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Copyright Notice

You may not reproduce, transmit, transcri b
into any human or computer | anguage this mi
any form or by any means, are illegal wi t h

Puritas Sprinhgs Software

Li mited Warranty

During the period of time before a major uj
-current version of this software are defec
record may retuPorthessBptivhg@4BboMt Wae eTr ai
Hinckley, - ©209 dd@3B3epl acementPudii glkas Wiplrli nh
Soft waerseer ves the right to define and decid

Di scl ai mer & Limitat.

Puritas Spripgoeosvidswdrfe ce Manacgoemseinstt iPrag ke
both the softwarAaASahn"8 Tthhei ss onfatnwaarle, a'nd manu
ranty as to performance, mer chantPalbiiltiatsy o1
Springs Ssopfetcwiafriecal 'y disclaims all warrant
ing the softwar e Parriduwrs sSerry imogesss,S odottdvavae r a
that the software or services are free frol
gram | imitations. For states containing | i.1
i mplied warranties are |imited to 60 days |
vided by this Limited Warranty shall be | i1
ed purchaser of the software. Said rights
are -tnroamansf erabl e. You assume all liability
any form produced by thiPusbfawabpri Rgsogai
has exercised due care in the preparation
however, shall t he authors or publisher be
tial damages, or damages of Lanmwy type, ari si
Of fice Management Pack

This AgreemeRur isteas Spmritrhget Spét waabdbity a
clusive rights and remedy with respect to
nc

conveni e e and shall not be considered in
Agreement does notPuliimi &asa8prirmgyt Satvbwamne
der trade secret, copyright, patent or ot h:¢



Getting St

Thleaw Office oNaenmnadgo®
i's a setwiof apple ca
on any comput Wrneqgw:t
7, Wi ndows Vi st a, Wi
Wi ndows 2000

Law Offi ce oMWaenmasdreemgeurbtr es a Pentium or ec
with an appropriate amount ofWiRMAdAwb wso su
Law Office oMaemasdcanmeerst on compact di sk (¢
need about 32 megabytes of free hard di
bl e of a minimum display resolution of
ors is recommended. A resolutilanw settin
Of fice Mawvagsnpamtnd s Wisn dagwmamat i bl e prin

COPYRI GHT NOfdil C&d St ates Cohpwr Ofght ckaiMa
agendevetr siasn the Pruopdaratsy Sefr.i ngsu rSod it swtarr
tion disk contains a registered serial

software. Possessors of unauthorized co

Thleaw Of fice OMaenmasdceammetr@ati ns t he foll owing

Client BMdalsseos5 k nOBvaas @asS.dat abase for storing cl
and phone information as well as cli

BookBasflbso knBBvans,easa dat abase for recordi ng
financi al i nformation such as <client
penses.

Bill Basflbso kmBowmh B® dat abase for mai nt ai nin
qguarterly billing system.

PSSTi meA stopwatch window for measuring tim

CalendaAx calendar and daily | og program t ha
Bill Baseb

I S A itemized statement | edgeBi ltlhBaas d 5.
It is used for billing clients on an
arrangements. The I temized Statement
dar for items based on client number

These programs and their help files can

Start| Programs| Pur iatnals s@preicng a1gSd fhtewarees
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| nst@MBo your hard drive by foll owing tI
ing the installation, we should mention
pressed, and therleOdbe, ygywmu cnumputiemst af
copying the files from the CD to your h
rulnOMbr om t he CD. LYOOMB omuwsoturi rhsatradl Idr i ve.

| nst al i
OfflMaaagement

Law Office oMaenmnasdgeomeibts
trudiVB2ndpwegram t hat
puter eqWipgedswi7t, h Wi n
Wi ndows XP, Windowan@O0Q0
Wi ndows 98.

| nst aldll mt iGemer al

| nst aldlSa teipsn

A. Pl ace the disk 1in g

B. On most systems, d your
stallation will begint y, ho
installation wizard da aut o
take the following thr

1.PresSt dbtutt t on ;

2.Click Rum t tehme and

3. Type the coMmaerdt Bhownf bgbadr e i
ferent drive, you must use the corr

D:\ SETUP. EXE
C.lnstall. WSlkked @megr ess meter wilWelappear

comeki al og di spNeadytist. t € | tgH
begin theFohktwl SMa&R O a

dowsnstallation proto g Ssur ¢
ot her applicatdoos jag
mi ni mi zed, butCatnecreni
want to abort instal

DLicense AlghRuermetnats. Sp
ware Licensiamp éAgrr e eint
di alog. Y&@betssom hteo accW
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ions of the |license and cont
he terms of the i censing Ag
the program.

t n
t L
ng

| nf.orVieartiifoyn your wuser i dentNiefxitcat

F.Destinati omheé
installed. The:
performing a

installation par a
cations. Nxhdtekt @om.

alog bBOMoEwls!| ybe t

nR ebgtahiredsloens s sof  wh e

nstall, we canot
nfortunately,

C

G.Dat abase Fbkdeext dialog all ows you to
tabase fi [ I beCst Buaendd aweh er edceof nanue n
keeping t ation unless you are pe
someti mes o retain this installat

| es
hat

e
tion manuall

b
I

H.Setup. TVIlpies all ows an advanced user to
and omit otLlOeMibs. cBenpawssea -rodl aat esde ta nd iimi
dependent programs, there is rarely a n

| Ready To MThetahktall ati onl roslbgatiniso nwhienn t
Ready to Instdial obbpe Rrpgogmess meter w
the program files are transferred from

JSetup Complet\WheSiudahessentire install ati
Il nstall Shield Wiaaondg Gadmplsesegou that t
was successfully Eiomipdtetterd.. Cl i ck on th

RunniLmOgV5

You kOBbryt starting o fCltiheen tt Bhar seee5 n(aG B

one

BookBasebogBBa8aSepY¥ouBicbhhBS) nd their sh

your Deskto®t aarethusi sgPebgrsawglsmereu, t hen
nibredpamedaf.t war e

i ng progr aPwuriitteans i $ip
A More Detailed

The main compawme@ftfs
Manage meanrte Ptahkr e e a |
CBaskBbasaen®li | .| Bbach ¢
programs fulfills a
funcCBafaesS 5 a name an
base that stores cl
phone numbers and o
BBasiesb an i ncome anc
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that I s specially designed to manage an
in particular, ciie¢nmt epdBerhpBBaadndec! is@
ized database that prepares the monthly
work together to make bookkeeping and b
ti me
Program Dependenci es
Program Needs: Needs:

ClientBaseb (CBaseb)
BookBase5 (BBad<e8:m)seb

Bill Base5 (BilCB&geb5 BBaseb
CBaskBasaen®li | h88d each ot hkeunc¢toi onakegal &\
billing system. Because of the way thes
should know about their depen@€8asiesds. A
the only program of the threkBashadbnctame
ot her handCB adseegpzebnsdlsa soen fi |l e t o obtain c
mation. For example, iBBayssenddewtnat ®&tocas
t hat expense with a particular clientds
nNam&@Baswi | l ook up the clientds accouni

i ngBasa@ame and ®BBdrsdeabess frniklitd .InB® d

FinalilwipendBavseadabase file to obtain

i nformati on, arBdBaisté batlesnme daenpde nedxsp eonns e f |
ing financi al billing information. Youbo
| owi ng explanati on. Remember that you d

know how the programe pebgremsoweathdot
referencing work for you.

CBasiesb more than si BBasaen®nl . CB&aevwaboksy f or
great by itself and |iW rbke&Swar rgslpd pby Selt a
CBasiecoRwmsr op eMitryi mioz baCBavawyy3 | al ways be
bottom of your screen in icon form, ava
addresses, phone numbers and other usef
week by |l etting you avoid chasing throu
i nf or @8Btaissevben pastes formatted names an:
word processor for easy inclusion in |e

second p&BBadke S5t lains otf fiilceegy ncome an
kkeeping system which can display or
tered for m. For billing purposes you
crlaleantted BR peBBaesseaSh nal so manage and |
t h

e
0
I

g accounts together with handling
nses such as purchasing copy paper
t rti

h
o]
[
S
n
e
o] directly attributable to a pa
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e
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BilbBbngs it all together by orchestrat
f Starts with a balance forward (if ther
ferred from the prior mont hés bil |l ;
T Prints your personal l etterhead or cafj

printing expenses,;

T Looks up the clientbds fuCBashilee aand ac
prints it on the bildl positioned for f
vel #pe more typing envelopes;

T Prints and itemizes any additional c h e
| asti .ba Ifli,l ing f eed.,c tirtangetrd ptthico sitnf
yoBBasktbl e;

T Prints and c
t

edits any cBBaskbbayment
made since e billl

r
h date of the | ast

T Contains up te nten edpdtsi ofnoarl sfpielcli al en
retainer charges, <c¢lient discounts or
Prints the subtotal from any itemized
Calculates and prints a present bal anct

Post a new balance forward and aut omat
for next mont h.

Getting Started, Again

Now that you know a bit about how these
to save you some time and tell you at t
figured to communicate with each other.
tion, each of the program compomamed i S
Al omo) and the |links between the progra
ture. The bottom |inéeéOMS yvybadrenceagpubd
the exception t hBitl |yBpbtddsloln swaneth ut ango sted
caption that youboillebe using on your bi

Ward F. Stone
Attorney at Law
1234 Main Street

Cl evel and, Ohi o 44111

33D7-8252
L OM5 a be reconfigured manually and i
of |l etting the programs know what youbyv
i f yo ee you names and addresses in

can
t I
u k p

must c BrBfaistgeabr iesCeB atsfreiddt e when it | ooks wup
r I KewiBsBea,sfeseSf eydbof taté fomances
g ook up nameki end_pdoeslsdlr 3 ein
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rel ated i ncomef fainde efxiperditessidbal |l done
gr a@psimersu.

Upgrading From Of f idcvee rMd mang €ment Pack
(CBa skBla ski4l )l B4

I f you alreddaw Dfdiuwce M ntalyee hMeonnhsPatkny
ClientBasedanBBddBaasgadd 61 | i mmedi ately n
i mport c&mmamdmi FransfervYemgifgmmed exni st
new programs. The reason for this is th

cr eaveirnsgwars % o Boomilta ntdh eDat a b atshea tE npgo wieer s(
Versi o@ofsequentBIDEYemwsitdmoudhabhe to read
Versifon e3 .

Dependi ng onVeyrosuiroywoséda gheavoef t wo choi ces:
wi ¥Br siammd %5 orego use of the old files;
connect to your c oVeprustifeaorn rds c@omve®rt yo




L]
<~ B |m|
A =a L]
P ’a C
¢ = D
.



Law Of fi ce Mavrea gse noenn t5

Entering I n
| €1 i ent Ba

When you Cflii eaitt Bats &

(CBase®d)main wind

with two e@dpaltiys wi

Vi eesw ndow on the t

screedadbheée wawineww

the bottom half. We , opu-

| ate the empty file with a single entry
to get you sOBasitesidr eatdheawdswai ting for
name and address.

When t hlei empVigewl e winedwws appear, you ¢cC
begin entering names «a@URbdaddAeslsersatbyr pl
combi natNiaomre. &THHa dr eswi Eht appEaM mdloiwlkse 1
functions, there are ot her wadyds Neow aNdadme
& Addbestson Adrd sNehlmeecnEd heenu t o Nmarkee &t h e

Address EmppeaFor m

Figure 1. Emptly Opening
CBas86&6reen

Fi gurCBa2.¥Wbt h One Name Enter|led



