperlinked copy of the 
Form 706 instructions , in 
addition to the complete 
text of Pub 950 ï Introduc-
tion to Estate & Gift Taxes. 

G Over 20 new custom 
continuation pages for 
better organization and a 
more comprehensible final 
product. 

G New Worksheets for enter-
ing beneficiaries, assets 
and debts. Each allows 
you to work with centrally 

ñ... if you only 

handle the estates of 

billionaires , you 

may want to buy a 

$1,000 estate tax 

program; but if you 

prepare estate tax 

returns for the other 

99% of estates, 

youôll love our 

program and youôll 

love its special 

price ...ò 

jn ñtoggles through lower-
case, initial capital, and uppercase 
for the current word or selected text. 

 
o ñrepeats your last action 
(formatting, typing, or whatever). 
 

jo ñrepeats the previous Find 
command. 
 

jp ñtoggles between the 
document and the task pane or 
other Word panes, such as the re-
viewing or footnote panes. 

 
bq ñtoggles between open 
documents. 
 

s ñturns on Wordõs selection 
mode, letting you select text by 
using the cursor keys or by using 

menu options like Find, which se-
lects the text between the insertion 
point and the word youõve searched 
for. Press |  to quit. 

 
bjs ñturns on Wordõs 
selection mode but lets you use the 

Arrow keys to select a rectangular 
block of text anywhere in a docu-
ment. Press |  to quit. 
 

as ñdisplays the macro dia-
log. 
 

<F12> - opens the Save As dialog.  

Word 

ShortCuts 
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FOR  WINDOWSñFORM  706 
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Form 706 U.S. Estate Tax Return - pgs 1-3 Sched L Net Administration Losses  

Sched A Real Estate Sched M Bequests, etc. to Spouse 

Sched A-1 Section 2032A Valuation - 4 pgs Sched O Charitable, Public & Similar Gifts 

Sched B Stocks and Bonds Sched P Credit for Foreign Death Taxes 

Sched C Mortgages, Notes and Cash Sched Q Credit for Tax on Prior Transfers 

Sched D Insurance on the Decedentôs Life Sched R GST Tax - 3 pgs 

Sched E Jointly Owned Property Sched R-1 GST Tax 

Sched F Other Miscellaneous Property Sched T Family-Owned Business 

Sched G Transfers During Decedentôs Life Sched U Conservation Easement Exclsn 

Sched H Powers of Appointment Wrksht TG Taxable Gifts Reconciliation 

Sched I Annuities Wrksht TG Taxable Gifts Reconciliation 

Sched J Funeral and Administrative Exps. Ln 9 Wrkst Gift Tax on Gifts After 1976 

Sched K Debts of the Decedent ... Sch Q Wkst Credit for Tax on Prior Transfers 

The U.S. Gift Tax for Win-
dows (W709)  program is a 
companion to our U.S. Es-
tate Tax (W706) program. 
W709 includes all the forms, 
schedules and automated 
continuation schedules  
listed in the box to the right. 
Youôll be impressed by what 
you get for $49.99! Like all 
our new programs, W709 is a 
32-bit Windows program that 
is compatible with Windows 
XP/2000/ME/98/95 & NT 
operating systems. We also 
have a network version 
available that makes it possi-
ble to centrally locate your 
client tax files for easy 
backup and file synchroniza-
tion. W709 takes care of all 
the calculations and prints 
beautiful, IRS-approved 
forms and schedules. Donôt 
forget that you can download 
a free demo from our web-

U N I T E D  STA T E S  G I F T  T A XñF O R M  7 0 9 

Form 709 U.S. Gift (and GST) Tax Return 

Sched A Computation of Taxable Gifts 

Sched B Gifts from Prior Periods 

Sched C Computation of GST Tax 

Form 709-A U.S. Short Form Gift Tax Return 

Sched A Continuation Page for Part 1 ... 

Sched A Continuation Page for Part 2  ... 

Sched B Continuation for Gifts From Prior Periods 

Sched C Continuation for Part 1ðGST 

Sched C Continuation for Part 1ðSpouseôs Split Gifts 

Sched C Continuation for Part 3ðTax Computation 

Form 709-A Continuation Schedule 

Included Forms  

Sometimes a computer cannot run 
CDõs automatically. This usually 
occurs because (1) the CD proper-

ties are NOT set for òAuto insert 
notificationó or (2) a registry value 
needs modification (reported mostly  
in Windows ME). Hereõs how to fix 

the registry problem, launch RegEdit 
and navigate to the key 
HKEY_CURRENT_USER\Software\Mic

rosoft\Windows\Current Ver-

sion\Policies\Explorer. In the pane 
to the right, double-click the value 
named NoDriveñTypeAutoRun. Its 

data is probably FF 00 00 00. De-
lete those four numbers and enter 
95 00 00 00. You may need to 
reboot, but now you should be able 

to autorun CDs. Hereõs another tip, 
if you want to temporarily defeat 
autorun, hold j down. While you 

insert your CD. 

Put the 

Run in  

Autorun  

This is a nifty feature that could 

probably prove useful when working 
on long documents. At the bottom 
of the right or vertical scroll bar in 

Word for Windows (2000 or higher) 
is a button with a circle on it. Micro-
soft calls this the Select Browse 
Object  button and the hot keys for 

it are: abg . Above and 
below it are two more buttons with 
double-headed arrow icons. If you 

click the circle button youõll open 
a small selection window were you 
can pick a method by which to 
browse. The outline icon is the 

Browse by Heading  selection 
and it permits you to jump from 
heading to heading in the tax by 
using the double-headed arrow 

buttons (which, by the way, turn 
blue when browse by heading is 
selected). This method of browsing 

can be especially helpful in long 
document where you might want to 
jump to the next contractual section 
instead of needed to repeatedly hit 

the page button to get where you 
want to go. 

Browsing 

By 

Heading 
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T H E  SO L U T I O N  

BASIC OHIO  PROBATE  FORMS 

When we released Basic 
Ohio Probate Forms for 
Windows (WBOPF)  in 
1995, we set new standards 
for probate programs. At the 
time, the best ñsoftwareò 
available was dumb tem-
plates. Templates usually 
require special software to 
run and donôt have the ability 
to handle calculations. 
 
If any stand-alone programs 
existed at the time, they were 
written for DOS and didnôt 
work in Windows very well. 
No program was able to 
transfer information to com-
plete an estate tax return. 
 
Imagine selling software to 
an accountantôs office and 

saying, ñHereôs our new tax 
program. By the way, when 
youôre done making your 
entries, youôll need to get out 
a calculator and do all the 
math.ò Theyôd laugh in your 
face as they showed you the 
door! 
 
In response to this dismal 
situation, we devoted our-
selves to making WBOPF 
exceed the expectations of 
discerning users. When you 
try it, youôll be amazed and 
wonder how youôve been 
able to get along without it! 
 
The new help files are about 
25% bigger than in the prior 
version. Again, studying our 
usersðwhat they like, and 

what they donôt likeðpaid big 
dividends. State of the art 
features werenôt enough;we 
designed WBOPF to 
eliminate problems and 
achieve our goalðzero 
learning curve . Help files 
are context sensitive . You 
can press l on any menu 
item and get instant help. If 
you have a problem, WBOPF 
can often find the help topic 
you need to get going again. 
 
The help files also have tips 
on creating better looking 
forms. A tutorial takes you 
step-by-step, from beginning 
to end, through creating a 
file, entering information and 
printing completed forms.  

Law offices need 
intelligently integrated 
probate forms . If you enter a 
decedentôs name, address 
and date of death once, why 
reenter it on multiple other 
probate forms? Ditto for 
assets and debts. If you enter 
a lengthy real estate legal 
description once, why retype 
it on the Inventory, then on 
the Certificate of Transfer, 
and later again on the Final 
Account? You should even 
be able to take the legal 
description and transfer it to 
Schedule A or E of the Ohio 
Estate Tax return. 
 
A probate program must 
handle financial 
information . Once you enter 
a real estate value, for 
example, the value should 
appear automatically on the 
Inventory (in the appropriate 
category); it should also 
appear automatically on the 
Final Account (in the 
appropriate category); the 
value should also appear on 

any of a dozen other probate 
forms that require this 
informationðautomatically. 
The same applies for the 
transfer of this asset to the 
Ohio Estate Tax return. 
 
Hereôs a partial checklist of 
features included in this new 
release: 
 

W  The Next Generation 

program designed for Win-
dows 32-bit systems, i.e., 
Windows XP/2000/ME/98/95 
& NT. 
 

W  Handles calculations 

automatically; most forms 
complete themselves!  
 

W  Prepares the Standard 

Probate Forms  set forth in 
Rules 51 and 52 of the 
Supreme Courtôs Rules for 
the Superintendence of Ohio 
Courts. 
 

W  Exports  probate files to 

the Ohio Estate Tax program 

that can, in turn, export a file 
to the U.S. Estate Tax 
program  - a true single entry 
system. 
 

W  Capable of sending 

forms to your word proces-
sor  for final review, format-
ting and printing. 
 

W  Modifiable templates for 

county-specific customiza-
tion. 
 

W  Multiple forms . If there 

are 10 kin, in 10 different 
states, and each needs a 
particular notice, you can 
prepare all 10  notices  in 
one step .  
 

W  Able to insert, move, 

sort and delete  individual 
assets or debts in their 
respective worksheets. 
 

W  Context sensitive help . 

Highlight a menu command, 
press l  and go straight to 
the related help topic.    

Hereõs a short list of guides related to 
choosing passwords. 

 

¶ Donõt make your password a single 
English word, ie., òmonkeyó. There 
are dictionary search tools that try 
every word in the dictionary. 
Thereõs no if, these types of pass-

words will be broken. 
 

¶ Donõt use information that is com-
monly associated with you. Exam-

ples would be first name, last name, 
full name, user name, street name, 

birth date, telephone number, or 
social security number. 

 

¶ Itõs best to use a password that is 
at least 8 characters long that 
randomly arranges alphabetic and 

numeric characters. If you inter-
sperse symbols (i.e., #$%^&) and 
upper and lower case alphabetics, 
youõll have killer security. When you 

get to higher amounts of characters 
you make things nearly impossible 
to crack because the solution time 

exceeds the password life. In other 
words, youõll be changing it before 
òtheyó solve it. The obvious reason 
we seldom use these types of pass-

words is because theyõre a bear to 
remember. One note of caution in 
this regard is that certain systems 

have password limitations that must 
be observed. 

 

¶ Finally, change your passwords 

every month or so and donõt recycle 
them when you do. 

 
Compliance with the last two points 
requires a small amount of recording 
and organization. Basically you need 

to keep a 4 or more column list that 

has the following information: web site 
or description, user name, password 
and date. The stickler here is where do 

you keep the list. A paper list in a 
locked desk drawer or an encrypted 
Excel file? Both perhaps? 

 
We like the Excel encrypted file tech-
nique and keeping a printout in a safe 
place. Now letõs see what password 

should I use to encrypt the Excel file, 
and where should I keep it? Yikes! 

PassWords 
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I NCLUDED  FORMS & SCHEDULES  

Internet Options  item. In the 
Internet Options dialog click 
the Privacy tab and then the 

Advanced button in the Set-
tings section. In the Advanced 
Privacy Settings dialog you can 
check the Override automatic 

cookie handling checkbox, and then 
select the Prompt button for both 
columns. This setting will accept no 

cookies without your permission. 
That way, you can permanently 
allow cookies from 

www.weather.com, for example, but 
not from pages youõre only visiting 
temporarily or passing by. At first 
the prompting may seem annoying, 

but as you allow more of your 
trusted sites, the notices wonõt be 
so vexing. Try it, you can always put 

Itõs a bad idea to leave the Internet 
privacy options to their default 
settings. For the most part every 

Web site will be leaving at least one 
òcookieó on your system. Reliable 
sources have reported counting 50 
new cookies added to a machine in 
a single dayõs browsing! The fix is to 
start Internet Explorer , click on 
the Tools menu and select the 

Law Of f ice Comput ing Page 17 

Form 1.0 Surviving Spouse, Next of Kin, ... Form 8.0 Citation to Surviving Spouse ... 

Form 2.0 Application to Probate Will Form 8.1 Election of Spouse to Take Under ... 

Form 2.1 Waiver of Notice of Probate Form 8.2 Election of Spouse to Take Against ... 

Form 2.2 Notice of Probate of Will Form 9.0 Application to Sell Personal Property 

Form 2.3 Entry Admitting Will to Probate Form 9.1 Schedule of Personal Property ... 

Form 2.4 Certificate of Service of Notice Form 9.2 Notice of Sale ... 

Form 3.0 Appointment of Appraiser Form 9.3 Entry Authorizing Sale ... 

Form 4.0 Application for Authority ... Form 10.0 Application to Distribute in Kind ... 

Form 4.1 Supplemental Application ... Form 10.1 Schedule of Property ... 

Form 4.2 Fiduciaryôs Bond Form 10.2 Notice of Hearing ... 

Form 4.3 Waiver of Right to Administer Form 10.3 Entry Approving Distribution in Kind 

Form 4.4 Notice of Hearing ... Form 10.4 Notice of Distributee ... 

Form 4.5 Entry Appointing Fiduciary é. Form 11.0 Consent to Power to Sell Real Estate 

Form 5.0 Application to Relieve Estate é. Form 12.0 Application for Certificate ... 

Form 5.1 Assets & Liabilities of Estate ... Form 12.1 Certificate of Transfer ... 

Form 5.2 Waiver of Notice ... Form 12.2 Entry Issuing Certificate of Transfer 

Form 5.3 Notice of Application to Relieve ... Form 13.0 Fiduciaryôs Account & Entry 

Form 5.4 Publication of Notice ... Form 13.1 Receipts & Disbursements 

Form 5.5 Publication of Noticeðmultiple estates Form 13.2 Assets Remaining in the Hands ... 

Form 5.6 Entry Relieving Estate from ... Form 13.3 Entry Approving and Settling é. 

Form 5.9 Report of Distribution Form 13.4 Waiver of Partial Accounting 

Form 5.10 Application for Summary Release ... Form 13.5 Notice of Hearing on Account 

Form 5.11 Entry Granting Summary Release ... Form 13.6 Certificate of Termination 

Form 6.0 Inventory and Appraisal Form 13.7 Waiver of Notice of Hearing ... 

Form 6.1 Schedule of Assets Form 13.7a Waiver of Notice & Consent to Account 

Form 6.2 Waiver of Notice of Hearing Form SS-4 Application for Employer ID Number 

Form 6.3 Notice of Hearing Form 56 Notice Concerning Fiduciary ... 

Form 7.1 Application for Family Allowance Form 2848 Power of Attorney and Declaration ... 

Form 7.2 Application for Apportionment ... Form 4768 Application for Extension ... 

More Cookies Than Keebler 

Greetings! 
 
Searching for an answer to a Pana-

sonic printer problem, I found you 
page a www.puritas-springs.com/
Techincal/Hints/Hints_9803.htm 
which says òDump Panasonicó [or] 

words to that effect, which I am 
afraid is good advice but comes too 
late for my client! However, further 

down the page is a hint about how 
to emulate File Manager in Win9X. 
Here is an even more effective way. 
Run winfile.exe! Yes, File Manager 

still lives! 
 
Tim Donald 
Clearwater Computers 

Dumfries Scotland 
 
Editorõs Note: 

Too bad it doesnõt work in Windows 

File 

Manager 

Lives 
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OHIO  E STATE  T AX  

T H E  SO L U T I O N  

V Print shop quality  printed 

forms. Approved by the 
Ohio Department of 
Taxation . 

 

V A centralized work area 

for assets and expenses .  
 

V Imports WBOPF files, re-

sulting in automatically 
completed estate tax re-
turns. 

 

V Bigger help files with more 

and better explanations. 
 

V Allows quick and easy 

changes with instantane-
ous updating . 

 

V Compatible with W706 for 

transferring estate tax data 
to our 706 program. 

 

V Has Windows clipboard 

copy, cut and paste capa-
bilities for interaction with 
other programs or word 
processors like WordPer-
fect or Word for Win-
dows . 

After our popular Revised Ohio Child Support Guidelines program 

(WROCSG), Ohio Estate Tax for Windows (WOET) is our best sellerðboth 

alone and with the Probate Combo. Once you use WOET, youôll never want to 

do estate tax returns any other way. Try our free demo if you donôt believe us! 

I N C L U D E D  F O R M S A N D  SC H E D U L E S  

Form 2 Ohio Estate Tax FormðPage 1 Sched M Part IIðBequests to Spouse 

 RecapitulationðPage 2 Form 2-X Amended Ohio Estate Tax 

 InformationðPage 3 Form 5 Ohio Estate & Additional Tax ... 

Sched A Real Property Form 12 Application for Consent 

Sched B Stocks and Bonds Form 14 Tax Release 

Sched C Mortgages, Notes and Cash Form 17 Ohio Estate & Additional Tax ... 

Sched D Insurance Form 21 Application for Certificate 

Sched E Part IðJoint & Survivorship Property Form 22 Certificate of Estate Tax ... 

 Part IIðJoint & Survivorship Property Form 24 Application for Extension ... 

Sched F Other Miscellaneous Property Form 34 Qualified Farm Property ... 

Sched G Transfers During Lifetime Form 35 Worksheet for Developing ... 

Sched H Powers of Appointment Form 36 Qualified Farm Property ... 

Sched I Annuities, Pensions, Retirement Plans Form 36-A Certificate of Subordination ... 

Sched J Debts & Administration Expenses   

Sched K Charitable Bequests   

Sched M Part IðBequests to Surviving Spouse   

Restoring 

What Restore 

Took Away 

Thereõs a maxim that says the more 
space you have the more space you 
need. Consequently, your need for 
disk space never changes. This is 

true of some computer uses more 
than others. Video and audio files, 
for example, are disk gluttons. Word 

processing files, by contrast, are 
still relatively small in spite of grow-
ing magnitudes over the years. 
 

Windows XP has a System Re-
store function that lets you turn 

back the hands of time, and return 
your system to a time when it was 

working properly. For example, letõs 
say that today you installed a new 
device driver only to find you were 

unable to reboot afterwards. Using 
XPõs System Restore function 
you could restore your system to 
yesterday and everything would 

return to working order like it was 
before. While this probably works in 
the context of our example and is 

sound in theory, weõve usually 
found that if things are so bad, that 
we need to do a system restore, itõs 
probably time to full format the 

drive, reinstall Windows, and do the 
dance. 
 

If you feel like we do about this, you 
can visit Control Panel and 
double-click the System icon. In 
the System Properties dialog, 

choose the System Restore tab 
and check the box thatõs labeled: 
Disable System Restore . 
When we tried this on one of our 

systems, our used disk space went 
from 10.2 GB to 7.8 GB. Thatõs more 
than 2 gigabytes! 

 
If leaving it off makes you uneasy, 
you can always turn it on again. Or 

how about turning it on selectively, 

like before you install a new piece 
of hardware or a device driver. 
Before you install the new stuff, turn 

on System Restore and reboot your 
computer. This will recreate the 
restoration files. Now you can install 
your newest acquisition knowing 

you can undo it if you want. If eve-
rything goes well you can wait a 
week or so and then disable Sys-
tem Restore again. 
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How can we sell a Form 
1041 program for $49.99? 
Because we designed it spe-
cifically for small-to medium- 
sized law offices doing sim-
ple returns for small-to me-
dium- sized estates and 
trusts. Of course, if your 
Form 1041 tax returns typi-
cally involve super complex 
estate or trust tax issues, you 
may be required to bite the 
bullet and buy a super ex-
pensive, overpriced program 
that has training courses, 
annual maintenance fees and 
a plethora of little-used bells 
and whistles. 
 
Most law offices already 
know that these programs 
are extreme overkill because 
law offices usually outsource 
those types of returns any-
way. For the other 99% of 
commonly-filed returns, our 
U.S. Income Tax for Es-

tates & Trusts program fits 
the bill perfectly! 
 
The Tax Code requires a 
Fiduciary Income Tax return 
to be filed by nearly every 
estate or trust with a federal 
identification number. The 
regulations provide as fol-
lows : 
 
ñThe fiduciary (or one of 
the joint fiduciaries) must 
file Form 1041 for a domes-
tic estate that has gross 
income for the tax year of 
$600 or more.ò 
 
Even if youôre not handling 
million dollar estates, itôs hard 
to find one that doesnôt meet 
the filing criteria described 
above. At a price of $49.99, 
W1041 pays for itself as 

U NITED  STATES  I NCOME  T AX  
FOR  E STATES & T RUSTS 

soon as you do your first 
return . 
 
All forms and schedules are 
submitted to and approved 
by the Internal Revenue Ser-
vice. 

Federal 

ñThe fiduciary é 

must file Form 1041 

for a domestic estate 

that has a gross 

income for the tax 

year of $600 or 

more.ò 

 

 

 

 

 

Ohio 

ñAll estates residing 

or earning income 

in Ohio must file an 

Ohio Fiduciary 

Income Tax 

Return.ò. 

OHIO  F IDUCIARY  T AX  

If youôre saying to yourself, 
ñhey, that formôs not new!ò, 
youôre right. The IT-1041 
form is not new, but the law 
mandating its filing is.  
 
The New Law  
 
Recently enacted Ohio law, 
Amended Substitute Senate 
Bill No. 261, 124th General 
Assembly, imposes for tax-
able years beginning in 2002, 
2003 and 2004 an income 
tax on most trusts and es-
tates. 
 
Estates . All estates resid-
ing or earning income in 
Ohio must file an Ohio Fi-
duciary Income Tax Return.  
 
Trusts . All trusts meeting 
ANY ONE or more of the 
following requirements: 

 
* The trust resides in Ohio 
* The trust earns or receives 
income in Ohio, or 
* The trust earns/receives 
lottery winnings paid by the 
Lottery Commission, or  
* The trust otherwise has a 
nexus with or in Ohio under 
the Constitution or the United 
States. 
 
Our New Program  
 
Ohio Fiduciary Tax  is a lot 
like our popular U.S. Income 
Tax for Estates and Trusts. 
It's perfect for completing the 
kinds of returns that law of-
fices handle. Priced at 
$49.99, it pays for itself with 
the first return you do. It 
prints and automates the 
calculations contained in the 
entire basic form set: 

 
Form IT-1041 
Form IT-1041 ï Schedule A 
Form IT-1041 ï Schedule B 
Form IT-1041 ï Schedule C 
Form IT-1041 ï Schedule D 
Form IT-1041 ï Schedule F 
Form IT-1041 ï Schedule G 
Form IT-1041 ï Schedule H 
Form IT-1041 ï Schedule I 
Form IT-1041 ES - Voucher 
IT-1041-ES ï Worksheet 
Special Credit Worksheet 
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Giving it  

the Boot 

OHIO  GUARDIANSHIP  FORMS 

Ohio Guardianship Forms 
(WOGF) was our very first 
Windows program to use the 
Borland Database Engine 
and sport the then-new 
Windows three-dimensional 
sculptured interface. Since its 
release in 1995, weôve had 
the opportunity to take 
hundreds of calls from users 
with suggestions and 
requests for additional 
features. We listened 
carefully and WOGF was the 
result. 
 
Comprehensive  
 
We left out nothing. WOGF2 
includes every standard 
probate guardianship form. 
See the list below. 
 
Print -Shop -Perfect Forms  
 
Spectacular printing is the 
hallmark of WOGF. It means 
every form looks like the 
courtôs own formsðfully 
formatted , picture perfect 
and ready to file . All forms 
are in strict compliance  with 
Rules 51 and 52 of the 
Supreme Court Rules for 
Superinten-dence of Ohio 
Courts. 
 
Donôt Repeat This! 
 
Enter basic information 
only once. WOGF 
automatically completes 
the forms based on your 
initial entries (i.e., 
guardian and wardôs 
name, address, etc.). 
Enter assets and 
expenses once . Send the 
entries to the appropriate 
forms by pointing and 
clicking. That means 
entering lengthy 
descriptions only one 
time . You direct your 
financial entries to the 
various forms by doing a 
little mouse clicking. 
 
Virtually Unlimited Form 
Copies and 

Continuation Schedules . 
WOGF permits you to 
complete, display and print 
nearly limitless multiples of 
most waivers, notices, bank 
certificates, etc. The same 
goes for the continuation 
pages of the inventory and 
accounting forms. 
 
Weôve made WOGF easier to 
use and learn than ever 
before. In fact, if youôve used 
any of our probate programs, 
you know how to use WOGF 
already! Weôve also included 
context -sensitive help . 
 
No Cranial Overload  
 
Donôt fix it if it ainôt broke! We 
stuck with the identical 
approach to data entry that 
made the Probate Combo 
one of our best sellers. It 
works the way you want 
probate software to work. 
The screens and printouts 
look exactly  like the 
preprinted forms. No training 
is necessary. WOGF 
completes your guardianship 
forms automatically. So itôs 

as easy to use as a word 
processor. Of course, there is 
extensive on-line help 
through Windows, and there 
is our easy to read, printed 
software ownerôs manual. 
However, WOGF is easy and 
intuitive, so you can dig in 
immediately. If you do have a 
problem, our expert 
telephone support staff can 
answer any question. Also, 
thereôs no mandatory annual 
upkeep fee for maintenance 
releases or technical support. 
No headaches. 
 
Network Version  
Available  
 
We designed WOGF with a 
new network friendliness that 
permits centralized file-
keeping and easy, one-step 
backing up of client files. 
Please call for network and 
multi-user licensing informa-
tion. 

Included Forms  

Form 15.0 Next of Kin Form 16.1 Expert Evaluation 

Form 15.01 Judgment Entry Form 16.2 Selection of Guardian 

Form 15.1 Waiver of Notice Form 16.3 Notice of Hearing é 

Form 15.2 Fiduciaryôs Acceptance Form 16.4 Notice of Hearing ... 

Form 15.3 Guardianôs Bond Form 16.5 Judgment Entry 

Form 15.4 Guardianship Letters Form 17.0 Application for Apptmt 

Form 15.5 Guardianôs Inventory Form 17.1 Expert Evaluation 

Form 15.6 Application to Release Form 17.2 Consent by Ward 

Form 15.7 Application for é Form 17.3 Notice to Ward 

Form 15.8 Guardianôs Account Form 17.4 Notice of Hearing ... 

Form 15.81 Bank Certificate Form 17.5 Judgment Entry 

Form 15.9 Oath of Guardian Form 17.7 Guardianôs Report 

Form 16.0 Application for Apptmt Form 17.8 Investigatorôs Report 

When Windows locks up during the 
boot process, you might try holding 
s  down while the system is boot-

ing up. You should eventually bring 
up a menu that has a Safe Mode 
option. Select it. If you successfully 

Doing Splits 

That Donôt 

Hurt  

If youõre like us, thereõs probably 
countless times when you were 
working on a long document and 

wished you could see text from the 
top and bottom of your document at 
the same time. Thereõs a little-

known feature in Microsoftõs Word 
for Windows that lets you edit two 
different parts of the same docu-
ment in two separate windows that 

you can see (and work on) at the 
same time. This can be done easily 
enough by simply clicking on 
Word¸s Window menu and select-

ing Split. As soon as you do, your 
screen will divide horizontally and 
you can slide the dividing bar up 

and down to fix the relative sizes of 
the upper and lower windows. When 
youõve got what you want in terms 
of relative sizes, click your left 
mouse button. Youõll see your 
document in both windows and you 
can scroll to different parts of the 

same document and compare and 
correct as you wish. If you donõt 
want to reach for your mouse to 
switch from one window to the 

other, you can use q  to move 
make the jump. When youõre done, 
you can close the second window by 
clicking on the Window menu¸s 
Remove Split item. 

Shift <TAB> 

Everybody knows that when Win-
dows was released you had to begin 
pressing v  instead of e when 
òenteringó data on a form. But does 

everybody know that if you want to 
move backwards you can use 
jv  
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ADOPTION  OF  M INORS  

Law Of f ice Comput ing Page 21 

We received telephone calls, emails and letters telling us how 
much you liked our Probate Combo for Windows, and our other 
probate programs, so we released this Adoption software to 
coincide with the Ohio Supreme Courtõs issuance of the 
Form Series 18. The complete form series is included. 

Form 18.0 Petition for Adoption Form 18.5 Interlocutory Order 

Form 18.1 Judgment Entry Form 18.6 Final Decree 

Form 18.2 Notice of Hearing Form 18.7 Final Decree 

Form 18.3 Consent to Adoption Form 18.8 Adoption Certificate 

Form 18.4 Judgment Entry Form 18.9 Petitionerôs Account 

F O R M S &  SC H E D U L E S  

Keeping Wordsô 

Grammar 

Checker In 

Check 

There have been occasions when we 
wanted to remove the green squig-
gly lines that Microsoft Wordõs 
grammar checker places in docu-

ments. Some people find these 
markings too annoying to be used 
as a default. If you want do without, 

hereõs how: Click on the Tools 
menu and select the Options  item. 
In the resultant dialog, select the 
Spelling & Grammar tab and 

uncheck the òCheck spelling as 
you typeó and òCheck grammar 
as you typeó options. 
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WRONGFUL  D EATH   
& C LAIMS  OF  M INORS  

When you have a winning formula, you donõt make changes. Our 
Wrongful Death & Minorõs Claims for Windows follows in the 
footsteps of  our popular Basic Ohio Probate Forms and Ohio Es-
tate Tax. It employs a familiar user interface and method of  operation. 
To complete a portion of  a probate form, simply click in that spot on 
the form and begin typing. All calculations, transfers of  common 
information, and waivers and consents complete themselves 
automatically.   
 
Weõve not only included standard forms, but weõve also included 
automated retainer agreements and self-compiling lists for medical, suit 
and other expenses. Forms or schedulesñthey all come from your 
printer in our hallmark òprint-shop-perfectó condition. 

General Forms 

General Information Worksheet  - for common information that shows up on every form. 

Disbursement/Expense Worksheet  - for organizing financial aspects of settlement and probate. 

Spouse/Child/Kin Worksheet  - for organizing wrongful death beneficiaries and survival claims. 

List of Medical Expenses & Other Payees  - self-preparing exhibit listing medical and other expenses. 

List of Suit Expenses  - self-preparing exhibit listing all suit expenses. 

Retainer Agreement  - an attorneyós retainer agreement. 

Wrongful Death Forms Minor Claims Forms 

Form 14.0 Application to Approve Settlement Form 22.0 Application to Approve Settlement 

Form 14.1 Waiver and Consent Form 22.1 Waiver and Consent 

Form 14.2 Entry Approving Settlement Form 22.2 Entry Approving Settlement 

Form 14.3 Report of Distribution Form 22.3 Verification of Receipt and Deposit 

  Form 22.4 Report of Distribution and Entry 

F O R M S &  SC H E D U L E S  

Hereõs how you can insert legal 
symbols into your document without 

mousing to the Insert menu and 
jumping hoops. It works by you 
holding a down as you enter a 

four-digit number on the numeric 

keypad. Obviously, the NumLock 
should be engaged, that is, its light 
should be on. The available symbols 

are: 
 
Symbol Hold down a  while 

 pressing the following 
 numeric key 
 sequences: 
  

§ - section 0167  
© - copyright 0169  
° - degree 0176  

Legal Symbols 

§ © ° ¶ 

Temporary 

Internet  

Files 

If Windows seems slow or you have 
less disk space than you think you 
should, try emptying your Tempo-

rary Internet Files folder. On Win-
dows 98/95 machines youõll find it 
at C:\Windows\Temporary 
Internet Files\ . On Windows 
XP/2000 computers itõs at 
C:\Documents and Set-
tings\Local Set-
tings\Temporary Internet 
Files\ . Itõs not unusual to have 
30,000 temporary files of all types! 

One computer we checked had 
45,000!! Youõll find tons of cookies, 
pictures, java scripts, you name it. 
We think the best policy is to de-

lete all the files in that folder and 
set your privacy setting to accept 
cookies only by permission. See the 

tip on page 15 of this issue for 

My 

Computer 

Below is a handy key combination to 
bring up My Computer in Ex-

plorer. It involves the òWindowsó 
key which has found it way onto 
most keyboards in the last few 
years: 

<Win>+E  
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O HIO  WORKERS 
COMPENSATION  

Form No / Alt No Name 

BWC-1101 / C-1,2,3,6,50,51,OD-1,1-22 First Report of an Injury, Occupational Disease or Death 

BWC-1102 / C-1-A Attending Physician's Report 

BWC-1103 / C-2 First Notice of Death & Preliminary Application 

BWC-1106 / C-3 Application for Payment of Medical Benefits Only 

BWC-1108 / C-5 Application of Surviving Spouse and Minor Children 

BWC-1113 / C-9 (C-1-A & C-161) Physician's Report/Treatment Plan 

BWC-1116 / C-92-A Application for Increase in Percentage of Permanent é 

BWC-1122 / C-17 Pharmacy Invoice 

BWC-1124 / C-19 Service Invoice 

BWC-1128 / C-23 Change of Physician Notice 

BWC-1163 / C-44 Physician's Certificate in Proof of Death 

BWC-1169 / C-50 Self-Insured Application for Payment of Compensation é 

BWC-1198 / C-77 Change of Home Address and/or Bank Change Notification 

BWC-1198 / C-77 (C-35-A & C-211) Injured Worker's Change of Address Notification é 

BWC-1205 / C-84 Request for Temporary Total Compensation 

BWC-1207 / C-85A Application to Re-Activate Claim 

BWC-1208 / C-86 Motion 

BWC-1209 / C-87 Undertaker's Certificate of Death and Cost Bill 

BWC-1214 / C-92 Application for the Determination of the Percentage é 

BWC-1217 / C-94-A Wage Statement 

BWC-1267 / C-140 Application for Wage Loss Compensation 

BWC-1268 / C-141 Wage Loss Statement for Job Search 

BWC-1285 / C-158 Request for Action from Representative 

BWC-1288 / C-161 Request for Authorization 

BWC-1294 / C-167-T Objection to Tentative Order Awarding Permanent é 

BWC-1299 / C-172 Claimant's Compensation Status Form 

BWC-1360 / C-230 Authorization to Receive Worker's Compensation Check 

BWC-1372 / C-240 Settlement Agreement And/Or Application for Approval é 

BWC-1373 / C-241 Amended Settlement Agreement and Release 

BWC-6101 / R-1 Employer Authorization Card 

BWC-6102 / R-2 Claimant Authorization Card 

BWC-7228 / SI-28 Filing of Complaint Against A Self-Insured Employer 

BWC-7242 / SI-42 Self-Insured Joint Settlement Agreement & Release 

BWC-7243 / SI-43 Acknowledgment of the Self-Insured Joint Settlement é 

OIC-0160 / unassigned Authorization for Release of Medical Information 

OIC-1004 / unassigned Request for Continuance 

OIC-1011 / IC-L1 Final Settlement Claim 

OIC-1084 / unassigned Settlement of Alleged Violation of a Specific Safety é 

OIC-2001 / Med-2 Medical Examination Expense Statement 

OIC-2015 / IC-Med-5 Affidavit 

OIC-3000 / IC-12 Notice of Appeal 

OIC-3002 / IC-90 Election - Employee's Notice of Election to Receive é 

OIC-3003 / IC-32 Application for Lump Sum Payment 

OIC-3004 / C-88 Application for Reconsideration 

OIC-3005 / L-102 Application for Lump Sum Settlement 

OIC-3012 / IC-2; Pages 1-2 Application for Compensation for Permanent & Total Disability 

OIC-3012 / IC-2; Pages 3-4 Application for Compensation for Permanent & Total Disability 

OIC-3012 / IC-2; Pages 5-6 Application for Compensation for Permanent & Total Disability 

OIC-3012 / IC-2; Pages 7-8 Application for Compensation for Permanent & Total Disability 

OIC-3013 / IC-GC-1 Agreement for Permanent Disability 

OIC-3016 / F-32 Authorization to Issue & Deliver Warrant 

OIC-3017 / C-6 Application for Payment of Compensation Accrued at Time of Death 

OIC-3018 / IC-8 Application for Additional Award for Violation of é 

OIC-3022 / IC-32-A Lump Sum Payment of Attorney Fees 

OIC-3030 / unassigned Automobile Questionnaire 

OIC-3050 / Request for .522/.52 Relief 

Request for Waiver or Appeal Unassigned / unassigned 

It took us nearly two years to take this mam-
moth program from drawing board to compact 
disk. If youôve been waiting for a program to 
take the repetition and hassle out of complet-
ing Workers Compensation and Industrial 
Commission formsðthis is it! Ohio Workers 
Compensation (WComp ) comes packed with 
all the nifty features that have made Puritas 
Springsô programs a part of every law officeôs 
library of legal software. 
 
WComp doesnôt just generate print-shop-
perfect, professional-looking forms, it also 
makes correcting and modifying your forms a 
breeze. Think of WComp as a Workers Comp 
Processor. You wouldnôt dare type a 40-page 
brief using a typewriter instead of your word 
processor; and once you use WComp, you 
wonôt want to go back to using your typewriter 
to complete Workers Compensation forms 
either! 
 

h Over 70 pages of Workers Compensa-
tion and Industrial Commission forms . See 
comprehensive list in the box to the right. 

h Automated forms that complete them-

selves with common information like the 
claimantôs name, address, date of injury, de-
scription of accident, description of injury, etc. 
General, repetitive information is consolidated 
in a worksheet that organizes the basic infor-
mation and provides the vehicle for data 
transfer to the entire form set. 

h Talk about time savers! WComp has de-

faults that can be set with information that 
does not change from file to file like the repre-
sentativeôs name, address, phone number, 
representative number, etc. Once set, this 
information appears automatically every time 
you start a new file. 

h WComp is a 32-bit Windows application 

that is compatible with computers and printers 
running Windows XP/2000/ME/98/95/NT. 
WComp requires a Pentium or equivalent 
processor with at least 16 MB of RAM (32 MB 
recommended); it comes on a CD and re-
quires about 4 megabytes of hard disk space. 
WComp works best on a system equipped 
with a SVGA video card and a minimum of 
256 colors. WComp requires a Windows-
compatible printer. 

h You just wonôt believe how easy it is to fall 

in love with this program. Try the free demo 
on the Downloads page of our web site. This 

program is one of the easiest to download. 
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Networks ! That, in a word, is 
the founding principle upon 
which this package was built. 
Thereôs two significant ad-
vantages to that design phi-
losophy. First, name and 
address, bookkeeping, and 
billing data is synchronized 
for the entire office . Did you 
ever change a clientôs 
address and then run from 
computer to computer 
making sure everyone in your 
office had the change? Not 
so with the Law Office 
Management Pack . Files are 
centrally located so changes 
by one user are seen by all. 
Second, centrally located 
files make it easy to backup 
all your data files because 
everything is on one 
computer. 
 
BookBase3 Reporting . Now 
you have more ways to get 
back what you enter. Search 
for information inclusively or 
exclusively on any field with 
instant, on-screen results. 
Sortable on any field. Plus a 
Report Creator that 
generates text files (viewable 
in any word processor) for 
formatting and printing. 
BBase3 lets you filter data to 

select any range of dates, 
include any or all accounts or 
trans-actions as designated 
by search text, payor/payee, 
income or expense 
categories and subtotaling by 
year/month or by category, 
payee or account. 
 
Calendar/Docketing . This 
module is like getting an 
extra program for free. 
BillBase3 now lets you keep 
simple calendar information 
with additional room for 
notesðsearchable and print-
able. 
 
Stop Watch . Is your work 
ever interrupted with phone 
calls, unscheduled meetings, 
etc.? Now you can keep track 
of your time with a stop 
watch on your 
Windows task bar. 
The timer can be 
started, stopped and 
reset, so itôs helpful 
for tracking of billable hours. 
Start Me Up . Unfortunately, 
billing/bookkeeping systems 
need more setup than other 
software. Fortunately, the 
Office Management Pack has 
a Getting Started  Wizard 
that will take care of creating 

name and bookkeeping files 
and linking all the software 
packages together. 
 
Context Sensitive Help . If 
you need help with a 
command, just highlight it 
and press the l key. 
Instantly, youôll be viewing 
the help topic for that 
command. Other page 
components also have 
context-sensitive help and 
informative error messages.  
 
SYSTEM REQUIREMENTS: 
Windows XP/2000/ME/98/95/
NT with 16MB of memory (32 
MB recommended). Requires 
a SVGA monitor capable of 
displaying 256 colors with 
minimum display resolution 
of 800x600 pixels. 

for Windows 
word processors; 
a fast and easy 
way to paste 
names and 
addresses into 
letters and 
eliminate the 
chance of 
misspelling a 
name or making 
a mistake in an 
address. 

( Prints  laser sheet 
address labels (Avery 
No. 5160), continuous 

( Auto -Dialer . CBASE3  
not only looks up the 
phone number for you, it 
also dials it. All you do is 
pick up the receiver and 
have something to say 
(fax/modem card and 
intelligent conversation 
not included). 

( Auto -Addresser feature 
- pastes formatted 
names and addresses  
into other Windows 
programs capable of 
clipboard interaction such 
as WordPerfect or Word 

feed dot matrix address 
labels (Avery No. 4013), 
telephone directories  
and full format name and 
address hard copies. 

L AW OFFICE  M ANAGEMENT  

CL I E N T B A S E 

This technique works best when you 

have only one email account. Itõs an 
example of how to set up a email 
management rule that saves you 

from wasting time scanning for 
spam. The rule wizard is built right 
into Outlook, so thereõs nothing 
special you need to do. This exam-

ple takes all incoming email contain-
ing the word òviagraó and perma-
nently deletes it. Hereõs how we do 
it in our Microsoft Outlook 2000. 

 

First click the Tools menu and 
select the Rules Wizard option. 

When the Rules Wizard dialog 
appears, click on the New button. 
The wizard will begin by asking 
which type of rule you want to cre-

ate. If itõs not already selected, click 
Apply this rule after the mes-
sage arrives . Then click the Next 
button. In the next page of the 
Rules Wizard select the condi-
tionsñcheck the box labeled with 
specific words in the body. In the 

Rule description area below, click on 
the underlined phrase specific 
words.  When you do, a dialog will 

come up where you can enter the 
word or phrase you wish to search 
for. Enter the word òviagraó in the 
text input box labeled Add new:. 

Then click the Add button. Now 
click the Ok button. Youõll be back 
in the Rules Wizard and now you can 

click on the Next button. The next 
wizard page asks what you want the 
result to be if the email meets the 
conditions previously selected. Put 

a check next to permanently de-
lete it. Youõll get a warning saying 
are you sure you want to delete it 
permanently. Select Yes. Then click 

the Next button. This last Wizard 
page lets you add any exceptions. 
In our example there are none, so 

simply click the Finish button. 
When you do youõll see your rule 
take its place with any other rules. 
The next time you receive an email 

that mentions viagra it should be 
automatically deleted. Explore the 
Wizard choices and youõll soon see 

that thereõs quite a bit you can do 
with the rules feature. Our only 
negative experience involved multi-
ple email accounts. 

Outlook 

On 

Spam 


