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Puritas  Springs  Software  

Three issues ago we pub-

lished a quiz for evaluating 

your computer skills level 

(Volume 2002, Issue 1. “The 

Weakest Link—Testing 

Your Computer Literacy”). 

You’ll find a copy of the 

quiz at the News & Features 

section of our web site under 

the same title. The quiz can 

be used for two purposes. 

First, it helps focus office 

personnel on fundamental 

areas of computer use that 

may need improvement. Sec-

ond, it can be used as part of 

an employment application 

to evaluate the level of com-

puter proficiency of a pro-

spective  employee. 

 

As a follow-up to our quiz, 

two issues ago we published 

Lesson 1 of an instructional 

series (Volume 2004, Issue 

1. “Lesson 1—Introduction 

to Drives, Folders and 

Files”). Lesson 1 discussed 

drives, folders and files in 

both specific and general 

terms, but space limitations 

prohibited us from giving 

step-by-step examples of the 

various procedures we con-

sidered basics of law office 

computing—namely, copy-

ing, moving, deleting and 

renaming files. 

 

This issue’s lesson will give 

you the specifics for per-

forming these operations. 

Why are these skills so im-

portant? One reason is that in 

a mere decade the computer 

has nearly eliminated the use 

of the typewriter, made car-

bon paper extinct, and  made 

single-function photocopy 

machines obsolete. We all 

know that law offices are in 

the law business, not the 

computing business and 

therefore, law office person-

nel can’t be expected to be 

computer gurus, but the ex-

cuses for being computer 

illiterate are rapidly becom-

ing unacceptable. 

 

We want to do more than 

just call attention to the prob-

(Continued on page 2) 

L E S S O N  2 .  D O I N G  I T !  
C O P Y I N G ,  M O V I N G ,  R E N A M I N G  &  

D E L E T I N G  

Volume 2007,  Issue  1  

 

I N  T H I S  I S S U E  

Files & Drives 1-3 

Digital Inklings 4-5 

Family Law Docs 6-7 

Spousal Support 8-9 

Child Support 10 

Deeds & Documents 11 

Bankruptcy Forms 12-13 

U.S. Estate Tax (706) 14-15 

U.S. Gift Tax  (709) 15 

Ohio Probate Forms 16-17 

Ohio Estate Tax 18 

Fiduciary Tax (1041) 19 

Ohio Fiduciary Tax 19 

Guardianship Forms 20 

Ohio Adoption 21 

Wrongful Death 22 

Worker’s Comp 23 

Law Office Mgmt 24-25 

Trusts & Estates 26 

HUD Forms 27 

Web Sites 28 

Upgrade Notices 29 

The ? Page & Inbox 30-31 

Technical Support 32-33 

Hints & Trivia 34 

Order Form 35 

L A W  O F F I C E  C O M P U T I N G  

This hint is handy for starting your 
word processor (or any application 

for that matter) by simply pressing 
a key. Right-click your mouse on the 
icon or menu item you use to start 
your word processor. Select Proper-

ties from the pop-up menu. In the 
Properties dialog, go to the Shortcut 
tab and either click or tab to the 

Shortcut key field. When you‟re in 
that field, you can select any short-
cut key or key combination (i.e.,  
<F5>). Don‟t worry, if the shortcut 

you select is already in use, Win-
dows will modify your selection to 
avoid clashes. 

Shortcut To 

Your Word 

Processor 

With A Little Help 

From My Friends 
 

We’ve added an exciting 

new service to our library of 

existing legal and tax soft-

ware products. It’s called 

Remote Assistance. With 

Remote Assistance we can 

visit your computer via the 

Internet and perform pro-

gram or computer mainte-

nance. Coupled with a simul-

taneous phone call, Remote 

Assistance has proved excel-

lent for giving one-on-one 

lessons in using our pro-

grams. Think of it as GoTo-

MyPC in reverse. If you’re 

computer illiterate, think 

of it as obtaining a degree 

in law office computing. 

We’ll make you an expert in 

no time at all. 

 

At the time of this writing, 

our experience with this new 

technology is limited, but in 

a very short time Remote 

Assistance has been tre-

mendous for performing 

network diagnostics. Al-

ready in a number of in-

stances, our users have told 

us that a simple 20-minute 

session saved their office 

hundreds of dollars in on-site 

technical assistance charges.  

(Continued on page 3) 
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see how this instruction 

changed by the time Win-

dows XP was released. No-

tice how the emphasis has 

changed to saving files in the 

My Documents folder in 

order to avoid navigational 

issues. Microsoft goes one 

step farther in this avoidance 

by recommending the use of 

the Search command to find 

the target file if it’s not in the 

My Documents folder. This 

sidestep doesn’t help much 

because we’ve found the 

Search command a bit 

harder for beginners to use 

than the earlier Find com-

mand used in previous ver-

sions of Windows. 

 

Here are the steps: 

 

1. Open My Documents. If 

the file or folder you want 

to copy is not located in 

My Documents or its sub-

folders, use Search to find 

it. To open Search, click 

Start, and then click 

Search. 

2. Click the file or folder you 

want to copy.  

3. Under File and Folder 

Tasks, click Copy this file 

or Copy this folder.  

4. In Copy Items, select the 

drive or folder you want to 

copy to, and then click 

Copy.  

 

That’s it. If you follow those 

steps you should be able to 

copy any file or folder to any 

other location. The copy/

paste functionality is hardly 

different from what you’re 

used to doing in a word proc-

essor.  

 

Finally there are a few other 

things you should note about 

the Copy command.  

 

lem. We’d like to be part of 

the solution. So, the series 

continues with this demon-

stration of some of the file 

handling and housekeeping 

basics—copying, moving, 

renaming, and deleting files. 

 

Windows Explorer 

 

Regardless of the task, al-

most everything that you do 

in connection with files and 

folders requires that you 

know how to start and oper-

ate Windows Explorer. Les-

son 1 covered starting and 

navigating Windows Ex-

plorer in enough detail that 

we’ll assume you know how 

to do it. Your ability to start 

and move around in Win-

dows Explorer is crucial to 

proceeding through this les-

son. If you’re unfamiliar, go 

to our web site and take a 

look at the Windows Ex-

plorer section of Lesson 1. 

 

Copying 

 

The help topic from Win-

dows 2000 has one of the 

best step-by-step examples 

of how to copy files. Here it 

is: 

 

1. Open Windows Explorer.  

2. Click the drive or folder 

you want to work with.  

3. Click the file or folder you 

want to copy or move.  

4. On the Edit menu, click 

Copy. 

5. Open the folder or disk 

where you want to copy 

the item.  

6. On the Edit menu, click 

Paste.  

 

Steps 2 and 3 are the ones 

that seem to bugger novice 

users, so it’s interesting to 

(Continued from page 1) 
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When this satellite imagery software 

was first available it, was $300. Now 
that Google purchased the rights, 
it‟s free. Once you download and 

install the software, called Google 
Earth, it let‟s you view a satellite 
image of the earth. That‟s cool, but 
Google Earth goes quite a bit fur-

ther by letting you zoom in to a 
surprising extent. You can, for ex-
ample, easily find your street and 
home. So aside from amusing your-

self by visiting places of interest, 
you might find this software useful 

for vicariously visiting the scene of 

an accident. It might also be possi-
ble to validate certain aspects of a 
witness‟s testimony relating to 
directions or distance. We 

downloaded a Version 4 beta copy 
(Version 3 is the current version at 
the time of this writing). Version 4 

permitted us to tilt the image in a 
third plane which provided another 
interesting and potentially useful 
point of view. Try it, it‟s free. 

Google 

Earth 

Here‟s a diagnostic trick that 
shouldn‟t be overlooked. While 
giving technical support to our 

customers, it sometimes happens 
that a user gets an error number or 
message that we never heard of. 
When a company distributes and 

supports software over thousands 
of systems, it still encounters 
unique problems that are rare but 

still regular occurrences. Of course, 
we‟ve got countless manuals, books 
and trade publications to use as 
resources for problem solving, but 

guess what has become a first 
choice in many instances? Google! 
That‟s right. If your search is well 
constructed you‟re likely to find the 

answer in Google. For example, at 
least three or so times a year we 
encounter users getting an error 

message saying the application (our 
program) they were trying to run 
was not a 32-bit application. It 
doesn‟t matter whether you know 

what 32-bit applications are. It does 
matter, however, that Puritas 
Springs Software applications are all 

32-bit Windows applications. Conse-
quently, this error message was 
obviously incorrect. The first step in 
our detective work was to take a 

unique snatch of the error message 
text and Google it. Our first search 
yielded 45 million hits. On further 

refinement we narrowed it down to a 
few thousand, the first of which was 
“„WINNT32.EXE is not a valid Win32 
application‟ error message when 

…” . The extracted text description 
made the web page sound like a 
relevant hit, so we wanted to learn 
what we could about the source. 

Naturally, “www.getvirushere.com” 
is going to be a suspect source. The 
web page in our example bore the 

address: 
“www.support.microsoft.com.” 
Things are looking pretty good at 
that point. The Knowledge Base 

article referred to by the Google link 
mentioned that this can happen on 
64-bit Windows systems when they 

try to run 32-bit programs. The 
recommended solution worked in 
each case.  
 

 
 
 

Using 

Doctor 

Google 

 The command works on 

folders as well as files 

 To select consecutive files 

or folders to copy, click 

the first item, press and 

hold down SHIFT, and 

then click the last item. 
 To select files or folders 

that are not consecutive, 

press and hold down 

CTRL, and then click each 

item. 
 

Moving 

 

Moving is the same as copy-

ing with the exception that at 

the end of the operation the 

file no longer exists in the 

original location—because 

you’ve moved it! Otherwise 

it’s the same as the Copy 

(Continued on page 3) 
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Special 

Pasting  

Info 

folder from one window to 

the other. 

 

Renaming 

 

Changing the name of a file 

or folder might be the easiest 

of all the procedures we are 

covering in this article. As 

usual, the process begins by 

navigating to the file in Win-

dows Explorer. Here are the 

steps recommended by Mi-

crosoft. 

 

1. Open Windows Explorer.  

2. Click the file or folder you 

want to rename.  

3. On the File menu, click 

Rename.  

4. Type the new name, and 

then press <ENTER>.  

 

Other things to note about 

the Rename command are: 

 

 You do not need to open 

the file or folder to rename 

it.  

 You may find it easier to 

simple press the <F2> key 

once you’ve highlighted 

the name of the file you 

want to change. 

 A file name can contain up 

to 215 characters, includ-

ing spaces. However, it is 

not recommended that you 

create file names with 215 

characters. Most programs 

cannot interpret extremely 

long  file names. The Bor-

land Database Engine, for 

example, has a 64 charac-

ter file name limitation. 

 File names cannot contain 

the following characters: 

\ / : * ? " < > | . 

 You can also rename a file 

or folder by right-clicking 

it and then clicking Re-

name from the pop-up 

menu. 

 The name of system fold-

ers such as Documents 

and Settings, WinNT, or 

System32 cannot be 

changed because they are 

required for Windows to 

run properly. 

 

Deleting 

 

If you’ve stepped through 

the first three functions you 

should be noticing that the 

procedures are very similar. 

For beginners, the hard part 

is not executing the com-

mand, but starting and navi-

gating in Windows Explorer. 

 

That being said, it should 

come as no surprise that 

starting Windows Explorer 

and navigating to the desired 

file is again the first step in 

Microsoft’s instructions: 

 

1. Open Windows Explorer.  

2. Click the file or folder you 

want to delete.  

3. On the Edit menu, click 

Delete.  

 

Other points of note are: 

 

 For touch typists who like 

to do things the quickest 

way possible, try high-

lighting the desired file 

and simply hitting the 

<Delete> key on your key-

board. 

 Deleted files remain in the 

Recycle Bin until you 

empty it. 

 Holding down the <Shift> 

while deleting a file will 

skip the Recycle Bin and 

permanently remove the 

file. 

 If you want to retrieve a 

file you have deleted, dou-

ble-click Recycle Bin icon 

on the desktop, right-click 

command. The only differ-

ence is that instead of select-

ing the Copy command (on 

the Edit menu), use the Cut 

command (in pre-Windows 

XP systems) or the Move … 

command (in Windows XP). 

In all other respects these 

commands are identical. 

 

Pre-Windows XP 

 

1. Open Windows Explorer.  

2. Click the drive or folder 

you want to work with.  

3. Click the file or folder you 

want to move.  

4. On the Edit menu, click 

Cut to move the item.  

5. Open the folder or disk 

where you want to move 

the item.  

6. On the Edit menu, click 

Paste.  

 

Windows XP 

 

1. Open My Documents. If 

the file or folder you want 

to move is not located in 

My Documents or its sub-

folders, use Search to find 

it. To open Search, click 

Start, and then click 

Search. 

2. Click the file or folder you 

want to move.  

3. Under File and Folder 

Tasks, click Move this 

file or Move this folder. 

4. In Move Items, click the 

new location for the file or 

folder, and then click 

Move. 

 

Note that you can also move 

a file or folder by dragging it 

to the desired location. In 

most instances, the new loca-

tion is remote and therefore 

you’ll need to open two in-

stances of Windows Explorer 

and drag the target file or 

(Continued from page 2) 

 

Remote Assistance can be 

used very effectively for 

one-on-one tutoring be-

cause a user can watch and 

learn on their own computer. 

It’s an effective tool for an-

swering questions and for 

demonstrating all levels of 

program use from simple 

(i.e., batch printing) to ad-

vanced (i.e., modifying tem-

plates). It should be obvious 

that law offices save count-

less hours (and money) by 

performing their work cor-

rectly and quickly. 

 

If you're interested call us at 

your convenience. Please try 

to schedule Remote Assis-

tance sessions at least one 

day in advance. Sessions are 

$30.00 per half hour session. 

You’ll be amazed at what 

can be covered in one ses-

sion. 

(Continued from page 1) 

the file you want to re-

trieve, and then click Re-

store. 

 You can also delete files 

by right-clicking the file or 

folder and then clicking 

the Delete command on 

the pop-up or context 

menu. 

 Finally, as you are proba-

bly already aware, you can 

delete files as well as fold-

ers. 

 

If you previously counted 

yourself as a computer illit-

erate, that label no longer 

applies to you. Lessons 1 and 

2 should provide you with 

the rudiments you need to 

work in a law office. Re-

member, there’s more to life 

than word processing. Still 

unsure of yourself? One Re-

mote Assistance session and 

we’ll have you doing this in 

your sleep. See “With A Lit-

tle Help From My Friends” 

on page 1. 



Page 4  Volume 2007,  Issue  1  

ORDER FORM & INFORMATION ON INSIDE BACK COVER—PAGE 35 

www.puri tas -spr ings.com 

Too Many Tips, 

So Little Space 

 

There were so many great 

computer tips to pass along 

that we ran out of space in 

the side bars and decided to 

put the balance of them here. 

If all goes as expected, our 

usual Digital Inklings rants 

and raves will return next 

issue. 

 

While I Was Out 

 

Did you ever send an email 

and get an immediate re-

sponse saying so and so is 

out of the office and won’t 

return until such and such 

time? Don’t you wish you 

could do that? It’s like hav-

ing permission to ignore the 

email you got while you 

were on vacation. The alter-

native is sifting through hun-

dreds of messages when you 

get back. If you use Micro-

soft’s Outlook, here’s how 

you do it. 

 

1. Make a Template. Create 

an email just as you would 

any email message. Give it a 

subject line along with the 

message you want as the 

body text and save it. When 

you’re in the Save As dialog 

box, you’ll notice that you 

can pull down the File Type 

box and select Template. 

When you do, the email will 

be saved in the designated 

template folder and given an 

oft extension. 

 

2. Create a Rule. Use Out-

look’s Rules Wizard on the 

Tools menu. Complete the 

following series of steps in 

the Rules Wizard. 

 

A. On page 1 of the Wizard, 

click on the New button. 

D I G I TAL  

B. Of the available rule types 

on page 2 of the Wizard, 

select Check messages 

when they arrive. Click on 

the Next button. 

 

C. On the Conditions page, 

select When received 

through the specified ac-

count. Before clicking the 

Next button click on the 

specified account text at the 

bottom of the dialog and 

select the account to which 

you wish to apply this rule. If 

you’re the only one using the 

computer, there may be only 

one account—yours. 

 

D. On the What do you 

want to do … page, select 

Reply using a specific tem-

plate. Again, you must clar-

ify your choice by clicking 

on specific template at the 

bottom of the dialog. Choose 

the template you saved in 

step 1 above. Usually you’ll 

need to pull down the Look 

In box at the top of the dia-

log and select User Tem-

plates instead of Standard 

Templates. Click on the 

Next button. 

 

E. The next dialog page asks 

whether you wish to create 

any exceptions to the rule. 

You could, for instance, cre-

ate an exception for emails 

from your mother. In our 

example here don’t select 

any of the exceptions and 

just click on the Next button. 

 

F. The final page of the 

Rules Wizard dialog asks 

you to give your rule a name. 

You might choose While I 

Was Out. It doesn’t matter 

so long as you can identify 

the rule when you need it. 

Then click the Finish button 

and you’re done. 

So now you’ve got a rule 

that is applied to emails 

when they come in. It replies 

to any incoming emails using 

the template you created. 

There’s one more step. You  

need to turn the rule off and 

on.  

 

When you’re ready to go on 

vacation and you want to use 

the rule, click on the Rules 

Wizard item on the Tools 

menu. This time you should 

see your rule (with the name 

you created for it, i.e., While 

I Was Out, at the top of the 

dialog along with any other 

rules that might have been 

created. Simply put a check 

in the checkbox to the left of 

the rule. Then click on the 

Ok button. You’re good! 

Just don’t forget to turn the 

rule off when you get back 

from vacation! 

 

While We’re At It 

 

While we’re on the subject 

of the Rules Wizard, we’d 

like to give you some idea of 

what the Wizard is capable 

of. Here’s a list of the types 

of rules available: 

 
 Check messages when they 

arrive 

 Check messages after sending 

 Move new messages from 
someone 

 Notify me when important 
messages arrive 

 Move messages based on 
content 

 Delete a conversation 

 Flag messages from someone 

 Assign categories to sent 
messages 

 Assign categories based on 
content 

 Move messages I send to 
someone 

(Continued on page 5) 

No doubt if you do a considerable 
amount of word processing there 

have been times when you wanted 
to select (or highlight) a portion of 
text. When you clicked and dragged 

over the desired text, the highlight 
automatically selected the entire 
word instead of just the part that 
you wanted. If you find that this 

behavior is not usually what you 
want, there is a little-known editing 
option you can set to defeat it. Here 

are the steps for turning automatic 

word selection off: 
 
1. In Microsoft Word, click on the 

Tools menu and select the 
Options submenu. 

2. When the Options dialog ap-

pears, go to the Edit tab. 

3. On the Edit page, remove the 
check from the checkbox la-
beled When selecting, auto-

matically select the entire 
word.  

Selecting 

Text in 

Word 

Dignify 

Yourself 

You can give your letters and other 
documents a polished, professional 

look by adding a watermark. If 
you‟re unfamiliar, a watermark is a 
graphic that has a high degree of 

transparency and functions as a 
background for printed matter. In 
Microsoft Word, select the Format 
menu, then Background, then 

Printed Watermark. In the resulting 
dialog, select either Picture water-
mark or Text watermark. The Picture 
watermark choice lets you select a 

picture from a file on your hard 
drive. If you can access a graphic 
library, you‟ll probably find some-

thing suitable.  We located a pretty 
sizable collection of artwork at: 
c:\Program Files\Microsoft Of-
fice\Clipart\Pub60Cor. Be prepared 

to use some type of graphic viewer 
in order to find a decent piece of 
artwork. 
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 Stop processing all following 
rules. 

 

The next parameter to be set 

is the conditions that apply. 

Here are your choices. 

 
 When received through the 

specified account 

 Where my name is in the To 
box 

 Sent only to me 

 Where my name is in the CC 
box 

 Where my name is in the To 
or CC box 

 Where my name is not in the 
To box 

 From people or distribution 
list 

 Sent to people or distribution 
list 

 With specific words in the 
recipient‟s address 

 With specific words in the 
sender‟s address 

 With specific words in the 
subject 

 With specific words in the 
body 

 With specific words in the 
subject or body 

 With specific words in the 
message header 

 Flagged for action 

 Marked as important 

 Marked as sensitivity 

 Assigned to a category 

 Which is an Out of Office mes-
sage 

 Which has an attachment 

 With selected properties of 
documents or forms 

 With a size in a specific range 

 Received in a specific date 
range 

 Uses the form name form 

 Suspected to be junk email or 
from Junk Senders 

 Containing adult content or 
from Adult Senders 

Text you see underlined in 

the foregoing and subsequent 

(Continued from page 4) lists must be clicked on and 

specified. In other words, 

When received through the 

specified account requires 

that you specify the account. 

Usually you will click on the 

underlined text and then se-

lect from the available 

choices. 

 

CAVEAT. Don’t expect too 

much from the Junk and 

Adult Senders rules. Most 

spammers continually use 

different, fictitious sending 

addresses, so these rules 

don’t work too well under 

these circumstances. 

 

Okay, you’ve told the Rules 

Wizard what type of rule 

you’re creating and when to 

apply the rule. The next page 

of the Wizard asks you what 

you want to do when a par-

ticular email meets these 

conditions. Here are your 

choices: 

 
 Move it to the specified folder 

 Move a copy to the specified 
folder 

 Delete it 

 Permanently delete it 

 Forward it to people or distri-
bution list 

 Forward it to people or distri-
bution list as an attachment 

 Print it 

 Reply using a specific tem-
plate 

 Notify me using a specific 
message 

 Flag message for action in a 
number of days 

 Clear the Message flag 

 Assign it to the category cate-
gory 

 Play a sound 

 Start an application 

 Mark it as importance 
 Perform a custom action 

IN K L IN G S  

 Stop processing more rules 

 

The next page of the Wizard 

has a list of exceptions that is 

too lengthy to reproduce here 

in its entirety. Below are a 

few of the more potentially 

useful exceptions you can 

apply. As you can guess, 

exceptions are used when the 

condition(s) of a rule apply, 

i.e., the email was received 

during a particular date range 

you had chosen to block in-

coming emails, BUT, you 

want mom’s email to be an 

exception to the rule. 

 
 Except if sent directly to me 

 Except if sent only to me 

 Except where my name is in 
the CC box 

 Except if my name is in the To 
or CC box 

 Except where my name is not 
in the To box 

 Except if from people or dis-
tribution list 

 Except if sent to people or 
distribution list 

 Except when received through 
the specified account 

 Except with specific words in 
the recipient‟s address 

 Except with specific words in 
the sender‟s address 

 Except if the subject contains 
specific words 

 Except if the body contains 
specific words 

 

You can see that most any 

exception you can think of is 

covered in this list. Hope-

fully you’ll find that the 

Rules Wizard is a powerful 

email management tool. And 

it doesn’t hurt that it’s free 

too! 

Although other browsers already 

had this feature, if you‟re using 
Microsoft‟s Internet Explorer as your 
web browser, you‟ll want to make 
sure you‟ve upgraded to version 6 

and that you‟ve enabled tabbed 
browsing. What‟s tabbed browsing 
you ask? If you ask us, it‟s one of 

the biggest and best enhancements 
to Internet Explorer in recent his-
tory. We‟re all familiar with normal 
browsing: you visit a site, the page 

appears in your browser, then you 

visit another site and a new page 
appears in your browser. In the 
course of surfing the web you may 

go back to a previous site or flip 
back and forth comparing two sites. 
This surfing method has its obvious 

drawbacks. Tabbed browsing, by 
contrast, lets you keep multiple 
sites open in your browser in much 
the same way that you can keep 

multiple documents open in your 
word processor. A row of tabs along 
the top of Internet Explorer  has the 

names of all the open sites and all 
you do is click on the appropriate 
tab to go from one to the other. You 
can still browse like you used to, 

but when you want to keep a page 
handy, you can visit new sites via a 
new tab. This is especially helpful 
for sites that don‟t permit paging 

back which is often the case with 
secure pages. 
 

On one of our computers Internet 
Explorer set itself for tabbed brows-
ing automatically when we up-
graded. On another computer we 

had to enable it manually. Here‟s 
how we did it. Assuming you have 
Version 6, and you have the MSN 

toolbar installed, click on the MSN 
toolbar button and a menu will drop 

down. Select the item labeled MSN 
Search Toolbar Options … When 

the MSN Search Toolbar Options 
dialog appears expand the Toolbar 
key in the tree view and click on the 

Tabbed Browsing key. When you do, 
you‟ll see the Tabbed Browsing 
options to the right. Click, that is 
place a checkmark, in the checkbox 

labeled Turn on tabbed browsing. 
Click on the OK button and you‟re all 
set. 

Keeping 

Tabs On  

IE6 

Law Off ice Computing  Page 5  
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FA M I LY  LAW  
PR A C T I T I O N E R ’S  A P PR E N T I C E  

Mrs. Jones, you’ve got a 
lovely son, - er, daughter 
 
If you’ve 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. That’s 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 “she?” Or making a refer-
ence to ―children‖ 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 variables—that is, 
information that remains con-
stant from one document to 
the next in the same case 
(for example, the case num-
ber, the parties’ names and 
addresses, and a host of 
other items). With FLPA, 
from the initial complaint to 
the final judgment entry, 
you’re never required to re-
enter information from one 
document to the next.   
 
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 parties’ 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 it’s 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. That’s 
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 the corresponding 
document template to include 
your specific language—
permanently. 
 
Speed Thrills 
 
The whole point of FLPA is 
to produce better docu-
ments faster. It’s especially 
user-friendly to law offices. 
Why law offices? Because 
they are emergency rooms 
for the treatment of legal 
problems—you’re meeting 
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 a law office’s 
stock-in-trade.

Feature List 
 

 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.  

 

 FLPA is a trial prepara-

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

 

 FLPA works seamlessly 

with any Windows word 
processor capable of 
opening RTF files, includ-
ing Microsoft’s Word for 
Windows and Corel’s 
WordPerfect. 

 

 FLPA works in all 32-bit 

Windows systems and is 
available in network 

versions. 
 

 For more information 

and features, visit the 
product information page 
of our web site. 

Document Index 
 

 Answer 

 Arrearages, Agreed Motion to 

Correct 

 Arrearages, Judgment Entry 

on Motion to Correct 
 Bond, Judgment Entry - Order 

to Post 

 Child Support, Motion to 

Modify 

 Continuance, Judgment Entry 

on Motion for 

 Continuance, Motion for 

 Counterclaim 

 Dissolution of Marriage, 

Judgment Entry on Petition 

for 

 Dissolution of Marriage, 

Petition for 

 Divorce, Complaint for 

 Divorce, Judgment Entry on 

Complaint for 

 General Information 

 Health Insurance 

Investigation Form 

 Motion for Specific Acts 

 Parental Rights and 

Responsibilities, Motion to 

Modify Allocation of  
 Pretrial Statement 

 Relocate, Notice of Intent to 

 Residential Parent, Affidavit of 

 Restraining Order, Motion & 

Affidavit for Temporary 

 Restraining Order, Temporary 

 Separation Agreement 

 Shared Parenting Agreement 

 Show Cause, Motion to 

 Standard Visitation Guidelines 

 Support Pendente Lite, 

Answer to Motion for 

 Support Pendente Lite, 

Financial Disclosure Affidavit 

 Support Pendente Lite, 

Motion for, with Notice 

 Temporary Custody, Motion 

for 

 Withholding, Judgment Entry - 

Order to Terminate 

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

S E E  P A G E  3 5  

In Good Humor 

Definitions 

 
Coffee (n) - the person upon whom 

one coughs. 
 
Flabbergasted (adj) - appalled over 
how much weight you have gained 

since you began your new diet. 
 
Abdicate (v) - to give up all hope of 

ever having a flat stomach. 
 
Esplanade (v) - to attempt an expla-
nation while intoxicated. 

 
Willy-nilly (adj) - one who is impo-
tent. 
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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?   Yes    No 
Has Wife been a Resident of County for more than 90 days?  Yes    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?   Yes    No 
Has Husband been a Resident of County for more than 90 days?  Yes    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 you’re preparing the divorce 
complaint, you simply choose the grounds in the dialog shown above. 
Above left, you select the method of service by simply clicking your mouse. 
Left, you’re filing an answer to a complaint. Just pick your affirmative de-
fenses from the list. FLPA automatically includes cites to the statutes and 
civil rules. 

Law Off ice Computing  Page 7  
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OH I O  SPOU S AL  SU PPORT  

What Does MA_200X Do? 

 

MA_200X is a tool for 

calculating spousal support, 

addressing tax issues, ana-

lyzing family budgets, calcu-

lating child support and test-

ing property division 

schemes. The child support 

software incorporated in 

MA_200X is the same as in 

our WROCSG with some 

additions. But the big change 

in MA_200X is not about 

child support or taxes—it’s 

about spousal support. 

 

Spousal Support/Alimony 

 

ORC §3105.18(B) lists 11 

factors that a trial court must 

consider in determining 

spousal support. Following 

these guidelines, MA_200X 

provides a range of 

recommended spousal 

support figures that is not 

simply the result of a tax 

analysis or income 

equalization formula. You 

can review the results and 

methodology by viewing the 

forms in the Spousal 
Support section. It links you 

to  the four items below. 

 

1. Income, Taxes, Support 
& Expenses 

 

A side-by-side summary of 

the parties’ taxable and 

nontaxable income along 

with personal and living 

expenses (essential and non-

essential). Both before-tax 

and after-tax information is 

provided with the currently-

set amount of spousal 

support. See Page 9.  

 

2. Support v. Lifestyle 
 

Summarizes the information 

contained in the Income, 

Taxes, Support & 
Expenses form through a 

range of 28 different values 

of spousal support. We call 

it the Lifestyle form because 

it provides an instructive 

comparison of each party’s 

ability to meet essential and 

nonessential living expenses 

at different levels of spousal 

support. You’ll find this 

form to be one of  

MA_200X’s most telling 

reports. See Page 9. 

 

3. Report—Statutory Con-
siderations 
 

Too long to be duplicated 

here, it’s written in a style 

that is more like a legal brief 

or judgment entry than an 

accounting spreadsheet. It 

begins by finding the differ-

ence between the parties’ 

respective total incomes. 

Each party’s income is then 

adjusted for payment of 

federal, state and local 

income taxes in order to at-

tain a more realistic starting 

point for comparing after-tax 

income and each party’s 

ability to meet their personal 

and living expenses (i.e., 

maintain their lifestyle). 

 

In cases where spendable 

income doesn’t meet living 

expenses. MA_200X goes 

one step farther by distin-

guishing between essential 

and nonessential expenses. 

Why? Because division of 

the family unit necessarily 

involves the financial hard-

ship related to supporting 

two households on the same 

income that previously 

supported one. In that con-

text, categorizing expenses 

as essential or nonessential 

assumes increased impor-

tance. 

A sample of this report is on 

the Demos & Downloads 

page of our web site. 
 

4. Set Spousal Support 
 

This form lets you deviate 

from any formulas or algo-

rithms and set your own 

amount to be used in the tax 

calculations and expense 

comparisons. In the end, it’s 

you in control of the calcu-

lation and not the other 

way around. 

 

Child Support & Taxes 

 

Don’t forget that MA_200X 

includes complete child sup-

port guidelines software. At 

the same time, all calcula-

tions are after-tax figures. 

That means the tax conse-

quences involved in the ex-

change of support are auto-

matically incorporated into 

forms such as the Lifestyle 
form. From the Tax Issues 

section of MA_200X you can 

view or print a breakdown of 

tax information related to 

who should take the depend-

ency exemptions and how it 

affects both parties. When 

it’s best to split the depend-

ency exemptions, MA_200X 

lets you know in the Child 
Dependency Exemptions 
vs. Taxes form. 

 

MA_200X also prints side-by

-side tax form facsimiles for 

both parties so you can ver-

ify the tax ramifications 

every step of the way. 

 

All forms and reports are 

capable of being exported 

to your word processor for 

quick and easy inclusion in 

your word processing 

documents.  

If you’re getting more and more emails 
these days, you might find it’s easier 
to spot special or desirable emails by 

having Microsoft Outlook color code 
incoming emails. Outlook allows you to 
set the color by following these steps: 

 

1. Click on the Tools menu and select 
Organize. 

2. A new window pane will appear in 

Outlook that has the caption—
Ways to Organize…. 

3. In the Ways to Organize window, 
select the button labeled Using 

Colors. 

4. Depending on what folder is active, 
i.e.,  Inbox, and what email is se-

lected, you can apply a color to that 
sender by simply choosing a color 
from the drop-down color list. 

Now any emails in the Inbox from that 

person and any future emails from that 
person will be in the selected color. 

Making You 

See Red 

Just about everyone knows that 
Google’s the top dog when it comes to 

searching the Internet. But Google has 
some other functions you might find 
useful. You get to these other func-
tions by clicking on the more>> item 

at the top of the Google search results 
page. First, there is Google Earth 
which is discussed in the hidden treas-

ure item on page 2. Then there’s the 
Local function that can be used to find 
businesses and services in your geo-
graphic area. Maps is also one of the 

Google tools. We don’t think it’s as 
useful as Map Quest, but if you want 
directions from point A to point B, it’ll 

do. Froogal (frugal) shops the Internet 
for your selected item and gives you a 
list of sites and prices where that item 
can be found. Two other functions that 

you should experiment with are (1) 
Book Search—Search the full text of 
books (including copyright materials) 
and (2) Translate—allows you to view 

web pages in foreign languages. 

Little-

Known 

Google 

Features 
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unable to meet his essential living 

expenses (i.e., the fifth column from the 
left goes below 100%); and C—is the 

point at which the Wife/Payee is able 

to meet 100% of her essential and 

nonessential living expenses (i.e., the 

rightmost column reaches 100%). The 

table suggests a potential range of 

annual spousal support from $13,338 to 

$26,676. The A, B & C designations are 
for illustration purposes and are not part 

of the program printout. The actual 

printed forms are print-shop perfect in 

spite of the fact that the facsimiles on 

this page become distorted in the reduc-

tion process. 

The Lifestyle form details the 

relationship between 28 different 
spousal support amounts and the 

parties' respective ability to meeting 

essential and nonessential living 

expenses. The 28 support orders range 

from zero to that amount of support 

required to equalize the parties' 

combined taxable income after taxes 
and including nontaxable income—the 
third column from the left—”Child 

Support.” In the example from the Tuto-

rial in our manual, there are at least 

three interesting rows to take note of: 

A—is the point at which the Husband 

and Wife‟s incomes after taxes and 

exchange of child support are 
approximately equal; B—is the point 

beyond which the Husband/Payor is 

C 

B 

A 



Page 10  Volume 2007,  Issue  1  

ORDER FORM & INFORMATION ON INSIDE BACK COVER—PAGE 35 

www.puri tas -spr ings.com 

One Hundred Plus 
 
You’re in good company 
when you purchase our Re- 
vised Ohio Child Support 
Guidelines (WROCSG) pro- 
gram. More than 100  
County Courts and Govern- 
ment Agencies use 
WROCSG—included are 
Domestic Relations Courts, 
Juvenile Courts, Probate 
Courts, Child Support En-
forcement Agencies, Depart-
ment of Human Services, 
Department of Job & Family 
Services, Prosecutor’s Of-
fices, Appellate Courts, Law 
Libraries and Universities 
throughout Ohio. So chances 
are pretty good that no mat-
ter where you practice, the 
Court or Agency you’re work-
ing with is using WROCSG. 
 
A recent enhancement to 
WROCSG is the use of an 
expanded support worksheet 
that provides all of the collat-
eral information required to 
perform a calculation. We’ve 
minimized the use of buttons 
and dialogs and all the infor-
mation they typically hide 
from the user. Instead, it’s all 
there like a magazine article 
containing sidebars. Easier to 
use and easier to under-
stand. 
 
So far as your printing 
choices are concerned, be 
assured nothing’s missing. 
You can still print an exact 
statutory version of the sole 
residential, shared parenting, 
or split parenting worksheets. 
And we still have the abbrevi-
ated or short form worksheet 
that puts everything you want 
on one sheet!  
 
Support Scheduler 
 
One ever-popular and useful 
extra is the arrearage calcu-
lator. It now does so much 
more than simply calculating 
arrearages that we call it the 
Support Scheduler. Its pur-

pose is to track support due 
dates and payments in order 
to provide a full and detailed 
rendering of the child support 
account from beginning to 
end. Organization is king. 
Calculating arrearages is 
made easier using built-in 
utilities that let you enter the 
terms of a support order and 
any number of modifica-
tions so literally hundreds of 
transactions can be entered 
in one step. For example, if 
an obligor was ordered to 
make $400 payments 
monthly starting August 15, 
1991, you could simply enter 
those terms using the Sup-
port Order utility and the 
program would instantly 
provide you with a com-
plete account that details 
each and every payment, 
together with a running bal-
ance. Let’s further suppose 
that the obligor started mak-
ing payments in the begin-
ning but stopped making 
payments after July 1997. 
We’ve included another utility 
called the Payment Series 
that will allow you to enter the 
starting and ending dates of 
the obligor’s consecutive 
payments in order to itemize 
and calculate a running bal-
ance on a payment-by-
payment basis. Of course, 
you can insert, modify, delete 
and add individual entries 
anywhere in the schedule 
that you desire. 
 
Interested in Interest? 
 
WROCSG calculates statu-
tory interest on arrearages 
automatically. Furthermore, 
the entire child support ac-
count can be printed so that 
each support due date, each 
payment, and each item of 
accrued interest is clearly 
arranged.  

Features/Benefits 
 

 WROCSG is customized 

for Windows XP, but it 
runs in all 32-bit Windows 
operating systems (i.e., 
Windows 2000, Windows 
ME, Windows 98 and Win-
dows 95). 

 You’ll always be up-to-date 

on the latest law and pro-
gramming changes be-
cause WROCSG can 
download upgrades from 
the Internet 24 hours a 
day, seven days a week—
and downloadable up-
grades are always free 
until a new major version is 
released.  

 The familiar look and feel 

of WROCSG will have you 
working like a pro the first 
time you run the pro-
gram—no learning curve, 
no training classes. Just 
type and go! 

 WROCSG now has the 
ability to send its output 
to your word processor 
in addition to your printer—
think of the possibilities, 
i.e., faxing, emailing, incor-
porating into documents, 
briefs, etc. 

 One mouse click lets you 
switch between the three 
statutory table lookup 

methods. 

 WROCSG automatically 

handles the calculation of 
minimum support orders 
for combined incomes in 

excess of $150,000. 

 Easily perform program 

modifications like annually 
changing federal income 
tax dependency exemp-
tion on line 8 of the work-
sheet—without paying an-
nual subscription fees. 

 Extensive help information 

and relevant statutory cites 
are available via the ac-
companying help file. 

RE V I S ED  OH I O  
CH I L D  SU PP O RT  GU I D E L I N E S  
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Until we did some research, 

we had little idea that this 

program had become one of 

our best sellers. Here’s why. 

 

Wizards — One click and 

Deed & Document Pro’s 

(WDeed) Document Wiz-
ard takes you through your 

document step-by-step, ask-

ing simple questions and 

providing examples of the 

information requested. Noth-

ing could be easier. 

 

Word Processor Compati-

bility — Another click of the 

mouse and you’re in your 

very own word processor 

looking at a completed docu-

ment. Old English fonts, 

character and paragraph for-

matting, anything is possi-

ble—the only limit is the 

capability of your word 

processor. 

 

Customizable Documents 

and Defaults — Not only 

can you preset unchanging 

information like the pre-

parer’s name, address, tele-

phone number, etc., you can 

also edit the document tem-

plates themselves to add the 

customized language that 

your office has developed 

over the years. 

 

Global Defaults - We took 

the concept of the default 

answers to the next level. 

With global defaults you can 

now set certain defaults, i.e., 

county name, year, preparer 

information, etc., for all 80 

documents at the same time 

in one easy step. 

 

Twice the Documents — 

We didn't just add and up-

date a few documents; we 

doubled them. We reformat-

ted and re-edited all the ex-

isting ones. In order to add 

useful documents, we took a 

survey of our WDeed users 

and received excellent sug-

gestions (for which we are 

sincerely thankful) concern-

ing the deeds and documents 

that practitioners use most. It 

was this thoughtful user-

feedback that identified the 

forms we added to WDeed. 

As a result, there are now 

almost 80 deeds and docu-

ments.  

 

Saving Your Wizard An-

swers — WDeed gives you 

the option of saving your 

Wizard answers. This new 

feature is useful when you 

want to redo a 

document 

without needing to answer 

the Wizard questions a sec-

ond time. This is also useful 

when you have a document 

that is similar to a document 

you have already completed. 

Using this feature, you can 

preload your prior Wizard 
answers and change only the 

answers you want. An exam-

ple of where this is particu-

larly useful is in husband/

wife Last Will & Testaments 

where the two documents are 

essentially similar excepting 

the many gender references 

throughout the document. 

Now you can simply load the 

Wizard answers and just 

change the gender. With one 

click you’re ready to go—a 

huge advance in WDeed’s 

utility. 

 

Network Friendly — No, 

this is not a network pro-

gram, but it’s easy to set up 

for network centralization of 

documents and templates. 

The two advantages of this 

method are document shar-

ing and simplification of the 

backup process. 

 

Context-Sensitive Help — 

You can press <F1> on any 

menu command and be 

transported instantly to the 

appropriate help topic. 

 

Quick-Create Buttons 

— A range of buttons 

for starting the Document 
Wizard and creating your 

documents with one click of 

the mouse. 

 

Pop-Up Menus — Right-

click your mouse button to 

access pop-up menus for 

common functions like sav-

ing files, starting new files, 

previewing and printing 

documents. 

 

Documents—The list of 

documents (there’s about 80) 

is too long to include in this 

newsletter. If you’d like to 

see a complete list, visit our 

web site at www.puritas-
springs.com and click on 

the OH Deed & Docs but-

ton in the Product Informa-
tion section of our home 

page. 

We’re not sure why Microsoft ships 
Windows with certain Explorer settings, 

but whether you’re a novice or an 
expert, you’ll probably want to try the 
Windows Explorer settings described 
below. Remember, this is Windows 
Explorer and NOT Internet Explorer 
we’re talking about. We’ll be using 
Windows XP as an example, but the 

settings are about the same in prior 
versions of Windows.  

1. Start Windows Explorer 

2. In Windows Explorer go to the Tools 

menu and select Folder Options. 

3. Go to the View tab and check/
uncheck the following advanced 
settings: 

Display the contents of system fold-
ers—Check 
Display the full path in the title bar—

Check 
Show hidden files and folders—Check 
Hide extensions for known file types—
Uncheck 

Hide protected operating system 
files—Uncheck 
 

Changing these settings is one of the 
first things we do when we set up new 
computers. These setting usually 
enhance user friendliness by giving 

you more information and making it 
less likely that you’ll accidentally delete 
or move a hidden file. 

Changing 

Explorer 

Defaults 

In Good Humor 

More Definitions 

 
Negligent (adj) - describes a condi-
tion in which a woman absentmind-

edly answers the door in her night-
gown. 
 

Lymph (v) - to walk with a lisp. 
 
Gargoyle (n) - olive-flavored 
mouthwash. 

 
Balderdash (n) - a rapidly receding 
hairline. 
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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 
states, including Texas. Now, 
a few years later, electronic 
filing has proved successful 
by lessening the workload of 
both the bankruptcy practi-
tioner and the Bankruptcy 
Court. 
 
When our electronic filing 
feature was first introduced, 
only a few jurisdictions were 
accepting such filings. Now, 
all courts have recognized 
the benefits of electronic fil-
ing, and more bankruptcy 
preparers are eager to se-
cure the time, convenience 
and financial benefits of elec-
tronic filing. Version 6 makes 
electronic filing easy.  
 
Bankruptcy Processing 
 
WBank’s ability to send 
your bankruptcy petition, 
including all forms and 
schedules, to your word 
processor as a single, edit-
able document opens a lot 
of doors. Once the forms are 
in your word processor, 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 don’t have to 
think about it. You simply 
change it. This important new 
feature gives you the ability 
to make modifications that 
may not be possible in the 
context of WBank itself. With 
our Send to Word Proces-
sor feature, not only can you 
modify and format your an-
swers, but once the desired 

form is in your word proces-
sor, you can even change the 
form itself! There’s nothing 
you can’t change in the famil-
iar comfort of your very own 
word processor. 
 
When we referred to 
―opening doors,‖ we meant 
that once the completed peti-
tion is in your word proces-
sor, you send the petition as 
an email, fax it, make a 
―dumb‖ pdf file, or print it. 
Most current word proces-
sors are very powerful in their 
file-handling capabilities. 
 
With this new feature, you’ll 
find it’s 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, don’t 
worry; you can still print any 
form or batch of forms di-
rectly from WBank itself. 

PDF-Making Ability 

Many users don’t know 
that Adobe Reader (that is 
freely distributed) cannot 
create PDF files. It can only 
view them. Because WBank 
comes with its own PDF 
maker, it does not require 
additional software. That’s an 
important fact to know that 
because Adobe charges 
about $350 for the new ver-
sion of Acrobat - the program 
with the ability to create PDF 
files. Of course, the unalter-
able truth is that if you can’t 
turn your petition into a 
―smart‖ or ―data enabled‖ pdf 
form, you won’t be able to file 
petitions after October 2006. 
That’s an important date. 
October 2006 is the date 
after which all pdf files must 
be data enabled to be ac-
ceptable to the Bankruptcy 
Court. 
 
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). 
WBank has the ability to 
create PDF bankruptcy 
filings automatically in all 
32-bit Windows versions 
without additional soft-
ware. WBank guides you 
step-by-step through the en-
tire file creation process. 

Just One Look 

The Main Window is your 
Map Quest roadmap for proc-
essing a bankruptcy petition. 
From top to bottom, from 
beginning to end, the outline 
or tree view logically organ-
izes the data entry process 
by building on information 
entered in prior levels. See 
the Main Window screen 
depicted on the facing page. 
Of course, you click on the 
[+] to the left of the Start 
Here item to begin. You'll see 
the first level of sub-items or 
steps: 

1. General Information 

2. Voluntary Petition & Ex-
hibits 

3. Creditors & Debts 

4. Property & Exemptions 

5. Statement of Affairs 

6. Current Income—
Schedule I 

7. Current Expenses—
Schedule J 

Our intention is that you 
should have a pretty good 
feel for using the program 
simply by looking at the Main 
Window. 
 
Means Test  Forms 
 
WBank has all the new 
means test calculation forms 
and integrates all the extra-
neous IRS data required for 
computing the median family 
income, local and national 
standards for housing, food, 
clothing and transportation 

OFFI CI AL  BAN KRU PTC Y  FORM S  

Electronic Filing: 

“WBank has the 

ability to create 

smart PDF 

bankruptcy filings 

without additional 

software. In case 

you’re wondering, if 

your present 

bankruptcy software 

can’t make a PDF 

file, it’s going to cost 

you an additional 

$300 to purchase 

Adobe’s PDF 

Writer.” 



Page 13  Volume 2007,  Issue  1  

ORDER FORM & INFORMATION ON INSIDE BACK COVER—PAGE 35 

www.puri tas -spr ings.com 

expenses. Don’t forget that 
this information changes 
every 6 months and those 
upgrades are free until the 
release of a new major ver-
sion. 
 
Print-Shop-Perfect Forms 
 
Our printed forms always 
looked pretty good, but 
WBank's printed output is 
unparalleled thanks to new 
design and layout techniques 
for rendering the various 
forms and schedules.

FO R  W IN DOW S  
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CHECK OUR 

WEB SITE FOR 

MORE UP-TO-DATE  

INFORMATION 

ABOUT MAKING 

PDF & 

ASCII MATRIX 

FILES 

The Main Window 

Chapters 7, 11, 12 & 13 
 
All chapters use the same 
basic set of "Official Bank-
ruptcy Forms" and WBank 
prepares them all. Why 
should it be any different? 
 
Forms Included 
 
All of the new "official Bank-
ruptcy Forms" are included 
from Form 1 through Form 
23. WBank also includes 
other various commonly used 
forms. See the product infor-

mation page of our web site 
for a complete list of all the 
included forms and sched-
ules. 
 
There are many more pro-
gram features than we have 
room to describe in a few 
pages of this cata-letter. You 
can visit the product informa-
tion page of our web site to 
learn more, but of course, 
there’s no substitute for tak-
ing WBank for a test drive by 
trying the free demo. Seeing 
is believing. 
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With U.S. Estate Tax 
(W706), we followed the Pu-
ritas Springs Software phi-
losophy—that 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. 

This is the last application in 
the Probate Triple Pack that 
lets you take probate infor-
mation, export it to the Ohio 
Estate Tax program, and 
then to the U.S. Estate Tax 
program. And you do it all 
from a single set on entries! If 
there was ever a probate 
time saver, this program is it. 

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

UN I T ED  STAT E S  ES TAT E  TAX  

 

 New Worksheets for enter-
ing beneficiaries, assets 
and debts. Each allows 
you to work with centrally 
located information that 
you can effortlessly 
change, delete, insert, 

append and sort. 

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

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

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

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

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

 Visit www.puritas-
springs.com for a free 

downloadable demo. 

 Customized for Windows 
XP, but runs in any version 
of Windows. 

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

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

 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. 

 Context-sensitive help 
means you can highlight a 
menu command, press 
<F1> and go straight to the 
related help topic. The 
help files contain a com-
plete, hyperlinked copy 
of the Form 706 instruc-
tions, in addition to the 
complete text of Pub 950 – 
Introduction to Estate & 
Gift Taxes. 

 Over 20 custom con-
tinuation pages for better 
organization and a more 
comprehensible final prod-
uct. 

A Die-Hard Fan 
 
A man had two excellent tickets for 

the Super Bowl. As he sat down, 
another man came up to him and 
asked if anyone was sitting in the 
seat next to him. 

 
"No", the first man responded, "the 
seat is empty". 

 
"This is incredible!" said the second 
man in disbelief, "who in their right 
mind would have a seat like this for 

the Super Bowl—the biggest sport-
ing event of the year—and not use 
it?" 
 

Hearing this comment, the first man 
said, "well, actually, the seat be-
longs to me. My wife was supposed 

to come with me, but she passed 
away. Actually, this is the first Super 
Bowl we haven't attended together 
since we got married way back in 

1969.” 
 
"Oh ... I'm sorry to hear that. That's 

terrible. I guess you couldn't 
find someone else, a friend or rela-
tive or even a neighbor to take the 
seat?" 

 
The first man shook his head 
thoughtfully, "No, they‟re all at the 

funeral". 
 
 
 

 
 

In Good Humor 

Have you ever mailed in a rebate 
coupon with all the necessary 

enclosures and forms and never 
received your rebate? 
 

Try these sites for helpful 
information on rebate offenders:  
 

www.consumeraffairs.com 

 
and 

 

www.ripoffreport.com 

Rebuffed 

On Your 

Rebate? 

Sure, the law office is a place for 
serious work. You’re not there to be 
playing games and having fun. On 
the other hand, all work and no play 
blah, blah, blah; and what about 
lunch time? 
 
Here’s a group of downloadable 
games that have distinguished 
themselves among the scads of 
free software available on the 
Internet. 
 
Enigma by Daniel Heck 
www.nonjnu.org/enigma/ 
 
This game is a knock off of the 
classic Mac game called Oxyd. The 
difference is that Enigma has a 
whopping 742 levels with many 
customizable options. Your mouse 
controls a slippery black marble that 
exposes colored stones on contact, 
but only one at a time. Your 
challenge is to match all of the pairs 
of colored stones to complete each 
level. 
 
The Ur-Quan Masters 
www.download.com/The-Ur-Quan
-Masters/3000-7537_4-
10314230.html 
 
An open-source remake of the 
classic DOS game Star Control II. 
It’s as fun to play as the original. 
The mix of strategy, role-playing 
and space combat holds up to most 
other popular games. If you’ve 
never tried it, have a look. 

Free 

Fun &  

Games 
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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 Decedent’s Life Sched R GST Tax - 3 pgs 

Sched E Jointly Owned Property Sched R-1 GST Tax 

Sched F Other Miscellaneous Property Sched U Conservation Easement Exclsn 

Sched G Transfers During Decedent’s Life Wrksht TG Taxable Gifts Reconciliation 

Sched H Powers of Appointment Wrksht TG Taxable Gifts Reconciliation 

Sched I Annuities Ln 7 Wrkst Gift Tax on Gifts After 1976 

Sched J Funeral and Administrative Exps. Sch Q Wrkst Credit for Tax on Prior Transfers 

Sched K Debts of the Decedent ...   

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. 
You’ll 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. Don’t 
forget that, like most all of our 
programs, you can download 
a free demo from our web-
site.  

U N I T E D  S TA T E S  G I F T  T A X — F 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 1—GST 

Sched C Continuation for Part 1—Spouse’s Split Gifts 

Sched C Continuation for Part 3—Tax Computation 

Form 709-A Continuation Schedule 

Included Forms 

Definitions. A decade or two ago 
users worried about viruses. Now 
there are additional threats. Here 
are three utilities you should make 

sure you have on your computer: 
 
 Antivirus. A utility that searches a 

hard disk for viruses and removes 
any that are found. Most antivirus 
programs include an auto-update 
feature that enables the program to 

download profiles of new viruses so 
that it can check for the new viruses 
as soon as they are discovered. Try 

Avast!, a free antivirus program that 
can be found at www.avast.com. 
 
 Firewall. A system designed to 

prevent unauthorized access to or 
from a private network. Firewalls can 
be implemented in both hardware 
and software or a combination of 

both. Firewalls are frequently used 
to prevent unauthorized Internet 
users from accessing private net-

works connected to the Internet, 
especially intranets. All messages 
entering or leaving the intranet pass 
through the firewall which examines 

each message and blocks those that 
do not meet the specified security 
criteria. Try ZoneAlarm, a free fire-

wall that can be downloaded from 
www.zonelabs.com. 
 
 Anti-Spyware. A utility used to 

protect and rid your system of spy-
ware. Spyware is a type of applica-
tion that tracks your Internet habits 

in order to serve advertisements of 
potential interest. When the ads 
become intrusive, they are referred 
to as spyware. Usually this software 

downloads to your computer without 
your knowledge and consent. Try 
AdAware, a free anti-spyware pack-
age that can be downloaded from 

www.lavasoftusa.com. 
 
Outlook Express. If you use Outlook 
Express as your email handling 
software (not to be confused with 
standard Outlook), check the box 
marked “Warn me when other appli-

cations try to send mail as me.” 
That gives you the opportunity to 
defeat any emails that attempt to 

use your account to obtain personal 
information from your computer. 
See page 18. 

Security 

Tips 

Interested In Taxes? 

Check Out Our New Ohio Fiduciary Tax 

See Page 19 For Details 
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M O R E  F E A T U R E S  

BA S I C  OH IO  PROBA TE  FOR M S  

Our Basic Ohio Probate 
Forms program (WBOPF) is 
a stand-alone, standard Win-
dows program that follows 
normal Windows program-
ming conventions. It is not a 
simple template, HotDocs or 
script, but instead is a true 
Windows program. What this 
means is that opening, sav-
ing and printing is done 
just like it is in your word 
processor. You won’t need 
to learn needlessly different 
and complex new ways to do 
the same old thing. If your 
program doesn’t have an 
immediately recognizable 
menu bar and interface, it’s 
not following Windows proto-
col. Why struggle with a new 
interface? Not enough to do? 
 
Over half the standard pro-
bate forms involve the 
spouse, kin and legatees, 
so you’ll be wanting your 
probate program to com-
plete all the necessary no-

tices, consents and waiv-
ers. WBOPF does just that! 
By way of example, if you 
have 20 beneficiaries, 
WBOPF can complete all the 
notices, consents and waiv-
ers, etc. with a click of the 
mouse. No retyping or cum-
bersome copying and past-
ing. 
 
Front and back sides of the 
same form are viewed to-
gether in a single, scrolla-
ble format. There’s no need 
to jump through hoops and 
waste time just because you 
want to work on or view the 
back side a form. 
 
What You See Is What You 
Get. When you look at our 
Inventory or Accounting 
forms, you see the form as it 
would be printed. There’s no 
―preview‖ process (a throw-
back to word processors of 
the 80s) to see what your 
form will look like on paper. 

 
Quality Not Quantity. In-
stead of paying for hundreds 
of forms that you don’t use or 
are incorrect, we give you the 
complete set of ―Standard 
Probate Forms‖ as defined 
and promulgated under 
Rules 51 and 52 of the Su-
preme Court’s Rules for the 
Superintendence of Common 
Pleas Courts. Let’s face it, 
scads of little-used forms that 
don’t complete themselves or 
do so minimally are hardly 
more useful than those you 
can get at a Probate Court’s 
own web site. 
 
With WBOPF you’re paying 
for the core set of forms that 
you need to administer pro-
bate estates. Nothing more. 
 
All screens and printouts are 
designed to comply with the 
typographical specifications 
set forth in Rules 51 and 52, 
supra. 

 The Next Generation 

program designed and cus-
tomized for Windows XP, 
although it runs in all Win-
dows 32-bit environments, 
i.e., 2000/ME/98/95 & NT. 
 

 Handles calculations 

automatically; most forms 
complete themselves! This 
includes not just the mathe-
matically-oriented forms like 
the inventory and accounting 
forms, but also all consents, 
waivers and notices will con-
tain the beneficiary name and 
address information auto-
matically. 
 

 Prepares the Standard 

Probate Forms as set forth 
in Rules 51 and 52 of the 
Rules for Superintendence of 

Ohio Courts. Good in all Pro-
bate Courts and print shop 
perfect. 
 

 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. 
 

 Capable of sending 

forms to your word proces-
sor for final review, format-
ting and printing. This facili-
tates emailing, faxing, mak-
ing PDFs, etc. The function-
ality of your word processor 
is your only limitation. 
 

 Inventory and Accounting 

form entries are automati-
cally sorted by category. 

 Modifiable templates for 

case-specific customization. 
 

 Multiple forms. If there 

are 20 kin, in 20 different 
states, and each needs a 
particular notice, you can 
prepare all 20 notices in 
one step. 
 

 Saves and loads pro-

bate estates as ordinary, 
simple files. There is no 
need to save each form or 
page individually. Your entire 
set of forms is saved and 
opened just as you would 
any word processing file. 
 

 Visit our web site and try 

our free, fully functioning 
demo. 

It’s great to have someone you can 
send on errands. Go to the store and 
get me a pound of salami. Sliced thin. 

By the way, go to a dozen different 
stores and compare prices. 
 

That only works for the President, 
right? Maybe not. The web sites below 
do some comparison shopping. 
 

PriceGrabber.com—this site is the 
best of them. A well-organized, indepth 
array of product categories together 
with good results. 

mySimon.com—a grandparent of this 
genre. Second only to PriceGrabber. 

Shopzilla.com—Beneath that coy 

exterior are search results that rival 
mySimon. 

Become.com—Worth consulting. 

Shopping.com—Maintained/owned by 

eBay. 

Smarter.com—It’s there 
 

The search/comparison engines these 
sites use does not always ferret out 
the best price. However, at worst 
you’re a much more educated con-

sumer. 

Personal 

Shoppers 

In Good Humor 

A Certain Ethnic Individual 
 
A certain ethnic individual called 
into work and said, ―Boss, I no 
come work today, I real sick. Got 
headache, stomach ache, and legs 
hurt. I no work today.‖ 
 
His boss replied, ―I’m sorry to hear 
that, I really need you today. When-
ever I feel like that I go to my wife 
and tell her to give me a kiss. That 
makes everything better and I go to 
work. You should try that.‖ 
 
Before noon, the certain ethnic 
individual showed up at work and 
reported to his boss. ―Boss, I do 
what you say and I feel great. By 
the way, boss, you got real nice 
house.‖ 
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IN C L U D E D  FO R M S  & SC H E D U L E S  

WARNING: If you use Registry Editor 
incorrectly, you may cause serious 
problems that may require you to 

reinstall your operating system. 
Microsoft cannot guarantee that you 
can solve problems that result from 
using Registry Editor incorrectly. 

Use Registry Editor at your own risk. 
Programs that are compatible with 
Windows may have an uninstallation 

program or feature. The Add/

Remove Programs tool lists all of 
the Windows-compatible programs 
that have an uninstall program or 

feature. You may need to manually 
remove the program from the Add/
Remove Programs list [using the 
procedure to be described below] if 

you uninstall a program and the 
program name is not removed from 
the list in the Add/Remove Pro-

grams application: 

Have you ever found an entry in 
Control Panel‟s Add/Remove appli-
cation referencing a program that 

was already removed? Here‟s Micro-
soft‟s instructions for removing the 
previously deleted program from the 
list. 

Although it‟s never happened to us 
(knock on wood), we feel obliged to 
reprint Microsoft‟s caveat concern-

ing the procedure described below. 

Law Off ice Computing  Page 17  

Form 1.0 Surviving Spouse, Next of Kin, ... Form 8.1 Election of Spouse to Take Under ... 

Form 2.0 Application to Probate Will Form 8.2 Election of Spouse to Take Against ... 

Form 2.1 Waiver of Notice of Probate Form 8.3 Summary of General Rights of … 

Form 2.2 Notice of Probate of Will Form 8.4 Certificate of Service & Notice of ... 

Form 2.3 Entry Admitting Will to Probate Form 8.5 Return for Certificate of Service ... 

Form 2.4 Certificate of Service of Notice Form 8.6 Waiver of Service to Surviving Spouse ... 

Form 3.0 Appointment of Appraiser Form 9.0 Application to Sell Personal Property 

Form 4.0 Application for Authority ... Form 9.1 Schedule of Personal Property ... 

Form 4.1 Supplemental Application ... Form 9.2 Notice of Sale ... 

Form 4.2 Fiduciary’s Bond Form 10.0 Application to Distribute in Kind ... 

Form 4.3 Waiver of Right to Administer Form 10.1 Schedule of Property ... 

Form 4.4 Notice of Hearing ... Form 10.2 Notice of Hearing ... 

Form 4.5 Entry Appointing / Fiduciary’s Acceptance Form 10.4 Notice of Distributee ... 

Form 5.0 Application to Relieve Estate …. Form 11.0 Consent to Power to Sell Real Estate 

Form 5.1 Assets & Liabilities of Estate ... Form 12.0 Application for Certificate ... 

Form 5.2 Waiver of Notice ... Form 12.1 Certificate of Transfer ... 

Form 5.3 Notice of Application to Relieve ... Form 12.2 Entry Issuing Certificate of Transfer 

Form 5.4 Publication of Notice ... Form 13.0 Fiduciary’s Account & Entry 

Form 5.5 Publication of Notice—multiple estates Form 13.1 Receipts & Disbursements 

Form 5.6 Entry Relieving Estate from ... Form 13.2 Assets Remaining in the Hands ... 

Form 5.9 Report of Distribution Form 13.3 Entry Approving and Settling …. 

Form 5.10 Application for Summary Release ... Form 13.4 Waiver of Partial Accounting 

Form 5.11 Entry Granting Summary Release ... Form 13.5 Notice of Hearing on Account 

Form 6.0 Inventory and Appraisal Form 13.6 Certificate of Termination 

Form 6.1 Schedule of Assets Form 13.7 Waiver of Notice of Hearing ... 

Form 6.2 Waiver of Notice of Hearing Form 13.8 Application to Extend Administration 

Form 6.3 Notice of Hearing Form 13.9 Certificate of Service of Account to ... 

Form 7.0 Notice to Administrator of Estate ... Form SS-4 Application for Employer ID Number 

Form 7.1 Application for Family Allowance Form 56 Notice Concerning Fiduciary ... 

Form 7.2 Application for Apportionment ... Form 2848 Power of Attorney and Declaration ... 

Form 8.0 Citation to Surviving Spouse ... Form 4768 Application for Extension ... 

Add/Remove Ghostbusting 

1. Click Start, click Run, type rege-
dit in the Open box, and then 
press ENTER. 

2. Locate and click the following 
registry key: 
HKEY_LOCAL_MACHINE\Softwar

e\Microsoft\Windows\CurrentVer
sion\Uninstall 

3. After you click the Uninstall 
registry key, click Export Regis-

try File on the Registry menu. 

4. In the Export Registry File dia-
log box, click Desktop in the 
Save in box, type uninstall in 

the File name box, and then 
click Save. 

5. Each key under Uninstall repre-

sents a program that appears in 
Add/Remove Programs. To 
determine which program that 
each key represents, click the 

key, and then view the corre-
sponding information:  

  DisplayName - the value data 

for the DisplayName key is the 
name that is listed in Add/
Remove Programs. 
UninstallString - the value data 

for the UninstallString key is 
the program that is used to 
uninstall the program  

6. After you identify the registry 

key that represents the program 
that is still in Add/Remove 
Programs, right-click the key, 

and then click Delete. 

7. After you delete the key, click 
Start, point to Settings, and 
then click Control Panel. 

8. In Control Panel, double-click 
Add/Remove Programs. 

9. In Add/Remove Programs, verify 

that the program for which you 
deleted the registry key is not 
listed. 

10. If the program list is not correct 

in Add/Remove Programs, you 
can double-click the 
Uninstall.reg file on your desk-

top to restore the original list of 
programs in the registry. 

11. If the program list is correct in 
Add/Remove Programs, you can 

right-click the Uninstall.reg file 
on your desktop, and then click 
Delete. 

 

 

County Specific Versions Of Basic Ohio Probate Forms 
Are Now Available For Cuyahoga & Franklin Counties 
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OH I O  ES TAT E  TAX  

T H E  S O L U T I O N — V E R S I O N  6 +  

 Developed in and opti-

mized for Windows XP 
although it runs in any ver-
sion of Win 95 or later. 

 One-click access to on-line 

stock and mutual fund 
valuations (your own ISP 
is required). 

 Print shop quality printed 

forms. Approved by the 
Ohio Department of 

Taxation. 

 Interview Wizard helps 

you complete your return. 

 Auto-fit Text. Type an 

answer that’s a bit too long 
for the allotted space and 
WOET shrinks it to make it 
fit in the space provided on 
the ODOT-approved form. 

 Imports Probate files, re-

sulting in automatically 
completed estate tax re-
turns. 

 Bigger help files with more 

and better explanations. 

 Allows quick and easy 

changes with instantane-

ous updating of all infor-
mation. 

 Able to jump to Internet 

sites for the purpose of 
obtaining stock and fund 
valuation research. 

 Compatible with W706    

for transferring estate tax 
data to our U.S. Estate Tax 
program. 

 Sends any form or batch 

of forms to your word 
processor for further edit-
ing or formatting. 

After our popular Revised Ohio Child Support Guidelines program 

(WROCSG), Ohio Estate Tax for Windows (WOET) is one of our best sellers—

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

do estate tax returns any other way. Try our free demo if you don’t believe us! 

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

Form 2 Ohio Estate Tax Form—Page 1 Form 3G Ohio Resident GST Tax 

 Recapitulation—Page 2 Form 3N Ohio Nonresident Additional Tax 

 Information—Page 3 Form 4 Ohio Nonresident Estate Tax 

Sched A Real Property Form 5 Ohio Estate & Additional Tax … 

Sched B Stocks and Bonds Form 12 Application for Consent 

Sched C Mortgages, Notes and Cash Form 12-A Nonresident Appl. for Consent 

Sched D Insurance Form 13 Application for Consent to Transfer 

Sched E Part I—Joint & Survivorship Property Form 14 Tax Release 

 Part II—Joint & Survivorship Property Form 14-A Nonresident Tax Release 

Sched F Other Miscellaneous Property Form 17 Ohio Estate & Additional Tax ... 

Sched G Transfers During Lifetime Form 18 Close Corporation Valuation Form 

Sched H Powers of Appointment Form 21 Application for Certificate 

Sched I Annuities, Pensions, Retirement Plans Form 22 Certificate of Estate Tax ... 

Sched J Debts & Administration Expenses Form 24 Certificate of Subordination ... 

Sched K Charitable Bequests Form 34  Qualified Farm Property 

Sched M Part I—Bequests to Surviving Spouse Form 35 Worksheet for Developing ... 

Sched M Part II—Bequests to Spouse Form 36 Qualified Farm Property 

Form 2X Amended Ohio Estate Tax Form 36-A Certificate of Subordination 

Form 3 Ohio Resident Additional Tax Return Form 41 Application for Extension 

Free 

Security 

Utilities 

In previous issues, and even in this 

issue on page 15, we‟ve referred to 
several different types of security 
applications that are available for 
free on the Internet. They‟re good 

alternatives to paying big bucks in 
security update fees or super-
powered program with features you 

never use. However, they‟re not the 
only alternatives. Here‟s a list of 
other security programs that are 
free. 

 

Anti-Spyware 

 
Ad-Aware Personal— 
www.lavasoftusa.com. Our personal 

choice. 
 
Microsoft Windows AntiSpyware— 

www.micrsoft.com. This product 
probably won‟t be free forever, so 
get it while it is. 
 

Spybot Search & Destroy— 
www.spybot.com. Many journals and 
technicians recommend running this 

product in conjunction with Ad-
Aware. 
 

AntiVirus 

 
AntiVir Personal Edition— 

www.free-av.com.  
 
Avast! Home Edition— 

www.avast.com. Our personal 
choice. 
 
AVG Free Edition— 

www.grisoft.com. 
 

Firewall 
 
Kerio Personal Firewall— 

www.kerio.com. 
 
Outpost Firewall Free— 

www.agnitum.com. 
 
Sygate Personal— 
www.sygate.com 

 
ZoneAlarm—www.zonelabs.com. 
Our personal choice. 
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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     
medium-sized estates and 
trusts. That means W1041 is 
meant to handle the types of 
returns that law offices typi-
cally prepare. That gives you 
the ability to prepare profes-
sional-looking, simple returns 
at a low cost, making it worth 
your while to do the easy 
returns yourself without refer-
ring them to accounting of-
fices. 
 
The truth is that super-
complex returns are typically 
outsourced anyway, so why 
spend big bucks for a pro-
gram that’s designed to han-
dle them. For the other 99% 
of commonly-filed returns, 

our U.S. Income Tax for 
Estates & 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: 
 
―The 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.‖ 
 
Even if you’re not handling 
million dollar estates, it’s hard 
to find one that doesn’t meet 
the filing criteria described 
above. At a price of $49.99, 
W1041 pays for itself as 
soon as you do your first 
return. 

U N I T E D  STA T E S  I N C O M E  TA X  
FO R  E S TA T E S  & TRU S T S —FO R M  1041  

 
 Comprehensive List of Included Forms, Schedules & Worksheets  

 
Forms & Schedules: 
 

Form 1041 U.S. Income Tax for Estates & Trusts 
Schedule A Charitable Deduction 
Schedule B Income Distribution Deduction 
Schedule G Tax Computation 
Schedule I Alternative Minimum Tax 
Schedule J Accumulation Distribution for Complex Trust 
Schedule K-1 Beneficiary’s Share (multiple copies) 
Form 1041-A U.S. Information Return—Trust Accumulation 
  of Charitable Amounts 
Form 1041-ES Estimated Tax Vouchers 
Form 1041-QFT Income Tax Return for Qualified Funeral Trusts 
Form 1041-T Allocation of Estimated Tax Payments 

 
Worksheets: 
 

Form 1041-ES Estimated Tax 
Schedule D Unrecaptured Section 1250 Gain 
Schedule D Tax Worksheet 
Schedule D Qualified 5-Year Gain 
Schedule D Capital Loss Carryover 
Schedule D 28% Rate Gain 
 

Continuation Schedules: 
 

Form 1041 Line 1 Interest Income 
Form 1041 Line 2a Dividend Income 
Form 1041 Line 15a—Other Deductions Not Subject to 2% 
Form 1041 Line 15b—Other Deductions Subject to 2% 
Schedule D Short-Term Capital Gains & Losses 
Schedule D Long-Term Capital Gains & Losses 

 
Miscellaneous: 
  
 1. Complete published IRS Instructions for Form 1041 &  
 associated Schedules 
 
 2. Complete IRS Publication 950—Introduction to Estate 
 & Gift Taxes 

 

OH I O  F I D U C I A RY  TA X  

It’s The Law  
 
The Ohio Form IT-1041 is not 
new, but the law mandating 
its filing is. If you read the 
statutory language below, 
you’ll note that all dece-
dents’ estates that earn 
income must file a fiduci-
ary income tax return. Also 
note that there is no mini-
mum amount of income. Any 
income to a decedent’s es-
tate mandates filing. How 
many estates are there that 
do not have at least one in-
terest-bearing account?  
 
The Statute 
 
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 must 
file: 
 

 The trust resides in Ohio, 

or 

 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 of the 
United States. 

 
WIT1041 
 
Ohio Fiduciary Tax 
(WIT1041) resembles our 
ever-popular United States 
Income Tax for Estates and 
Trusts. It's perfect for com-
pleting the kinds of returns 
that law offices typically han-
dle. Budget-priced at $49.99, 
it pays for itself with the first 
return you prepare. It prints 
the entire basic form set and 
performs all calculations auto-
matically. 
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OH I O  GUAR D I A N S HI P  FOR M S  

6 Years of Free Upgrades? 
 
Yes. That's what our current 
Guardianship program users 
received when they pur-
chased Ohio Guardianship 
Forms – Version 2 in 1998. 
Of course, we can't guaran-
tee that the Ohio Legislature 
won't completely revise the 
guardianship forms next 
week, next month or next 
year; but, if actions speak 
louder than words, you'll get 
excellent mileage from our 
new guardianship forms soft-
ware. During the six-year life 
cycle of Version 2, we were 
happy to provide our custom-
ers with free upgrades, We 
believe that’s a very con-
sumer-friendly record. If 
you compared Microsoft's 
Windows, there have been 
releases of Windows 98, 
Windows ME and Windows 
XP during the same time. 
You're lucky if you go two 
years without being forced 
out-of-step by the release of 
a new version.  
 
Features 
 

 (NEW) Developed in and opti-

mized for Windows XP 
(although WOGF runs in any 32-
bit version of Windows including 
Windows 95, Windows 98, Win-
dows ME and Windows 2000). 

 (NEW) Attorney Fees. WOGF 

keeps track of your time and 
services rendered to the 
guardianship estate and can 

prepare an Application for At-
torney Fees with supporting 
itemized statement of time and 

services. 

 (NEW) One click access to on-

line stock valuations (your own 
Internet Service is required). 

 (NEW) One click access to on-

line mutual fund valuations 

(again, your own Internet Ser-
vice is required). 

 (NEW) Conservatorships – in-

cluding Forms 20.0-20.2. 

 (NEW) Completely revised work-

sheets for handling financial infor-

mation; cleaner and more USER-
FRIENDLY than ever before. 

 (NEW) Auto-Text-Fit. If you've got a 

bit more information than will fit on 
a given line, WOGF will automatically 
shrink the font size until the text 

does fit. 

 Exports all forms (blank or com-

pleted) to your word processor for 

printing, faxing, emailing or making 
PDFs (functionality dependent on 

your word processor). 

 Download future upgrades from 

WOGF's Help menu (Internet re-
quired). 

 

Don’t Repeat This! 
 

Enter basic information only 
once. WOGF automatically 
completes the forms based 
on your initial entries (i.e., 
guardian and ward’s 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 continu-
ation pages of the inventory 
and accounting forms. 
 
We’ve made WOGF easier to 
use and learn than ever 
before. In fact, if you’ve used 
any of our probate programs, 
you know how to use WOGF 
already! We’ve also included 
context-sensitive help. 
 
Network Version Available 
 
WOGF has a network friend-
liness that permits central-
ized file keeping and file 
sharing. Please call for net-
work and multi-user licensing 
information. 

Included Forms 

Form 15.0 Next of Kin Form 17.0 Application for Appointment 

Form 15.01 Judgment Entry Form 17.1 Expert Evaluation 

Form 15.1 Waiver of Notice Form 17.2 Consent by Ward 

Form 15.2 Fiduciary’s Acceptance Form 17.3 Notice to Ward 

Form 15.3 Guardian’s Bond Form 17.4 Notice of Hearing ... 

Form 15.4 Guardianship Letters Form 17.5 Judgment Entry 

Form 15.5 Guardian’s Inventory Form 17.7 Guardian’s Report 

Form 15.6 Application to Release Form 17.8 Investigator’s Report 

Form 15.7 Application for Authority Form 20.0 Appl for Apptmt of Conservator 

Form 15.8 Guardian’s Account Form 20.01 Judgment Entry 

Form 15.81 Bank Certificate Form 20.2 Letters of Conservatorship 

Form 15.9 Oath of Guardian  Computation of Guardian Fees 

Form 16.0 Application for Appointment  Application for Attorney Fees 

Form 16.1 Expert Evaluation  Judgment Entry for Atty Fees 

Form 16.2 Selection of Guardian  Asset/Receipt/Income Wrksht 

Form 16.3 Notice of Hearing …  Expense/Disbursement Wrksht 

Form 16.4 Notice of Hearing ...  Time & Services Wrksht 

Form 16.5 Judgment Entry   

PROBLEM: You‟ve made so many 
editing changes to a piece of text 

that it no longer makes sense and 
you‟d like to go back to the original 
language. To complicate matters, 
you‟ve made subsequent changes 

and jumped around in the docu-
ment, so a simple undo procedure 
won‟t do the trick. What to do? 

SOLUTION: Use <CTRL><Z> to 
undo your changes back to the 
point where the desired text is re-

stored. Then highlight the text and 

use the copy function to store it in 
the Windows clipboard. Next, use 
the redo command <CTRL><Y> as 

many times as needed until you‟re 
back to the present version of the 
document. Finally, paste the old text 
in the new document. 

 
PROBLEM: You‟re working on a large 
document and you want to go back 

and work on a page that you were 
recently editing, but can‟t remember 
what page it was. 
SOLUTION: Use the <SHIFT><F5> 

key combination to jump back to 
your most recent edit location. Note 
that Word will even return you to 
another document if that was the 

last thing you were editing. 
 
PROBLEM: You‟d like to format 

certain blocks of text, but they‟re 
not contiguous, so you can‟t simply 
<SHIFT> click to highlight every-
thing you want. 

SOLUTION: You can select multiple 
nonadjacent words, paragraphs or 
other blocks of text by pressing the 

<CTRL> key down and keeping it 
down while selecting different parts 
of the document. 
 

PROBLEM: You‟ve copied something 

from a Web site and pasted into 
your Word document and now you 

have to remove all the web format-
ting so that it matches your docu-
ment. 
SOLUTION: When you‟re ready to do 

the paste, don‟t use your customary 
keystrokes. Instead, click on the 
Edit menu and select Paste Spe-
cial…. Then select Unformatted 

Text. 

Word 

Solutions 
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OH I O  AD OP T I O N  FO RM S  

Law Off ice Computing  Page 21  

The original version of Ohio 

Adoption Forms (WAdopt) was 

released in September 1997. 

Unfortunately, because of the 

cumulative effect of changes in 

the Windows operating system 

over the years, old 16-bit pro-

grams like the original WAdopt 

can have problems running in 

Windows XP. 

 

We could have simply recom-

piled the source code into a 32-

bit version, but there have been 

so many programming changes 

over the years and user sugges-

tions that we wanted to do more 

than put a new wrapper on an old program. Below is a comprehensive list of the forms that are 

included in the new version and a short listing of the main program features. 

 

FEATURES 
 

 Developed in and optimized for Windows XP (although WAdopt runs in any 32-bit version of Windows including 

Windows 95, Windows 98, Windows ME and Windows 2000). 

 Adult Adoption Forms Included – Forms 19.0, 19.01 and 19.1. 

 Completely new General Information Worksheet for assembling and automatically completing the adoption forms. 

 Auto-Text-Fit. If you've got a bit more information than will fit on a given line, WAdopt will automatically shrink the 

font size until the text fits. 

 Exports all forms (blank or completed) to your word processor for printing, faxing, emailing or making PDFs 

(PDF-making functionality dependent on owning Adobe Acrobat). 

 Download future upgrades from WAdopt Help menu (Internet required). 

 General Information Worksheet    Form 18.9 Petitioner’s Account 

Form 18.0 Petition for Adoption of Minor    Form 18.9 Petitioner’s Account Continuation Page 

Form 18.1 Judgment Entry Setting Hearing ...    Form 19.0 Petition for Adoption of Adult 

Form 18.2 Notice of Hearing    Form 19.01 Judgment Entry Setting Hearing 

Form 18.3 Consent to Adoption    Form 19.1 Final Order of Adoption of Adult 

Form 18.4 Judgment Entry Finding Consent ...  Petition of Foreign Adoption 

Form 18.5 Interlocutory Order of Adoption  Consent to Change Name 

Form 18.6 Final Decree of Adoption  ...  Affidavit of Adopted Person 

Form 18.7 Final Decree of Adoption ...    HEA 2757 Certificate of Adoption 

Form 18.8 Adoption Certificate for Parents  Adoption Expense Worksheet 

F O R M S  &  S C H E D U L E S  After Napster was sued into a modi-
fied business model, other site(s) 
stepped into the breach. One such 
site is LimeWire. 

 
Aside from obvious questions of 
legality, as a resource, LimeWire has 
the ability to deliver songs that are 

unavailable to the public because 
they‟re no longer being published. 
One-hit wonders are typical exam-

ples. 
 
Being out of publication, it would 
seem a benefit to the publisher and 

artist that the public has access to 
them. That said, we are not endors-
ing this site, just reporting about it. 

Life After 

Napster 



Page 22 Volume 2007,  Issue  1  

ORDER FORM & INFORMATION ON INSIDE BACK COVER—PAGE 35 

www.puri tas -spr ings.com 

WRO N G F U L  DE A T H   
& CL A I MS  OF  M I N O RS  

FEATURES 
 
 NEW! Developed in and optimized for Windows XP (although WMinor runs in any 32-bit version of Windows includ-

ing Win 95, Win 98, Win ME and Win 2000). 

 Automatic form completion – you complete our worksheets, and WMinor completes the probate forms including 

both text and mathematical computations. 

 NEW! Time & Services Worksheet for the automatic computation of attorney fees including preparation of the Appli-

cation for Attorney Fees and Judgment Entry. 

 NEW! Exports all forms to your word processor for printing, faxing, emailing, interlineating or making PDFs (PDF-

making functionality dependent on your word processor or owning Adobe Acrobat). 

 NEW! Auto-Text-Fit. If you've got a bit more information than will fit in a given space, WMinor will automatically 

shrink the font size until the text fits. 

 Network Versions Available at big discounts. Everyone in the office can share the same set of files and backups 

can be performed from one location. 

 NEW! Download future upgrades from WMinor Help menu (Internet required). All minor upgrades are free until the 
release of a major revision. In the case of the prior version, upgrades were free for 5 years. Can your other software 

beat that? No annual fees. Free technical support. 

Wrongful Death Form 22.1 Waiver and Consent w/Continuation ... 

Form 14.0  Application to Approve Settlement ...  Entry Approving Settlement 

Form 14.0  Continuation page for spouse,  ...  Verification of Receipt and Deposit  

Form 14.0  Continuation page for survival claimants   
Verification of Receipt and Deposit 
Continuation Page  

Form 14.01  Entry Setting Hearing and Ordering ...  Report of Distribution 

Form 14.1  Waiver and Consent  Miscellaneous 

Form 14.1  Waiver and Consent Continuation Page   General Information Worksheet  

Form 14.2  Entry Approving Settlement and ...  Settlement Accounting Worksheet  

Form 14.3  Report of Distribution   Time & Services Worksheet  

Form 14.3  Continuation page for net proceeds  ...  List of Medical Expenses & ...  

Form 14.4  Entry Approving Report of Distribution  List of Suit Expenses w/Cont ... 

Fiduciary  List of Time & Services – Exhibit ... 

Form 15.7 Application for Authority to Expend ...  Retainer Agreement  

Minor’s Claims  Application for Attorney Fees  

Form 22.0 Application to Settle a Minor's Claim   Judgment Entry for Attorney Fees 

Form 22.01 Entry Setting Hearing    

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

Every time you start Word, do you 
find yourself changing the default 
font or performing some other type 

of formatting to get started. You 
might wonder whether there‟s a way 
to automate this action so you 
aren‟t required to do it every time 

you start a new document. Setting 
the size and type of font is not the 
best example because there‟s a 

Default button in the Font dialog for 
that purpose. Perhaps changing the 
View is a better example. You 
might, as we do, prefer the Print 

Layout view to the default Normal 
view. How can you start in the Print 
Layout view automatically? Macros 

is the answer. 
 
Here‟s how it‟s done.  
 

1. Click on the Tools menu, then 
select Macros, then Record new 
macro … 

2. In the Record Macro dialog, you 
must do two things: (a) give the 
macro a name—in this case 
AutoOpen because any macro 

named AutoOpen will be exe-
cuted or run automatically when 
Word is started; and (b) make 
sure the Store macro in: is set to 

All Documents (Normal.dot). 
3. When you click on the Ok button, 

the recording will begin and 

you‟ll see a little toolbar for 
starting and stopping the re-
cording. Remember, you‟re now 
in record mode and everything 

you do will be recorded in this 
macro. For purposes of our ex-
ample, we‟ll click on the View 

menu and select Print Layout. 
4. We could keep on recording and 

do more things, but for this 
example we‟ll quit the process by 

clicking on the Stop recording 
button (not to be confused with 
Pause recording). 

 
You‟re done. Now every time you 
start Word, the AutoOpen macro will 
run and you‟ll be in Print Layout 

view automatically.  There‟s another 
macro name, AutoNew, that runs 
automatically every time you use 
the New function. You‟ll probably 

want to copy AutoOpen to AutoNew 
by re-recording or copying it. 

Word 

Macros 
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OH I O  WO R K E R S  
C O M P E N SA T I O N  

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 … 

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 … 

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 … 

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 … 

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 … 

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 … 

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 … 

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 … 

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 … 

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 … 

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 you’ve been waiting for a program to 
take the repetition and hassle out of complet-
ing Workers Compensation and Industrial 
Commission forms—this is it! Ohio Workers 
Compensation (WComp) comes packed with 
all the nifty features that have made Puritas 
Springs’ programs a part of every law office’s 
library of legal software. 
 
WComp doesn’t 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 wouldn’t dare type a 40-page 
brief using a typewriter instead of your word 
processor; and once you use WComp, you 
won’t want to go back to using your typewriter 
to complete Workers Compensation forms 
either! 
 

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

 Automated forms that complete them-

selves with common information like the 
claimant’s 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. 

 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-
sentative’s name, address, phone number, 
representative number, etc. Once set, this 
information appears automatically every time 
you start a new file. 

 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. 

 You won’t 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. 
There’s 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 client’s 
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 along 
with 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 
transactions 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 
notes—searchable and 
printable. 
 
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 it’s 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 <F1>key. 
Instantly, you’ll 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 
feed dot matrix address 

 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 

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

LAW  OFFIC E  MANAGE M EN T  

CLIENTBASE  

Not too long from now, when gov-
ernment or corporate regulation 
begins to maintain, control, censure, 

or sell the Internet, we‟ll look back 
fondly at our relatively unfettered 
Internet access of today.  One ele-
ment of change is things that were 

once free, aren‟t. We‟ve noticed this 
by accident in white-page searches. 
We were looking for an address to 

send a Thank You card. When we 
Googled, we received 221 hits and 
all were oddball occurrences of the 

words “mary”, “lastname”, 

“Cleveland” and “Ohio.” 
 
Google hasn‟t been reading its own 

help files. Supposedly the First 
Name, Last Name, City, State or Zip 
Code format should yield results 
from the Google phonebook. It‟s not 

happening, but don‟t worry Aunt 
Mary, that card is coming. 
 
GoogleGuide—the “service that 

makes searching even easier”—
notes that if Google phonebook 
doesn‟t kick in automatically when 

you use the suggested format, you 
may need to preface your search 
with “phonebook:”. We tried it and 
it worked. Well, it worked insofar as 

Google phonebook returned the 
result:  “Your search did not match 
any documents.” That‟s curious 

because Aunt Mary is 90 years old 
and lived at the same location for as 
long as many people have lived. 
What are we doing wrong? 

 
Enough time wasted at Google. Let‟s 
see what Yahoo! has to offer. Ya-
hoo! calls its directory People 
Search. Eureka! Aunt Mary‟s 
“current phone number and address 
found. Click www.intelius.com.” 

Intelius gives us four redundant hits 

showing name, city, age. Date of 
birth, phone number, address and 
additional information is available. 

Okay, let‟s click there. You know 
where this is going. A one time 
search is $7.95, a 24-hour pass is 

$1995 and background report is 
$49.95. All we needed was the 
address and that used to be free. 
The end of the story is our ferreting 

out ZabaSearch about which you can 
read more on page 26. 

ZabaSearch 

In The Wild, 

Wild West 
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 Check Printing in the 
standard printer 
configuration of one check 
per sheet with the check 
in the middle position. 

 Inserts dates and check 
numbers automatically 
for speedier data entry. 

 Intelliguesses 
bookkeeping entries as 
you begin typing. 

 Maintains and balances 
separate accounts. 

 Choose recurring entries 
from history lists. 

 Customizable income 
class and expense 
account labels for tailoring 
the system to your law 
practice. 

 Extensive search, 
select and 
segregation 

capabilities. 

 Improved sorting and 
search capabilities. 

 Expanded reporting 
criteria generates 
viewable, printable 
reports; compatible 

with word processors. 

and prints it on their bill, 
positioned for folding 
and placement in a 
window envelope—no 

more typing envelopes. 

Prints and itemizes 
any additional charges 
to the client’s bill since 
the last bill, i.e., filing 
fees, transcript costs, 

etc. 

Prints and credits any 
client payments made 
since the date of the last 
bill (or any date you 
choose). 

Contains up to five 
optional fill-in fields for 
special entries such as 
initial retainers or client 
discounts. 

Starts with a balance 
forward that is 
transferred from the cli-

ent’s prior month’s bill. 

Prints your personal 
letterhead—no more 
pricey, special billing 
stationery; BillB3 uses 
ordinary 8-1/2 x 11 pa-
per. 

Looks up the client’s 
full name and address 

Calculates and prints 

a present balance due. 

Calculates a new 
balance forward and 
creates a new billing 

file for the next month. 

Preview individual bills 
on screen prior to 
printing. 

Prepare and date-
sorts your itemized 
statements so that they 
can be incorporated into 
the monthly billing state-
ment. 

A calendar feature lets 
you access a 
searchable and 
printable daily/hourly log 
for scheduling court 
appearances, client 

B I L LBAS E  
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appointments or 
meetings. You name it!  

You can add 
customized special 
notes to bills with notifi-
cation of repeat billings, 
upcoming court dates, 
facilitate payment by 
credit card, etc. 

If you choose, you can 
add interest on unpaid 
balances that are 
carried from month-to-
month. 

Don’t forget that the 
Office Management 
Pack is available as a 
free demo. Give us a 
call and request your 
copy now. 
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WordPerfect and Word for 
Windows – Compatibility 
 
Do all your formatting, pre-
viewing and printing in your 
word processor. Because law 
office computing is 90% word 
processing, what could be 
more comfortable and user-
friendly than to use your word 
processor to format and print 
WTrust documents? Charac-
ter formatting such as Old 
English fonts, special para-
graph formatting, manipula-
tion of page breaks, and text 
editing in general, including 
spell checking and grammar 
checking, is all a piece of 
cake when your word proces-
sor’s just a click away. 
 
Breaking the Code 
 
WTrust permits users to go 
into the program to set up 
documents specifically for 
their office or county. If, for 
example, you always use 
special language in your 
revocable living trusts, 
WTrust gives you access to 
the program templates. By 
modifying these templates, 
you can insert your hand-
crafted clauses into WTrust 
itself. Thereafter, every new 
document contains your lan-
guage automatically. 
 
Setting the Defaults 
 
Document templates are one 
thing, but there’s also the 
matter of ―filling in the 
blanks.‖ There’s a good 
amount of information that 
does not change from docu-

ment to document. A typical 
example may involve insert-
ing an attorney’s name, ad-
dress and telephone number 
as preparer of a particular 
document. To expedite this 
process, we designed 
WTrust to allow you to set 
certain default information 
that is part of the document 
but not part of the template. 
That way you don’t need to 
reenter information that 
rarely, if ever, changes. 
 
The Problem & Solution 
 
Living trust software 
seems to fall into two cate-
gories: (1) bargain basement 
stuff designed by and for 
idiots, and (2) extremely ex-
pensive and complicated 
packages designed to plan 
the estates of Donald Trump 
or the Rockefellers. If you’re 
looking for trust software for 
your small- to medium-sized 
law office that serves ordi-
nary people, you’ll need to 
look long and hard and you 
probably won’t find anything! 
We spent hours on the Inter-
net and found zilch. 
 
Living Trust and Estate 
Planner for Windows 
(WTrust) was created to fill 
the chasm between these 
two extremes. It’s an extraor-
dinary program designed for 
ordinary estates.  
 
Document Wizards 
 
You won’t struggle with 
WTrust. The Document Wiz-
ard takes you through each 

document by asking simple 
questions, by providing ex-
amples of the information 
required and by suggesting 
answers based on your work-
sheet entries. WTrust  ana-
lyzes hundreds of places in 
the documents where there 
are nouns, verbs, adverbs, 
etc., and makes sure that 
every insertion is grammati-
cally correct. One of the most 
common problems with 
lengthy documents like trusts 
is that law offices have 
worked with them for so long 
and so often, the documents 
are nearly immune to proof-
reading. Furthermore, spell-
ing checkers don’t know 
when the word ―of‖ is mis-
spelled as the word ―or.‖ 
Consequently, it’s easy for 
grammatical errors to be 
overlooked when preparing 
these documents. WTrust 
solves that problem by giving 
you a complete document 
you can — well, trust. That 
saves you from embarrass-
ment when a client actually 
reads the document at home 
and finds mistakes, however 
incongruous. 

L I V I N G  TRU S T  & 
ES TA T E  PL A N N E R  

“It’s easy to walk 

out of an estate 

planning seminar 

with more questions 

than you walked in 

with.” 

This item is partly a continuation of 

the hidden treasure on page 24. As 
it turns out, the multitude of free 
personal directory services have 
gone “pay” and it wasn‟t very easy 

to get an address or phone number 
when we wanted one. Our quest led 
us to ZabaSearch. We‟re not sure 

how, but it wasn‟t easy to find. 
You‟ll probably want to bookmark 
this site because it‟s handy and still 
free. In our test, ZabaSearch turned 

up the same hits that the pay ser-
vices did; however, the name, ad-
dress, age and phone number were 

all free. If we wanted a background 
check or more information, we could 
order one by clicking here. Guess 
where that led? Back to Intelius—

the pay service that covers the 
Internet with so many interwoven 
hits that you can‟t find free informa-

tion very easily. We‟ll try to provide 
you with more information about 
Intelius in the next issue. 

ZabaSearch—

The Only 

Remaining Free 

ePhonebook 

Trusts 
& Wills 

Revocable Living Trust – A Style Transfer 
Documents 

Warranty Deed 

Revocable Living Trust – AB Style Warranty Deed w/Survivorship 

 Pour Over Will  Quit-Claim Deed 

 Certificate/Abstract of Trust  Bill of Sale 

Misc. Living Will Declaration 

www.puritas-springs.com  Power of Atty - Health Care 

 General Power of Attorney 
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HUD FO RM S  FO R  W IN D OW S  

 Performs tax prorations 
automatically.  

 Prints a tax proration 

summary table.  

 Performs all calculations 
automatically and instan-
taneously.  

Have It Your Way—You can 
change and format the com-
pleted HUD forms in your 
word processor any way you 
want. You don’t need any 
special paper or other sup-
plies to generate print-shop-
perfect forms, because 
WHUD is designed to print 
forms using any Windows-
compatible printer on ordi-
nary, blank legal-size (8-1/2 x 
14) paper. There’s more! You 
can do more than just modify 
the completed forms. You 
can also open the program 
form templates and make 
global modifications to cus-
tomize WHUD to produce 
forms your way. Finally, you 
may have encountered HUD 
programs that won’t let you 
enter text where amounts are 
expected. WHUD doesn’t 
have that limitation, so if you 
wanted to make such notes 
or explanatory comments, 
WHUD won’t force you to do 
otherwise. 
 
Everything But The Kitchen 
Sink—There are over 1,600 
HUD forms and related FHA, 
Fannie Mae, WH and EPA 
forms. Only the HUD Forms 

1 and 1A (together with the 
other forms listed below) 
are automated, but WHUD 
also contains almost all of the 
1,600 odd forms.   
 
And Then There’s The 
Price—If you want to do 
some easy research, type 
―HUD software‖ in your favor-
ite search engine. Among the 
tens of thousands of hits, 
you’re sure to find a few com-
panies that provide HUD 
software. Visit the sites and 
look at their prices. You’ll be 
amazed at the prices that 
range from $129 to $300 and 
higher—and some don’t have 
both Forms 1 & 1A, or they 
don’t provide any more func-
tionality than our WHUD! 
That makes WHUD a true 
―Best Buy‖ at $99.99! 

Here’s one of the newest 
additions to our library of 
legal software—HUD Forms 
for Windows (WHUD). This 
program packs more value 
for your dollar than perhaps 
any other title in our catalog. 
 
Now Is The Time 
 
With the prime interest rate at 
historic levels equivalent to 
1966 values, home sales and 
refinancings have been 
booming so far this century. 
Our new real estate closing 
software (WHUD) can help 
you get in on the action. 
 
Program Features 
 
In the process of updating 
WHUD, we developed new 
methods for achieving printed 
output that's "print-shop-
perfect" and a program inter-
face that's intuitive and 
scaled for any computer sys-
tem. We've also added a 
couple of key documents 
such as IRS Form 1099-S 
and settlement checks in 
order to make WHUD more 
productive at closings rather 
than simply filling out the 
Settlement Statement. One 
look at WHUD and you'll see 
the future of all our programs. 
 

 Free, fully- functioning, 
downloadable demo, at 
www.puritas-springs.com.  

 Unlimited technical sup-

port.  

 Contains fully interactive 
and automatic HUD 

Forms 1 & 1A.  

 "Print-Shop-Perfect" 
forms on any Windows 
compatible printer.  

 Includes and automates 

IRS Form 1099-S.  

 Includes and automates 
printing of the settlement 

check(s).  

Scanners and all-in-one inkjet 
printers are becoming more and 
more commonplace in law offices. 
In fact, scanners can be coupled 
with a computer and printer to re-
place a dedicated photocopy ma-
chine. Of course, whether you can 
throw away your photocopy ma-
chine depends on your scanner’s 
feature set. Your scanner, for ex-
ample, might be a single sheet style 
while your photocopy machine 
might have a document feeder or 
output collator. Obviously, a single-
sheet, hand-fed scanner would be a 
poor substitute for a photocopy 
machine that’s rated for 15,000 
copies per month and comes 
equipped with a document feeder. 
 
If you’re wondering what an all-in-
one printer is, it’s a computer ac-
cessory that combines the func-
tionality of a printer, a scanner, 
and sometimes a fax machine. In 
other words, it’s like a photocopy 
machine that connects to your 
computer. 
 
Recently Consumer Reports rated 
single-sheet scanners and all-in-
one printers in their May 2006 is-
sue. If you’re considering purchas-
ing either of these items for your 
office, you may wish to review their 
findings. Not every evaluation and 
comparison that Consumer Reports 
performs results in a Best Buy, but 
these tests both did. If you don’t 
already know, a ―Best Buy‖ is a 
product that distinguishes itself as 
one of the best in the class of prod-
ucts being examined, and yet sig-
nificantly lower in price than compa-
rable products. 
 
Best Buy Scanners 
 
Canon CanoScan 4200F—$100 
Epson Perfection 2490 Photo—
$100 
 
Best Buy All-In-One Printers 
 
Canon Pixma MP450—$150 
 
 
 
 
 

Scanners/

Printers—

Best Buys 

Forms Include: 
 

 HUD-1—Settlement Statement 

(legal and letter size). 
 

 HUD-1—Settlement Statement 

(Borrower’s copy). 
 

 HUD 1—Settlement Statement 

(Seller’s copy). 
 

 HUD 1A—Settlement State-

ment. 
 

 IRS Form 1099S—Proceeds 

from Real Estate Transactions. 
 

 Settlement Checks. 
 

 Proration tables—for real 

estate taxes and insurance. 
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www.noaa.gov 
 
This site is maintained by the 
National Oceanic & Atmos-
pheric Administration of the 
U.S. Department of Com-
merce. We find the site par-
ticularly useful for getting 
weather reports that (at least) 
seem slightly more reliable 
than weather.com. You can 
set up a page based on your 
ZIP code and receive con-
tinually updated information. 
We’ve started using the 24 
hour satellite loop feature 
and found that it gives you a 
real good idea of what’s go-
ing on with the weather. The 
National Weather Service 
has a subweb of this site and 
that’s were we spend most of 
our time. This is a site that 
we leave on all day long. 
 
www.my.msn.com 
 
This site is maintained by 
Microsoft but is configured by 
you. There’s all types of 
news and information avail-
able on the site and you can 
include and format your de-
sired blend of international, 
national and local news, 
sports and weather. Your 
ability to set up the page the 
way you want makes this site 
stand out from many other 
news sites. You could do a 
lot worse than making this 
your home page. 
 
www.google.com 
 
Every time we put this article 
together it seems like Google 
makes the cut. This time it’s 
for additions like Google 
Earth and Maps for viewing 
maps and getting directions. 
If you want an overview of all 
the features and utilities 
Google makes, visit the 
Google home page and click 
on ―more>>‖ on the menu bar 
above the search box. We 
have a bit more information 
on page 8.

www.download.com 
 
Maintained by c|Net this site 
is exactly what you might 
expect. More free downloads 
than you can shake a stick 
at. Here’s the categories of 
software downloads avail-
able: 
 
Audio & Video 
Security & Spyware 
Utilities & Drivers 
Design Tools 
Desktop Enhancements 
Business & Productivity 
Developer Tools 
Home & Education 
PC Starter Kit 
Digital Photography 
 
We imagine that there’s thou-
sands of downloads. Many of 
them are free, but not all. If 
you’re thinking that it can’t be 
worth much if it’s free, you’re 
wrong. 
 
In addition to scads of free 
downloads of all types, there 
are countless reviews, com-
parisons, and user feedback 
on all brands of consumer 
electronics such as big 
screen televisions, com-
puters, printers, cars, cam-
eras, cell phones. You name 
it. 
 
www.blockbuster.com 
 
Have you ever wanted to 
know what a movie was 
about to determine whether it 
was worth watching? This 
site is maintained by Block-
buster, Inc., and has synop-
ses of more than 50,000 
movies. Sometimes a movie 
sounds good, but you would-
n’t mind knowing what disin-
terested viewers thought of it. 
The Blockbuster site can help 
there too. Most movies you’ll 
find at the site have a mem-
bership rating that we have 
found to be remarkably accu-
rate. By the way, you don’t 
need to be a member to use 
the site.

www.weatherbank.com 
 
This site could be used for 
determining the weather in a 
particular city on a particular 
date. It has some obvious 
potential benefits for validat-
ing witness testimony. The 
historical database ad-
dresses some 20 different 
weather parameters, includ-
ing recorded values of tem-
peratures, precipitation, hu-
midity, wind and cloud cover-
age percentages. Weather-
Bank also provides many 
calculated variables, such as 
average daily temperature. 
Data is provided in many 
formats and includes hourly 
reports of some parameters 
and daily records of others. 
 
Alas, this wealth of meteoro-
logical data is not free. 
WeatherBank has three lev-
els of membership at three 
different prices. 
 
Standard—$4.95/month 
Unlimited—$14.95/month 
Commercial—$39.95/month 
 
Standard level membership 
includes Current Weather 
Reports, Hurricane Tracking 
Maps, Satellite Images, 
Weather Forecast Maps, 
Temperature Forecast Maps, 
as well as National Weather 
Service Zone Forecasts. 
From what we could glean at 
the site, it appears that ac-
cess to the historical weather 
database is NOT included in 
the Standard Level Member-
ship. Historical weather data 
dating more than 2 weeks 
back can be purchased at an 
―affordable‖ fee that varies 
based on the type of informa-
tion you request. In the order 
instructions, it seems you can 
order historical weather data 
without being a member. If 
you have specific questions 
about WeatherBank’s ser-
vices/products you may find it 
easier to call 800-687-3562. 

WE B  S I T ES  & RE L ATE D  NEWS  Word 

Add-Ons 

Everyone readily admits that Micro-
soft‟s Word for Windows has far 

more features than one could ever 
want. Sometimes, however, the 
problem is that the function you 

want to perform is not among the 
hundreds provided by the software. 
Enter third-party add-ons. They help 
by adding the desired functionality 

to Word. Here‟s three potentially 
useful ones to law offices. 
 

Remove Hidden Data. You‟re proba-
bly already familiar with (and we‟ve 
written a prior article about) the fact 
that if you transmit a Word doc file 

to someone, it might contain certain 
private information such as a history 
of revisions, the user/creator‟s 

name, reviewers and comments and 
a ton of other hidden data. This 
hidden data is not very hard to find 
if you know where to look. Micro-

soft‟s free RHDTOOL can be used to 
strip personal information from a 
file before you send it. Find it at 
www.microsoft.com. Search the site 

for rhdtool.exe to download. Free. 
 
CrossEyes. WordPerfect users have 

long known the value of the Reveal 
Codes view. If you‟re unfamiliar, 
Reveal Codes lets you view a word 
processing document including all 

the formatting codes like turning on 
bold or italics, etc. It can be quite 
useful when your document blows 

apart for some reason and you find 
yourself reviewing countless menus 
and dialogs to find out which setting 
is blown. CrossEyes  gives Word this 

desirable WordPerfect feature. 
CrossEyes is published by Levit & 
James, Inc., and can be found at 
www.levitjames.com. $49.99. 

 
WordPipe. This program is interest-
ing because it is basically a search 

and replace utility. The niche it fills 
is that it operates on multiple files 
at the same time. So if you had 10 
files with the same name mis-

spelled, you could use WordPipe to 
correct all 10 files in one operation 
instead of loading each of the 10 

and making the correction 10 times. 
DataMystic, www.datamystic.com. 
$99.99. 
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The Current Versions 
page of our web site 

contains the full product 

name, abbreviated name, 

current version and 

miscellaneous notes. The 

information contained 

therein is usually updated 

weekly and is subject to 

change without notice.  

 

Minor upgrades are 

reflected in changes in 

the version number to the 

right of the decimal. 

Major upgrades usually, 

but not always, involve a 

change to the left of the 

decimal in the version 

number.  

 

Unless otherwise noted, 

minor upgrades are free 

until the release of a 

subsequent major 

upgrade. For example, 

upgrading from Version 

4.54 to Version 4.73 of 

the Basic Ohio Probate 

Forms program is free. 

When Version 5.0 was 

released, the upgrade to 

the probate program was 

no longer free. 

 

Our preference, if it is 

possible and convenient 

for you, is that you 

upgrade via the Internet. 

Not all programs have 

that feature, but most do. 

In cases where an 

Internet upgrade is not 

possible, send us your 

original program disk 

only (no manuals), and 

include a self-

addressed, stamped 

return mailer. It is not 

necessary to include an 

enclosure letter. 
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IMPORTANT NOTE 
 

We no longer print exact 

version information in this 

catalog/newsletter. The rea-

son is that when we send out 

the first catalogs of a sched-

uled printing, the version 

information is accurate. 

However, by the time we 

send out the last of them 

(sometimes a year later), the 

update information is out-

dated. In addition, due to the 

number of programs and the 

need to supply information 

specific to each program, it 

was difficult to get all the 

relevant information on one 

printed page. For that reason, 

we’ve discontinued listing 

current version information 

in the catalog in favor of 

devoting a page of our web 

site to it. The web page is 

superior for two reasons. 

First, we can and do update it 

daily. Second, web pages 

don’t carry the size limita-

tions of an 8-1/2 x 11 sheet 

of paper; therefore, we are 

able to include much more 

useful information. 

 

HOW TO CHECK 

WHAT VERSION’S 

AVAILABLE 
 

We refer to the latest avail-

able version of a program as 

the “current version.” There 

are several ways to check the 

current version. First, you 

can visit our web site 

(www.puritas-springs.com), and 

click on the Current Ver-
sions button that appears 

near the top of every page of 

our web site. On the Current 
Versions page all the pro-

grams are listed in alphabeti-

cal order along with the lat-

est version number and brief 

summaries of some of the 

most important changes. The 

second way doesn’t tell you 

the current version. It tells 

you whether you have the 

current version. Click on a 

program’s Help menu and 

select the Download Up-
grade command. A dialog 

will appear with a Check 
Availability button. When 

you press the button, one of 

three things will happen: (1) 

you will be notified that 

there is a newer version 

available that you can 

download using the 

Download Upgrade button; 

(2) you will be notified that 

there is no newer version 

available because you al-

ready have the latest version; 

or (3) you will get an error 

message which means that 

either you’re not connected 

to the Internet or free up-

grades are no longer avail-

able because there has been a 

major upgrade to that pro-

gram requiring you to pur-

chase the new version. 

 

Finally, note that the network 

version of Basic Ohio Pro-

bate Forms program cannot 

be upgraded via the Internet 

even though it has a 

Download Upgrade com-

mand on the Help menu. 

 

The third way to check the 

current version? Give us a 

call (330-278-3252). 

 

HOW TO CHECK 

WHAT VERSION 

YOU HAVE 
 

While we have purchase and 

customer information in our 

database, we cannot easily 

tell you what version you 

have. The best way to deter-

mine your exact version 

(especially the part to the 

right of the decimal) is to 

start the program, click on 

the Help menu and select the 

About command. This works 

with almost all Windows 

programs including, of 

course, ours. 

 

UNINSTALLING 

FIRST 
 

In most cases you will be 

asked to uninstall your pro-

gram before you install a 

newer version. This is a very 

simple and fast process that 

is performed using Control 
Panel’s Add/Remove Pro-
grams application. Though 

you should always have 

backups, the removal process 

will not disturb or erase your 

existing client files. 

 

JOINING OUR 

MAILING LIST 
 

We cannot emphasize 

enough the importance and 

benefits of getting on our 

mailing list. Here’s two: 

 

 Special discounts and 

deals are available via our 

email-only sales. 

 Subscribers get advance 

notice of updates and new 

releases. 

 

You can join our mailing list 

very easily by visiting our 

web site’s Home page 

(www.puritas-springs.com) and 

entering your email address 

in the text input field near 

the bottom center of the 

page. Also, don’t forget that 

if you have security or spam 

prevention software, you’ll 

want to add us to your ac-
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Our word processor, Micro-
soft’s Word for Windows, 
doesn’t bring up a blank 
document any more. In-
stead, every time Word 
starts or every time you 
select ―New‖ from the 
―File‖ menu, it brings up an 
old letter that our office 
used once. How is that 
happening? 
 
We think we know the solu-
tion to your problem. Every 
time Word starts or every 
time you select New from the 
File menu, Word gives you a 
copy of a file called Nor-
mal.dot. The ―dot‖ stands for 
document template and it is 
used by Word as a template 
for blank documents.  
 
In many instances it’s con-
venient to modify or custom-
ize Normal.dot. An example 
would be an office that uses 
a special font in their letters, 
or unique formatting that they 
incorporate in most every 
document. The advantage of 
making these customizations 
part of the Normal.dot file is 
that the user doesn’t need to 
set these parameters for 
every new document. That’s 
what the Normal.dot file is 
used for.  
 
Our guess is that someone in 
your office was typing a 
document and inadvertently 
saved it as the Normal.dot 
file. How it happened is any-
one’s guess, but the solution 
is pretty easy. Follow these 
steps: 
 
1. Exit Word. 

2. Find the Normal.dot file 
on your hard drive and 
delete it. 

The next time you start Word 
it will realize that the Nor-
mal.dot file has been deleted 
and it will create a new blank 
for you.

I use our Probate Court’s 
web site to complete my 
probate forms. How is your 
probate program different? 
 
A number of Ohio Probate 
Courts have web sites with 
static and/or interactive PDF 
forms. When compared to 
preparing forms on a type-
writer they are quite handy. 
They are designed for gen-
eral public consumption, 
however, so law offices 
quickly notice some signifi-
cant shortcomings. 
 
Most of the probate sites 
we’ve seen have static pro-
bate forms. That is the form 
is designed to be printed and 
completed on a typewriter. 
Interactive pdf forms are dif-
ferent in that they have de-
fined fields for entering your 
answers. Therefore, the 
printed output is a completed 
form. Remember that even 
interactive pdf forms suffer 
from their inability to save 
your information (or at most 
save information on a form 
by form basis). 
 
The interactive form is flawed 
in several ways. First, be-
cause each form is saved 
individually, if you use 30 
forms during administration, 
you’ll be needing to organize 
those 30 files just to keep the 
information in one probate 
estate. Isn’t it hard enough to 
maintain organization when 
each client has only one file? 
WBOPF, by contrast, saves 
the entire probate set of 
forms in one file and has 
obvious file management 
advantages. 
 
Perhaps it’s even worse that 
repetitive information doesn’t 
populate the required forms 
automatically. Therefore, 
you’re compelled to type 
things over and over. It’s a 
process that takes longer and 
in which there’s more oppor-
tunity for error. 

An example would be the 
decedent’s name. It’s re-
quired on every probate form. 
Even with the interactive PDF 
forms you must keep retyping 
the name over and over each 
time you start a new form. 
With WBOPF, the name 
populates every form auto-
matically. It’s the same with 
the name of the fiduciary, 
address and phone numbers, 
the name of the estate, date 
of death, etc.  The point is 
that all this duplication 
wastes time. 
 
Another serious drawback is 
that the Court’s interactive 
pdf forms don’t do the math. 
That means that if you enter 
assets on Form 13.1 Re-
ceipts and Disbursements, 
none of your receipts will be 
separated according to cate-
gory unless you do so manu-
ally. Furthermore, the catego-
ries won’t be subtotaled 
unless you do that manually. 
 
Finally, nothing beats 
WBOPF for making quick,  
easy changes that automati-
cally update other related 
data. That’s the reason word 
processors made typewriters 
obsolete. It wasn’t that you 
can type quicker on a type-
writer—heck, they’re both 
just keyboards. It’s the ability 
to make corrections with no 
fuss—no white tape, no cor-
rection ribbons, no corrective 
flued. You can think of 
WBOPF as a probate proc-
essor. With a pdf form, you 
might find yourself retyping a 
whole page to insert an re-
ceipt between two other ones 
or updating all the relevant 
subtotals and totals. WBOPF 
does this automatically. 
 
The best analogy is that 
WBOPF is to the web forms 
what the web forms are to 
the typewriter—a much supe-
rior method for completing 
forms efficiently and accu-
rately. 

TH E  ?  PAG E  
Go 

Fish 
Chances are good that at one time 
or another you‟ve received an email 

that poses as an urgent message 
from eBay, your bank, or some 
other reputable institution. Perhaps 
one that you don‟t even do business 

with. These are “phishing” schemes 
that entice you into clicking on a 
particular link in order to take steps 

to “correct” the situation. When you 
click on the conveniently provided 
link, you‟ve been hooked! Some of 
the schemes cleverly imply that 

you‟ve got a virus and ask you to 

“click here” to get rid of it. It‟s wise 
not to click. It‟s even wiser to move 
your mouse cursor over the link 

(don‟t click of course) and see 
whether the address that appears 
on the status line really leads to 

where it‟s supposed to. For exam-
ple, if you get an email from Puritas 
Springs Software and there‟s a link  
in the body (there always is), you 

can move your mouse cursor over 
the link and see that the link leads 
to www.puritas-springs.com and 

know that the link is what it purports 
to be. 

MacroMedia 

Alert 

If you do any Internet surfing, 
chances are better than 50-50 that 
along the way you downloaded a 

software product called MacroMedia 
Flash Player. Briefly, FlashPlayer 
plays small, fast multimedia but-
tons, as well as interactive anima-

tions, flying logos, and graphics 
created in Macromedia Flash. This 
player is very small, takes only a 

short time to download, and is a 
great starting point for experiencing 
multimedia on the Web. Flash also 
supports high-fidelity MP3 stream-

ing audio, text entry fields, interac-
tive interfaces, and more. All Flash 
formats can be viewed with this 

latest release. It‟s all good until you 
realize that Version 7 had a security 
flaw that was rated “critical.” Ver-
sions 8 and higher are not vulner-

able to the hijack attacks that were 
complained of in Version 7 and 
earlier.  
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we don’t sell, lease or let 
anyone else use the listing. 
 
 
A Capital Idea 
 
I am an attorney and the As-
sociate Director of the Para-
legal Programs at Capital 
University Law School. I ad-
ministrate the Dayton portion 
of the program. I have been 
receiving, at the Dayton 
branch, your Law Office 
Computing magazine. I have 
about a dozen students and 
would like to see if I could get 
some additional copies of the 
magazine for some of them. 
… Your web site is great—I 
will be having my technical 
instructor download the 
demos and use them in up-
coming tech classes …. 
 
P.S.—I am also one of your 
customers. Your child sup-
port worksheet program is 
the best! 
 
Joyce Rollert 
Vandalia, Ohio 
 
Thanks for your thoughtful-
ness. It is certainly accept-
able for you to use the 
demos, that’s what they’re 
there for. We’ll be sending 
you the copies of Law Office 
Computing that you re-
quested and hopefully you 
have them already. Inciden-
tally, we’ve redesigned the 
web site and added some 
new information so you 
should find it even more use-
ful for accessing various 
search engines (not just 
Google), getting Puritas 
Springs Software product 
news, as well as the daily 
world and business news 
from MSNBC. 
 
The Customer Is Always 
Right 
 
To the wonderful people at 
Puritas Springs Software. I 
just want to say thank you for 

your newsletter. I really like 
the hints and have learned 
some good shortcuts and 
other helpful tools. 
 
Joyce Gasbarre 
Wooster, OH 
 
We spend a great deal of 
time searching for and put-
ting together all the hidden 
treasures and we’re glad you 
find them useful. Filling up 
what would ordinarily be 
white space with these items 
is something we don’t intend 
to stop doing. 
 
More Kudos 
 
At last, a ―newsletter‖ that 
has some value. A colleague 
forwarded Volume 2005, 
Issue 1 to me. I found your 
tips very helpful. Please add 
me to your mailing list. 
 
Neil S. Rubin 
Beachwood, OH 
 
A considerable effort is made 
to find hints and tips that we 
think would be especially 
useful to law offices. Your 
kind words help use realize 
when we’re hitting the mark. 
Gladly, we’ve added you to 
our mailing list (both postal 
and email) and you should 
receive future issues. 
Thanks. 
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Gallia County Takes Full 
Control 
 
[We] can’t start Revised 
Ohio Child Support Guide-
lines (WROCSG) except in 
the Administrator mode. SO-
LUTION. Start Regedit, go to 
the Borland and Puritas 
keys. Borland has a subkey 
called blw32. With Puritas 
you can go to the parent Pu-
ritas key instead of the pro-
gram subkey. Set the permis-
sion for both these keys to 
Full Control for the user in 
question. In this instance it 
was power users, but that 
could differ according to the 
system administrator. 
 
John Grubb, IT 
Gallia Co Common Pleas Ct 
 
We’ve run into this problem 
in technical support a couple 
times. Thanks for the heads 
up. 
 
Glad To Be Of Service 
 
Just received a copy of Vol-
ume 2004, Issue 1. Very in-
formative both technically 
and legally. How do we make 
arrangements to continue 
receiving future issues and 
perhaps back issues also? 
 
Albert Mechley Jr. 
 
Thanks for the encouraging 
words. We’ve added you to 
our mailing list and that 
should ensure you get this 
and future issues of Law Of-
fice Computing. Although we 
don’t have back issues avail-
able, all of the technical sup-
port information contained in 
previous issues is available 
through our web site. Don’t 
forget to add your email 
address to our email list. 
You can do that at our web 
site: www.puritas-
springs.com. Just enter the 
address and click on the but-
ton. No personal information 
is required or asked for, and 

RE: Error in WROCSG5 
 
This occurred in the “sole-shared 

worksheet” when printing the 
extended version. I‟ve seen this 
with some of the other packages 
that use the msftedit.dll; I‟ve seen 

this occur on Windows XP SP2 
when printing to HP printers (even 
with the latest HP drivers). As a 

workaround until the problem can 
be traced down, I set up a secon-
dary printer definition that uses the 
Microsoft-included driver for the HP 

printer and problem goes away. 
 
Mike Webb 
Altick Corwin 

 
We‟ve not had your experience, but 
we did notice a printer abnormality 

related to msftedit.dll as well as an 
installation problem. 
 
Dealing with the second problem 

first, we noted that in Windows XP 
machines, we would sometimes get 
an error message indicating that 

the msftedit.dll file could not be 
updated. We have found that that 
error is harmless and that you can 
always click on the Ok button and 

continue with the installation. When 
the installation is complete the 
program should function normally. 

 
Related to printing, we noticed that 
our XP machine was printing a thin 
box around each form. Our experi-

ence was different than yours, 
however, because when we visited 
the HP web site and downloaded 
their latest XP driver (for our HP 

2420 LaserJet) the problem went 
away. We are not familiar with the 
Microsoft-provided driver to which 

you refer, but we thought it would 

be good to pass your tip along to 
our readers in case someone has a 
similar problem. 

 
Please accept our sincere thanks 
for taking the time to share your 

experience with us. 
 
 
 

 
 
 

Msftedit.dll 
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Curing BDE problems in 

Windows XP 

Michael with Magic Techol-
ogy called us to say that he 
followed the following steps 
to successfully cure problems 
he was having with the Bor-
land Database Engine on a 
Windows XP system: 

1. Right-click the shortcut 
for the BDE Administra-
tor on the Start menu 
and select Properties 
from the pop-up menu. 

2. Go to the Compatibility 
tab and in the area cap-
tioned Compatibility 
mode place a check in 
the checkbox labeled 
Run this program in 

compatibility mode for: 

3. In the drop-down list box 

select Windows 2000. 

While we here at Puritas 
Springs Software and the 
users that we talk to in tech-
nical support sessions have 
never needed to do this, it 
may be an option to consider 
if you’re having inexplicable 
BDE problems. We checked 
four of our Windows XP ma-
chines and they all had the 
Compatibility mode check-
box cleared. Thanks for shar-
ing that with us. 

 

When I use the Send to 
Word Processor feature of 
your programs, I see gray 
lines all over the forms. 
They print beautifully, but 
why do I see these lines? 
 
Whether you see the lines 
depends on the setting of 
your word processor. In Mi-
crosoft’s Word for Windows, 
for instance, you can go to 
the Table menu and select 
Hide Gridlines. If the grid 
lines are already hidden, the 
item on the Table menu will 
say Show Gridlines. Show-
ing or hiding the gridlines is a 

matter of personal prefer-
ence. We like to see the grid-
lines most of the time be-
cause when we’re laying out 
the forms it lets us see how 
the table cells are arranged 
and how much room for text 
we have within each cell. 
When we’re finished design-
ing forms, we like to remove 
visual clutter and therefore 
we hide the gridlines so we 
can more accurately preview 
a form. 

 

Our office has the new pro-
bate program version 5. It 
worked great for a time, but 
now we get an error on 
startup that says the appli-
cation can’t find page0.rtf. 
What’s wrong? 
 
In rare instances, when your 
computer freezes or crashes, 
the registry entry that tells the 
program the location of the 
RTF template files becomes 
corrupt. That’s where 
page0.rtf is stored and that’s 
why you’re getting the error 
message. You can fix the 
problem by starting the Reg-
istry Editor (enter ―regedit‖ 
in the Run dialog), and open-
ing the 
HKEY_LOCAL_MACHINE 
key. Next, find and expand 
the SOFTWARE subkey, 
then expand the Puritas 
Springs Software subkey, 
they expand the WBOPF5 
subkey. Finally, click on the 
Params key. A number of 
parameters will appear in the 
window to the right. Find the 
RTFDirectory entry and dou-
ble-click on it. In the Edit 
String dialog that appears, 
change the value data field 
to: 
 
C:\Program 
Files\Puritas\WBOPF5\RTF 

That should fix your problem.

When I enter dates into 
your HUD program, they 
seem too big for the allot-
ted space and they ruin the 
formatting of the Settle-
ment Statement. 
 
We’ve seen this before. As 
you probably realize there 
are several places in the Set-
tlement Statement forms 
where they ask you to enter a 
date. The trouble is that the 
government doesn’t provide 
adequate space for dates in 
their approved form. Our 
program uses a short date for 
these types of fields which, in 
most instances, is in a format 
MM/DD/YY. For whatever 
reason, your computer’s 
short date setting results in a 
larger amount of text. Per-
haps your setting is probably 
MM/DD/YYYY and the two 
extra character spaces for 
the year make the entry take 
up a bit too much space hori-
zontally. You can change this 
setting by going to the Con-
trol Panel and double-
clicking on the Regional Set-
tings icon (sometimes also 
called Regional and Lan-
guage Options). Go to the 
Regional Options tab of the 
dialog and find the Short 
date field. Note that different 
versions of Windows handle 
this slightly differently, but for 
the most part the technique is 
the same. Once you find the 
Short date field, change it to 
a shorter format: MM/DD/YY 
is common. While you’re at it, 
make sure that your standard 
is set to English (United 
States). We’ve seen users 
report some bizarre problems 
resulting from the fact that 
they had their computer set 
to Spanish or Italian. 

TO :  TEC HN IC AL  SUPPORT  

10. Life is sexually transmitted. 

 
9. Good health is merely the slow-

est possible rate at which one dies. 

 

8. Health nuts are going to feel 

stupid someday confined to hospi-

tals and dying of nothing. 

 

7. Some people have two emo-
tions: hungry and horny. Make 

them a sandwich and they’ll be 

happy 50% of the time. 

 

6. Give a person a fish and you 

feed him for a day; teach a person 

to use the Internet and he won’t 
bother you for weeks. 

 

5. Some people are like a Slinky—

not really good for anything, but 

you can’t help but smile when you 

see them fall downstairs. 

 

4. All of us could take a lesson 
from the weather. It pays no atten-

tion to criticism. 

 

3. Why does a slight tax increase 

cost you two hundred dollars and 

substantial tax cut saves you thirty 

cents? 
 

2. In the 1960s people took acid 

to make the world weird. Now the 

world is weird and people take 

Prozac to make it normal. 

 

1. We know exactly where one cow 

with mad cow disease is located 
among the millions and millions of 

cows in America, but we haven’t 

got a clue as to where thousands 

of illegal immigrants and terrorists 

are located. Maybe we should put 

the Department of Agriculture in 

charge of Immigration. 
 

 

 

 

 

 

 

10 Depressing 

Thoughts for 2007 or 

The Glass Is Half 

Empty 
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Can’t Install Application 
Because BDE Is Running 
 
It can be a bit of a puzzler 
when you get this error at-
tempting to install one of our 
programs and you’re pretty 
sure that the BDE is not run-
ning. In every instance that 
we’ve run into, the solution is 
always the same. First of all, 
the BDE is running; you just 
didn’t realize it. Second, the 
application responsible for 
running the BDE without your 
knowledge is usually Time-
Slips. 
 
Here’s how to solve the prob-
lem. Bring up the Windows 
Task Manager by pressing 
<CTRL><ALT><DEL> (also 
known as the three-finger 
salute). Note that in Windows 
XP and some earlier Win-
dows versions that’s all you 
do to start the Task Manager. 
In Windows 2000, you press 
<CTRL><ALT><DEL> and 
then select the Task Man-
ager button when the Win-
dows Security dialog ap-
pears. Actually we’ve never 
seen this problem in anything 
except Windows XP. Looking 
at the Applications tab you’ll 
say to yourself, ―I was right, 
the BDE isn’t running and 
TimeSlips is off.‖ Things are 
not what they seem however. 
The BDE is running even 
though TimeSlips may not. 
Go to the Processes tab and 
look for tstimer.exe. Click on 
and highlight the process, 
then click on the End Proc-
ess button. You’re free to go. 
You can install any program 
without getting that error 
message.  
 
Something Just Doesn’t 
Look Right—I Think It’s My 
Font 
 
We’ve had a few calls about 
users who were installing or 
re-installing programs and 
when the process was com-
plete their screens just didn’t 

look right. One tell-tale symp-
tom is that checkboxes don’t 
appear properly. You can 
usually see this in the Tax-
able/NonTaxable check-
boxes at the top of the Ohio 
Estate Tax (WOET) return, or 
the Retired checkboxes on 
the General Information 
Worksheet of the probate 
program (WBOPF). The fix 
for this problem is quite sim-
ple. Here are the steps: 
 
1. Go to Control Panel. 
2. Double-click the Fonts 

icon. 
3. When the Fonts window 

appears, scroll to the 
end (the fonts are usu-
ally in alphabetical order) 
and double-click the 
WingDings font bringing 
up the font viewer on 
your screen. 

 
That’s it. Close all the win-
dows and you’re ready to roll. 
Incidentally, don’t be con-
fused by the fact that there 
are two other WingDings 
fonts, i.e., WingDings2 and 
WingDings3. The font we’re 
referring to in this tech sup-
port topic is the WingDings 
font. Also, if there is no 
WingDings font in the Fonts 
folder, find one on another 
computer in the office and 
copy it to the Fonts folder. 
The fonts folder is located at: 
 
Windows 98 Systems: 
C:\Windows\Fonts 
 
Windows 2000 & XP: 
C:\WINNT\Fonts 
 
A Circular Reference 
In Ohio Spousal Support 
Calculator—MA_2005 
 
 
One astute MA_2005 user 
noticed that what I saw on 
the screen occasionally dif-
fers from the printout. The 
user also noted that when he 
clicked on the Recalculate 
button, sometimes numbers 

would change even though 
the user didn’t make any 
changes or entries. 
 
The reason this happens is 
because of a circular refer-
ence. A circular reference is 
defined as a situation where 
one piece of programming 
code requires the result of 
another piece of code, but 
that second piece of code 
needs a result from the first 
piece. In the context of the 
Ohio Spousal Support Cal-
culator—2005 this occurs 
because the amount of ali-
mony affects the calculation 
of child support; while at the 
same time the amount of 
child support affects the cal-
culation of alimony. Your 
printout may be different from 
what you see because you 
make a change and see the 
results of one pass of the 
calculation. When you print, 
we force the calculation to 
repeat multiple times in order 
to let the calculation ―settle‖ 
as the child support and 
spousal support move to an 
equilibrium. You can watch 
this happen, as you already 
have seen, by making a 
change and then clicking the 
recalculate button several 
times. For the first two or so 
clicks, the amounts may 
change slightly. 

FROM :  TEC HN IC AL  SU PPORT  
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WHUD2 

Proration 

One user gave us a call asking 

about how our Housing & Urban 
Development—Settlement State-
ments program prorated items like 
taxes or insurance. Our user indi-

cated that she was always a bit off 
from the figure our WHUD2 program 
was getting. 

 
The answer to her question is that 
WHUD2 uses a “banker‟s” year 
which is mathematically equal to 

365.25 days per year. Actually, the 

true number of days in a year is 
365.2422 days. For the sake of 

simplicity we rounded that figure 
upward and settled on 365.25 days 
per year. For that reason, when our 
user did her prorations, she was 

always off by the 0.25 factor. 
 
By our reckoning, eventually the 
accumulation of error in the “leap 

year” method (365.2422 versus 
365.2500) will require that we skip 
the leap. Let‟s see that will happen 

…. 

A few users have called in to say 
that their new Puritas Springs Soft-
ware program was not allowing them 
to copy and paste database work-

sheet descriptions (i.e., the Asset 
Worksheet of the Basic Ohio Probate 
Forms program) like they had in 

past versions of the program. 
 
When the first call came in on this 
we we‟re taken by surprise. We 

license the worksheet editor compo-
nent from a third-party company 
and never realized the new compo-

nent did not have copy/paste func-
tionality. 
 
We‟ll work on restoring this work-

sheet behavior, but for now you can 
use a context or pop-up menu for 
copy and pasting from worksheet 

description boxes.  Do it by right-
clicking your mouse in the edit box 
and using the copy or paste com-
mands. 

Copy/

Paste 
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H I N T S  & TR IV I A  

This is a very interesting 
technique we came across 
while perusing questions 
posed to software expert Neil 
Rubenking who writes for Ziff 
Davis publications. We think 
this tip could have applica-
tions in law offices and so 
we’re reprinting the question 
and answer in full. 
 
―Q. I want to insert multiple 
Microsoft Word 
2003 files into 
one document to 
create a report 
from boilerplate 
text. I know that I 
can use In-
sert|File and hold 
the <CTRL> key 
down to select 
multiple files. But 
the files don’t 
appear in the 
order I selected 
them, and I can’t 
find a work-
around. Is there a 
way to make this 
work? It will save 
me a lot of time if 
I can use clicks to 
assemble my 
documents. 
 
A. Microsoft Win-
dows doesn’t 
have any memory for the 
order in which you <CTRL>-
click files, so you’re going to 
have to find another way to 
accomplish what you want. I 
considered the Master Docu-
ment feature, which lets you 
assemble one main docu-
ment from any number of 
subdocuments. But in the 
end, it didn’t seem any easier 
than inserting your files one 
at a time in the desired order. 
 
Instead, I’d suggest you de-
fine an AutoCorrect entry for 
each existing boilerplate file. 

5-Star Tip— 
Automating 
Word 

Correct item on the Tools 
menu. If there is, you’re good 
to go. 
 
In law offices this technique 
can be extremely useful for 
the standard language you 
find in simple wills, i.e., pow-
ers of the executor. Also in 
deeds, or in any other docu-
ment that has ―standardized‖ 
language. Two things should 
be considered for this tech-
nique to work well. First, 
each segment of boilerplate 
should have its own separate 

doc file. In other 
words, in a Will 
you might have 
one file for the 
introductory para-
graph; a second 
doc file for the 
bequest to 
spouse; a third for 
guardianship; a 
fourth for execu-
tor’s powers and 
so on. The point 
of breaking these 
segments into 
separate files is 
so that if there are 
no children, you 
won’t even use 
the guardianship 
clause. 
 
Second, the 
AutoCorrect 
dialog box doesn’t 
have much room 
to type the substi-

tute text. Therefore, it is im-
portant to follow Mr. 
Rubenking’s suggestion 
about using separate doc 
files, copying the entire sub-
file to the Windows clipboard 
and pasting the text in the 
With: box. Attempting to type 
large amounts of text directly 
into the box would be prob-
lematic. So would modifying 
language that had already 
been pasted. 
 
We’d say that if you can’t 
think of a way to use this tip 
then you’re not trying. 

Open the file, press 
<CTRL><A> to highlight all its 
text, and select 
Tools|AutoCorrect Options 
from the menu. You should 
see the start of the file’s text 
in the With box. Enter a key-
word such a sboil1 in the 
Replace box, choose whether 
to include formatting, and 
click Add. Repeat for the 
other files. You can keep a 
printed key handy to remind 
you which keyword yields 
which boilerplate text. Now to 
write a report you’ll simply 

type something like ―boil1 
boil4 boil7 boil9, and Word 
will fill in your boilerplate text.‖ 
 
This is a very slick tip and 
can be used in any office 
that employs boilerplate. As 
far as we could verify, the 
AutoCorrect feature was 
present as far back as Word 
2000 and is still present in 
Word 2002, so it should work 
in almost all of the currently 
used versions of Word. To 
see if it’s available in your 
version of Word, just check 
whether there’s an Auto-

Online vendors go to great 
lengths to keep their phone 
numbers top secret. And it’s 
no secret why they do. It’s a 
big resource saver to elimi-
nate certain customer calls. 
It’s not that they want to 
ignore their good customers; 
it’s just the 80-20 rule at 
work. You know, 20% of 
your customers (you can 
substitute the word ―clients‖) 
will end up taking 80% of 
your time. 
 
This practice isn’t just fol-
lowed by small, fly-by-nite 
companies either. Try to find 
a phone number on the 
Blockbuster site. We could-
n’t. Home Depot’s site is 
another good example. Go 
to the Contact Us page—no 
phone number.  
 
Well, we’ve cracked the 
cone of silence of several 
large online companies and 
we’re publishing their num-
bers below:  
 
Amazon.com: 800-201-
7575, 206-266-2335. 
 
Buy.com: 877-780-2464 
 
Half.com: 800-545-9857, 
888-879-4523 
 
Netflix: 800-585-8131 
 
Overstock.com: 800-843-
2446, 800-989-0135 
 
PayPal: 888-221-1161, 402-
935-2050 
 
Yahoo: 408-349-1572 

Who Ya 

Gonna 

Call? 
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Lesson 2. Copying, Moving, Renaming & Deleting. The second in our continuing series of 

workshop-style articles demonstrating the basics of using computers in law offices. This article 

builds on the Quiz in Volume 2002, No. 1 and Lesson 1 in Volume 2004, No. 1. It’s designed 

to make you a better computer user. You won’t be computer illiterate any more when you finish 

Lesson 2. 

 

Hidden Treasures. We’ve got all the latest computing hints and tips that law offices might find 

valuable, including free software, word processing tricks, free Internet services, and more. 

You’ll find a hidden treasure on just about every page. 

 

Remote Assistance. When things get bad and you’re ready to call the computer guy or gal for 

help, try our new Remote Assistance service. Remote Assistance allows us to perform program 

or operating system maintenance on your computer without the time and expense that might be 

required if you need to call in the cavalry. Remote Assistance has other uses. You can learn 
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can learn about each of the programs in our Puritas Springs Software library of legal program. 

About the only thing missing is the demos. You’ll need to go to the web site for that. 
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Technical Support. We’ve got a number of pages of technical support information covering 
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Several years ago we published 
one of the handiest hints we‟ve 
ever published—Show Desktop 
(page 14 of  Volume 2004, Issue 

1). We provided quite a bit of 
information about the command 
and we won‟t repeat it here. Basi-

cally, when you‟ve got multiple 
windows stacked on your desktop 
because you‟re working on ten 
things at once, there often comes 

a time when you need to put away 
all the running program clutter to 
get back down to your normal, 
naked Windows desktop. Although 

we mentioned the Show Desktop 
mini icon within the Taskbar‟s 
program launch area, we forgot to 

mention that you can simply hit the 
<Windows><D> key combination 
to do the exact same thing. We 
think that once you assimilate this 

command you‟ll use it daily and 
often. 

Show 

Desktop 


