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NOTIFICATION OF COPYRIGHT

THIS SOFTWARE PROGRAM PACKAGE ("SOFTWARE") IS A PROPRIETARY PRODUCT OF OWL SOFTWARE, INC. YOU MUST
TREAT THE SOFTWARE LIKE ANY OTHER COPYRIGHTED MATERIAL, EXCEPT THAT YOU MAY EITHER MAKE ONE COPY OF THE
SOFTWARE SOLELY FOR BACKUP OR ARCHIVAL PURPOSES, OR YOU MAY PLACE THE SOFTWARE ON A SINGLE HARD DISK, PROVIDED
THAT YOU KEEP THE ORIGINAL SOFTWARE SOLELY FOR BACKUP OR ARCHIVAL PURPOSES.

SOFTWARE LICENSE AGREEMENT

USE OF THIS SOFTWARE CONSTITUTES AN AGREEMENT BETWEEN YOU, THE END USER, AND OWL SOFTWARE, INC.
GOVERNING YOUR USE OF THE SOFTWARE. THIS AGREEMENT SHALL ALSO BE BINDING ON ANY SUBSEQUENT, AUTHORIZED
LICENSEE. IF YOU DO NOT WISH TO AGREE TO THE TERMS OF THIS AGREEMENT, PROMPTLY RETURN THE COMPLETE SOFTWARE
PROGRAM PACKAGE TO THE DEALER FROM WHOM YOU OBTAINED THIS PRODUCT. YOU WILL RECEIVE A FULL REFUND PROVIDED
YOU RETURN THE FULL SOFTWARE PACKAGE. IF YOU HAVE ANY QUESTIONS CONCERNING THIS AGREEMENT, CONTACT OWL
SOFTWARE, INC., P. O. DRAWER 29, ANGLETON, TEXAS 77516-0029, OR CALL (979) 849-8511.

LICENSEE

1. Owl Software, Inc. grants you the right to use one copy of the Software on a single-user computer, or three terminals or workstations of a
multi-user computer or local area network. Each workstation or terminal on a multi-user computer or a local area network must be separately
licensed by Owl Software, Inc. This agreement contains three such licenses.

2. You may not sublicense, rent or lease the Software, but you may permanently transfer your license to use the Software and accompanying
materials by delivering to another party the original diskettes and materials comprising the software package, and by simultaneously
destroying all copies of the Software and accompanying materials in your possession. Such transfer terminates your license to use the
Software. The new recipient of the Software and accompanying materials accepts this Agreement and is licensed under the terms of this
Agreement upon initially using the Software.

3. Owl Software, Inc. further grants you the right to make a backup/archival copy of the software diskettes as set forth in the Notification of
Copyright, above. You may not decompile, disassemble, reverse engineer, copy, transfer, or otherwise use the Software except as stated
in this Agreement.

LIMITED WARRANTY/LIMITATION OF REMEDIES

Owl Software, Inc. will replace, at no charge, defective diskettes that are returned within 90 days of the original date of purchase. Owl
Software, Inc. warrants that the Software will perform in substantial compliance with the written materials accompanying the Software. If you report,
in writing, a significant defect to Owl Software, Inc., and Owl Software, Inc. is unable to correct it within 90 days of the date you report the defect, you
may return the Software and accompanying materials, and Owl Software, Inc. will refund the purchase price.

SUCH WARRANTIES ARE IN LIEU OF OTHER WARRANTIES, EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE
IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FORAPARTICULAR PURPOSE WITHRESPECT TO THE SOFTWARE AND THE
ACCOMPANYING WRITTEN MATERIALS. INNOT EVENT WILL OWL SOFTWARE, INC. BE LIABLE TO YOU FOR DAMAGES, INCLUDING ANY
LOSS OF PROFITS, LOST SAVINGS, OR OTHER INCIDENTAL OR CONSEQUENTIAL DAMAGES ARISING OUT OF YOUR USE OF OR INABILITY
TO USE THE PROGRAM, EVEN IF OWL SOFTWARE, INC. OR AN AUTHORIZED OWL SOFTWARE, INC. REPRESENTATIVE HAS BEEN
ADVISED OF THE POSSIBILITY OF SUCH DAMAGES, OWL SOFTWARE, INC. WILL NOT BE LIABLE FOR ANY SUCH CLAIM BY ANY OTHER
PARTY.

This limited warranty gives you specific legal rights. Some states provide other rights, and some states do not allow excluding or limiting
implied warranties or limiting liability for incidental or consequential damages. As a result, the above limitations and/or exclusions may not apply to you.
Furthermore, some jurisdictions have statutory consumer provisions which may supersede this section of the Agreement.

GENERAL
If any provision of this Agreement shall be unlawful, void, or for any reason unenforceable, then that provision shall be deemed severable

from this Agreement and shall not affect the validity and enforceability of the remaining provisions of this Agreement. This Agreement is governed by
the laws of the State of Texas.

By purchasing this program, you are licensed to use the Casefile Management Database on one
computer or server and to install three workstations with access to the Law Office Management Database.


mailto:owl@lowlaw.com

INSTALLATION INSTRUCTIONS

To install Owl's Law Office Management, follow these easy steps:

1.

2.

Place the CD in the appropriate drive;

If the installation program does not start, open My Computer, and then double click
on the CDROM drive. If that fails to start the install program, open the CDROM
drive and click on Launch.exe

After installation is complete, the program will place a program icon in the folder,
Owl’s Programs on the Start Menu and on the desktop.



CASEFILE INSTALLATION INSTRUCTIONS

ERROR =] Upon starting the program for the first time, you

will get a message about there not being any data files

@ e tifles e S el e e 1 (this is normal at this point) and the data installation

Otkenwize, select CREATE ALL FILES screen will be displayed. If the installation screen is not

automatically accessed, Click on “Start’”, the of

“Programs”, and then on “Owl Programs” and then on
“Law Office Data Maintenance”

4. OWL'S LAW OFFICE MANAGEMENT -=DATA FILE MAINTENANCE L The information in the upper left hand column will
stanup Pain EERREEE L] i show the current directory for the startup program (exe)

Ere Pain B : . :
Data Files Path [T T ki D, file, and the Data file path. If the program will be used on

"“s'“-‘g"“’“ a network with multi-user access, then you will need to
. p— click on “Change Data Path” to establish the location for
Contact | the data files to be created. Once the data path has been

- determined, click on “Create All Data Files” to create the
data files at the location selected. The program will notify
you when the procedure has ended. After creation is
complete, the initial information screen will be displayed for
you to enter the basic information and passwords for the

persons using the Casefile program.

Law Office Data Maintenance

First, enter the Administrator password and initials. The Administrator has automatic access to all
parts of the program and is the only person who can access this screen and “Casefix.exe”. Next, enter the
passwords and initials of the other persons who will have
access to the program. Indicate by a check mark
T . whether or not they will have access to the client billing.

g e Enter the information at the top of the screen. The bill 2™
ot line will appear just after the “Business Name” on the
ThBUS'"ETh':IFU:W:"U" client’s bill when it is printed. After making all of the
description on the billling such entries’ C|iCk on OK

Admiiztrator v as "Attorney at Law" .

The ADMINISTRATOR Next click on “’Install Work Station Files”. When
password is the only password

which allows access lo this that is complete, click on the “Close File Maintenance”

screen.

T T—— button and go to the next step of the installation.
e (INSTALLATION OF THE WORKSTATIONS)

data.

[l Enter Business Information

Falaphans

Billing
Pass Wards Initials  Access

Unless BILLING ACCESS
checked, that password will
not have ANY access to the
client’s bill.

Data and Password Entry Screen



INSTALLATION SECOND STAGE:

Begin the program as follows:

1. Click on “Start”

2. Click on “Programs”

3. Click on “Owl’'s Programs”

4 Click on “Owl's Law Office Management”; After entering the correct password, the program
will display the initial screen. On the menu click “Maintenance” and then click “Staff

Members”.

L STAFF = STAFF MEMBERS

St l‘JPtT' i Staff Members and their initials should be listed here. The bar at the bottom of
the box is called a navigation bar. To add a name, you must click on the plus sign; to

oy il edit, click on the Delta sign. When finished, click on the check mark to post to the

pensscolie D00 database. Clicking on the X or the turning arrow will cancel the change. The minus

jﬂ sign will delete the selected name.

After entering all the names of the office staff who will be concerned with the

program, click on close and then follow the next step.

i s 1 T 3 I R

1,COURT INFORMATION

5 Designale Cout
1450 Dt Cout, Brazore

COURT INFORMATION

i On the menu click “Maintenance” and then click “Courts”.
ingleton, Texas 77515

) Corm— Fill in information for all of the courts that you normally deal with in your

Notaton Far et

— practice. The navigation bar is same as in the previous example.

Enai

EOECEEEER

ATTORNEY INFORMATION-TELEPHONE DIRECTORY

couR
157 couRT OF aPpEALS
15T NATIONAL BANK OF L.
[206TH DIsT COURT

Click the Telephone Icon at the top of the case management screen.
Fillin the attorney information for the attorneys that you customarily do business with.
The navigation bar is used in the same manner as listed above. This is the same
database as the telephone directory. Attorney information can be pasted from the
b directory into the casefile information screen. You should add to this database all of
<[ [ls]=|a] -le| [Zrae] o] | the persons who are likely to be called during your business activities.

o PottaneyioContie | |_@cow | _awiobion |

[285TH COURT COORDINATOR
[505TH DIsT €T IN GaLvEST i

|A1 PLUMEING FLOREN V.
|assc-arruances
|aaron, wavme

JiLENTER TYPE DF CASE [=]

MELENTER CASE STATUS II[=IES

LIndetermnine:

EDEmmies - ol If desired, you can modify the list for

o the type of case and the status of the case

[ [CoeSios || ([ Typeoseung -]
o B ||

which will be entered in the “Display Case”

screen while the program is running. Also
o e you can edit the type of setting list which is
ﬂz:ﬁ:,‘:‘:a”“g used when adding or editing docket settings.

Lout appeaiance The navigation bar is same as listed above.
EEODOEEEEE

Type of Setting

Undetermined

. Perzonal Injun
| |civil Trial
| |Federal Civi
l Federal Criminal
. Office Practice
l Criminal Felany
Criminal Misdmeanor ;I

EENEEEREEE

Type of Case

Case Status



INSTALLATION OF ADDITIONAL WORKSTATIONS

Install Owl’'s Law Office Management from the CD at the computer that you are using for a
workstation. When installing the workstation, it is not necessary to set up the files as described above
because you have already set up the basic data for use by the workstations. However, there are some files
which need to be copied. After the DATA FILE MAINTENANCE screen appears, click on the “Change Data
Path” button and select the path or folder where the data files are located. When the correct path is entered,
the Business Name and other information previously entered will appear. At that point click on the “Install
Work Station Files”. The necessary files will be copied to the local directory on the workstation. After the
copying is finished you can click on “Close File Maintenance” to complete the process.

On the “DATA FILE MAINTENANCE” screen, you will see an area outlined in red. The red area has
buttons that are to be used only in an emergency if some specific data file has become corrupted and cannot
be corrected by using a backup file or “Casefix”. In order to use this procedure, it is necessary that you
contact Owl Software, Inc. There is no charge for this service, and it may well prevent adverse irreversible
damage to your program data were you to attempt it yourself.

When printing, sometimes is necessary to adjust the top or the left margin of the printed page. Use
the respective margin to correct the printing of the File Labels, the Box Labels, and the Printed Bills. The
corrections only affect the workstation that entered them. The option can be accessed on the maintenance

menu by clicking “Report Margins”. These settings only affect the
Ei‘_.f’.ﬁ:f;.‘g"ﬁ“'l reorrEeTins =] EA specific workstation on which they are entered.

1inch = 1440
1/2inch =720
174 inch = 360
1/8inch =180

¢ Post
X Cancel

Approximate Sizes:

d




PROGRAM OPERATING INSTRUCTIONS

After starting the program enter the password to gain access to the program file. The client billing
aspects of the program are accessible only if your password has billing access.

T . LAW OFFICE MANAGEMENT MAIN SCREEN

el s s PO The main screen is the heart of the program. Across the top is

AR e M. e ... | the MENU access. Under the heading FILE is BACKUP and QUIT. The

el backup function will make a complete copy of all of the data files to the
drive and directory that you choose. The backup procedure should be

completed on a regular basis, at least once each week. Choosing QUIT

from the menu will close the program.

After the initial installation of the program, the next choice
MAINTENANCE should be used to enter the STAFF, and COURTS
which create lists that will be used later in the program as you add clients
to the database. The initial list of TYPE OF CASE, STATUS OF CASE
and TYPE OF SETTING can be modified under the choices available under the MAINTENANCE heading.

Speed Choices are available to you from the menu and from the control key choices listed in the
menu. They can be accessed from any part of the program. For example to find and display a client’s
information:

Pazies ey
o0 CirinalFelory.
e P-10011

= Undetermined
P81078 Vs. STATE OF TEXAS
AP0 Opened 03/02/2010
P85080 sect

eass |

Pav 2 Pt Bos Lol
paxn

B | e =l
o Pz
[sskew. RoNaLD LEE pasioa v B comucvsss |

23 ange Nt il Nonbr

dd il for Cent Shown

EYTEEEEN |

Press <ctrI>F at the same time.

Type the client’s name.

Press <ctrl> G to place focus on the client name grid.

Use the arrow keys to find the specific file for the client in the grid.

Press <ctrl> D to display the case information.

Press <ctrl> S to display and focus on the setting grid.

You can also display a client’s file by double clicking the file in the yellow or blue grid.
Press <ctrl> T to display and focus on the time entries for the displayed file.

Press <ctrl> B to display and focus on the billing screen for the client,

©CoNOGhON=

The third menu heading is accessible only if the program administrator has checked “billing access” by
the access password you are using. It consists of three choices, “Set Billing

Billing Defaulk E Defaults”, “Print Monthly Billing, and “Summary Report”. “Set Billing

figiling Defaults” is used to set the number of days that a client’s account has been
ldays should elapse inactive because of lack of payment or accruing any charges before the
:g:';';‘:’g’l::t":::f 2 “Print Monthly Bills” will not include that account when printing out the bills.
Inot be sent a bill by To set this default, select the menu choice and then select the days. By
"Monthly Billing® ; selecting “Always Send”, the client’s bill for a balance greater than $0.00 will

always be sent regardless of the lack of activity in the account. You must
access this screen at least one time after program installation in order for
the monthly billing to automatically print the bills. To automatically start the
procedure to print out the client bills, select “Print Monthly Bills”. If the bills print correctly, reset the bills when
prompted by the program. Resetting the bills will move all of the current entries to the Archive Billing File.




Justunder the Menu are seven “speed buttons”. These are represented as picture displays only, but will

. in dictate what they are if the

% Owl's Law Office Management 2005 =10l =l mouse pointer is placed on

them without any other action.

Their purposes are as follows
from left to right:

File Maintenance Speed Choice Docket  Modify Case  Biling  Programs  About

L R 2 B S @ Wise 0. Owl

Docket  Case List | Display Easel Time Eontroll Cliert Billingl Call Mezzage Logi Elientlnformationl Deadlinesi Waitingi Heportsi

SearchFor ———— [ File Display mesclectbistBider S
I % MName = File Mumber || " Open & &l | * Client  Adverse F'art_l,l|

1. Make a quick notation which after being printed will have your access initials and the date and time at the
end.

2. A Calendar to see what day a date falls on or for any other reason you need to look at a calendar.

A timer to time any event that your determination of the expired time may relevant.

4. Access to a telephone directory of all numbers that you might call. The Telephone Directory will be

explained under its own heading.

The calculator that comes with the windows program will be activated.

6. The hand copying info to paper will copy the name and address of the selected client to the windows
clipboard where it can then be pasted into any other program or edit control. The same feature is
available in the telephone directory when you see the same icon.

7. The globe will show contact information for Owl Software Inc.

»

o

Below the “speed buttons” are “tabs”. Selecting a tab by clicking the mouse on it displays information
below the tab that the tab is related to. There are ten different tabs.

1. Full docket 6. Call Message Log
2. Case List 7. Client Information
3. Display Case 8. Deadlines

4. Time Control 9. Waiting

5. Client Billing 10. Reports

When the program starts, the tab “Case List” is selected for you. From this position, you will locate the
client desired in your database and display information on his case. There are three sections in this screen.
A yellow grid lists all clients. As each client file is highlighted in the yellow grid, basic information is shown
about that client’s file in the center of the screen. Any file shown under the select file will have details of that
client’s information under the tabs “Display Case”, “Time Control”, and “Client Billing”.

A client’s file can be found in a search for his name or a search for the specific file number. Type the
either the name or file number in the space justin front of the “search for” box for Name or File Number. The
“File Display Box” allows you to list all files or just the open casefiles. In the “Select List Order” box, you will
notice two radio buttons, “Client” and “Adverse Party”. When you choose “Adverse Party”, the grid willchange
from yellow to blue. When the grid is blue, it lists all adverse parties in alphabetical order. Additionally, you
can search for the files that the adverse party appears in by typing the name in the edit control to the left of
the “Search For” box.

Below the displayed information for the selected client’s file are four buttons. The first button will print out
two file labels, one accountlabel, and three box #1 labels. These are printed on a standard Aviary label sheet.
(Six to a page).(Avery Label #5164 Shipping Label)

The second button will print six box labels with the client name, the file number and
your name and address. This is just a easy way to label the boxes, when a client’s file =
grows larger than a file folder. (Avery Label #5164 Shipping Label)

The next button will place the client selected on the message log and allow you to
make a notation of why you want to contact the client.

The last button will allow you to calculate the number of days between two dates and
also the date after a certain number of days. Negative numbers can be used. When calculating dates, the
first Monday after the calculated date is always shown.




It wou are adding & casefile .
ior an existing ient select [ @dd clients to the database.

one of the client's files and

The third section of the displayed screen is shown in dark grey. Use this section to

Your file prefix is displayed along with the next file number.

R e b File numbers are composed of a prefix and 5 digits. The prefix is generally used for file
[gﬁ;ﬁ ;ﬁﬁ;g‘”;n:?;:g;“‘ designation purposes. When beginning for the first time, you will want to set up your file

GO prefix and file number. To do so, click the “Change Next File Number” button. Then

enter the prefix and the starting number. The starting number or next number must be
five numbers. The prefix can be alpha or numbers, but alpha characters are preferable.
Once a number has been set, the program will automatically select the next number for

each new client file you enter. Duplicate numbers are not allowed by the program.
After the initial file number setting, you should not normally have to change the

setting. To enter a new file,

you would select one of the two remaining buttons. If the

client exists and has previous case files in the database, display one of the client’s

previous files, and select the

button labeled “Add File For Client Shown”. The reason for

this in addition to the fact that his previous information will not have to be retyped, unless out of date, is that
when the client is assigned his first file, he is also assigned a specific account number by the program. The
program uses this account number to track the information about this client. Itis also his accounting number
for his billing activity. A client can have many files and settings, but he can have only one account. If the
client has never had a casefile before, select the bottom button, “Add File For NEW Client”.

@ Owl's Law Office Management 2005 3 f g [ o1

File Maintenance Speed Choics Docket Modfy Case Biling Programs  about

The Full Docket tab is where your calendar is controlled.

GHE | g AlH @ Wise 0. Owl

Docket | Case List | Display Case | Time Control | Cient Biling | Call Message Laa | Client Infarmalion | Deadines | Waiing | Fieparts |
Date [Time __[Client’s Hame [Type of Setting IBIEK] Api 2005 L33
03/30/2005 0330AM YOST, JAMES KEVIN Trial - Jury

Sun Mon Tue Wed Thu Fri Sat
27 28] 29 30[ 3

02/30/2005 0500PM FERGUSON, MICHAEL Deadine
03/31/2006 03004M JORDAM, JAMES DEAN Mation Hearing
03/31/2005 0300PM MCALEXANDER, DARRELL Appointment

| Y ) ) |

04401 /2006 0%004M SLAYTON. DANIEL Docket Call
04/01/2005 0500 PM  DUNN, DAVID Deadine
04/04/2006 0300AM COMPTON, TONDA D Mation Hearing
04/04/2005 02004M COMPTOM, TONDAD. Mation Hearing
04/04/2006 0300AM PENRICE. RAY Ttial - Court
|_|04/04/2005 03.004M TIBALDD, DEBORAH ANN  Motion Hearing
File No_ P-28021 Cause No. 1259784

Staff: Jinrmy Philips Jr. Court: CCL#S
Place:Haris Co. 10t oo Set Type:Docket Cal
Reason: 2nd selling get iecamendation. fie molians
JRI Ending Time - 4/1/2005 3:30:00 Ak

[ Add Blank Setting | 75 Edi / Duplicate % Delete Setling

<4 Cunent Docket | B Archive Docket || g8l Avchive Seftings

il Bemove Eiter ) Show Planrer [ Display File Client's File N
—

Docket Type

The only exception is that when displaying a client’s case
file, you can set his case on the docket or find all settings
he has for that specific file. Itis always better to enter any
setting which is specific to a client’s file from the “Display
Case” screen to keep the basic information (cause no.,
court, etc...) consistent. For settings in which you do not
have the client’s case in the system, you would use the
button in this screen.

The program maintains both a current database and
an archived database. The archived database can be
searched and printed the same as the active database.
On the lefthand side of the screen is a setting list with the

Full docket

date in yellow and the file number referenced in white.
When a date is in focus (highlighted), the information

about that setting is displayed in the center portion of the screen. The displayed setting can be edited or
deleted. However, for historical purposes, it is better to archive past settings rather than delete them.

There are eight buttons on the bottom of the Full

Docket screen:

1. Add New Blank Setting 2. Edit/ Duplicate Setting 3. Delete Setting
4. Current Docket 5. Archive Settings 6. Archive Settings
7. Remove Filter 8. Show Planner 9.. Display File



BT =l “Add New Blank Setting” will display a complete
_ o Bl j'_ blank setting entry screen. “Edit/ Duplicate Setting” will
_C"E""ll_ — TBEQT”Q'——AM E"d'”g'——AM:J display the setting screen with the information which is
F";:::I s Natas:::n. currently selected inserted in the
L] edit controls. Only the Notation, |k RS
Date and Time need to be |5unMon Tue'sed Thu Fri Sat
ﬁ Add | @Ehengel x Eamcell
entered. Always makesurethat |, , 5 , & ¢ -
you have entered the correct | & 3 10 112D 13 14
staff member in the setting. If there is no date, the date displayed is set as the day |15 16 17 18 13 20 21
g : . . 2 @y s w70
before today as a default. Because this is an invalid date, you must select a valid date | 55 5 4

to be entered. You must have a date in the future to have a valid date in the docket
setting. The date can be entered by typing in the information or by clicking on the
small arrow in the edit control. If you click on the arrow, a calendar will be displayed. If you click on the
month, a list of months is displayed for selection. If you click on the year, you can change the year and then
click on the calendar to display that year. Clicking on the right or left arrow keys advances the date by a
month. Clicking the date will exit the calendar and enter the date in the edit control. Enter the time. Clicking
on ADD will record an additional setting. When in the edit mode, clicking on CHANGE will record the edited
change to the setting. CANCEL will exit the screen without making the changes. If you double click on any
of the yellow settings you will enter the edit setting mode without having to click the edit button.

) Today: 8/12/1999

C t Docket Settis X
it _I b Archived Docket Settings by Client's Name
~
Client 1 e ) Clertp < il Number B, PiincLis
Date | Time |Client's Name | File Mo. | Type of Setting

Date | Time |Client's Name
04/268/1989 | 09.00AM JORDY. TAMIFL
04/25/1993 | 03.00M KAUFF, ROBERT ..
04/26/1999 | 03.00PM JACKSON, CHRISTOPHER
04/268/1989 | 03.00PM JACKSON, CHRISTOPHER
04/29/1999 | 09.00AM ERNST, WENDY
04/29/1999 | 09.00AM FERNANDEZ MARIA,
04/29/1389 | 03.00AM JACKSON, CHRISTORHER

| File No_[Type of Setting
P93125
F-99005
Pa7ITl
Pa7112
P.9a077
Pag032
Pa7113

P2403E Trial - Jury
P-26002  Deadine
P-25007  Maotion Heaiing
P-25015  Appoirtment
P-26021 Docket Cal
P-25008 Deadine
P-23072 Maotion Heaiing

0343072005 0%304M YOST. JAMES KEVIM
03/30/2005 05:00 PM FERGUSON. MICHAEL
03/31/2005 0%00AM JORDAN, JAMES DEAN
03/31/2005 0300 PM MC ALEXANDER, DARRELL
0440172006 0500AM SLAYTON. DAHIEL
0470172005 0500 PM DUNN, DAYID

04/04/2005 03.004M COMPTON, TONDA D

1 S 5 5 . 5

O

04/04/2005 0300 A COMPTON. TONDA D P-23072 Motion Heating | | 04/23/1939 | 0300AM  MENDOZA, DAVID 38146
04/04/2005 03.00AM FENRICE. RAY P-24095 | Trial - Coutt 04/23/1939 | 0300AM  MOORE. KEITH P33035 =
04/04/2005 09:004M TIBALDO, DEBORAH 4NN P-25026 Molion Heaiing 04/29/1959 | 0300AM  SALAZAR, RAMIRD F87083
04/06/2005 0%004M HILL, TRAWIS P-25009  Motion Hearing 04/30/1939 030040 ALLEY THEATHER 0000000
04/0/2005 03.004M HOOKER , MARGARET F-25003 Motion Heaiing 0473071959 | 0300AM | CHAPMAN. MARIE P3a014
04/06/2005 | 09.00 M MC CULLOUGH, DEE P-24111  Status Conference 0473041959 0500AM |1SIAS, JUAN F-38019
04/06/2005 0300 M D'BRIEN, PEGGY P2404  Status Conference: 0430190 L 0800 A S0H RALIFRAREN 2003
04/06/2005 090044 SMITH ||, JAMES DARRETT P-24108  Motion Hearing 04/30/1333 | 10:00AM |JACKSON, CHRISTOPHER Pa7IN
04/06/2005 09.00AM \WALKER, VICTOR P-24101  Status Conference | AR | 100 a0 SON CHRISTORHER. il

Cause No. 1285784 Cowt:CCL#3
Set Type: %uckgt Call Place:Hanis Co, 10th floor
Reason: Znd setting get recomendation. file motions

Stalf; Jimmy Phillps Jr
Entry: JP
Ending: 4/1/2005 9. 30:00 AM

Right-click.
To
MODIFY

|| 05/031999  03004M CORRALES. MARK B 99020 53|
Cause No. 622270850 Court: 00TH JUDICIAL DIST Staff:
Set Type [y PlacesaNGLETON Enliy: JaN
Reason: HEARING - RESPONDENT'S Ending: 4/28/1339 10:00,00 AM

Current Docket Archive Docket

The “Current Docket” and the “Archive Docket” buttons will display a grid of settings. The settings can be
searched by client or by file number and the resulting list printed. If you double click on the “Current Docket”
settings, you can edit the setting by selecting CHANGE or add a new setting by selecting ADD. Clicking
RETURN will return to the docket screen. The “Archive Docket” cannot be modified.

To the right of the Docket buttons is a button entitled “Archive Settings”. This choice
will remove the dates prior to the current date and place them in the setting archive file.
Once placed in the archive file, they cannot be changed or modified by the program, but
they can be searched and printed the same as the current settings. You have the option of keeping them in
the current docket settings until you are ready to archive them. However, the recommended procedure is to
click on this choice at the beginning of each day.

The remaining options on this screen is the printing of specific reports. The
reports which you will use most often will be the “Full Docket” and the “Daily Docket”.

fﬁ'l] Archive Settings

DOCKET SETTING REPORTS

StaffMember [FulStaft @]
However, all of the types of reports are useful. Atthe top of the green box is the Staff SRR =

Member box. Selecting “Full Staff” will report settings for the selected report for all
staff members. Selecting an individual staff member will print settings for that person
and any “Full Staff” settings.

“Court”, “Type Setting” and “File Number” will print settings filtered by the entry
made. The “Type Setting” is useful to list all of your trial settings on your docket. The

Between Dates | Type Setting |

Full Docket | Client's File No. |

Type of Setting Report Formal
@ Current Docket & Soieen
1 #uchived Docket  Printer




Daily Docket will display a calendar which will print the settings on the highlighted date. A feature of this will
allow you to select multiple continuous dates by holding down the left mouse button and highlighting several
dates. The report will print all of those dates. This is the easiest way to print settings between two dates when
you only want to print a week or two of settings. For anything else, use the “Between Dates” choice.

Under “Type Of Setting” you can choose to report the current settings or the archived settings. The
second designation “Report Format” directs the program to send the report directly to the printer, or first
display it on the screen. When the report is displayed on the screen, it can be printed, or it can be converted
to another format.

Selecting a setting on the green grid will display information about that setting in the blue information
window. Double clicking the setting will automatically open the “Add / Edit” window to change the date.

' Mo 2005 3 On the right is a monthly calendar. If there is a @
Sun Mon Tus Wed Thu Fri sa  S€iting on any of the dates displayed in the monthly )
2?i 28 2 3!_4 5 calendar, a blue line will be shown on the monthly =
£ 7 =8 9 10 1| 1z calendar. If you click on a date, only the settings on that
- 1415 =53 date will be displayed in the green grid. If you choose -
Tﬂi_ﬂ fﬂiszgg__j_% “Remove Filter”, all of the settings willagain be displayed.
i) == If you double click on the date, the “Daily Planner will be ==
27| 2 293l Al 2 : . :
- shown. You can also display the daily planner by =
3‘ 4‘ 5‘ 5‘ /I 8 3 choosing the “Show Planner” button. It will indicate the | e
times that you have something set during the day. By -

Days Dislared
Clone C Thes &

default the planner will show the next five days beginning
with the date that was selected in the monthly planner. You can choose to display
one, three, five, or 7 days in the planner. If you click on one of the indicated dates, all details of that setting
will be displayed. If you put the mouse pointer over any of the settings, the client and type of setting will be
displayed.

Full Docket Print

REPORTS TO SCREEN

1of 23 1002 203 of 203

» | >|| -| G| [0z =]  Toratznz

When a reportis printed to the screen,
you will see at the top of the report a
number of icon buttons. You can navigate
through the report with the navigation arrows. The printer button will print the report to the printer which you
have selected as the windows default printer. The envelope button will allow hyou to export the report in
several formats, including the ability to email the report. Next on the bar is a window which will let you view
the report in different magnifications.

Print  Export

Dacket| CaseList Display Case | Time Control | Chient Biling | Call Message Lag | et Information | Deadines | Wailing | Reparts|

This screen contains all of the basic information about the

| Filo Number: p-ga202 | | Date Opened: 11/26/1984 | | Date Closed: 01/29/1985

CLENT
ABBDTT DANIEL G.
16805 MEMORIAL DAKS DR
SPRING, TEXAS 77379
XA
Home: [713/376:8178)
Wk (000/000-0000)
Fae Ledin )
Email
Fager [/ - )
Mobie: ( 4 -
Aty Jimmy Phillps.Jr

CASE INFORMATION

Cause No: NG 812

CCCL #1
Place: BRAZOFRIA
Judge WILLY
Type: CRIMINAL MISD
Kind: POSSESSION /5
Status AGREED PLEA

STATE BRAZORIA OO,

ADVERSE ATTORNEY

Contract: 1500
Haurly Fez 200,00
ul 120,00

(10722733 8:30:32 AM..... JAN |

client’s case. The following explains how to change or modify
the information which is shown. The secret is to “double click”
the mouse pointer in certain areas of the screen. The “double
click” areas are designated by the dark blue titles and the line
that contains the attorney’s name and the line that contains the
court’s name. Additionally, selecting modify case from the top
menu will display the edit choices you have.

[ 2¢2/00 4:53:28 PM..... JAN | T [ SetDochet @ Deadine ; -
2 Fiebustot | 2 CimiDoske Remember that when installing the program, you were to
o _~eew | oweew || gadd courts and attorneys to the respective databases with the
Display Case menu selection. Now, if you double click their names on this

screen, you will be able to access those listings. They both

work basically the same. (See the explanation in the Installation section of this program.) After you have
displayed the list, clicking on “Post” will put the name and information automatically in the client’s file data.
You can also take the long route and enter all the information manually. By “double clicking” on any of the
dark blue titles, you will be able to enter or modify the information displayed. When you “double click” on



“Attorney’s File Notes” you will be able to edit or print any of the file notes that are contained in that edit control
section. To save them back after editing, click “Post”. Whenever you save the “Attorney’s File Notes” the
date, time and your access initials will be saved to the files.

IL.ENTER CLIENT INFORMATION When you double click on the client bar, the client information screen is
s——————1 1l displayed. When you change the data here, it is changed in all files that the
y client has and in the billing information. It is here that you can check the box a

i i
the bottom to prevent the bill from being sent out when the regular monthly

statements are prepared.

Home Tel: [EERED] IES
]

o R able to load a bitmap picture file (“.bmp”). There are numerous programs with

Also, if you double click on the bar that says “CLIENT PHOTO” you will be
o cameras under $50 that will take and store bitmapped pictures. Once you have
saved the file, then you can load it into the client information data. Once loaded,
it is not necessary to preserve the picture file you loaded. The transfer button
will transfer information from the client initial visit information you filled out
without you having to retype the information. (See Page 12) You can also print the photo and the information
to place in the file by clicking the “Print” button.

In addition to the editing of information, there are six buttons in the lower right hand corner of the screen:
1. Set Case On Docket

[7) Set Docket (D Deadine 2. Deadlines
7 FleDocket | 7 Client Dacket 3. File Docket
% Hemo ey 4. Client Docket
5. Memo

6. Time Entry

The “Set Case on Docket” button will place a client’s setting on the docket and insert all of the information
from the Display Case screen, except the reason, the date and the time which you will supply in the
appropriate places. Using this for case settings will give consistent information for docket searches.

The “File Docket” button will find all of the settings for the file number of the casefile which is displayed.
The Client Docket will find and display all of the settings for that client’'s name. The results of the search will
be displayed on the screen and you will have the opportunity to print it out at that time or edit it.

The “Memo” button will allow you to make a note about the case and print the note for future reference.
After printing the note, you will still have the option to discard the note (“Cancel”) or to save it to the “Attorney’s
File Notes” by clicking on the “Post” button.

The “Time Entry” button will allow you to enter a time notation applicable to the case for
future billing or time reference. You can see the time entered on the next screen, shown
el When the “Time Control” tab is selected. Enter the time involved. If the hourly fee was filled

e in when you filled in the court information, the default hourly rate will be the amount stated
under “Rate”.

Remember the timer speed button (the hourglass). Click on the button, starting the
timer when you begin work on the file displayed. When finished, note the time and click on
the “Time Entry” button. If you right-click the mouse when the cursor is in the description
edit field, a quick entry menu will be displayed. Select your choice and the edit field will be
filled with the comment.

Until a file receives a closed file date, the file is considered open and active by the program. To close a
file, double click on “Case Disposition” heading and then enter a note about how the file was closed and the
date that it was considered completed. Thereafter, it will not be listed on the open file listing. To reopen a
file that has been closed, double click on “Case Disposition” and then enter blanks for the closing date. The
program will then consider the client’s file open again.

Rate:
o




4 Enter Doadiine Infomation’
E .

The DEADLINE button will display the deadline entry screen. When setfrom this screen,

Fie Number Staff Mamber

Pas202 o

e — it will automatically have the file name and the file number inserted. You can compute the
_| date by clicking on the Compute Date button, and you can set the date by clicking the down

arrow under the deadline heading. Finally add what you want to do. Any notations made will
have the entry date and time recorded. Deadlines are useful for work assignments for you
staff on a daily basis and when completed can be placed in the file for work reference.

ok X Cancel

Docket | CaseList| Display Case  Time Contiel | Clent Bilng | Call Message Log | Client Information | Deadines | waitna| Feports | T I M E C 0 N T R o L

St | e By default, the “Time Control” screen will show the current
o e (e telion] Bl Dmoiie | time for the client for the selected casefile. However, you can
Eg% EQEEEEE%EEEEE Eggg ggg gggggt?:idd display current time or archived time entries for any client or file.
T SUND T P2 TRl Select the appropriate time file, enter the search term in the edit
e L eh e | control, and click on the client name, or file number. The buttons

10/05/04 SCARDIND, KATHERINE P23120 200 250.00 Preparalion for hearing on melions

10/05/04 SCARDING,KATHERINE  P-23120 400 25000 Telephone conference wih cyosing counsel Reviewe: on the bottom Of the screen W|” a"OW you to add, ed|t, or delete

10/07/04 SCARDIND. KATHERINE P:23120 075 25000 Prepared and Reviewed Documents. Brisfforjur tial

10/07/04 SCARDIND.KATHERINE  P23120 200 25000 Ressaich and Work on pleadings and special exceplion current tlme entrles You cannot edlt or delete the archlved tlme

10/22/04 SCARDING, KATHERINE P23120 150 250,00 “Work on Special Exceplions
10/24/04 SCARDIND. KATHERINE P23120 175 25000 Preparation and review of limited discovery

10/25/04 SCARDIND, KATHERINE P-23120 4.50  250.00 Preparation and review of credit card summary and totals entries- The “Bi"ing” and “ArChive” bUttonS are used to move the

10/27/04 SCARDIND, KATHERINE P23120 350 25000 Preparation and teview of il with Steve. Telsphone col v

Do | s | xome || B || @hie] Eumionine | Brmomre| | CUITENT time entries.

Each button performs a slightly different function. The
“Archive” button will send the entries directly to the archive time file when it removes them from the current
time file. The “Billing” button will send the current time charges directly to the client’s
billing account before sending the information to the archived time database. You
@ e cannot access the “Billing” button unless you have password access to the billing
FIERIENENTEERS =een= | ortion of the program. Access is gained through checking “Billing Access” box in
_ 4 | the Business Information set up as discussed when installing the program. The
“Report Client Time” button will print a report of the time entries listed in the grid. The
report will first be displayed on the screen where you will have the option to Print or Export the report. The
“Report Day Time” will generate a report of the files listed in the time grid which shows how much time each
staff member spent on the file each day. ** Note ** To list all time entered for multiple clients, enter a space

in the edit field between the two hands and click on the client name list button.

T e e o B 2

Dcket| Case Lit| Display Case | Time Cortiol  ClientBiling | CallMsssage Log | ClentInformation | Desdines | Wiitng| Repons | CLIENT BILLING
6

196029 SCARDINO. KATHERINE .

[Fiemtian  rwsaae | You cannotaccess the CLIENT BILLING screen if you do not
oome Lamom [ peeen 11| have password access. Withoutthe access, your view of all the

e = information except the name will be blocked.

8/20/04 1068 Other Case Evpene for (2] co mai #7003 3110 0000 _| Assum |ng access, you will f|nd all Of the financia| inform ation

07/26/04
08/20/04 13.90 Other Case Expense for (2) cert mail #7003 3110 0005

oo s seneo. | CONCETNING the current bill displayed by default for the client

i Hiomes | 112 v con eene e e e sl | WHich has been selected on the “CASE LIST” screen. The grid
o kvt | | aad Mot | [ e will show the current entries and the window at the bottom will

Amount
B | S | |peeee e riiesne A7 s | show the information for each of the entries that is highlighted in

(#70023150000720922918
& showistoy | X Delete Transaction A e | sc

the grid. If the radio button for past statement activity is selected,

the grid will display all of the billing entries that have been

archived since the last “Monthly Bills” were printed and the billing file reset.

Notice the check box in the lower left hand corner of the dark blue
information box. If this box is checked, the “Print Monthly Bills” selection will not EIEETIEEEET
print out this bill or resetits current time entries. This box cannotbe checked atthis || b ™ | neies s ammm
screen. It can only be checked by double clicking “Client” on the “Case Display” |/ wmmzmz L
Screen and then clicking on the “DO NOT SEND MONTHLY BILL TO CLIENT” box
in the client edit screen.

You can add, edit or delete transactions from this screen as long as the
entries shown in the grid are current entries. If you choose hourly transaction, you
will be required to putin the hours and the rate, the program will compute the charge. The program also has
provisions so that you can keep track of the trust funds deposited for fees and expenses. If you add a

Fef
Amourt $| B
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deposit to the trust, the entry will not affect the billing. If you give a credit from the trust, the program will show
a credit against the billing charges, and deduct that amount from the current billing. Mistakes with trust
balances, and trust deposits can only be corrected by the “Administrator” using CaseFix.exe.

The six buttons will not function when “Past Statement Activity” is shown. The button marked with a red
checkmark is used to assure that the current and the past statement activity adds up to the statement total
shown in the account information section. You can edit any selected statement activity by clicking the edit
button or double clicking the entry.

You have two options for printing bills from this screen. The first “Print Bill” will print the same bill that
would be printed by the monthly billing. It will contain the last statement balance, the new balance, and will
list only the newly accrued charges and credits since the last monthly billing. It WILL NOT RESET the clients
bill unless you choose that option when prompted by the program. The “Print History” button will print a bill
and will print all of the current charges with a subtotal and also a list of all of the past activity in the archive file
with a subtotal of that activity. The two totals should equal the balance due.

Once each month to send out all statements except those not designated for monthly billing, choose “Print
Monthly Bills” under the “Billing” menu choice and reset the files when prompted, after checking to see that
the bills printed correctly.

LOG TELEFHOMNE CALL

x] CALL MESSAGE LOG

Mame: |Blanda, Caralyn

Dffice: |[84?f358—1 721

Home: I[_/_-
Date: [3/9/1339
Action: F'Er-ll:llr-llfi |

FEMDING

The purpose of the call message log is to give you a written list of the calls which
you have received to return or the calls you want to make on pending matters. Too
many times, an attorney will want to make a call about some matter, then become
distracted and fail to make the call until much later when he again remembers it.

A call can be added to the list in several places in the program. It can be added
from: (1) The Telephone Directory (accessed by clicking the ringing telephone

button at the top of the screen) and then clicking the telephone button shown on the
Telephone Directory Screen; (2) Clicking the telephone shown on the “Case List”
screen; (3) Clicking the “ADD” button on the Message Log Screen. The differences
hefluionti Shohes el . between the processes is the amount of information which is added by the program
- to the message list.
 Post | There are five actions that can be noted on the call: PENDING, LEFT WORD,
NO ANSWER, TALKED, and CANCEL. PENDING is always the default action when
the call is first added to the list. Whenever TALKED or CANCEL are chosen, the call is removed from the
pending call list. It can be redisplayed when choosing “Full Call List” option. Each time action is taken on a
call, a notation should be included as to what transpired. The date and time of the notation will automatically
be included, which allows call tracking. The call displayed can be printed by clicking on the “Print Displayed
Call” button. You can type your own message on the call for future reference and enter the call action from
the “Print Displayed Call” screen. Typing a name in the lookup control will find that name on the call list and
display that call.

At the end of each day select “Daily Call Reset”. A list of the calls will be printed and then the completed
calls will be removed and placed in the archived database. Although you can delete a call without going
through the archive procedure, it is not advisable because the program will allow you to search the database
for calls relating to the client and the files involved. The search is a keyword search, so be descriptive in the
call comments.

K: | retuned her call 8/11. She thinks
her huzhand is a bigamist. Their

x Cancel |
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e CLIENT INFORMATION
B"M,'i', i e iy e This portion of the program is available to fill out information on
any potential client that contacts your office. There are four types of

information sheets:

1. General

2. Criminal

3. Family Law

4. Personal Injury

Find Nams 1} Assigred Staff Member | Jinmy Phillps .

ADD

— — : - .| | ONCe completed, they furnish information for pleadings and other uses
| = | | on the client’s case.

W hether adding or editing an existing information sheet, the first
screen you will see presents the general information for the client.
Notice that it has a place where you select what kind of information sheet you are completing. Itis important
that if you are “Editing” an information sheet, be sure to check the same kind of information sheet that was
previously completed. Because the same variables answer different questions on the different kinds of
information sheets, the answers might look quite strange. Information from the client concerning name
address and telephone number can be transferred to the clientinformation when adding clients to the casefile
list.

= oeiere Shown

Docket | Case List | Display Case | Time Contiol | Client Eilling | Call Message Lag | Client Information | Deadiines | Waiting [,‘\sguorts ] REP o RT S

BILLING AEPORTS = The report section has many detailed reports that you
o FiAh e can print. Before you print the reports you should notice
2 L the last refresh date displayed. Because the reports are
- © Total Account Status [Summan . .
s ;Aclm.HEELWZ;L‘MWJ' printed from a copy of the casefile data, you should have

Ascount Receivabe List (Name) . . . . .

= B € Corent Gt Tt B currentinformation when printing the reports. Click on the
] 1 Spec te (List) M » . -
= Fosmietnon | gy Refresh” button. This will insure that you have current
. © DietoPine | Byem reports. The date of the last refresh is displayed. You do

[ Search Telephone Message drckive. |

o not have to refresh as you print out each different type of
T . " o
o[ |~ P reports. When you “Refresh” a copy of the existing

DuBegin 1/ 172000 =] Btenet[ & 372008 <[} By purt database is made as it existed at the time of the refresh,
for the reporting purposes. There is one for the casefile

2 Piint Telephone Directory (Baok)

2 Print Attomey Labels |

reports and one for the billing reports.

To printthe report, select the Report Destination and then select the report you want. Click on “Print” and
the report is generated.

The “Print Telephone Book” button will print a telephone book of all of the numbers in the casefile
telephone directory. The “Print Attorney Labels” will print six blank labels for attorney information of the
adverse attorneys and can be placed in the client’s file folder for future reference. (Avery Label # 5164
Shipping Label) The remaining button, “Search Telephone Message Archive” will display a screen where you
can search the past telephone calls for calls referencing certain key words.

TELEPHONE SEARCH

This is where you can search for telephone calls by key
words. First notice that there is a refresh button here. To
have the most current data, be sure to refresh the data before
beginning your search. Also notice that you can search for all
the words typed or any of the words typed. Select the type of

I Piint 02/23/00" GAUTNEY, MARSHA 1 308/6325111) 1281/645.9525) CANCEL  |=

™ P G615 FHLLPS SHANNOK (/) ) smuenn | Search you want. Select the format for the printed report.
Wy EOEERERE ] - 3 ERETE .

e In the edit control, enter the word or words that the
message you are looking for contains. Notice that as you
type, words are listed which contain the portion of the word

IF pou have reviswed his file, please give him a call or call his assistart, |sabel. He would really like to s2t up 2 telephone conference. w\th;‘ . .. . .

s AT IBARsh) you are typing. When finished with the key words, click on the

|
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“Search” button and the calls that satisfy the search will be listed. As you highlight each call, the message

is shown at the bottom of the screen.

Notice that small box on each line. Check the box with the mouse if you want that call printed when you
choose “Selected” in the “Print Choice” radio button box. The “Return” button will take you back to the main

program.
@ Owl's Law Office Management 20028 [EEI=]
Fle Mainienance Speed Chaice Bilng About
A E|g BB el Jimmy Phillips Jr. P.C.

Ful Diocket | Case List | Display Case | Time Conrol | Ciert iling | Call Message Log | Clent Infommation | Feports Deadines |

2l st rame: [Farsan B
Deadine:[377,02  Fle Hoe[Fions
astasdfasdlas f adsla fa asdlas s [4/20/2002 |

10045:52 8M.._ JPJ]

ARCWD, MaRK
ABOWD, MARK
EBLACKBURN, KIMBERLY

Jan Teat
Jan Teat
Jan Teat

BROWN, MARK
FISHEL, JERRY

Cindy Laison
iy Philips Jr.

|| |

[y Add | 21 Edit | ¥ Delete |

Select Deadine Report———— (~Prirk Didey
& Selected Deadine " Dale
€ List of Selected Client & Client
 List of Selected File Number

€ List of Selected Staff Member | [~ Print Fomat
& Soieen
" Pinter

€ AllPast Due Deadiies
&2 Print Selected Repart |

LI £ All Deadines

Sort B,
C Date & Name| Find>|

DEADLINES

The deadlines tab will display the deadlines which you
have entered to remind you of things which have to be
accomplished. The deadlines which are past due are
shown in yellow and red. The deadlines to be
accomplished in the future are show in black and white. If
you have a deadline which is pastdue, you will be warned
about it when the program starts and the deadline screen
will be displayed instead of the “Case List” screen.

You can Add, Editand Delete and Print deadlines from
this screen. It is suggested that whenever you complete a
deadline, that you use the option to print the deadline out
when it is deleted so that you will have a reference for the
file. Once a deadline is deleted, it cannot be recovered.

By using the Staff Name List, you can filter only the deadlines for that specific staff member. The choice
“Full Staff” will display all of the deadlines. Also the deadlines can be sorted by date due or by client name.
When sorted by client name, you can find a specific name by typing the name in the edit control at the bottom

of the dialog box

Docket| Case List | Display Case | Time Contral | Client Biling | Call Messsge Loa | ClientInformation | Deadiines W%mg | Aepots |

CLIENT WAITING

[ Time Aived | [« [ Matter Conceining

05:41 PM

[Statf Member
Jirory Phillps Jr.

Action
/ailting

[Client's Name.
M Srith. Jemy

[Divorce Apeintment

Aation
wating
Waiting Ended

@ Clients Waiting
= | € Evepone

Prirt Famet
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The client waiting list allows you to use realtime listing of

the persons who come into your office. The program keeps
track of who came in, who they wanted to see, when they
were there, and how long they waited. When they have seen
the person they came to see, they will be removed from the
list and added to the archive database. Later, the database
can be searched for any person to see when and how many
times they came into the office.

PROGRAMS

Choosing “Programs” and then “Program Maintenance” from the
top menu allows you to run other owl programs directly from the Law
Office Management Program. The advantage of doing this is that the
program will create a file name for the file that is currently displayed,
and open it in the data path that you have reserved for the data from
that respective program. One Click and you are in the other owl
program with the data for the displayed client showing.

All you have to do to set up the program is to enter the path to the
program “exe” file, and then the path where you want the reports to be
located. When this is done, the menu choice for that program when
you choose “Programs” from the top menu.
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CASEFIX.EXE

> OWL'S LAW OFFICE MANAGEMENT - DATA CORRECTION PRO

The program for correcting major casefile errors is
| | __Bl accessible only by the casefile administrator. The use of
_ any other password will not activate the program.

] B sl C asefix.exe is located in the same directory as the

 Delets - erge Names T i i
e program file. Double click on the icon or use run on the
ancel X Cancel X Cancel

- Start Menu to access the file. At the top of the casefile

_ _ screen are four windows with black backgrounds. These
ST windows are inactive until the corresponding button is

Delete Casefile Number And All Information In It i Combine Client ID Numbers and Files SeleCted Wlth a mouse C“Ck At that tlme' the baCkground
Pack Caselile Data T of the respective window will “turn on” and the button

Fix Blank Clionk Name Check Duplicate File Nunbers panel will become inactive until the procedure is

Delete Archived Telephone Messages Delete Client Fiom Database completed. The buttons and their corrective actions are
Delete Archived Setting Dates Remove Duplicate Client Control Numbers described be'OW: Be sure that no Other person iS
Remove lllegal Dates Out of Casefile Conrect Trust Deposits [Current Entry Only) access'ng the Caseflle data When you use thIS program

QUIT CORRECTION PROGRAM

Change Casefile Number Only and Not Information

This is used only when you want to change the number, but to leave all underlying information as it exists.
Using the small down arrow in the first control, drop the list and select the file number that you wish to change.
After it has been selected, enter the new number in the edit control. Remember that the number must contain
the prefix and five numerical digits. Click on post when the file number is shown correctly.

Delete Casefile Number And All Information In It

Select this if you wish to delete the entire casefile to be chosen by its number. The casefile and all
information that was shown on the display screen will be deleted and removed from the database. Selectthe
file in the first control by using the small down arrow to display the list. The file to be deleted will be shown
in the second edit control. Click on “Delete” and confirm the deletion. Once that the casefile number has
been deleted, it cannot be recovered.

Pack Casefile Data

This will remove deleted files and attempt to correct defects in the database indexing information.
Anytime that the program appears not to be properly finding the files, or the files appear to be “missing” some
times, this should be tried before other things. It will never hurt your data to use this choice.

Delete Archived Telephone Messages

This will delete archived telephone messages that are so old that you will not need to access them
anymore. All telephone records that are older than the date selected will be permanently removed from the
telephone archive.

Delete Archived Setting Dates
This will delete archived setting records that are so old that you will not need to access them anymore.
All setting records older than the date selected, will be permanently removed from the setting archive.

Remove lllegal Dates Out of Casefile
This should be used when you get an error that you have an illegal date entered.
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Edit Name of Existing Client In All Files

This should be used where the name of the client needs to be changed, such as when it was misspelled,
or the name was correct but the client later changed her name. Use the small down arrow to select the
existing name. Type the corrected name in the edit control. Click on “Post” to make the entry. The procedure
willchange the name in all of the databases, but the client number (the client’s accounting number) will remain
the same.

Combine Client Id Numbers And Files

This procedure is more involved. It's purpose is to combine existing clients into one client’'s name and
account number. It is used where one existing client has two different “client account numbers”. When
completed, the data from one of the files will be merged so that all of the same data exists, but it will reference
only one name and client number. On the top control, select the name that will be the primary name. On the
bottom control select the name that will be changed to the primary name and account number. Click on
“Merge Names”. When completed, the primary name will contain all of the entries and files of the Primary
name and the merged name.

Remove Blank Casefiles
This will remove any files that have a blank file name and will also reset file numbers so that they contain
five digits in addition to the caption.

Check Duplicate Numbers

Duplicate file numbers should not exist in the database. However, this is a simple way to find out if they
exist. The existence of duplicate numbers is not determinable by the ordinary program because of the
indexing associated with the datafiles. Once detected, you will be allowed to change the number. Your
change will change the number only. Continue clicking on this button until the check reveals that duplicate
numbers do not exist any longer.

Delete Client From Database
This will totally remove the client from all references in the database. It is unusual to use this choice.
However, it is available if for some reason you desire to purge the data of all references to the client.

Remove Duplicate Client Control Numbers
You cannot have duplicate client control numbers and have the program operate normally. This will find
and repair any duplicate client control numbers which you have acquired in the database.

Correct Trust Deposits (Current Entries Only)

This is where you can correct trust deposits. You cannot
correct a trust deposit that has been reset and sent to the
archives. Select the name of the client. If there are any current
trust deposits, they will appear on the right window. The
selected deposit will appear in the blue window, and this is the
one you can change. To change it, enter the amount of the
deposit, and the corrected current trust balance. Choose “Post
Correction” and the correction willbe made. Return to the main
program, and then exit.

[ABERNATHY. FRANK
[ABERNATHY. NOAH M.l
[ABOWD, MARK
[4BRAMS, STEPHEN .
[ABRAMS, STEPHEN.IR.
[ACHESOM, LARRY M.
[ACKELS, LAWRENCE E
[SCREMAN, KERRY
[ADAMEK, VICKIE L
[4DaMS, amy

[4DAMS, D.J0 ANN
[4D4MS, DAVID
[ADAMS, DEBRA
[ADAMS, DIXIE J.
[4DAMS, DR W.C.5R
[DAMS, GREGORY L
[ADAMS, LUTHER DALE
[ADAMS, Mex L
[ADAMS, ROBERT LARK
[ADAMS, ROY
[ADAMS, WILLIAN C.

Cunent Trust Balance: 110000
Current Trust Deposit [Conected Trust

nce § [ Post Comecton
Rats X Delete Enty

QUIT CORRECTION PROGRAM

This will close the databases and the Casefix program.
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INSTRUCTIONS FOR UPDATING
DATA FROM A VERSION PRIOR TO VER. 2005

1. Backup your data files. (Make two copies to be sure)

2. Write down the path to the data files for the Law Office Management Files. (This is the path which has the
file “Ocases.dbf” in it.)

3. Uninstall the program from the “Control Panel” ....... "Add-Remove Programs” (This will not affect the data
files or the files the old program has installed.

4. Put the disk into the cd rom drive and install the program in the normal fashion.

5. After installation, and before you start the Law Office Management Files, Select “Law Office Data
Maintenance” from the Owl Program sub menu.

. OWL'S LAW OFFICE MANAGEMENT - >DATA FILE MAINTENANCE

Startup Path |
Exe Path |

—— . ;
i Create All Data Files
DETER R W L adocketDocD ata £
BUSinﬁRName wise 0. Owl & Install Work Station Files

J’ Change Data Path

Angleton, Texas 77515

ﬂ Close File Maintenance
Contact FILEFEEIIE]
[409-849-1409 (¥ Update Data [to 2005)

owl@owllaw_com

Password

2{iCreate Indivual Files | {1 Business Values

Create Office Staff Data Cieate Docket Data Cieate Time [iata Ereate Callllog Data

Create Caurt Data Create Billing Data Create type & Status of Case Create [nfo Sheet Data

Create Deadline Files Create Cazefile Create Telephone Data Lreate File Humber File

6. If the office data is not shown on the left hand side, select “Change Data Path” and enter the path you
located in “2" above. Once located, the information will appear on the left hand side of the dialog.

7. Enter the administrator’'s password in the appropriate window under “Password”.

8. Click on “Update Data (To 2005)"

9. When the conversion finishes, then click on “Install Work Station Files” and then “Close File Maintenance”.
10. After that, your program should work normally with the new features.

11. To install additional workstation files, complete steps 3, 4, 5, 6 and 9. Itis not necessary to update the
data files again.
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We at Owl Software hope that you are able to productively use this program. If you have any questions,
do not hesitate to call on us.

Owl's Law Office Management Ed
[ Version 20028 |

Owl Software Inc.
515 N. YELASCO
Angleton, Texas 77515
979-849-8511

owl@owllaw.com
www_owllaw.com G
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