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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.

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 return the software to Puritas Springs Software,
645 McKee Trail, Hinckley, Ohio 44233-9209 and replacement disks will be mailed to you.
Puritas Springs reserves the right to define and decide what constitutes a major upgrade.

Puritas Springs Software provides Wrongful Death & Minor’s Claims for Windows,
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 disclaims all warranties, express or implied, regarding 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 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 Wrongful Death & Minor’s
Claims for Windows.

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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Getting StartedA B

Wrongful Death & Minors Claims - Version
4+ (WMinor4) is a 32-bit Windows applica-
tion that was designed in Windows Vista, al-
though it runsin any 32-bit Windows envi-
ronment including Windows XP, Windows
2000, Windows ME, and Windows 98.

System Requirements. WMinor4 requires a
Pentium or equivalent processor with at least
32 MB of RAM. WMinor4 comes on one
CD and requires approximately 4 megabytes of hard disk space. WMinor4 works
best on a computer that is equipped with a SV GA video card capable of minimum
resolution of 800 x 600 with aminimum of 256 colors and a Windows-compatible
printer. Higher resolutions and color depth are recommended.

WARNING: United States Copyright laws protect WMinor4 as the property of Pu-

ritas Springs Software. Y our WMinor4 distribution disk contains a registered serial
number that is located in various places within the software. Possessors of unauthor-
ized copies violate Federal law.

Note that the files on the Puritas Springs disks are compressed. Y ou cannot copy
them to your hard drive manually. You must "install” them using the SETUP appli-
cation.
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Installing WMinor3 /

Youinstal Minor Claims & Wrongful
Death—Version 4 (WMinor4) to your com- /
puter by ssimply inserting the distribution CD.

Although the install ation process is automatic, ﬂ
you can follow the steps on the next page just

to make sure that the installation moving along

smoothly.

NOTE ABOUT RUNNING APPLICATIONS: Many of the installation problems
we encounter in technical support are the result of the user running programsin the
background during installation. When you install WMinor4, you should make sure
there are no applications running. Therefore, there should be no application buttons
on the task bar. If you' re unsure how to check what’s running, we recommend re-
booting your computer and doing the install right after you’ ve rebooted and before
you run any other application. Note that some applications execute automatically on
startup, these too should be terminated before beginning the install. Y ou may want
to ask someone to help on this very important step if you’ re unsure about how to
check for running applications.

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 WMinor4 to assist network administrators during installation and setup. Note
that you must have a network license to be able to install WMinor4 for use on a net-
work.

A. Placethedistribution CD in your drive.

B. On most systems, installation will begin automatically, however, if theinstalla-
tion wizard does not start automatically, perform the following three steps:

Press the Start button
2. Click onthe Run item. Note that Vista hides the Run command by de-
fault and therefore you can engage autostart by clicking on Computer,

then double-clicking the CD/DVD driveicon. Usually this action will
trigger autostart; and
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3. Typethe command shown below. Of coursg, if you'reinstalling from a
different drive, you must use the correct drive | etter.

D:SETUP.EXE

C. ThePreparing to Install screen will appear briefly as InstallShield sets itself up
to begin the installation process. Typically, you'll see a progress meter until the
Welcome diaog appears. Click the Next button to proceed with installation.
Click Cancel if you want to abort installation.

D. The Puritas Springs Softwar e Licensing Agreement appears in the next dialog.
Click onthel 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.

E. 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 may only appear on Windows 2000 or
Windows XP systems.

F. You will now see the Ready to Install dialog. Click the Install button to begin
the actual installation process. Asfiles 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 compl eted.

G. When installation is complete a Installation Wizard Completed dialog appears
on the screen and you can click the Finish button.

When installation is complete, aWMinor4 icon is placed on your desktop. Y ou can
start the program by clicking on the icon. Y ou can also run the program in the con-
ventional manner by clicking on the Start button in the lower, left corner of your
screen, then click the Programs or All Programs item, then the Puritas Springs
Softwar e submenu, and finally click on the WMinor4 item.

L_/
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1. Download the Upgrade.
A. Click on WMinor4’s Help menu and select Download Upgrade.

B. Inthe Download Upgrade dialog box, click on the Check Availability but-
ton. Note that some systems, typically networks, may have security software
and/or hardware in place that prohibit downloading executablefiles. If thisis
true in your office or you are having problems with the download, check
with your network administrator.

C. After clicking the Check Availability button, you may get one of three re-
Sponses.

1) You are notified that a newer version is available and the Check Avail-
ability button changes to a Download Upgrade button. Click on
Download Upgrade button and see the file downloading.

2) You arenotified that there is no newer version available, in which case,
you' re done.

3) A messageindicatesan error, i.e.,, “HTTP Get Failed.” Talk with your
network administrator or send in your disk according to our instructions
on the Current Versions page of our web site: www.puritas-
springs.com.

2. Remove WMinor4. First, it isimportant to know that removing the WMi-
nor4 program using Windows' Add/Remove function will not delete or
harm your client files. That being said, you should aways back up the Files
subfolder that contains your client files. The default path is C:\Puritas\WMinor4
\Files\. Here are the steps for removing the prior version of WMinor4.

A. Exit the WMinor4 program.

B. Click on the Start button. From the Start menu select Settings, and then
Control Panel. Note that in some Windows versions, you may need to navi-
gate to Control Panel in adifferent way. However, oncein Control Panel,
double-click the Add/Remove Programs icon. If you don’'t see the Add/
Remove Programs icon, you may need to click on the Classic View link
or option.

C. Select WMinor4 from the program list within the Install/Uninstall tab. With
the WMinor4 item highlighted, click the Add/Remove button (Vista has an
uninstall link at the top of the window instead, but the removal processis es-
sentially the same as described herein).

D. When the Welcome dialog appears, click the Next button to begin the re-
moval process.

E. The next dialog box to appear istitled Program Maintenance. When it ap-
pears, click the radio button next the Remove item, and then click the Next
button.

F. Remove the Program isthe next dialog box to appear. The InstallShield
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Wizard will begin to remove the old WMinor4 program when you click the
Remove button.

G. You are notified when the removal function is complete. In the dialog box
that appears, click the Finish button to close the InstallShield Wizard

3. Install the New Version. Thefinal step in the upgrade processistoinstall the
new version by executing the file you downloaded. The name of the downloaded
fileis setupwminor4.exe (note that sometimes the exe extension is hidden)
and it islocated by default at C:\Puritas\WMinor4\Files\. When you find the
file, double-click on it and follow the installation instructions contained on page
5 of thismanual. If you don’t know how to find the file, try following these
steps:

A Goto My Computer

Double-click the C:/ or Local Hard Drive icon.
Double-click the Puritas folder.

Double-click the WMinor4 folder.
Double-click the Files folder.

m O O @

In the Files folder you should see the setupwminor4.exe file. Double-click on it to
begin installation.
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Entering Information

A Minor's Claim Tutorial

5%

When you start Wrongful Death and Mi-
nor@ Claims (WMinor4), you see the
Main Window. The Main Window gives
you access to a blank client probate form
set (blank except for any information pre-
sent in the DEFAULT file). In particular,
you see the General Information Worksheet becauseit isthelogical starting place.
Regardless, you can display and complete any form or worksheet in any order.

The<TAB> Key

Usethe<TAB> key to movefrom field to field. When you pressthe  key, focus
moves from field to field allowing you to complete the return. 1t’s also very helpful to
know that <SHIFT><TAB> moves backwards from field to field. Thisis especially
handy when you’ ve overshot your destination field and wish to go back without cy-
cling through all the fields on the page.

Other Notes

As you complete the various forms, you won®go too far before you notice that you
cannot tab to every field. WMinor4 cal culates many answers based on information
you entered on the worksheets. The name of the estate and case number are good ex-
amples. When you enter them on the General Information Worksheet, they appear
automatically on al the other forms and schedules.

Thisisalso truefor financial information. Y ou enter data such as settlement proceeds
and expenses in the Accounting Worksheet, and the relevant figures appear auto-
matically on the desired forms. Spouses, children, parents and are handled similarly.
You enter all related information in the Kin/Claimant Worksheet and their names
and addresses appear automatically on the designated forms.

You'll find that you can enter information in any order you want, but we®e found
that developing a pattern of data entry procedures works best — that pattern is set out
in the tree view of the Main Window. We recommend following those steps.

This tutorial uses a minor®automobile accident injury claim as an example. Thistu-
torial takes you keystroke by keystroke through the steps required to complete a mi-
nor®automobile accident injury claim from beginning to end. Note that the tutorial
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follows afile on your disk named SAMPLE.WMA4. If you simply wish to follow the
tutorial without doing the typing, you can load the SAMPLE file and continue read-
ing thistutorial.

. WMinor4: Sample.WM4 - [General Information Worksheet-Sample. WM4]

Window Help BEE

£

", File Display QOptions

m||‘ﬂ;ﬁ.“ “‘ @‘@|M

General Information Worksheet

Caption -

Name of Estate: Robert T. Sample
Judge/Subtitle: Presiding Judge Philip T. Law
Probate Judge: Philip T. Law
County: Cuyahoga Case No: 09-765432

Name:

Date of Death/Injury:
Street Address:

City:

State:

Decedent/Injured Minor —

Susan R. Sample
12/7/2009

1234 Main Street
Cleveland

Ohio

Date of Birth, if minor:
Post Office:

County:

Zip Code:

1/4/2001

Cuyahoga
44111

Attorney for Estate —
Name:

Street Address:

City, State ZIP:
Phone No.:

Ward F. Stone
17140 Lorain Avenue
Cleveland, OH 44111

216-251-5555 Supreme Court Reg. No.:

1234567

Name:
Street Address:
City, State ZIP:

Applicant/Fiduciary for Estate —

James T. Sample
1234 Main Street
Cleveland, Ohio 44111

Phone No.: 330-278-3252 Title: Father

Step 1. Completethe General Information Worksheet.

When you first start WMinor4 or select the File|New command, you get a blank set
of probate forms on which to begin working. The logical place to begin working is
the General Information Worksheet. Thisiswhere you® enter common informa-
tion like the name of the estate and the case number. Once entered on the General
Information Worksheet this information appears automatically on al the other pro-
bate forms.

Let®start! The cursor is blinking in the "Name of Estate" field. Type "Robert T
Sample" and then pressthe <TAB>  key. Pressingthe  key takes you to the next
field—"Judge/Subtitle." In that field type: "Presiding Judge Philip T. Law" Note that
not all counties use a subtitle line, so if your county doesn’t, you should leave this
field blank. Complete the rest of the General Information Worksheet as shown be-
low. Remember to press  to move from field to field.

Field Answer
Probate Judge Philip T. Law
County Cuyahoga
Case No 09-765432

Decedent/Injured Minor:
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Name Susan R. Sample
Date of Death/Injury December 7, 2009
Street Address 1234 Main Street

Post Office skip this field by pressing <TAB>
City Cleveland

County Cuyahoga

State Ohio

Zip Code 44111

Date of birth July 4, 2001

Attorney:

Name Ward F. Stone
Address 17140 Lorain Avenue
(Address line 2) Cleveland, Ohio 44111
Phone No. 216-251-5555

Sup Ct No 1234567
Applicant/Fiduciary:

Name James T Sample
Street Address 1234 Main Street
(Address line 2) Cleveland, Ohio 44111
Phone No 330-278-3252

Title Father
Co-Applicant/Co-Fiduciary:

Name Judy S Sample

Street Address 1234 Main Street
(Address line 2) Cleveland, Ohio 44111
Phone No 330-278-3252

Title Mother

After you press  onthelast field, your screen should jump back to the top. It
should look similar to the one shown on the preceding page

Step 2. Name and Save Your File.

Up to thistime the title bar at the top of the WMinor4 window tells you that this
new file has no name. Having completed the General Information Worksheet, you
should save your work by using the File|Save As command. Do this by clicking on
the File menu and then selecting the Save As item. When you are asked for afile
name, use any legitimate Windows name. Keep in mind the following prohibitions
about files and their names:

1 Do not change WMinor4's default WM4 extension. In other words, if you€e
using intending to use the name "Jones," just type JONES and don®use a period
or aternate text after the period.

2 Saveyour WM4 filesin the default directory (C:\Puritas\WMinor4\Files).
When thereis a problem or confusion regarding saving files, it isusually related
to not following our admonition about using the default directory for your WM4
files.

Step 3. Enter all spouse, children, parent, next of kin and

beneficiary information in the Next of Kin Worksheet.

Y ou can display the Next of Kin Worksheet by pressing , Or you can display
the Kin Worksheet by going to the Display menu, open the Worksheets submenu
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and select Kin. The Sample file that is included with WMinor4 has various indi-
viduals entered into the worksheet, however, when you start your own file the work-
sheet is empty and ready to accept your first entry.

When the worksheet appears, the focus should be in the left-most, high-lighted
Name field.

Press to moveto the next field — Address. The next few fields are shown
below. To follow the Sample, you would complete the five fields as follows:

Name: Mary S Sample
Address: 1234 Main St
City/State/ZIP Cleveland, Ohio 44111
Relationship: Mother

Date of Birth: 9/10/58

Asusual you usethe  key to move from lineto line. Of course, you could also
click your mouse no the desired line and start typing. Note that along with being
ableto type adate in the Date of Birth field, you can also use the drop down box
to select a date from the calendar. To choose a month, click on the month at the
top of calendar; to quickly change the year, click on the year.

When youee finished with the fifth line (Date of Birth), press  to moveto the
radio button group box (Wrongful Death). This set of buttonsis only used if the
case isawrongful death case. It contains alist of checkboxes for those formsto
which you@ like the individual®name/address info to go. In the Sample we
skipped this column.

Click your mouse or press  to move to the next field or column (Minor's
Claims). This column isonly used if the case is a minor@claim. It contains a
single checkbox for Form 22.1 — Waiver & Consent. In the Sample filewe
checked this box.

Click your mouse or press  to move to the last column - Amount. Enter
$150,000.00. Noteit is not necessary to enter the dollar sign ($) or comma (,).

= WMinord: - [Kin/Survivor Worksheet]
“A,Eile Display KinWk Options Window Help

%‘ Main Window E

Navigator Bar Instructions: Use the top part of the screen to make your entries. Use the bottom half for navigating through
=4 5 the table, sorting the table (by clicking on the column title), overviewing more than one entry, and selecting
+i T:| AddAtEnd g i
an entry to be viewed or edited in the top portion of the screen

Ly ke

Name:|Mary 5. Sample Send Kin To These Wrongful Death Forms :

[~ Form 14.0 as Kin ¥ Send to Form 22.1
Address:[1234 Main Street w
orm 14.0 as Survivor ,7
Citvatale}'ZlP:|C|eve|and_ Chigread 11 [ Form 14.1 Waiver and Consent ] 150000.00
Relalionship:|r\ﬂuther [~ Form 14.2 Judgment Entry : ;
Birth Dale:|1 1/11/1958 j [~ Form 14.3 Report of Distribution ‘ Save to Current Table Row |
Name ~ | Wrongful Death Forms Minor's Claim Form 22.1 | Amount |
Mary 5. Sample X £150,000.00
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Y ou are done with the first entry in the Next of Kin Worksheet., click the Save to
Table button under the Amount field and your information will appear as the first
record in the table. Y our worksheet screen should look like theillustration at the bot-
tom of the preceding page.

To add additional kin, click the Add at End button. Y ou will see anew blank record
at the end of the table. Y ou can not complete the new entry using the top portion of
the worksheet screen. Enter the remaining parent as shown in the Sample file, we
will omit the entry-by-entry descriptions used for the first entry.

Final Notes About the Wor ksheet:

There should never be blank entry in the table, and WMinor4 is designed to auto-
matically remove accidental blank rowsin the table.

There are more entries in the SAMPLE file but you should have the hang of it by
now so that it is not necessary for us to go through each entry. If you wanted to con-
tinue following along in the Sample you could open the Sample and print the Kin/
Claimant Worksheet by clicking File|Print|Worksheets|Kin/Claimant. Before we
leave, however, there are several things to emphasize. These points apply to all three
of the database worksheets, not just the Kin/Claimant Worksheet.

Y ou can only enter and modify information on the top part of the screen. The
bottom part of the screen, as explained below, isfor navigation, sorting, and
viewing multiple rows at the same time.

When you®e done entering or modifying a record, send your information back to
the table below by clicking the Save To Current Table Row button. Y ou can
also use the <ENTER> key for this purpose. Clicking this button takes the infor-
mation on the top part of the screen and movesit to the currently selected row in
the table on the bottom half of the screen.

Y ou can navigate, view multiple records, sort the table, and select arecord for
editing on the bottom part of the screen -- the part that looks like a spreadsheet.

Almost every function in the worksheet can be implemented using hot keys.
There is aright-click, popup menu that has all the commands along with the hot
key combinations.

Each of the columnsin the worksheet can be resized by dragging and sliding the
dividing bars between columnsto 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. WMinor4 remembers
your settings.

The entire table can be sorted by most of the available columns by simply click-
ing your mouse on the column title. the sorted column has a caret mark (™) next
to the column title.
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Step 4. Enter all financial information in the Accounting
Worksheet.

To enter financial information such as settlement offers, expenses or disbursements,

go to the Display menu, open the Worksheets submenu and select Accounting.

Y ou can aso display the Accounting Worksheet by pressing . Like the Kin/
Claimant Worksheet, when the Accounting Worksheet appears on your screen it
isblank and ready to accept your first entry. We will enter the settlement offer first.

When the worksheet appears, the focus should be in the left-most Description
field. Here you can enter:

Imprudential Insurance Company

Note that you may use carriage returns in your description if you wish to insert
hard line breaks. Y ou can also type compl ete descriptive paragraphs, WMinor4
will automatically reformat your text so that it fitsin the allotted space on the
chosen form. Click on the Ok button to close the mini editor.

Press  to moveto the next set of fields (Wrongful Death). Thisgroup is only
used if the caseis awrongful death case. It contains alist of wrongful-death-
related classifications from which you can pick. In the Sample we skipped this
column.

Press  to moveto the next set of fields (Minor's Claims). This columnisonly
used if the caseisaminor®claim. It contains alist of minor-claim-related classi-
fications from which you can pick. In the Sample we picked Settlement Offer
for our first entry.

Finaly, press  to move to the Amount field. Enter $750,000.00. Note that it is
not necessary to enter the dollar sign ($) or comma (,). In fact, WMinor4 will not
let you.

Y ou are done with the first accounting entry. Y ou do not have to save worksheet in-
formation because the worksheets save themselves automatically.

To add additional expenses, click the Add at End button. You will get a new blank
record at the end of the table.

Enter the additiona expenses as shown in the Sample file, we will omit the entry-
by-entry descriptions used for the first expense. Y ou can enter expensesin any or-
der, but when they are displayed or printed out, like expenses will be grouped to-
gether, ie., al physician®expenses listed together.

There are more entriesin the SAMPLE file and it would serve no purpose to go
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through each entry. The method for adding entries is the same as described above. If
you wanted additional fodder for practice, load the SAMPLE file and print the Ac-
counting Worksheet to use as a guide for making additional entries. Before we
leave, however, there are severa things to emphasize.

Theillustration below shows what your screen should look like when you complete
the first record.

Step 5. Enter all attorney time and servicesrelated to the
casein theTime & Services Worksheet.

The purpose of the Time & Services Worksheet isto give you a place to record
your legal services rendered in connection with the handling of the estate or claim.
You display the Time & Services Worksheet by pressing . When the work-
sheet appears on your screen it isblank and ready to accept your first entry. Itis
much like the two worksheets we' ve just covered. In fact, it®more like the Ac-
counting Worksheet in that it has a Description field in which you can enter de-
scriptions of services regardless of length. Risking redundancy, here®an entry from
the Sample file.

When the worksheet appears, the focus should be in the left-most, high-lighted
Date field. In the Time & Services Worksheet all entries are sorted chrono-
logically. Like the Date of Birth field in the Kin Worksheet, you can pull down
the calendar and pick your date. Clicking on the month at the top of the calendar
lets you jump to other months, and it®the same with the year.

Press to moveto the next field (Time Spent). Here you enter the time spent
in fractions of hours. For example, one hour would be entered as 1; one and a
half hours would be 1.5.

Finally, press  to move to the Rate field. Here you enter the hourly rate to be
applied to that service. We entered $150.00 in the Sample file. Note that it is
not necessary to enter the dollar sign ($) or comma (,). In fact, WMinor4 will not
let you. WMinor4 will also complete this field automatically based on your last
entry. Thisway if the hourly rate doesn®change, you don®need to keep re-
entering the hourly rate.
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Press  tomoveto the next field or column — Description. Here you can en-
ter:

Initial office consultation with Mr. & Mrs. Sample; visit the scene of the
automobile accident of 7/4/2003 at the intersection of West 223rd St and
Liberty in North Ridgeville, Ohio.

Note that you may use carriage returns in your description if you wish to insert
hard line breaks. Y ou can also type compl ete descriptive paragraphs, WMinor4
will automatically reformat your text so that it fitsin the allotted space on the
chosen form.

Y ou are done with the first time and services entry. Click the Save to Table button
to complete your first record or row in the table.

To add additional service records, click the Add at End button on the Navigator
bar. Y ou will get anew blank record or row. It will jump into proper chronological
order after you enter the date and click on the Save to Table button.

Enter the additional items as shown in the Sample file, we will omit the entry-by-
entry descriptions used for the first item. Y ou can enter items in any order.

Y ou may find it convenient to set the hourly rate so that it populates each new row
automatically and you don’t need to enter it manually. Y ou can do that on the Op-
tions menu using the Set Default Hourly Rate item.

Step 6. Review therequired forms and add any remaining
infor mation necessary for their completion.

In our minor claim example, we are using Forms 22.0 through 22.4. This step in-
volves going to the Display menu, then to the Minor's Claim submenu and, one-by-
one, selecting and compl eting the Form 22 set.

Beginning with Form 22.0 - Application to Settle aMinor®@Claim, you® notice

when you display it that the caption and other information is already complete. The
focusis on thefirst check box in the group. Place a check in this box and then press

Skip the next four check boxes by pressing . Then check the sixth box, press
and enter "full and final" in the space before the word "settlement.” Next press
and enter the case number. Press  again.

Place a check in the "The proffered settlement ... " check box. Then press

Place checks in the boxes for the medical expenses and attorney fees provisions.
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It shouldn®be necessary to take you through each entry. Simply tab from entry to
entry on aform and completing those areas that need to be completed. Answers that
are the basis of calculations or information transferred from other areas appears and
blue. Y ou cannot tab to these fields. If you need to change an answer in blue you
must go to the worksheet where that information comes from. When you®e tabbed
from the last entry on a page, it jJumps back to the top of the page and you know
you®e cycled through al the fields.

When you complete Form 22.0, you go to the Display menu and select Form 22.1.
Complete Form 22.1 by tabbing through each entry and completing those that need
to be completed. It may also be appropriate to complete the List of Medical Ex-
penses, Attorney® Retainer Agreement and List of Suit Expenses. If you display
these forms you® see there®very little, if anything, for you enter. These forms com-
plete themsel ves based on your worksheet entries. One thing to remember is to save
your file periodically. We try to remember to press the Save button on the button
bar (underneath the menu bar) after we finish every page.

Hint: Y ou can check or uncheck abox from the keyboard by pressing the space bar.
If your hands are already on the keyboard, it®easier to complete check boxes that
reaching for the mouse and clicking.

Step 7. Print the various required forms using the
File|Print|Selected Forms dialog.

When youee satisfied that the required forms are ready for filing, click the Selected
Forms item on the File menu®Print submenu. When the dialog appears, it will per-
mit you to select those forms that youd like to print. In the event a form has con-
tinuation pages (i.e., List of Medical Expenses and Proposed Payees), the en-
tire set of that form will be printed. Further along on the Print menu there are items
for printing individual forms or just the front or back side of atwo-sided form. There
isalso the Print This Form button on the button bar. The hints will let you know
what button it is- it has agraphic of a printer.
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Step 8. Optional. Send any form or formsto your word
processor using the File|Send to Word Proces-
sor|Selected Forms dialog.

It's not necessary to send your forms to your word processor, but here are some rea-
sons why you might want to.

Y ou have problems printing straight from WMinor4.

Y ou want or need to access exotic printer capabilities such as duplex printing, or
non-sequential page printing.

Y ou want to email your forms

Y ou want to make pdf files of your forms

You'd like to spell check the content of your forms

You'd like to grammar check the content of your forms

The send function works best with Microsoft’s Word for Windows. If you don’t have
Word, try Wordpad, but you’ll need to set your page margins onetime. Try top, left
and right margins of 0.50” and a bottom margin of 0.25” for starters. Any other
word processor must be capable of reading rtf files. Some don’t and those that do
often make file conversion mistakes making them problematic at best.
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Don't Neglect Our Help Files

This paper manual is merely an outline of the basics of installation, getting started
and atutoria on basic information entry. Y ou can get additional help viathe pro-
gram’s Help|Table of Contents menu. This program has context-sensitive help.
That means that you get help on a specific menu item without searching for that topic.
Simply highlight the menu command and press . Many other objects on your
screen have associated help topics, i.e., window scaling. When in doubt, move focus
to the component object and press

The mouse won't work to highlight a menu command. Y ou must use the keyboard.
To give an example, if you wanted help with the Save As command you would press

to pull down the File menu, and use the arrow keys to highlight the Save As
command. With the command highlighted pressthe  key.

If you're like us, you might be doubtful as to whether help files can be truly helpful.
Regardless of any drawbacks, we found them to have significant benefits over their
paper counterpart.

Help IsAlwaysThere

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 aday. It never happens with help files. They’ re always there. A copy for
your home computer, and a separate one for the office. Ditto for your laptop! When
you' re desperate for information, you can always count on its accessibility.

Help IsHyperlinked, Searchable & Better Indexed.

We took extratime to develop alogical system of indexing. Y ou should find that a
help file's searchability can be atime-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 characteris-
ticis part of what makes help files so uniquely useful.

Help IsUp To Date

Because they are printed in large quantities, paper manuals fall out of synch with last-
minute or late-minor programming changes. 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, bind-
ing, €tc.).

Paper Fix

Don't forget that you can print any help topic by pressing the help window’s Print
button, or using the menu’s Print Topic command.
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Essential Help Topics

Checking out these help topics before starting WMi-
nor4 will reduce the slope of the learning curve. Al-
though WMinor4 relatively straightforward to use,
you'll find that once you’' ve mastered the database
worksheets, you' ve learned not just this but all of our
programs. Thisis because amost al of our programs
use the worksheets to minimize data entry.

1. What are the worksheets used for ?

There are three database worksheets (not to be confused with the General Information
Worksheet). One of the three isthe Accounting Worksheet. It isthe central area
where WMinor4 keeps financial information. This short topic describes how to enter
information into and use the worksheets. A similar worksheet is used for keeping
track of spouses, children, parents, next of kin and beneficiaries. A third database
worksheet is used to keep track of attorney time and services performed relative to the
wrongful death or minor’s claim.

2. What isthe DEFAULT.WM4 file?

This topic explains the purpose of the DEFAULT.WM4 file and how to customize
the blank, start-up set of probate forms so that common information appears auto-
matically when you select New from the File menu.

3. Using The Keyboard
Thisisagood topic to print because it summarizes all the keyboard shortcut com-
mands in the program.

4. Overriding Answers
Y ou will use this command when you need to manipulate entries in text input dialogs
that contain green colored texts.

5. Common Questions

If we get recurring questions about a particular facet of WMinor4 operation, you will
find the relevant help topic cited here.



