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Law Office ManagementðVersion 5 

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 disks that make up the then
-current version of this software are defective, then the originally licensed user of 
record may return the software to Puritas Springs Software, 645 McKee Trail, 
Hinckley, Ohio 44233-9209 and replacement disks will be issued. Puritas Springs 
Software reserves the right to define and decide what constitutes a major upgrade. 

 

Disclaimer & Limitations 
 

Puritas Springs Software provides Law Office Management Pack, consisting of 
both the software and this manual, "AS IS." The software and manual carry no war-
ranty as to performance, merchantability or fitness for any particular use. Puritas 
Springs Software specifically disclaims all warranties, express or implied, regard-
ing the software or our services, and Puritas Springs Software does not warrant 
that the software or services are free from defects, interruption, errors or other pro-
gram limitations. For states containing limitations on implied warranties, any such 
implied warranties are limited to 60 days from the date of purchase. The rights pro-
vided by this Limited Warranty shall be limited to the original, registered and record-
ed 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 consequen-
tial damages, or damages of any type, arising from the use of Law  
Office Management Pack. 
 
This Agreement sets forth Puritas Springs Softwareôs entire liability and your ex-
clusive 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 un-
der trade secret, copyright, patent or other laws, federal or state. 
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The Law Office ManagementðVersion 5 

is a set of true 32-bit applications that runs 

on any computer equipped with Windows 

7, Windows Vista, Windows XP or  

Windows 2000. 

 

Law Office ManagementðVersion 5 requires a Pentium or equivalent processor 

with an appropriate amount of RAM to support the installed version of Windows. 

Law Office ManagementðVersion 5 comes on compact disk (CD) and you will 

need about 32 megabytes of free hard disk space for installation. A video card capa-

ble of a minimum display resolution of 800 x 600 pixels with a minimum of 256 col-

ors is recommended. A resolution setting of 1024 x 768 is recommended. Law  

Office ManagementðVersion 5 prints using any Windows-compatible printer. 

 

COPYRIGHT NOTICE. United States Copyright laws protect Law Office Man-

agementðVersion 5 as the property of Puritas Springs Software. Your distribu-

tion disk contains a registered serial number that is hidden in various places in the 

software. Possessors of unauthorized copies violate Federal law. 

 

The Law Office ManagementðVersion 5 contains the following programs: 

 
ClientBase5 Also known as CBase5, a database for storing client name, address 

and phone information as well as client notes. 

BookBase5 Also known as BBase5, a database for recording bookkeeping/
financial information such as client payments, other income, and ex-
penses. 

BillBase5 Also known a BillB5, a database for maintaining a weekly/monthly/
quarterly billing system. 

PSSTimer A stopwatch window for measuring time spent on legal projects. 

Calendar A calendar and daily log program that is accessible from within 

BillBase5. 

IS A itemized statement ledger that is accessible from within BillBase5. 
It is used for billing clients on an hourly basis as opposed to flat fee 
arrangements. The Itemized Statement program can scan the Calen-
dar for items based on client number and length of time. 

 

These programs and their help files can be accessed by clicking 

Start|Programs|Puritas Springs Software and selecting the desired item. 

 

Getting Started 
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Law Office ManagementðVersion 5 (LOM5) is a 

true 32-bit Windows program that runs on any com-

puter equipped with Windows 7, Windows Vista, 

Windows XP, Windows 2000, Windows ME, and 

Windows 98. 

 

InstallationðIn General 
 

Install LOM5 to your hard drive by following the steps outlined below. Before start-

ing the installation, we should mention that the files on the distribution CD are com-

pressed, and therefore, you must ñinstallò LOM5 to your computer rather than simply 

copying the files from the CD to your hard drive. For that same reason, you cannot 

run LOM5 from the CD. You must install LOM5 to your hard drive. 

 

InstallationðSteps 
 

A.  Place the disk in your drive. 

 

B.  On most systems, depending on your license, in-

stallation will begin automatically, however, if the 

installation wizard does not start automatically, 

take the following three steps: 

 

1. Press the Start button; 

 

2. Click on the Run item; and 

 

3.  Type the command shown below. Note that if youôre installing from a dif-

ferent drive, you must use the correct drive letter, i.e., ñE:\SETUPò. 

 
D:\SETUP.EXE 

 

C. Install Welcome. The Setup progress meter will appear briefly until the Wel-
come dialog displays. Click the Next button to 

begin the installation. Follow standard Win-

dows installation protocol by making sure all 

other applications are turned offðnot just 

minimized, but terminated. Click Cancel if you 

want to abort installation. 

 

D. License Agreement. The Puritas Springs Soft-

ware Licensing Agreement appears in the next 

dialog. Press the Yes button to accept the terms 

Installing 

Office Management Pack 

BBase5 

CBase5 

BillB5 
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and conditions of the license and 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. 

 

E. User Information. Verify your user identification information and click the Next 
button. 

 

F.  Destination Folder. The next dialog allows you to select where LOM5 will be 

installed. The default location is C:\Program Files. Regardless of whether you are 

performing a network install, we canôt think of a reason why you should change this 

installation parameter. Unfortunately, we cannot support installations to alternate lo-

cations. Click on the Next button. 

 

G.  Database Folder. The next dialog allows you to select the location where the da-

tabase files will be stored. The default location is C:\Puritas and we recommend 

keeping that location unless you are performing a network install. Even then, it is 

sometimes best to retain this installation parameter and perform network configura-

tion manually. 

 

H.  Setup Type. This allows an advanced user to select certain installation features 

and omit others. Because LOM5 is composed of a set of inter-related and inter-

dependent programs, there is rarely a need to do this. 

 

I.  Ready To Install. The installation begins when you click the Install button in the 

Ready to Install the Program dialog. A progress meter will keep you informed as 

the program files are transferred from the CD to your hard drive. 

 

J.  Setup Complete Success. When the entire installation process is complete, the 

InstallShield Wizard Completed dialog advises you that the installation process 

was successfully completed. Click on the Finish button. 

 

Running LOM5 
 

You start LOM by starting one of the three main programs: ClientBase5 (CBase5), 

BookBase5 (BBase5) or BillBase5 (BillB5). You can find their shortcut icons on 

your Desktop or using the Start menu, selecting the Programs submenu, then select-

ing program item in the Puritas Springs Software submenu.  
 

A More Detailed Overview 

 

The main components of the Law Office 

Management Pak are three applications½

CBase5, BBase5 and BillB5. Each of the three 

programs fulfills a specific office management 

function. CBase5 is a name and address data-

base that stores client names, addresses, tele-

phone numbers and other information. 

BBase5 is an income and expense database 
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that is specially designed to manage and track law office receipts and disbursements, 

in particular, client payments and client-related expenses. BillB5 is another special-

ized database that prepares the monthly (or periodic) billing. These three programs 

work together to make bookkeeping and billing a task that takes a fraction of the 

time. 

 

Program Dependencies 

 

CBase5, BBase5 and BillB5 need each other to make a fully-functioning law office 

billing system. Because of the way these three programs operate together, you 

should know about their dependencies. As illustrated in the table above, CBase5 is 

the only program of the three that can be used without the other two. BBase5, on the 

other hand, depends on CBase5ôs database file to obtain client identification infor-

mation. For example, if you enter a court filing fee in BBase5 and want to associate 

that expense with a particular clientôs account, you need only know the clientôs 

nameðBBase5 will look up the clientôs account (identification) number for you us-

ing CBase5ôs name and address file. BBase5 does not need BillB5. 

 

Finally, BillB5 depends on CBase5ôs database file to obtain client name and address 

information, and it also depends on BBase5ôs income and expense files for supply-

ing financial billing information. Youôll see how this all works together in the fol-

lowing explanation. Remember that you donôt need to do anything special, except 

know how the programs relate to each other, the programs will do all the cross-

referencing work for you. 

 

CBase5 is more than simply an accessory for BBase5 and BillB5. CBase5 works 

great by itself and is best used by placing it in your Windows StartUp group. Set 

CBase5 iconôs Run property to Minimize. That way, CBase5 will always be at the 

bottom of your screen in icon form, available throughout the day for client names, 

addresses, phone numbers and other useful information. Itôll save you hours every 

week by letting you avoid chasing through files looking for current address or phone 

information. CBase5 even pastes formatted names and addresses directly to your 

word processor for easy inclusion in letters and pleadings. 

 

The second part of this trilogy½BBase5½is an office income and expense 

bookkeeping system which can display or print its entire contents in table form or 

filtered form. For billing purposes you would typically enter client payments as well 

as client-related expenses in BBase5. BBase5 can also manage and balance check-

ing accounts together with handling the recording and payment of general office ex-

penses such as purchasing copy paper, paying utilities and other expenses which are 

not directly attributable to a particular client. 

Program Needs: Needs: 

ClientBase5 (CBase5)   

BookBase5 (BBase5) CBase5  

BillBase5 (BillB5) CBase5 BBase5 
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BillB5 brings it all together by orchestrating the following chain of events. 

 

¶ Starts with a balance forward (if there is one) that is automatically trans-
ferred from the prior monthôs bill; 

¶ Prints your personal letterhead or caption at the top of the bill, saving 
printing expenses; 

¶ Looks up the clientôs full name and address from your CBase5 file and 
prints it on the bill positioned for folding and placement in a window en-

velope½no more typing envelopes; 

¶ Prints and itemizes any additional charges to the clientôs bill since the 
last bill, i.e., filing fees, transcript cost, etc.; it gets this information from 

your BBase5 file; 

¶ Prints and credits any client payments (also from your BBase5 file) 
made since the date of the last bill (or date you choose); 

¶ Contains up to ten optional fill-in fields for special entries such as initial 
retainer charges, client discounts or whatever you choose; 

¶ Prints the subtotal from any itemized billing statements you attach; 

¶ Calculates and prints a present balance due; and 

¶ Post a new balance forward and automatically creates a new billing file 
for next month. 

 

Getting Started, Again 
 

Now that you know a bit about how these three programs work together, weôd like 

to save you some time and tell you at the outset that these programs are already con-

figured to communicate with each other. When you perform the standard installa-

tion, each of the program components is initialized with an empty file (base-named 

ñlomò) and the links between the programs are established using that file nomencla-

ture. The bottom line is that once youôve installed LOM5, youôre ready to go with 

the exception that youôll want to go to BillB5ôs Options menu and set up the billing 

caption that youôll be using on your bills, i.e., 

 

Ward F. Stone 

Attorney at Law 

1234 Main Street 

Cleveland, Ohio 44111 

330-278-3252 

 

LOM5 can be reconfigured manually and it isnôt really that tricky, itôs just a matter 

of letting the programs know what youôve decided to name your files. For example, 

if you keep you names and addresses in a file called ñclient_names.db,ò then you 

must configure BBase5 to use that CBase5 file when it looks up names and client 

numbers. Likewise, if you call your BBase5 file ñoffice_finances.db,ò then you must 

configure BillB5 to look up names and addresses in client_names.db, and client-
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related income and expenses in office_finances.db. This is all done on each pro-

gramôs Options menu. 

 

Upgrading From Office Management PackðVersion 2 

(CBase4, BBase4, BillB4) 

 

If you already are using the Law Office Management Pack Version 2 (consisting of 

ClientBase4, BookBase4 and BillBase4), youôll immediately notice that there is no 

import command in Version 5 for transferring your existing Version 2 files to the 

new programs. The reason for this is that one of our major design considerations in 

creating Version 5 was to omit the Borland Database Engine (BDE) that powers 

Version 2. Consequently, without the BDE, Version 5 is unable to read or import 

Version 2 files. 

 

Depending on your usage of Version 2, you have two choices: 1) you can start fresh 

with Version 5 and forego use of the old files; or 2) for a nominal charge, we can 

connect to your computer and convert your Version 2 files to Version 5. 
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ClientBase5 
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When you first start ClientBase5

(CBase5), a main window appears 

with two empty windowsða List 
View window on the top half of the 

screen and a Table View window on 

the bottom half. We sometimes popu-

late the empty file with a single entry 

to get you started, otherwise CBase5 is ready and waiting for you to enter your first 

name and address. 

 

When the empty List View and Table View windows appear, you can immediately 

begin entering names and addresses by pressing the <CTRL><A> accelerator key 

combination. The Name & Address Entry Form will appear. Like most Windows 

functions, there are other ways to add names. You can also click the Add New Name 
& Address button or select Add Name from the Edit menu to make the Name & 
Address Entry Form appear. 

 

 
 

Entering Information 
In ClientBase5 

 

Figure 2. CBase5 With One Name Entered 

Figure 1. Empty Opening 
CBase5 Screen 


