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Copyright Notice 

 
You may not reproduce, transmit, transcribe, store in a retrieval system or translate into any 
human or computer language this manual and software. These actions, in any form or by 
any means, are illegal without the express written permission of Puritas Springs Software. 

 

 

Limited Warranty 
 
During the period of time before a major upgrade, if the program that makes up the then-
current version of this software is revised, then the user is entitled to the revisions at no 
charge, and except in rare cases, the update should be downloaded and installed automati-
cally by the software. Puritas Springs Software reserves the right to define and decide 
what constitutes a major upgrade. Also, your right to the revision is subject to your ability to 
download and install the update. We will do everything we can to help you in the event the 
automatic upgrade function is not working for you. A high speed Internet connection and 
appropriate hardware are your responsibility. We reserve the right to decide what is appro-
priate. 
 

Disclaimer & Limitations 
 

Puritas Springs Software provides Ohio Adoption Forms, consisting of both the software 
and this manual, "AS IS." The software and manual carry no warranty as to performance, 
merchantability or fitness for any particular use. Puritas Springs Software specifically dis-
claims all warranties, express or implied, regarding the software or our services, and Puri-
tas Springs Software does not warrant that the software or services are free from defects, 
interruption, errors or other program limitations. For states containing limitations on implied 
warranties, any such implied warranties are limited to 60 days from the date of purchase. 
The rights provided by this Limited Warranty shall be limited to the original, registered and 
recorded purchaser of the software. Said rights are limited to the cost of the software and 
are non-transferable.  You assume all liability and responsibility for the accuracy of any form 
produced by this software. Recognizing this, Puritas Springs Software has exercised due 
care in the preparation of the software and manual. In no event, however, shall the authors 
or publisher be liable for direct, incidental or consequential damages, or damages of any 
type, arising from the use of Ohio Adoption Forms. 
 
This Agreement sets forth Puritas Springs Software’s entire liability and your exclusive 
rights and remedy with respect to the software. Headings are included for convenience and 
shall not be considered in interpreting this Agreement. This Agreement does not limit any 
rights that Puritas Springs Software may have under trade secret, copyright, patent or 
other laws, federal or state. 
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Ohio Adoption Forms - Version 4 (Adopt4) is a 

32-bit application that was designed in Windows 

as well as Mac OSX. Adopt4 is compatible with 

the following versions of Windows: XP, Vista, 7 

and 8; and the following versions of Mac OSX: 

10.7, 10.8, 10.9. 

 

WARNING: United States Copyright laws pro-

tect Adopt4 as the property of Puritas Springs Software. Your Adopt4 download 

contains a registered serial number that is located in various places within the soft-

ware. Possessors of unauthorized copies violate Federal law. A single-user license 

permits installation on only one computer. 

 

Getting started involves receiving an email from us with download instructions and 

a password. You typically receive the email the day of your purchase usually be-

tween noon and 5pm. Weekend order are processed on the following Monday. 

 

After you receive your email, we recommend using Internet Explorer and visiting 

www.puritas-springs.com. On our Home page you'll see a Password Search button 

on the right. Click on the button to display the search page that contains a  search 

text  box and associated button. Place the password in the search text box, and click 

on the Search Password button just below the search text box. 

 

The search will return a link to a downloadable version of the program. Click on the 

large button labeled "Click Here To Download Update." When the next page ap-

pears, click on the link at the bottom of the page - "Click here to download the 

file." If you're using Internet Explorer, a prompt will appear asking whether you 

wish to Run or Save the file. Choose Run and follow in on-screen instructions. 

 

Special Note about Security Software: Depending our your security software and 

configuration, you may receive the following notice: "The publisher of ... couldn't be 

verified. Are you sure you want to run the program?" Click on the Run button. Also 

note that certain security software may not give you the option to Run. In some in-

stances you may receive this message: "setup... is not a commonly downloaded pro-

gram and could harm your computer." In this case you'll need to click on Actions 

before you see a link labeled Run anyway.  Click Run anyway. In a third scenario, 

you still may not get the Run option. In those instances you'll typically see a More 

info link (which is easy to miss, so look over any dialogs carefully). Click on the 

More info link and you'll be presented with the option to Run. 

Getting Started 
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Overview 
 

You install Ohio Adoption Forms—Version 4 

(Adopt4) to your computer by following these in-

structions. Although the installation process is auto-

matic, you can follow the steps below just to make 

sure that everything’s going along properly. 

 

Network Installations 
 

In the case of network installations, the types and implementations are diverse and we 

cannot give network-specific technical support although we answer questions about 

Adopt4 to assist network administrators during installation and setup. Note that you 

must have a network license to be able to set Adopt4 for use on a network. 

 

Installation Steps (Windows Only) 
 

A. When you begin executing the setup file, the Preparing to Install screen will ap-

pear briefly as InstallShield sets itself up to begin the installation process. You’ll 

see a progress meter until the Welcome dialog appears. Click the Next button to 

proceed with installation. Click Cancel if you want to abort installation. 

 

B.  The Puritas Springs Software Licensing Agreement appears in the next dialog. 

Click on the I accept ... option to accept the terms and conditions of the license, 

and then click on the Next button to continue with the installation. If you do not 

agree to the terms of the Licensing Agreement, you will not be able to continue 

installing the program. 

 

C.  Verify your user identification information and click the Next button. Unless you 

have a compelling reason to do otherwise, leave the Anyone who uses this com-

puter option selected. Note that this option does not appear on all systems. 

 

D.  You will now see the Ready to Install dialog. Click the Install button to begin 

the actual installation process. As files are copied and installation tasks are com-

pleted by the InstallShield Wizard, a progress meter will keep you informed as the 

stages of installation are completed. 

 

E. When installation is complete a Installation Wizard Completed dialog appears 

on the screen and you can click the Finish button. 

 

 Running The Program 
 

When installation is complete, a Adopt4 icon is placed on your desktop. You can start 

the program by clicking on the icon. You can also run the program in the conven-

Installing Adopt4 
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tional manner by clicking on the Start button in the lower, left corner of your screen, 

clicking on Programs or All Programs, then Puritas Springs Software, then 

Adopt4. 

Another way to start the program is to double-click on any ad4 file. 
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Ohio Adoption Forms (Adopt4) starts 

by displaying the General Informa-
tion Worksheet, because it is the 

logical starting place for working on 

an adoption file. However, you can 

display and complete any form or 

worksheet in any order. Entering 

adoption information is a simple four-

step process as explained below. 

 

Adopt4 does all calculations and placement of data from the worksheets to the adop-

tion forms automatically and instantaneously. The data in this tutorial is designed to 

help you complete some common adoption forms from beginning to end. You can 

find the tutorial file on your hard drive as one of the installed client files named Sam-
ple.WA3. 

 

When you start Adopt4, you get a blank set of adoption forms (blank except for any 

default information that may be present in the DEFAULT.AD4 file). The focus is in 

the County Name field at the top of the form. The focus will move from field to field 

on the form as you enter information. Use the v<TAB> key to move from field to 

field. You can also point to different areas of the form with your mouse to jump to 

other areas of the form without needing to hit vrepeatedly. 

 

Click on each of the topics below to follow along through the recommended steps for 

completing an adoption file. 

 

 Step 1. The General Information Worksheet 

 

 Step 2. The Expense Worksheet 

 

 Step 3. Review the forms and enter any remaining information 

 

 Step 4. Printing the forms 

Entering Information 

A Tutorial 

v 
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Step 1. Completing the General Information Worksheet 

 

You should not have to look hard to find the General Information Worksheet, it 
appears every time you start up Adopt4. You can also find it on the Display menu's 

Worksheets submenu. When the General Information Worksheet first appears, 

the cursor is blinking in the Caption section's County Name field. 

 

 With the County Name field active, type "CUYAHOGA". For this field we like 

to use all capital letters because this is the field that shows up in the caption area 

of all the adoption forms. When you are through, press the v key. 

 

 Pressing the vkey moves the focus to the Subtitle/Caption field. You can leave 

this field blank if your county does not use a subtitle line in the caption, or, like 

our example, type "Presiding Judge Theodore T. Justice." Press the <TAB> 

key. 

 

 Complete the remaining fields as shown below. Press vafter each entry. When 

finished, your screen should look like the one shown on the following page. 

 

 Field Answer 

 ------------------------------------------------------------------------------- 
 Probate Judge Theodore T. Justice 

 Adoption Case Name Andrew Foster 

 Case Number 98-123483 

 Petitioner's Name Robert Grenessem 

 Age 42 years 

 Joint Petitioner's Name Joann Grenessem 

 Age 38 years 

 Address 2039 Loveland Drive 

 City Lakewood 

 County Cuyahoga 

 State Ohio 

 Zip Code 44107 

 Phone 216-555-1234 

 Marital Status Married 

 Date of Marriage 10/31/85  

 Place of Marriage North Ridgeville, Ohio 

 Birth Name Andrew Foster 

 Name After Adoption Andrew Grenessem 

 Address 2039 Loveland Drive 

 City Lakewood 

 County Cuyahoga 

 State Ohio 

 Zip Code 44107 

 Age 12 years 

 Date of Birth 5/16/98 

 Place of Birth Lakewood, Ohio 

 Attorney's Name Ward F. Stone 

 Address 17140 Lorain Avenue 

 City Cleveland 

 State Ohio 

 Zip Code 44111 

 Phone 216-251-8023 

 Supreme Court Reg No 00000001 
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 Name of biological mother Martha Miller 

 Age 19 

 Relationship Biological mother 

 Address 1234 Main St 

 City Cleveland 

 State Ohio 

 Zip Code 44101 

 Consent Required Unchecked 

 Failure to communicate Checked 

 Failure to support Unchecked 

 Other Unchecked 

 Name of biological father Arthur Smith 

 Age 18 

 Relationship Biological father 

 Address 4321 Moon St 

 City Cleveland 

 State Ohio 

 Zip Code 44101 

 Consent Required Unchecked 

 Failure to communicate Unchecked 

 Failure to support Checked 

 Other Unchecked 

 

IMPORTANT NOTE. Now that you have worked in the Noname file for 10 or 15 

minutes, you will want to be sure to save your client file by giving it a meaningful 

name. Select Save As from the File menu. When prompted for a name, use the cli-

ent's last name, i.e., SMITH, JONES or MILLER, etc. Never put a period in a file 

name except to delimit the extension. Always use the ".AD4" extension; better yet, 

leave it off completely and Adopt4 will put it on for you. The rule about saving is: If 

you haven't named the file (i.e., the name is still NONAME), use the Save As com-

mand to give it a name. If you already named the file (i.e., SMITH.AD4), use the 

Save command or the Save button. 

Figure 1. Top half of complete General Information Worksheet. 
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Step 2. Completing the Expense Worksheet 

 

The sample adoption file has various costs and expenses associated with it. To enter 

the expenses, go to the Display menu, open the Worksheets submenu and select Ex-
pense. When the worksheet appears on your screen it is blank and ready to accept 

your first entry. We will do the physician's expenses first. 

 

 When the worksheet appears, the focus should be in the Name and Address 

field in the top half of the screen. This is where you enter the name and address of 

the person or business being paid. Note that you may use carriage returns in your 

description as we did after the word Agency in line one and Blvd in line 2. You 

can also type complete descriptive paragraphs, WAdopt2 will reformat your text 

so that it fits well in the allotted space on Form 18.9. Here you can enter: 

 

Child Support Enforcement Agency 
1700 Lakeland Blvd 
North Olmstead, Ohio  44080 

 

 In the Category group box, select one of the predefined list of expense types. Se-

lect Physician. 

 

 Click your mouse in the Date field box or press v. You can enter a date directly 

by simply typing it or pull down the calendar date selection component. 

 

 Finally, press vto move to the Amount field. Enter $256.00. Note it is not neces-

sary to enter the dollar sign ($) or comma (,). In fact, Adopt4 will not let you. 

 

You are done with the first expense. Now click the Save To Current Table Row, to 

send your expense entry to the table on the bottom half of the screen. 

 

To add additional expenses, click the Add at End button on the Navigator bar. A 

new blank row will be added at the end of the table. You can populate the fields of 

that row by entering the information on the top half of the screen. When you’re done, 

use the Save to Current Table Row button to send your second financial record to 

the blank row at the end of the table. 

 

Enter the additional expenses as shown in the Sample file, we will omit the entry-by-

entry descriptions used for the first expense. You can enter expenses in any order, but 

when they are displayed or printed out, like expenses will be grouped together, ie., all 

physician's expenses listed together. 

 

Final Notes About the Worksheet: 

 

 You can only enter information on the top part of the screen. 

 

 You can navigate, view multiple records, sort the table, and select a record for 

editing on the bottom part of the screen -- the part that looks like a spreadsheet. 
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Figure 2. First 11 completed entries in the Expense Worksheet. 

 Almost every function in the worksheet can be implemented using hot keys. 

There is a right-click, popup menu that has all the commands along with the hot 

key combinations. 

 

 Each of the columns in the worksheet can be resized by dragging and sliding 

the dividing bars between columns to the left to make a column smaller and to 

the right to make a column wider. This allows you to customize the worksheet 

for your particular computer monitor and screen resolution. Adopt4 remembers 

your settings. 

 

 The worksheet preserves any carriage returns you enter in the Name & Address 

input box. That means that if you'd like each entry in the worksheet to be sepa-

rated by a blank line (thereby enhancing the readability of Form 18.9), simply 

place a blank line (one carriage return) at the end of each entry. If you'd like to 

see an example, check out the Sample or Test files. We've employed that tech-

nique on both. 

 

Step 3. Complete the Remaining Forms 

 

This step is easy. As you display the forms you wish to file, you will see that, for the 

most part, they are already complete. For this tutorial we will select one of the forms 

that needs information added -- Form 18.0 Petition for Adoption of Minor. 

 

 From the Main Window or the Display menu, expand the Form 18.X submenu 

and choose Form 18.0, then Page 1. Notice that if you cannot remember the 

name of the form by its number, the status line at the bottom of the screen gives 

you the complete name of the form. 

 

 The caption is already complete, and focus is at the Post Office field in the ad-

dress section of the Petitioners. Press vto advance to the Duration of Resi-
dence field and type: 18 years, then press v. Just as you did on the General 
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Information Worksheet, complete the rest of Form 18.0. 

 

Naturally you will also need to complete page 2 and various other forms in the pack-

age. From here on in, Adopt4 is almost like using a typewriter, only better and eas-

ier. Simply display the desired forms and complete the fields not already completed. 

You will find that the caption, the names of the petitioner(s) and much other infor-

mation are present on the forms already. By using the vkey you'll be able to pro-

ceed from field to field that you need to complete automatically skipping those that 

complete themselves. 

 

Step 4. Print the various required forms using the File|Print|Selected Forms 
dialog. 

 

When you're satisfied that all the required forms are ready for filing, go to the Se-
lected Forms dialog on the File menu's Print submenu. Check the boxes next to the 

forms you wish to print. If everything meets your approval you can click on the 

Print button. 

 

You can print any one or batch of guardianship forms from the Selected Forms 

dialog. If a particular form has multiple pages, all parts or continuation pages of the 

form will be printed. 

 

If you have Microsoft Word installed, all previewing prior to printing is performed 

via Microsoft Word. If you do not have Word installed, WordPad is used if you are 

on a Windows system; TextEdit is used if you are on a Mac OSX system. 

 

WordPad Caveat. WordPad is unable to read margins from any file it opens. There-

fore it is necessary that you set WordPad’s margins as follows: top = 0.50”; left and 

right = 0.60”; bottom = 0.25”. WordPad will remember your margin settings, so it’s 

only necessary to set the margins once. 

 

Figure 3. Example of Print Selected Forms Dialog (Also use by Send to Word Processor). 
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Good question. With our latest releases, we’re adopting the industry trend of putting 

your manual on-line so you can consult it any time you’re running the program. This 

paper version of the manual is merely an outline of the basics of installation, getting 

started and information entry. From there, you’ll need to consult the on-line help via 

the program’s Help menu. 

 

If you’re like us, you might be doubtful as to whether on-line help can be a worthy 

substitute for a paper manual. We found that on-line help has some significant bene-

fits over its paper counterpart. 

 

On-Line Help Is Always There 

When we were at the office, the manual was at home. When were on the computer at 

home, the manual was at the office. On unfortunate occasions, that alone can make 

you lose a day. It never happens with on-line help. It’s always there. A copy for your 

home computer, and a separate one for the office. It’s also there on your laptop! 

When you’re desperate for information, you can always count on its accessibility. 

 

On-Line Help Is HyperLinked, Searchable & Better Indexed. 

We took extra time to develop a logical system of indexing. You should find that a 

help file’s searchability can be a time-saver when you’re looking for a snatch of text. 

The point and click links between key words provide instant information without 

fumbling though page after page looking for something. This non-linear characteristic 

is part of what makes the worldwide web so uniquely useful. 

 

On-Line Help Is Up To Date 

Because they are printed in larger quantities, paper manuals fall out of synch with last

-minute or late-minor programming changes during the duration of the “printing.” 

Help files, on the other hand, are easier to keep current with programming changes 

because their modification involves no additional processing steps to implement (i.e., 

physical transportation, printing, binding, etc.). 

 

Paper Fix 

Don’t forget that any help topic can be printed simply by pressing the help window’s 

Print button, or using the menu’s Print Topic command. 

 

It’s Not a Cost-Cutting Measure. 

It’s important to us that you know what on-line help is not. The same independent 

proofreader, editor and creative staff that once prepared the paper manuals now pre-

pare the help files. You’ll find more information, more illustrations, and more expla-

nations than ever before. We also tried to develop hyper linking to a greater extent 

than we had in previous on-line help for the estate tax program. In short, the help files 

are now more than simply a copy of the paper manual, and we spent a lot of extra 

time trying to increase their utility. Based on current postal rates, the cost of mailing 

the binder, disks and abbreviated paper manual is exactly the same. 

More Help 
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1. Tutorial—Entering Information 
This topic is a good starter because it explains 

the process of entering adoption information 

and saving it in a file. 

 

2. Expense Worksheet 
The worksheet is the central area where finan-

cial information is organized for preparation of 

the Petitioner's Account (Form 18.9). This 

short topic describes how to enter information 

and explains the purpose of sort numbers. Be-

coming acquainted with this information can help you avoid any possible pitfalls in 

using the worksheet. 

 

3. What is the DEFAULT.AD4 file? 
This topic explains how to customize the blank, start-up adoption set of forms so that 

common, usually-unchanging information is set up to appear automatically when se-

lect New from the File menu. 

 

4. Using The Keyboard 
This is a good topic to print because it summarizes all the key commands which are 

available in the program. 

 

5. Save As 
You’ll want to be familiar with this information if you’re installing to network or 

copying client files. It describes the client file. 

 

6. Overriding Answers 
You’ll use this command when you need to manipulate entries in text input dialogs 

that contain green colored text. 

 

7. Frequently Asked Questions 
This help topic contains answers to questions that are common to many users. 

 

Essential Help Topics 


