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Chapter 1: Introduction

1 INTRODUCTION

This document is the owner and user manual which describes the operation and administration of a copyrighted software
program called the Family Legal Assistant (FLA) Database. The program is available from the website at:

http://sedm.org/ltemInfo/Programs/FLA/FLA.htm

The purpose of the Family Legal Assistant (FLA) Database is to help :

Automate and simplify the management of litigation in state and federal court.
Track billable hours spent on each case or client.

Track clients and cases.

Monitor and manage progress of tasks that need to be done on each case.

agrwdE

authorize access to.

Level the workloads across multiple attorneys within a law office.

Track evidence, witnesses, and contacts.

Serialize and track all documents pertaining to a case, their status, and their document numbers.
9. Handle scheduling of events for each case.

10. Automate mass marketing and mailings to all clients of appearing in the database.

11. Standardize the folder labeling and organization for client records.

o N

The intended audience for the software includes the following:

Sui juris litigants.

Attorneys.

Small law offices.

Judges of common law courts.

Those who are litigating their own divorce cases in state family courts.
Those who are defending

S A

This software has been used to automate multiple small family law offices and was beta tested in these offices before being

Limit access to client data to the specific attorney or person working on the case and anyone else he wants to separately

released. It was developed with the input of family law attorneys, but is useful by all attorneys in small law offices.

In the legal field, attorneys refer to this type of software as “Case Management Software”, and it can be so expensive that it is
beyond the reach of sui juris or pro se litigants and smaller law offices. Hence, we are offering it as a much less expensive

alternative for those who cannot afford most other case management products.
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Chapter 3: Program Setup 2-1

2 PROGRAM SETUP

2.1  Minimum System Requirements

The Family Legal Assistant (FLA) Database requires the following minimum resources to run properly:

1. Any of the following operating systems:
1.1. Windows 2000.
1.2. Windows XP.
1.3. Windows Vista.
1.4. Windows 7.

2. Any of the following versions of Microsoft Office installed:
2.1. Microsoft Office 2000 Professional.
2.2. Office XP Professional 2000.
2.3. Microsoft Office 2003.
2.4. Microsoft Office 2007.
2.5. Microsoft Office 2010 or later.

3. 50 Mbytes disk space available.
4. 128 Mbytes of RAM

The program is NOT supported on either the Mac or on Microsoft Access 97. If you have Microsoft Access 97 installed, then
you will have to upgrade to Office 2000 as a minimum. Sorry. It’s just too much trouble to support and maintain multiple
versions of the program. For instance, we would need to have TWO or more computers to do the development, because
Access 97 and Access 2000 cannot reside on the same machine at the same time.

2.2 Copying Standard Version files from the Zip file

To install the program:
1. Make a new directory on your computer in the following path and with the following name:
C:\Database\FLA\

2. Download or copy the ZIP file to the directory you created above.

3. Double click on the ZIP file to open it. Your WINZIP of PKZIP program should start and open the ZIP archive. If you
have Windows XP, the ability to view ZIP files within the Windows Explorer is built in and you do not need a zip program
to view or extract the data.

4. From the ZIP viewer program or Windows Explorer (in Windows XP or later) select all files in the ZIP archive and extract
them to the directory you created above.

2.3 Making a Startup Icon to Run the Program

You cannot run Family Legal Assistant (FLA) by simply clicking on the database file. If you do, Microsoft access will give
you all kinds of warning message, including the following:

Figure 2-1: Family Legal Assistant (FLA) Error if You Start the Program Without Using the Shortcut
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Chapter 3: Program Setup 2-2

Run-time error ‘3029

Mot a valid account name or passwaord,

Help

To prevent the error above, you will need a create Program Shortcut and start the program using the shortcut. If you disregard
the above warning and try to enter the program anyway without using the shortcut to start it up:

1. Data import will not work.
2. You will get frequent and unpredictable errors running the program.

The Family Legal Assistant (FLA) Standard ZIP file has a sample/example shortcut file that you can click and drag onto your
desktop and use as a starting point.

In addition, you can find sample Family Legal Assistant (FLA) Shortcut Files at the following location on our website:

SEDM Support Page, Section 11.2
http://sedm.org/Support/Support.htm

If the shortcut files you received with the program do not work, the ones on our Support Page above will probably do the trick.

The following subsections will describe how to use the shortcut files both included with the program version you obtained and
also from our website support page.

23.1 Using the Shortcuts in the FLA Zip File

The Family Legal Assistant (FLA) comes with three sample shortcuts inside the Zip distribution file you download as follows:

Table 2-1: Family Legal Assistant (FLA) Shortcut Files

Shortcut File Name Version of Access You Have
FLAShortcut2002 Access 2002
FL AShortcut2003 Access 2003
FL AShortcut2007 Access 2007
FLAShortcut2010 Access 2010

Which of the above three shortcut files you use will depend on the version of Microsoft Access you have. Use the following
procedure to determine which version you have and to copy the file to your desktop:

1. Start up Microsoft Access by clicking Start->Programs.

2. If access displays menus instead of a ribbon bar, you have Access 2000, 2002, or 2003. Otherwise, you have Access 2007.

3. If you have a menu bar, click “Help” in the menu and select “About”. A dialog box will appear showing what version you
have.

4. Now that you know what version you have, select the appropriate shortcut file from above, and copy or drag the shortcut
to your desktop.

5. From now on, click on this shortcut to start the program file.
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2.3.2

Using the Shortcuts on the Support Page

In addition to distributing sample shortcuts with the program, we

2.3.3 Creating the Shortcut Manually

To create a shortcut or icon that you can use to start up the program, follow the steps below. These steps assume that you have
both the “Fla2k.mdb” and “Secured.mdw” files copied to the “C:\Database\FLA\” directory:

1. Open the Windows Explorer.

2. Go to the directory where your Microsoft Access executable program is installed.

The name of the filename is

“MSACCESS.EXE” and it is installed in the C:\Program Files\Microsoft Office\Office\” directory on most computers.
3. Right-click on the “MSACCESS.EXE” program and select Create Shortcut. A new file will be created in the Office

program directory named “Shortcut to MSACCESS

EXE”

4. Rename the “Shortcut to MSACCESS.EXE” file to “Family Legal Assistant (FLA)”

5. Click on the new “Family Legal Assistant (FLA)” shortcut and then drag it either to your desktop or to your start bar at the
bottom of your screen. This will put a permanent shortcut on your Start Bar that you can click on at any time.

6. Now right-click on the “Family Legal Assistant (FLA)” shortcut you just created on your Start Bar at the bottom of the

screen and select “Properties”.

Figure 2-2: Family Legal Assistant (FLA) Icon properties dialog box

7.!} FLA Properties Iﬁ
_ W
Security | Details I Previous Versions
General | Shortcut | Compatibilty
@ FLA
Target type: Application
Target location: Cffice12

Swricgrp D:\Main Database latSecured MO

7

Target: i

Start in: D \Main“Databasefla
Shortcut key:  Mone

Bun: [ Maormal window
Comment:

CQpen File Location ] [ Change lcon... ] [ Advanced... ]
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7. Examine the “Target:” field in the “Family Legal Assistant (FLA) Properties” dialog box. It should only contain the path
to your Microsoft Access Executable at this time as follows:

“C:\Program Files\Microsoft Office\Office\MSACCESS.EXE"

8. Add to the end of the above line the following, assuming that your Family Legal Assistant (FLA) program is installed in
the “C:\Database\FLA\” directory:

C:\Database\FLA\fla2k.mdb /wrkgrp C:\Database\FLA\Secured.mdw /user liberty
Therefore, the full command line would look like the following:
C:\Database\FLA\fla2k.mdb /wrkgrp C:\Database\FLA\Secured.mdw /user liberty
The purpose of the parameter “/wrkgrp C:\Database\FLA\Secured.mdw” is to tell MS Access what the workgroup security
file is that you need to use. Without starting up the database with this security file, then database security will malfunction
and you will not be able to import old data from previous versions of the Family Legal Assistant (FLA) program. The

purpose of the “/user liberty” parameter is to login as the “decoder” user. This is a predefined account allocated to all
users who are using security in the database.

WARNING: If you put the Family Legal Assistant (FLA) in a directory other than that indicated above, and if the path to the
directory has spaces in it, you will need to surround the pathname with quote marks. For instance if the path is “C:\Documents
and settings\User\Database\Fla2k.mdb” instead of “C:\Database\FLA\Fla2k.mdb” then the command line above would be:

“C:\Program Files\Microsoft Office\Office\MSACCESS.EXE" “C:\Documents and settings\User\Database\Fla2k.mdb” /wrkgrp
“C:\Documents and settings\User\Database\Secured.mdw” /user liberty

If you don’t heed this warning, MS Access will give you TONS of errors when you try to start up the FLA from the icon.

9. This will make the entire Target field to appear as below::

“C:\Program Files\Microsoft Office\Office\MSACCESS.EXE" C:\Database\FLA\Fla2k.mdb /wrkgrp
C:\Database\FLA\Secured.mdw /user liberty

Now you are ready to start the program quickly and easily.

WARNING: If you do not create a shortcut, then you will not be able to enter data on any of the forms, or import data from
an older version of the program, or print properly. This step is very important!

If you would like further information about this section and a sample downloadable shortcut that you can reuse on your
desktop, please visit the SEDM Support page below:

Setting Up the Program Shortcut, Item #11.2
http://sedm.org/Support/Support.htm

2.4 Installing the Latest Office and Windows Updates

Before attempting to run Family Legal Assistant (FLA) the first time, it is important to install all the latest Microsoft Office
Updates and Service Packs off the web if you can. If you don’t do this, Access has on occasion been known to crash and
corrupt the database. This step will prevent most installation errors we have seen before they happen. To install free Office
Updates off the web, follow the procedure below:

1. Goto: http://officeupdate.com
2. Click on “Check for Updates” on the screen displayed.
3. Look if there are any updates to install.
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1 4. Ifthere are updates to install, then install them and reboot your computer.

2 Similarly, it is also important to install all the latest free Windows updates on your system to prevent compatibility problems.
3 Follow the procedure below to accomplish this:

Open Internet Explorer.

Select Tools->Windows Update

Check for updates

Install all updates and especially service packs.
Reboot your computer for the changes to take effect.

0 N oo g
gD E

s 2.5 Set Microsoft Access Macro Security to Low to Disable “Sandbox mode™

0 251 Access 2003

1 If you are using version 2003 of Microsoft Access, then you will need to set the Macro Security level to “Low” as follows.

WARNING!: If you do not follow the instructions below, then several features of the Family Legal Assistant (FLA) database
will not work and the reports will contain the word “Error” and you may get the following error message when starting up
Family Legal Assistant (FLA):

Figure 2-3: Error message if Microsoft Access 2003 Macro Security Level not set to ""Low""

| - |

Microsoft Office Access

v_., Security Yarning: Unsafe expressions are not blocked.
L]

Do ywou wank to block unsafe expressions?

| tes | [ mo | [ teb

12 1. Open Microsoft Access by clicking on its icon in the Start-> Programs menu. Microsoft Access should start up.
13 2. Select Tools->Macro->Security. The following dialog box will appear.

14 Figure 2-4: Microsoft Access Macro Security Level Setting
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. m

Security

Security Level | Trusted Publishers

) High. ©nly signed macros from trusted sources will be allowed to
run, Unsigned macras are aukomatically disabled,

{3 Medium, You can choose whether of not ko run potentially unsafe
Mmacros,

{(¥)’Low {not recommended), You are not protected From potentially
unsafe macros, Use this setting only if wou have virus scanning
software installed, or wou have checked the safety of all documents
wou OpeErn,

ik ] [ Cancel

3. Click on the “Low” setting.
4. Click the “OK” button.
5. Close Microsoft Access by clicking on the “X” in the upper right corner or selecting File->EXxit.

25.2 Access 2007

If you are using version 2007 or later of Microsoft Access, then you will need to set the Macro Security level to “Low” as
follows.

WARNING!: If you do not follow the instructions below, then several features of the Family Legal Assistant (FLA) database
will not work and the reports will contain the word “Error” and you may get the following error message when starting up
Family Legal Assistant (FLA):

Figure 2-5: Error message if Microsoft Access 2007 Macro Security Level not set to ""Low""

'-'\;‘ Security Warning Certain content in the database has been disabled Cptions...

1. If you get the above warning, you can click on the Options Button and you will get the following:
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@ Security Alert

VBA Macro
Arcess has disabled potentially harmful content in this database.

If you trust the contents of this database and would like to enable it for this session
only, dick Enable this content.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

Maore information

File Path: D:'\Main'Database \MFDecoder MFDecoder-Pro2003. mdb

@ Help protect me from unknown content (recommended)

() Enable this content

Open the Trust Center | Ok { [ Cancel

2. Click on “Enable this content” in the above dialog box and click “OK”.

Open Microsoft Access by clicking on its icon in the Start-> Programs menu. Microsoft Access should start up.
Click the “Office Button”, which is the large circle in the upper left corner of the application

A dialog box will open. Click the “Access Options” button in the lower right corner.

The following dialog box will appear.

Figure 2-6: Microsoft Access 2007 Macro Security Level Setting

A
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rerscoion 0 I k=

. Click on “Trust Center” on the left menu. The following dialog box will appear:

I Hpular '*4 = . . A
Change the most popular options in Access.
Current Diatabase
Datasheet Top options for working with Access
Cbject Designers Always use ClearType
Procfing screenTip style: | show feature descriptions in ScreenTips |Z|
Show shortcut keys in ScreenTips

Advanced

Color scheme: n
Customize
Add-ins Creating databases
Trust Center Default file format: | Access 2002 - 2003 |Z|

Default
Resources database | C\Usersilimited User\Documents', | [ Browse...

folder:

Mew database sort order: | General |Z|

Personalize your copy of Microsoft Office
User name: |Limited User |
Initials: ~ |LU |
Language Settings... l
ok || cancel
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' Popular
Help keep your documents safe and your computer secure and healthy.
Current Database i
Datasheet Protecting your privacy
Object Designers Microsoft cares about your privacy. For more information about how Microsoft Office Access helps to
protect your privacy, please see the privacy statements.

Proofing . . .

Show the Microsoft Office Access privacy statement
Advanced Microsoft Office Online privacy statement

Customer Experience Improvement Program
Customize
Add-ins Security & more

Hrust Center -..4 Learn more about protecting your privacy and security from Microsoft Office Online,

Resourcas Microsoft Windows Security Center

Microsoft Trustworthy Computing

Microsoft Office Access Trust Center

The Trust Center contains security and privacy settings. These settings
help keep your computer secure, We recommend that you do not change Trust Center Settings...
these settings. —

| ok || canc

7. Click on “Trust Center Settings” button on the right. The following dialog box will appear:
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— H 1
Trust Center L
Trusted Publish
rusted Fublishers Message Bar Settings for all Office Applications
Trusted Locations .
Showing the Message Bar
1 Add-ins @ Show the Message Bar in all applications when content has been blocked
. () Mever show information about blocked content
Macro Settings
Hﬂssage Bar '-4
Privacy Options
|:| Enable Trust Center logging
ok || cancel

8. Iick on “Macro Settings” on the left. The following dialog box will appear:
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Trusted Publishers I

Macro Settings

Trusted Locations . . )
Far macros in documents not in a trusted location:

Add-ins @ :Disable all macros without notification:

- I Disable all macros with notification
Macro Settings _ ) o _
I Disable all macros except digitally signed macros

Message Bar (") Enable all macros [not recommended; potentially dangerous code can run)

Privacy Options

[ (018 J [ Cancel

9. Click on “Enable all macros” on the right and then click “OK” in the lower right corner.
10. Click the “OK” button.
11. Exit the Microsoft Access application by clicking on the “X” in the upper right corner.

2.6 Uninstalling Acrobat 7.0 and later Access Toolbars

Adobe Acrobat 7.0 Standard and Professional and later by default will install a Microsoft Access PDF Maker menu item that
interferes with the correct functioning of Family Legal Assistant (FLA). If you are running Adobe Acrobat 7.0 Standard or
Professional or later on the same computer as you will be running any version of Family Legal Assistant (FLA), you will
therefore need to do the additional installation steps documented in this section.

Symptoms of the compatibility problem:

When you try to start Family Legal Assistant (FLA), you will get an error message saying that you don’t have exclusive
database access. You will have to hit “Esc” key several times to get past this error dialog box.
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MF Decoder

\?/ You do nok have exclusive access ko the database at this time.  IF wou proceed to make changes, wou may nok be able bo save them laker.

Show Help == |

x|

Resolution to the problem:

1. Login to your computer as “Administrator” with full rights.
2. Select “START->CONTROL PANEL -> ADD OR REMOVE PROGRAMS”.
3.

Select “Adobe Acrobat” in the program list.

Currently installed programs:

=Ioi xd

[T Show updates Sort by IName 'l

ﬁl 1sk Pricing

@ 30 Extreme Text
[F #B6vy FineRsader 5.0 Sprint
5:} Acronis Disk Director Suike

g Acranis True Image

4 adobe Creative Suite 2

ﬁl adobe Flash Player 9 Activer
Ci': Adobe Premiere Elements 2.0

28 adobe SYG Viewer 3,0

'g‘_.';. Advanced Font Manager

5 ASCOM Platform 4.1

EiL ATI - Software Uninstall Utility
&) ATI Cantral Panel

EI ATI Decoder

R adobe Acrobat 7.0.8 Professional

art information,

Size 9,06ME 2
Size 0.91MB
Size  25.86MB _
Size  38.13MB

Size  37.99MB

- compuker,

Size 4,831,00ME

Size 2,805,00M6

Size +4.31MB

Size 4. 29MB

Size 0.11ME

Size  15.68MB

4. Inthe “Adobe Acrobat X.X” entry, click the “Change/Remove” button

Used ac

Last Used On 11

Change/Remove

Sima d 221 NOMR

5. An Acrobat Setup Dialog box will appear. Click “Next>"
6. Click the “Modify” option and then click “Next>"
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i'é'a Adobe Acrobat 7.0.8 Professional - Setup |

Program Mainktenance

Maodify, repair of remove the program,

{* Modify

Change which program features are installed. This

option displays the Custom Selection dialog in which
woll can change the way features are installed.

" Repair

Fixes missing of corrupk files, shartcuks, and regiskey:

ﬁ Repait inskallation errars in the pragram. This opkion
entries,

i Remove
; Remove ddobe Acrobat 7,0.8 Professional From your
cornpuket,
Installshield
« Back Cancel |
7. The Acrobat Setup Dialog below will appear:
izt Adobe Acrobat 7.0.8 Professional - Setup X|

Custom Setup

Select the optional program Features vou want inskalled, Certain Core program Features will be
installed by default,

Click an an icon in the lisk below ko change how a Feature is installed,

mFeature Description

Cptional plug-ins and support Files Far
wiewing Adobe POF files,

Micrasaft CFfic
Micrasaft Cutle

- Microsaft Wisio This feature requires OKB on your hard drive
- Micrasaft Proje and the subfeatures require OKB on your hard
e AukoDesk Autc drive.
7 I : : I.J:I...___I:L T_HJ
Inskall ko
IniskallShield

Help | « Back Mexk = Cancel

8. Locate the entry in the tree above entitled “Create Adobe PDF -> Acrobat PDFMaker -> Microsoft Access” and change it
so that it displays an “X” and is de-installed.
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m‘ Adobe Acrobat 7.0.8 Professional - Setup x|

Custom Setup

Select the optional program Features ywou want installed. Certain Core program Features will be
installed by default,

Click. on an icon in the lisk below to change how a feature is installed,

Micr asaft Yisio ;I =Feature Descriphion

Microsoft Project Optional plug-ins and suppart Files Far
AubaDesk ALkaCS wiewing Adobe POF Files.

Micrasaft Inkernet
Micrasaft Publishe

Microsaft Access This feature requires OKE on your hard drive
......... _I Asian Language Support ar!d the subfeatures require OKE on vour hard
--------- _I Adobe Designer 7.0 - drive.
« o
Install bo
Imstallshield

Help | « Back Mexk = Cancel

9. Click “Next>" and complete the changes.
10. Reboot your computer. This completely removes the Adobe PDF Maker toolbars on Microsoft Access.

2.7 Installing the Jet 4.0 Service Pack

Starting with Microsoft Office Professional 2003, some versions of Microsoft Access will report the following error when you
try to run the Family Legal Assistant (FLA):

Figure 2-7: Error Message for Access 2003 Running on Windows XP

Microsoft Office Access

Security Warning: Unsafe expressions are not blocked.

To block unsafe expressions, Microsoft Jet 4,0 Service Pack & or laker must be installed, To get the latest version of Jet 4.0, go ko
! E http:ffwindowsupdate, microsoft,com,

'ti\Database\MFDecoderiMFDecoder . mdb' may not be safe to open if it contains expressions that were intended to harm wour computer, Do you
want ko open this file?

’ Hide Help << ] [ Cpen in Help WWindaw
—
Microsoft Jet 4.0 Service Pack 8 or later must be installed to block unsafe expressions without affecting common ul
functionality.
The latest Microsoft Jet 4.0 service pack is available from Windows Updats,
To block unsafe expressions, see the About Microsoft Jet Expression Service sandbox mode Help topic, which is
available fram the link at the bottom of this topic.
If the service pack is not applied: -l

If you get the above error, please install the indicated Jet 4.0 Service Pack in order to get rid of the above message. Below is
the link to that service pack on the Microsoft website, which is for Windows XP only. Other versions for other operating
systems are also available:
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1 http://www.microsoft.com/downloads/details.aspx?FamilylD=2deddec4-350e-4cd0-al2a-d7f70a153156&displaylang=en

2 Below is a screenshot of the download screen for the above service pack to show you what it looks like.

3 Figure 2-8: Jet 4.0 Service Pack 8 download page

&1 Download details: Jet 4.0 Service Pack 3 (SPD) for Windows XP (KBB29558) - Microseft Internet Explorer (=1
o

Eile Edit ‘iew Favorites Tools  Help i

@Back - s lﬂ @ 7;\J /.WJSearch ‘f:(FavUrites @Med\a @3 <] ~ .,{ —= 4] ﬂ ‘f‘

Address @ http: . microsoft.comfdownloads | det ails. aspx *Family [D=2deddec4-350e-4cdi-al 2a-d7f 7031531 S6adisplaylang=en

Links *

GD

ap

B n Ho

Search Microsoft.com for:

Microsoft

Download Center

Download Center Home . .
Jet 4.0 Service Pack 8 (SP8) for Windows XP (KB829558)
Download Categories
Games Microsoft Jet 4.0 Service Pack 8 (SP8) provides the latest updates to the Jet 4.0 database engine with windows %P,
Direct 3
Internet Quick Info Jet 4.0 s o Bt
et 4.0 Service Pac
‘Iilv'rd'ii:';) (Security & File Mame: WindowsxP-KBEZI558-x86-ENU exe {SP8) for Windows XP
i - (KBEZ9558)
Wwindaws Media Download Size: 2893 KB English
Drivers Date Published: 10/15/2003
Office and Home )
Applications Yersion: 29558
Mobile Devices Change language
Macintosh & Other Overview English
Platforms
L Microsoft Jet 4.0 Service Pack 8 (SP8) provides the latest updates to the Jet 4.0 database engine with
Server Applications windows XP, and is discussed in Microsoft Knowledge Base Article KBS29555, Download now to get Related Resources
Systern Management the most current updates for Jet 4.0, After vou install this itern, you may have to restart your
Tools computer. * Subscribe to MSDN and
Stay Current with the
Development Resources Lo Uatkes
Latest Updates
e — ® Howto Keep s Jetd.0
Datsbase in Top
Download Center Help Working Condition
Related Download Sites #* Jlet Replication Update
futomatic Update * Knowledge Base Aricle
Services [V]
4 &] Dare © Internet

s 2.8 Turning off the Access 2007 and later ribbon

6  Access 2007 and later by default displays a ribbon at the top of every window. You will NOT need this ribbon to use the
7 Family Legal Assistant (FLA) program and you should turn it off, because it takes up valuable screen space. Below is a picture
s of this ribbon:

9 Figure 2-9: Access 2007 and later Ribbon

= ._-ﬁ ! - —
- T @ - = x

= =

Er TS : B
Paste : [i= i=||28* - || |Records - Sizeto  Switch Find
(|| | - i Fit Form Windows = T
Clipboard Rich Text Sort & Fi... Window Find

10 r

1 To turn off the Access 2007 and later ribbon, use the “Customize Quick Access Toolbar” option at the top of the screen and
12 select “Minimize the Ribbon” as follows:

13 Figure 2-10: Access 2007 and later “Customize Quick Access Toolbar”
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..f"_q;\.__. . g 5 Main - Family Legal Assistant (FLA] R |
el ) | FR
_%"' {ﬂ Home Addn| Customize Quick Access Toolbar .Q_;J - m X
Mew
: 0 = : - ﬁ o
[ 7 u|[= PG :
Paste v | Save Records Size to Switch Find
A |EH _ “ s Fit Form Windows = || =
Clipboard For E-mail Sort & Filter Window
Quick Print =
Family Legal Ass  cinteeevien —
Copyright 1933-2009, Scoversignty E spelling
Und
Current uger: |Atormney User v nee ode: |.-’-'-.dvan-:ed
\.l'r REdU e —————————————————
{drmirishration Mode
Case managerm Refresh All
Databaze admir
Law and form iry More Commands... o =
- Lmele : show Below the Ribbon :
DObject: [0ObMName ObiType
Firm information Minimize the Ribbon Form
Perzannel [all] FITEETE Farm Select
Perzonnel [individual] 4-Delete Form =
POC mailing management I odify Form
[uotations 4-Delete Farm Exit
View POC I
Caseload
Summary —
Form View Mum Lock

2.9 Logging Into the Database

To log into the database, click on the program shortcut you created previously. You will then be presented with a login screen:

Logon

.

LY

Marme:
iberty

Password:

k.

Cancel

The default username and password is “liberty” and “liberty” respectively. You can change this yourself after you login.

2.10 Program Registration

2.10.1 Background
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Family Legal Assistant (FLA) incorporates copy protection features that require the program to be registered once after initial
installation on each unique computer you intend to run it on. Program registration is done through the “Member Contact” link
under the Member Resources box on the opening page of our website.

WARNING: All program functionality other than the Registration features will be completely disabled unless and until the
program is registered with us on each system you will run it on. An unregistered program will also display the following
warning message when it starts up:

INVALID REGISTRATION

P

f . Your database registration is invalid. Please re-register the database by

S submitting a request to our Contact Us page with your order number,

Database is locked until you register,

2.10.2 Registration Procedure

Registration is very easy! To register your program after initial installation on a new system, follow the procedure below:

1. Start the Family Legal Assistant (FLA).
2. Click on the “Register” button in the lower right corner. The following screen will open.

Figure 2-11: Registration Screen

=] Registration

2404415456

Write down the “System ProfileCode” from the dialog above.
Open your web browser and go to the following page:

http://sedm.org
5. Click on the “Member Contact” link shown above on the opening page at:

~w
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Figure 2-12: Member Contact Link

Member Resources

Member Contact
How to Become a Member

IMember Agreement

(membarship iz fres, fax in)

Member Forums

IMember Subscription Library
(requires annual Member
Subsoription)

Member Subscriptions

Member Accounts
(Dio=s NOT give access to

Member Mailing List

Member Catalog
Ministry Articles of Mission

Submit a request in the following format with all information listed included:

Dear SEDM:

Please promptly register my copy of the Family Legal Assistant (FLA) using the following
information:

My Name: John Doe

Order Number: ORD2009061001
SystemProfileCode: 2404415456
Thanks,

John Doe

We will promptly (usually within 24 hours) email you back your registration information as follows:

Dear John Doe,

Thank you for obtaining our Family Legal Assistant (FLA) program. Below is your
registration information:

Registered Owner: John Doe
RegCode: 1202207730

The above RegCode will work on your computer as long as you own the computer. You will
need to re-register the program every time you try to run it on a different computer.

WARNING: If you move the program to a different computer after you register it and try to
run it without re-registering it again, it won’t operate.
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8.
9.

10.
11.
12.
13.

Blessings,
SEDM

Start Family Legal Assistant (FLA) from the program shortcut you setup earlier on your desktop or Start Bar.
Click on the “Register” button in the lower right corner of the opening screen of the program. The following screen will

display.

Figure 2-13: Registration Screen

2404415456

Enter the RegisteredOwner information from the registration email into the “RegisteredOwner” field of the form above.
Enter the RegCode information from the registration email you received into the “RegCode” field of the form above.
Click on the “Register” button of the Registration dialog box.

If your registration is successful, you will see the following dialog box. When you click on “OK” in the box

Figure 2-14: Registration Successful Confirmation Dialog Box

CONGRATULATIONS S0 S|

Your registration was successful. Press OK to continue.

:

= = B ST TR T il

13.1. The dialog will close and then

13.2. The Registration form will close and then

13.3. You will then be returned to the Family Legal Assistant (FLA) Main screen.

13.4. The “Database Status” field on the Family Legal Assistant (FLA) Main Screen will change from “Locked” to
“Operational”.

Family Legal Assistant, ver. 1.02

Copyright Sovereignty Education and Defense Ministry (SEDM)

http://sedm.org/


http://sedm.org/

Chapter 3: Program Setup 2-20

1 14. If you made an error in entering the registration information, you will see the following error message.

2 Figure 2-15: Registration Failure Dialog Box

INVALID REGISTRATION [

Invalid registration code. Database is locked, Please re-register the database by
submitting a request to our Contact Us page with your order number, Database is
lecked until you register.
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2.11 Importing data from older versions of the program

Starting with version 1.01 of the Family Legal Assistant (FLA), the capability is provided on the opening screen to import all
data you entered from a previous version of the program. This function is provided for use by those who make frequent use of
the program but also like to update their program to the latest version frequently without having to reenter their data every time
they upgrade the program.

The import function is provided using the “Import Old Data” button on the opening screen. After you push this button, a
dialog box will appear as follows:

Figure 2-16: Import Data From Old Database dialog box

IMPORT DATA FROM OLD DATABASE ‘
||Please specify the path to the old data file: i
File name: |
Impaort | Cancel |
‘ WARNING!: |

The import function WILL NOT work unless you
login to the database as username "decoder”
with a blank password by clicking on the
shortcut icon created in the Family Legal
Assistant User Manual in section 2.2.4

In the “File name” field, fill in the path to the old MF Decoder program file and press the “Import” button. Then you will see
the following dialog box:

Figure 2-17: Import Option Selection dialog box

IMPORT OPTION SELECTION [

Do you want to delete current data before import?

I [ Yes ][ No H e ]

This screen governs whether you want to delete the data currently in your MF Decoder database. Select “Yes” or “No”. Click
“Cancel” to abort the import. The MF Decoder then does the rest of the work for you.

We emphasize that not all data is imported from your old database. The table starting on the next page lists tables that are and
are not imported:#
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Table 2-2: Data which the program imports from old versions

# Table name Import? (Y/N) Applicable forms(s) Notes
1 Acronyms N Acronyms This information is updated by us with each
new version.

2 Case managers Y Case managers

3 Court cases Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

3.1 Court case charges Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

3.2 Court case checklists Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

3.3 Court case children Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

34 Court case documents Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

35 Court case evidence Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

3.6 Court case journal Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

3.7 Court case property Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

3.8 Court case tasks Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

3.9 Court case trials Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

3.10 Court case visitations Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

3.11 Court case witnesses Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

4 Courts Y Courts

4.1 Court departments Y Courts

4.2 Court clerks Y Courts

4.3 Court judges Y Courts

4.4 Court mediators Y Courts

5 Database changes N Database changes

6 Database transactions N Database transactions

7 Firm information N Firm information

8 Forms N Forms

9 Glossary N Glossary

10 Groups Y Groups
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11 Group assignments Y Group assignments

12 Group permissions Y Group permissions

13 Internet yellow pages N Internet yellow pages

14 Jurisdictions N Jurisdictions This information is updated by us with each
new version.

14.1 Jurisdiction authorities N Jurisdictions This information is updated by us with each
new version.

14.2 Jurisdiction courts N Jurisdictions This information is updated by us with each
new version.

14.3 Jurisdiction points of contact | N Jurisdictions This information is updated by us with each
new version.

14.4 Jurisdiction reporters N Jurisdictions This information is updated by us with each
new version.

14.5 Jurisdiction tax notices N Jurisdictions This information is updated by us with each
new version.

15 Law information N Law information

16 Lawyers Y Lawyers

16.1 Lawyer fee schedule Y Lawyers

17 Ministry resources N Ministry resources This information is updated by us with each
new version.

17.1 Ministry resource feedback N Ministry resources This information is updated by us with each
new version.

17.2 Ministry resource revision N Ministry resources This information is updated by us with each

history new version.

18 Personnel Y Personnel

18.1 Personnel children Y Personnel

19 Points of contact Y Points of contact

19.1 Points of contact phone Y Points of contact

numbers

20 Quotations N Quotations This information is updated by us with each
new version.

21 Software releases N Software releases This information is updated by us with each
new version.

21.1 Software release changes N Software releases This information is updated by us with each
new version.

21.2 Software release users N Software releases This information is updated by us with each
new version.

22 User accounts Y User accounts
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3 PROGRAM BASICS

3.1 The Main User Screen

The opening screen of the program provides a means to open any of the other screens in the program. This form appears
immediately after the user logs in. The Caseload Summary screen also opens at the same time.

This screen provides a switchboard used to open various screens within the program. Simply click once on the form you want
to open and click the “Select” button or alternatively double-click the screen you want to open.

Figure 3-1: Opening screen

(i Family Legal Assistant (FLA) - [Main] =NACN X
2| File Edit View Records Tools Window Actions Help Type a question for help -5 X
Family Legal Assistant (FLA)

Copyright 1933-2009, Scovereignty Education and Defense Ministry [SEDR]
Current user: |.-'1'-.tt|:|rne_l,l [Jzer DBMode: |.-’-'-.u:|vanu:eu:|
LCategory: | CatMame
Adrminiztration
Caze management
i [atabase admimiztration
Law and form information
Rezearch
— Command
Object: | ObjMame b aw0fPermizzion ObjType
Access log 4-Delete Farm Select
[Databaze changes 4-Delete Form
Database mantenance 4-Delete Farm Exit
Databaze tranzactions 4-Delete Farm =
Group assignments 4-Delete Farm
GFroup permiszions 4-Delete Form View POC
Groups 4-Delete Form "
Liztbow options 4-Delete Form
Replication management 4-Delete Form Caseload
Suggestions 4-Delete Farm Summa
|lzer accounts 4-Delete Farm — L
Import
Old Data
|P.rugram Registration Inﬁ).rm.aﬁm:|
Registered To: |SEDI'~'1 Database Status:  |Operational Register
Form View Mum Lock | .

The Object list contains two columns. The left column, called the “Name” lists all of the screens in the database. The right
column lists what your permissions are within that screen. There are four levels of permission, and higher numbered
permission levels imply the permissions of all lower numbered levels. The permission levels are:

1. 0-Read: Allows you to look existing records. You cannot delete or change existing records or add new records.
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2.
3.
4,

1-Add: Allows you to add new records, view any record, but not change or delete existing records.
2-Modify: Allows you to add new records, modify existing records, but not delete existing records.
3-Delete: Allows you to modify or delete any existing records, or to add new records.

To open up a form within the program, do one of the following to actions:

1.
2.

Click once on the form name that you want in the Form List and then click the Select button.
Double-click on the form name you want in the Form List.

If you want to exit the program, then click on the Exit button.

Below is a description of the various fields and buttons on the Main Screen:

1.
2.

3.

NGO

Current User: The currently logged in User.

DBMode: Mode that database is in, which includes Advanced, Intermediate, or Simple. This mode is set on a per user

basis from within the Personnel or Personnel (all) screens.

Category: The category of work the user wishes to perform. This includes:

3.1. Administration

3.2. Case management

3.3. Database Administration

3.4. Law and form information

3.5. Research

Object: The screen within the selected category. To open a specific screen either click an item once and then push the

“Select” button or simply double-click the item.

Select button: Opens the form selected in the Object listbox.

Exit button: Exits the FLA program.

View POC: View the Points of Contact Screen.

Caseload Summary: Opens the Caseload Summary form and populates it with all cases assigned to the currently logged in

user.

Program Registration Info: Data about the current program registration.

9.1. Registered To: Current registered owner.

9.2. Database Status: Status of database. Two options are possible
9.2.1. Operational: Database is properly registered on the machine it is being run on and will be fully operational.
9.2.2. Locked: Database is not registered on the machine it is being run on and will be inoperative.

3.2 Understanding the meaning of fields on forms

Each form in the database includes a status bar in the lower left corner. Whenever you move your cursor to a field , you can
look in the lower left corner at the status bar for an explanation of what the field means. Below is a screenshot from the “Firm
Information” form that shows the cursor on the “FirmName” field and an arrow pointing the status bar explanation of that field:

Figure 3-2: Firm Information screen
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3.3 Database modes (DBMode)

The Database Mode determines what level of screens the user of the database sees when logged in. The purpose of the setting
is to simplify the display in the Object list on the Main Screen so that less advanced users are not confused by information they
do not need to use or update.

The mode that each user sees is determined by the settings for each user found in the Personnel screen. Below is the section of
that screen that sets the mode:

Figure 3-3: Personnel screen settings for DBMode parameter

N

Here is a tabular summary of the effect of this setting:

# | Mode Screens that display in the object window
1 Simple Clients-simple
Court cases
2 Intermediate Clients-intermediate
Court cases
3 Advanced Clients-adv
Court cases-advanced
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The Main screen displays which mode the logged in user is set for as follows:

Figure 3-4: Database Mode setting on Main Screen

1]
DBMode: |i.dvanced

3.4 Security mode

The Security Mode is displayed at the top of the following screens of FLA:

Clients-simple
Clients-simple (all)
Clients-intermediate
Clients-intermediate (all)
Clients-adv

Clients-adv (all)

oupwdRE

Security mode has two possible values:

1. Manager.
2. Non-manager.

The Security Mode setting determines who the manager is for a specific client or court case record is on the Clients and Court
Cases screens indicated above. Those who are managers of a specific client or case record may view or change the record. The
purpose of this feature is to protect the attorney-client privilege so that client information is not disclosed to or changed by

other attorneys or paralegals who may also be sharing the database.

Managers for specific cases are assigned from the Case Managers screen of FLA.

Figure 3-5: Case managers screen
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j File Edit View Records Tools Window Actions Help Type a question for help - -
@ VAN Y &I NN = =& " "4 ClientLname - | G |

WAGNNG - Pafabiare admasirafor aocess o

] ]
{DAZCZ5F 3-8BF 3-41C5-B5E 5970506640533

p| Manager: ﬂ CazeMgrlD:
DateStart: [2012/01/15 Sun | D ateFinizh: |
Hotes:

Record: M 1ofl oy Search

Record: M 1ofl oy Search

Last name of client Mum Lock .

Each case can have one or more Managers. Those who are NOT managers assigned to a specific client or case may NOT view
or change the corresponding record. Cases are typically assigned by the practice owner of the law firm or by the Paralegal in
charge of case leveling among attorneys.

A

3.5 Printing reports

Most forms include the ability to print what is on the screen that looks like this: &
However, only the following screens include a button in the upper right corner that allows you to print a preformatted and
attractive and complete report:

Personnel (all)

POC mailing management
Quotations

Client mailing management (all)
Clients-adv

agrwndE
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Clients-adv (all)
Clients-intermediate
Clients-intermediate (all)
9. Clients-simple

10. Clients-simple (all)

11. Court cases

12. Court cases (all)

13. Court cases-advanced
14. Jurisdictions

15. Ministry resources

o N

When you click the Print Report button, the following screen comes up:

Figure 3-6: Printing reports screen

PRINT REFORT

Report name: |IMF decoder repart

| SELECT REFORT TYFE}

" RTF File
™ HIML File

i Preview

File name: |

EBrint | Cancel

N TE: Prints on DEFALA T prinfer.

In all cases, whenever you try to print, the Default Printer will be the destination for your print job. If you want to select a
different printer, then you will need to:

1. Select Start->Settings->Printers
2. Right click on the printer you want to make the default printer.
3. On the popup menu, select Set As Default Printer.

Any one of the reports printed by the Family Legal Assistant (FLA), use the above screen. You may find that there are
occasions, where the report you wish to print contains places for information that you were not able to enter before the report
printed. In such as case, the Print Report Dialog above offers an option for printing the report as an “RTF File”. This option
allows you to save the report you are printing to an editable word processing file that you can open with Microsoft Word and
further edit or embellish. To save a report you are printing as an editable word processing file instead of printing it on the
printer, follow the procedure below:

1. Inthe “SELECT REPORT TYPE:” radio buttons, click on the “RTF File” option.

2. In the “File name” field, enter the full path to the file and the full file name extension. For instance, if you are saving a
Case Status Report to the “Temp” directory on the “C:” drive and you are printing the report on January 1, 2007, the
following syntax would be used in the “File name” field:

C:\Temp\CaseStatus-20070101.rtf

“20070101” is a hierarchical date format representing January 1, 2007.

3. Next, start up on your Microsoft Word program and open the RTF file you saved in the above directory. Then you can
directly edit the report before you print it. Microsoft Word is the ONLY program that can directly edit RTF files produced
by the Family Legal Assistant (FLA). If you are using another word processing program, you will need to import and
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convert the file before you can edit it. Most word processing programs allow you to convert RTF files into their own
proprietary format so you can edit or use them.

The above procedure is also mentioned on our website in the Support Page under section 4.1, question #8.

3.6 Deleting records

In order to delete records, all you have to do is select the record by clicking on the record selector on the left side of the screen
and then hit the “Delete” key. For instance, if you want to delete an entire Client and all associated records and information on
the “Clients-adv (all)” form, then click on the record selector pointed to in the picture below and push the “Delete” key:

Figure 3-7: Clients-Advanced Form, deleting records procedure

WENEEREE

[ fr.n Home Add-Ins Acrobat (7] =2

Clients-adv (all)  secuiy: Repna

View This as

Court Case
ClientLname: |Doe ClientFname: [John ClientMname:
ClientMum: ClientSSH: CaselD: [{F85CEOBE-9C2C-4C9]
ClientDDB: CaseStatus: |Open - CaseType: -
Chent'w orkPhone: ChentHomePhone: |ChentParBole: |Unkrown -
ClientCellPhone: |Eienﬂ"agﬁ|’l‘nte: ClientRole: |Unknown -
ClientE mailAddr: ChentProPer: [~
Checklist| Notes | Chent | Case info | Opp Pty | Min. Couns | Cust. Eval | Children | Trust acct | Documents | Joumal | ¢
[Aipples Blank to Fcwd fm Filed Senved Served i
Chent: Chent: wo/Count 8 3
Summ and Pet: [] REMTD
osc: O [y == gy =y
0SCRes: SELECTOR
nC & Exp Deck [ 1
SoffandD: [
FCSPrepDate: [ FCSD ate: | |
ApStipAndwaiv: [
ReqToEmbDef: [
Settlement: [ SettimtProp: | | SeltmiNeg: |
M54 O
FinalDOD: [
MSCDate: [
TrialDate: [0  TrialBriefComplDate: | I TrialD ate: I I
Jdundnment- [ 1 I I I -1
1] i b
Record: M 1ofl L ' Unfiltered | Search 4| = k
Form View Num Lock
1L

3.7 Multiuser features

The Family Legal Assistant (FLA) database is designed to be located on a share drive and simultaneously accessed by multiple
users. Record locking is implemented automatically by the database for those database records that are being updated or
edited. Users wishing to see the record updates of others displayed on their screen must re-query the form they are viewing by
pressing the F9 key.

3.8 Navigating records
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In order to be able to find the record that you want to update, you must be able to navigate database records. Navigating
records is done using either the keyboard or the Record Navigation Pane. The Record Navigation panes are normally at the
bottom of each database form. Below is a sample Record Navigation Pane:

Figure 3-8: Navigation pane

Record: H| \ || || - |H |H-| af 1

The Record Navigation Pane shown above describes two things: 1. The left “1” indicates that record number 1 is displayed.
The right “1” shows how many total records are available for viewing. You can enter a record number into the white box
containing the left “1” (called the record number) and hit enter in order to take the database to the specific record number that
you want to view. The number you enter cannot be greater than the value in the numeric value to the right, because you can’t
go beyond the end of the list. There are also two buttons on the left of the record number and three buttons on the right of the
record number. In the left group of two buttons, the left button takes you to the first record in the sequence while the right
button takes you to the previous record. In the three buttons to the right of the record number, the left button takes you to the
previous record, the middle button takes you to the last record and the rightmost button blanks out the screen and puts the form
into data entry mode so you can enter a new record.

On the Clients-adv (all) screen, for instance, there are two levels of record navigation and each level has its own Record
Navigation Pane. These levels are as follows:

1. Client records
2. Subform records on each of the tabs under the Client displayed.

Below is a screenshot of the Clients-adv (all) form showing the three Record Navigation Panes and what each is used for:

Figure 3-9: Navigating records on the Clients-adv (all) screen
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E]“:l\ ’ N - Farnily Legal Assistant (FLA) ‘ —

— 2 Home Add-Ins Acrobat (7] = 4
- . - - FY
Clients-adv (all)  Secuiw: T ‘ ‘-gzﬂg;;; ‘ Close =
ChentLname: |Doe ChentFname: |John ChentMname:
3 ClientMum: Client55MN: CaselD: [{FASCEORE-3C2C-4CA]
ClientD0OB: CaseStatus: [Jpen - Cazelype: -
Clientw ork Phone: ClientHomePhone: ClientParRole: |Unknown -
ChentCellPhone: ChentPagerPhone: ChentRole: [Unknown —
ClientE mailaddr: ClientProPer: [~
Checklist| Maotes | Client | Caseinfo | Opp Pty | Min. Couns | Cust, Eval | Children | Trust acct | Documents | Joumal | 4] ®
A pplies?|Blank to Fzwd fr Filed Served: Served -
Clignt; Clignt; ot by B
Summ and Pet: [ 1l
osc: [ I
OSCResp: [
PrelimDOD: [ =
Inc & Exp Decl: [
SofAandD: [
FCSPrepDate: [] FCSDate: | |
ApStipAndwfaiv: [
ReqToEntDef: [
Settlement: [ SettimtProp: | | SettmtMeq: |
M5A: [
FinalDOD: [
M5CDate: [
TrialDate: [ TnalBriefComplD ate: TrialD ate:
Judomeant- [ ] | | | -1 I
4 | il | b
!

Record: M 4|1 ofl P M B | % Unfiltered | Search 4| il | 3
I Client number (if not a case yet) Mum Lock | .3
- A

Each form has two modes: 1. Data Entry Mode; 2. Read Only Mode. The normal mode is Read Only mode. You can put a
record into Data Entry Mode by simply clicking on a field and attempting to edit it. Then you will see the record selector on
the left change and show a pencil icon, meaning that the form is in read only mode.

The keyboard also allows for the same kind of record navigation as the Record Navigation Panes. The thing you must
remember is that you can’t use the keyboard to navigate within a form until you first put the cursor on a field that is part of the
record that you want to navigate within. For instance, on the Clients-adv (all) form, if you want to navigate the transaction
records, then you must first click on a transaction record field and see the cursor blinking on that field. Then you can use the
following keys to navigate within transaction records.

Table 3-1: Record Navigation Keyboard Shortcuts

Key Purpose Mode

Ctrl-Home/Ctrl-End Move to first/last record within the form or subform that is | Data Entry Mode
selected

Ctrl-PgUp or Move to previous/next record within the form or subform Data Entry Mode

Ctrl-PgDown that is selected
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Key Purpose Mode

PgUp/PgDown Move to previous/next record within the form or subform Read Only Mode
that is selected

3.9 Function keys and Keyboard Shortcuts

All forms in the database use the exactly the same functions keys. Below is a list of the more common function keys:

Table 3-2: Keyboard Shortcuts

Key Purpose

Ctrl-F Put cursor on a field you want to search and use this function key to search the field for a value.
Ctrl-F6 Toggle to a different open window

Ctrl-F4 Close the currently active form or window

Alt-F4 Exit the application

Ctrl-Home/Ctrl-End Move to first/last record within the form or subform that is selected when in Data Entry Mode
Ctrl-PgUp/Citrl- Move to previous/next record when in Data Entry Mode

PgDown

PgUp/PgDown Move to previous/next record when in Read Only (not Data Entry) Mode

Shift-F2 Zoom in on a long or large text field and view the whole thing in a new window

3.10 Data entry, generally

Data for a new record is always entered in a blank form. You will know the form is blank because the ID field will say
“(AutoNumber)”.

When you fill in a form full of information on the database, then you need to “commit” the data to the database, which means
the contents of the record must be entered into the database. If you never save the data you entered, then it will be lost when
you either exit the form or the database. This problem may also happen if you failed to complete all of the installation steps
found in sections 2.2 through 2.5.2.

Whenever you are entering data on a form, the form goes into “edit mode”. You will know it is in edit mode because if the
form has a record selector on the left side, the selector will change from a triangle to a little pencil. The appearance of the
pencil on the left indicates that you have new data on the form that needs to be saved in the database. To save data in the
database, do the following:

1. Click your mouse cursor on any one of the fields in the record that you want to save.
2. Do one of the following two things:
2.1. Hit the “Next Record” button in the lower left corner for that record and then hit the “Previous Record” button to go
back to the saved record.
2.2. Hit the “Ctrl-PgDn” to move to the next record and then the “Ctrl-PgUp” button to move back to the original saved
record.

If you don’t follow the above steps to save each record that you entered, then you will lose your data. Please don’t call us to
complain about this oversight, because it’s operator error.

If you would like an animated video demonstration of how to use the Family Legal Assistant (FLA), please visit the SEDM
Support Page on our website below:

Family Legal Assistant (FLA) Video Demonstration, Support Page, Section 11.3
http://sedm.org/Support/Support.htm

3.11 Adding new client records

Attorneys and law offices typically handle multiple clients or multiple cases for each client. The Clients screens of the Family
Legal Assistant (FLA) database allow you to keep track of as many clients or cases as you like in as large a law office with as
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many attorneys as you like, and it allows only the attorney working on a specific case to view information about that case in
order to keep client information confidential. As new clients or cases come in, they are typically entered on one of the multiple

Clients screens provided:

Clients-simple
Clients-simple (all)
Clients-intermediate
Clients-intermediate (all)
Clients-adv

Clients-adv (all)

ocourwdE

The User displayed at the top of the Clients forms indicates which user you are working on at any given time, and you can use
the record navigation pane at the bottom of the form or the search function (Ctrl-F) to find the user that you want to decode for.
Note that you can both enter new users or update date for these users on any of the forms above. To enter new users on in one

of the above forms:

1. By selecting the “Case Management” category on the opening screen.

(= Family Legal Assistant (FLA) - [Main] =RRCIN X
“5] File Edit View Records Tools Window Actions Help Type a question for he - @ X
Family Legal Assistant (FLA)

Capuright 1993-2009, Soversignty Education and Defenze Ministn [SEDM]
Current user: |.-’-'-.tt|:|rne_l,l |Jzer DEMode: |.-’-'-.u:|vanu:eu:|
LCateqory: | CatMame
Adrministration
i Caze management
Databaze administration
Law and form information
Rezearch
— Command
DObject: | ObjMame M awPermizzion ObjTupe -
Caze managers 4-Delete Form Select
Cazeload summary 1-Read Farm
Cazeload surmmary [all] 1-Read Form Exit
Cazetype farms 4-Delete Farm =
Client mailing management Fdodify Form
Client mailing management [all] Fdodify Form View POC
Client surmary 4-Delete Form "
Client sumrmary [all] 4-Delete Form
Clientz-ady 4-Delete Farm
Clientz-ady [all) 4-Delete Form gﬁf:r!no;d
Clients-intermediate 4-Delete Farm — L
Clientz-intermediate [all] 4-Delete Form
Clients-zsimple 4-Delete Farm Import
Clients-zsimple [all) 4-Delete Farm Old Data
Conflict checker 4-Delete Farm i
|ngram Registration Information:
Registered To: |SEDI'~'1 Database Status:  |Operational Register
Form View Mum Lock |
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2. In the “Object” list on the Opening Screen open one of the forms listed above by double clicking on it. Below is what
appears when you double click on “Clients-adv”. It shows that it is ready to accept a new client record.

- 5 amily Legal Assistant
- Family Leqal & (FLA) = | El |l
< [FZ Home Create External Data Database Tools Add-Ins Acrobat i) = 4
Clients-adv Secuity View This as Court
= Cl
EEPD"’S'" Case Instead ﬂ
ClientLname: ClientFname: ClientMname:
> ClientHum: | ClientSSM- CaselD: [[New) |
ClientD0B: CazeStatus: (HEmor - Caselype: -
Client'w ork Phone: ClientHomePhone: ClientParBole: |Unknown —
ClientCellPhone: ClientPagerPhone: ClientRole: |Unknown -
ClientEmailAddr: ClientProPer: [z

Checklist| Motez | Client | Cazeinfo | OppPty | Min. Coung | Cust. Eval | Children | Trust acct | Documents | Journal | Propert

4| 4

Record: W 1ofl ] ‘% Unfiltered | Search 4| | »

Client number [if not a case yet) Mum Lock | |@ ey | ¥|.:E

3. The top area of the above form is for entering the basis client information. Each version of the Client forms listed earlier
contains a different subset or different organization for the client data but they may all be used for entry of new client records.
We know the above form is waiting for a new client record because the “CaselD” field indicates “(New)”, meaning that it is in
data entry mode.

4. Enter the basic client information in the fields at the top of the form, such as lastname (“ClientLname”), firstname
(“ClientFname”), etc.

5. When you are finished entering all the information about the client on the form, you can save the content by doing one of

the following:
51 Navigating off the record using the Navigation Pane at the bottom of the form.
52 Double-clicking on the Record Selector on the left side of the screen.

After you have entered the user data, you can search for the user by searching a given field for a value. For instance, click on
the SSN field and then hit “Ctrl-F”. This will bring up the search dialog box and you can type in the name, SSN, etc and
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search for the user. Alternatively, you can use the Navigation Pane at the bottom of the screen to sequence through the users
until you find the one you want.

At this point, you have entered your new user record and located him/her on the form, so you are now ready to begin updating
client records for the user at any time as the case evolves.

3.12 Technical Support

You can post your technical support questions on our Family Legal Assistant (FLA) support forum at the following website.
You must be a member of SEDM in order to use the forums at the address below:

http://sedm.org/forums/

At the above address, see the section entitled “5.2 Family Legal Assistant (FLA) Help”. Please be as specific as you can about
reporting your bug. For instance, please describe all of the following in your post on the above bulletin board or we will either
delete your post or will demand more information:

1. The version number of the Family Legal Assistant (FLA) program you are using.

2. The operating system you are running, such as Windows 98, Windows 2000, Windows XP, Windows Vista, Windows 7,
etc.

3. The database form you were on when the error occurred (e.g. the “Clients-adv” form).

4. The field within the database form that you were on when the error occurred.

5. Exactly what you were doing on the form you identified when the problem occurred. For instance, what key did you push
or what did you click to make the problem happen?

6. The steps we would have to take in order to consistently reproduce the problem so that we can fix it.

7. Whether you paid for the program or STOLE it by illegally copying someone else’s copy in violation of the copyright.

8. Your phone number so we can call you to ask questions about your problem.

We provide all the instructions you need in this manual that comes with the database. Since we are giving you the product at
very low cost to begin with, please avoid asking for free tech support unless you actually paid for the program! We will
specifically ask you if you paid for the program before we will provide support.

Please don’t call us on the phone to ask for technical support. We won't return your phone calls for tech support and will
rudely hang up if you call to ask questions. We are only a staff of one with many other responsibilities, and we don't have time
to help you or to spoon feed people who are too lazy to read either this manual or the online help system! Please respect our
privacy and our right to have a REAL LIFE by not calling for tech support. The support forums should be more than adequate
to meet your needs.

Finally, if you see something about the program that is obviously flawed or incorrect, we definitely want to hear from you
because we want to fix it ASAP.

3.13 Online video tutorials

Online video tutorials are available to help you with specific tasks while using the database. You can view these tutorials for
free at:

SEDM Support Page, Section 11
http://sedm.org/Support/Support.htm

3.14 Feedback and volunteering to help us improve this program

The Family Legal Assistant (FLA) program is a labor of love and a work in progress. We do not claim that it is perfect and we
know that there is much room for improvement. As time permits, we intend to continually improve and enhance it, especially
in the area of illegal technique detection and additional field decodes. We solicit your feedback on how to improve it. In
particular, we solicit the following well-researched feedback from you on how to make it better:
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Additional client information you need to keep track of.
New reports that you need.

Additional security features.

Suggestions on how to improve this manual.

el

You may post your suggestions for improving the program at:

SEDM Forums, Forum #5.2: Family Legal Assistant (FLA) Software Support
http://sedm.org/forums/index.php?showforum=75
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4 PROGRAM SCREENS

The following subsections describe each major form or screen in the Family Legal Assistant (FLA) database. The use of these
screens is also explained in an online video included on the Family Legal Assistant (FLA) and listed on the opening page of the
CD as “Family Legal Assistant (FLA) Video Tutorial”. The file name is “FLA.wmv”. This video is very helpful in giving you
the basics of how to use the program.

4.1 Login Screen

To log into the database, click on the program shortcut you created previously. You will then be presented with a login screen:

Logon A =i

Marme:

iberty
Password: Cancel

The default username and password is “liberty” and “liberty” respectively. You can change this yourself after you login.

4.2 Opening screen

The opening screen of the program provides a means to open any of the other screens in the program. This form appears
immediately after the user logs in. The Caseload Summary screen also opens at the same time.

This screen provides a switchboard used to open various screens within the program. Simply click once on the form you want
to open and click the “Select” button or alternatively double-click the screen you want to open.

Figure 4-1: Opening screen
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Biomey User

CatM ame

Adminiztration

Caze management
Databaze administration
Law and farm information
Research

Qb ame b aw0fPermizzion ObjType

Operational

Select form/report to display

The Object list contains two columns. The left column, called the “Name” lists all of the screens in the database. The right
column lists what your permissions are within that screen. There are four levels of permission, and higher numbered
permission levels imply the permissions of all lower numbered levels. The permission levels are:

0-Read: Allows you to look existing records. You cannot delete or change existing records or add new records.
1-Add: Allows you to add new records, view any record, but not change or delete existing records.

2-Modify: Allows you to add new records, modify existing records, but not delete existing records.

3-Delete: Allows you to modify or delete any existing records, or to add new records.

PONE

To open up a form within the program, do one of the following to actions:

1. Click once on the form name that you want in the Form List and then click the Select button.
2. Double-click on the form name you want in the Form List.

If you want to exit the program, then click on the Exit button.

Below is a description of the various fields and buttons on the Main Screen:
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Lo

4.

© N

Current User: The currently logged in User.

DBMode: Mode that database is in, which includes Advanced, Intermediate, or Simple. This mode is set on a per user

basis from within the Personnel or Personnel (all) screens.

Category: The category of work the user wishes to perform. This includes:

3.1. Administration

3.2. Case management

3.3. Database Administration

3.4. Law and form information

3.5. Research

Object: The screen within the selected category. To open a specific screen either click an item once and then push the

“Select” button or simply double-click the item.

Select button: Opens the form selected in the Object listbox.

Exit button: Exits the FLA program.

View POC: View the Points of Contact Screen.

Caseload Summary: Opens the Caseload Summary form and populates it with all cases assigned to the currently logged in

user.

Program Registration Info: Data about the current program registration.

9.1. Registered To: Current registered owner.

9.2. Database Status: Status of database. Two options are possible
9.2.1. Operational: Database is properly registered on the machine it is being run on and will be fully operational.
9.2.2. Locked: Database is not registered on the machine it is being run on and will be inoperative.

4.3 Administration

The Administration Category on the opening screen is where law firm/office and firm personnel are managed by the database
administrator. It is also where mass mailings are produced to clients of the law firm or law firm/office.
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Family Legal Assistant (FLA) - [

File Edit View PRecords Tools Window Actions Help

Attarney Uzer

Caze management
Databaze administration
Law and farm information
Research

ObjM ame b au0fPermiszion
Firm information Fdodify
Perzonnel [all] 4-Delete
Perzonnel [individual] 4-Delete
POC mailing management Fdodify
[uotations 4-Delete

Operational

431 Firm Information

The Firm Information is the place where details about the law firm or law office may be entered into the database. This
information is used for automated form production, mailing label production, and other printed reports that need the firm
information.

Family Legal Assistant, ver. 1.02
Copyright Sovereignty Education and Defense Ministry (SEDM) http://sedm.org/


http://sedm.org/

Chapter 4: Program Screens

A"\ m-r Firm informatiod -amily Legal Assistant (FLA

’= Home  Create  ExternalData  DatabaseTools  Adddns  Acrobat

Al [ John Doe
933 wWest & S5t Suite 9333

G
] 513595 0352

john. doet@johndoe. com

Doe | Ownerfname: |jchn | I

[ED22D43E D434 1D 2B 406-00104BCD 3487}

Cazeload zurnmmary [all] =

e wme|Sbasdy

432 Personnel (all)

The Personnel (all) form is where employees and attorneys of the law firm or law office that is using the database are entered
and recorded. This information is used to assign specific cases to specific attorneys and to limit access to client information to

only the attorney assigned to the case.

There are two versions of the Personnel form:

1. The Personnel (all) form displays information about all personnel and is accessible only to the manager of the law firm.
2. The Personnel form displays information about only the currently logged in user and is accessible to all users of the

database.
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_«:.\ ] N - Family Legal Assistant {FLAJ- (o o=
A
" =’ Home Create External Data Database Tools Add-Ins Acrobat (7] = 4
. Fs
Personnel (all) Print Status Report | =
A SNING - Fivg fonm for Manamer e5e onfed
Lname: Ename: Mname: [ ]
SSN: [ | PersonID: [{CT25C23B-087A-1
M| | FERSENAL INFTEMA TGN | FAMIE ¥ INFEEMA FRON I
Title: [BEEN :l Spouselname:
SBNum: SpouseFname:
Sex: (M - SpouzeMname:
Height:
Weight: EHEDREN
DeqgrHigh: -
1 DegrHighTitle: |
BirthPlace:
BirthD ate:
Mationality: El
Citizenghip: =
BloodT ype: —
HairColor: -
EyeColor: - L
| APDRESS INFERMATIN |
AddrStrk:
AddrCity: AddrState: |CA | AddrZip: |
Phonework: PhoneHome: PhoneF ax:
PhoneCell: PhonePager:
{HSEB SEFTINGS I
DBEMode: |Advanced (=]
| AAMAGER INFCOEMATION (CONFIDENTIAL |—— _lﬁql}'?_f,‘fﬂfﬂﬁff}" I
Hotes:
SalMonthly: |$0.00
SalHourly: |$100.00
SalOther: [$0.00
I _ DateReport:
SEUES. DateDepart:
YearsEmployed:
HManageAllClients: ] -
Record: W 1of3 L | Search
Title: Attorney:Paralegal:Secretary: Courie... Mum Lock ||I§I o L | B |

4.3.3 Personnel (individual)

The Personnel form is where employees and attorneys of the law firm or law office that is using the database are entered and
recorded. This information is used to assign specific cases to specific attorneys and to limit access to client information to only
the attorney assigned to the case.

There are two versions of the Personnel form:

1. The Personnel (all) form displays information about all personnel and is accessible only to the manager of the law firm.
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2. The Personnel form displays information about only the currently logged in user and is accessible to all users of the

database.

Family Legal Assistant (FLA)

41

bR

M =
= = Home Create External Data Database Tools Add-Ins Acrobat

Personnel (individual)
WABMING - Porsonal ieformation sufbyect fe the Prvacy Ack of 18747

Lname: Ename: Mname: [ ]
55N: |:| PersonlD: [{FDECE161-9FR5-1

—| FERSORAL INFORMATIGN | FAME Y INFOEMATION |

Title: m : | Spouzel name:

SBHum: SpouzeFname:

SpouseMname:

=
4

Sex:

[}

Height:

Weight: |0 LR DREN

DegrHigh: =
DegrHighTitle: |
BirthPlace:
BirthD ate:
Mationality: El
Citizenzhip: 5
BloodT ype: -
HairColor:
EyeColor: -

1

| APPRESS INFORMATION |

AddrStrk:

AddrCity: AddrState: Addrsip: |

PhoneCell: PhonePager:

Phonework: PhoneHome: PhoneF ax:

{ {ISER SETFTINGS I
DEMode: |.~'1'-.|:Ivan|:eu:| El

Record: M lofl LI (O | Search

Title: Attorney;Paralegal;5ecretary;Courie...

4.3.4 POC mailing management

Num Lock |(BEE & il |

The POC Mailing Management screen is used to print mailing labels for all entities in the Points of Contact screen for the
entire law firm who have the RecvMail field checked. It is used to conduct targeted mailings to people in the Points of Contact

table for marketing purposes.
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Eﬁ || 2 ) - Farnily Legal Assistant (FLA) = | E |
M=
< [FZ Home Create External Data Database Tools Add-Ins Acrobat L7 = 4
POC mailing management Select | Unselect | Print =
All All Labels §|
OrgMame Dept Fulll ame City State [Phoneifoice |Type Recwhdail
b Bradly, Jim Appraizer Re| [
Ezhelman, David |San Diego Ca, Appraizer Re| [
Gold, Ruzs San Diego Ca 6196741694 |Cusztody evall) [
Schwarzentraub, {5an Diego Ch Appraizer Bel [
Smith, Tim San Diego Ca [B19-260-6150 [Law firm [
St. Clair, Jeszica |Santa Ana Ca  [A14-730-6130 |Mamage and | [
Tag, Randy San Diego Ch Appraizer Rel [
Abacus Data Syztems [Main Offices Hayz, Brian San Diego Ca " endor [
ABC Bookstore Main Offices San Diego CA [B19-233-4222 |Wendor [
Alliance Defenze Fund [Main Dffices Minery, Tam 8988-233-9990 |Organization [
All-State International, I[M ain Dffices Marufacturer | [
American Academy of {Main Offices Support groug| [
American Ailines Main Offices Business [
American Bar Aszocati|Main Dffices Political orgar] [
American Institute for FMain Offices Morrigville MC " endor [
ATRT Cuztomer Service 800-222-0300 |Business [
ATET Information 800-874-4000 |Buzsiness [
Bank. of America Telezervices 800-441-6437 |Buziness [w
Bank. of America Werzatel Services 800-622-0783 |Business [
Bantarn Books Main Offices Mew ork M Marufacturer [ [ s
Record: W 1of272 | » M Search
Organization name MNum Lock '|@ B | i ¥|.:E
4.3.5 uotations

The Quotations form is a place to record quotations you have come across that users think will be valuable in their writing or

pleading preparation later.
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W Quotations - Family Legal Assistant (FLA

Create External Data Database Tools Add-Ins Acrobat

Print list

Behold the turtle. He makes progress conly when he sticks his neck
out .

A chievemnen

James B. Conant

Quotation [+ 10/3/1995 {C125CTEA-DGTA)
Record: 4 4 b Mok | g Unfiltered

Subject

4.4 Case Management

The Case Management item of the Category box on the opening screen provides tools for:

Creating or managing cases.

Assigning case managers.

Load leveling of cases across attorneys.

Case status tracking.

Checking conflicts of interest for new clients.
Tracking courts and court contacts.

Tracking Points of Contact.

NogkhwpE
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(D = Main - Family Legal Assistant (FLA) = | B |t
Meal =
< 5 Home Create External Data Database Tools Add-Ins Acrobat g - =7 X
Family Legal Assistant (FLA)
Copyright 1993-2009, Sovereignty Education and Defenze Ministo [SEDRM)]
Cument uszer: |.-’-'«ttu::rne_l,l [Jzer DEMode: |.~'1'-.|:|van|:eu:l
LCategory: | CatMame
Adrniniztration
i Caze management
D atabasze administration
Law and form information
Rezearch
— Command
Object: | ObjMame b a0 fPermizgion ObjType
Caze managers 4-Delete Form
Cazeload summary 1-Read Farm Celect
Cazeload surnmary [all) 1-Read Form —
Cazetype forms 4-Delete Farm
Client mailing management Fdodify Farm .
Client mailing rmanagement [all] 3-Madify Form Exit
Client surmmary 4-Delete Farm
Client surnmary [all) 4-Delete Form .
Clignts-ady 4-Delete Farm Yiew POC
Cliettz-ady [all] 4-Delete Farm
Clientz-intermediate 4-Delete Form Caseload
Clientz-intermediate [all] 4-Delete Farm Summary
|P.rugram Registration Imirmatkm:|
Registered To: |SEDM Database Status: |Operational Register

Num Lock ||EE B i |

! Form View

|

44.1 Case managers

The Case Managers screen is used to assign specific cases to specific attorneys or paralegals from the Personnel screen. The
top of the form lists the Client and Case Number and the bottom lists all the attorneys or paralegals from the Personnel screen

who are assigned to work on the case and who have access to the files of the case.

To add a new attorney or paralegal to work on a specific case, simply press the Question Mark on the subform in a blank
record, select the attorney, and fill in the period of time during which that party will be working on the case and thereby have

access to case and client data for that client.
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I.fﬁ_;\‘l‘-: U C ._tﬁ _\I =  Case managers - Family Legal Assistant (FLA] - E@ﬁ

=] ,
—/E Home Create External Data Database Tools Add-Ins Acrobat W - =T X

WAEKMNG - Databare cdmeisirafor ercess onfs?

| I
{FEBCE 0BE-3C20-4C 9D A50C-00083805E 340}

Manager: |Smith, John CazeMgilD: |{2C1BA4BD-BE586-4BC5-9494-
DateStart: [2004/03/11 Thu | DateFinish: | FSBF3FODTET4}
MHotes:

Manager: |i| CazeMarlD: |[Mew]
DateStart: |2010/10/27 wed | DateFinish: | |
Motes:

Record: M 1ofl L 4 Search

Record: H 1ofl H Y Search
| Last name of client Mum Lock | [E ih i | B
; —

4.4.2 Caseload summary

The Caseload summary screen opens when the user first logs in. The Caseload Summary screen is used by the currently
logged in user to:

1. Look at all Open clients and cases assigned to him at the present time. The current user cannot look at cases assigned to
other Personnel in the law firm or law office.
2. Apportion his time among cases using the Timer and keep track of billable hours on each case.

To track billable hours spent working on a specific case, the attorney simply selects the active case on the Cases tab and then
clicks on the Start button to start the case timer. When he is finished working on the case, he clicks the Stop button, which logs
the total time spent and the total billable hours. Billable hours are then added to the Trust Account tab for that particular client
or case.

The top of the form allows the user to filter the presentation to display cases only based on their CaseStatus, such as all Open
cases, all Closed cases, or all cases in Collections.

The bottom of the form contains a Client tab that allows the current user to select a specific client, and then track time spent
working on that Client’s case. Billing information will be automatically logged and the fee debited to the Client will also post
to the Clients records within the database.

The Cases tab tracks all cases assigned to the attorney by CaseNumber and CourtName instead of by Client.
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The Tasks tab tracks all tasks that must be accomplished for all cases to which the attorney or user presently logged in is

assigned.

The Statistics tab tracks the breakdown of the different types of cases that the attorney is working on.

There are two versions of the Caseload Summary screen:

1. The Caseload Summary (all) screen displays information about all Clients and is accessible only to the manager of the law

firm.

2. The Caseload Summary screen displays only Clients assigned to the currently logged in user and is accessible to all users

of the database.

\u

John

= Home External Data  Database Tools  Adddns  Acrobat

{40859FB1-D350-110 2-B400-00104BECD 3457}

Select client below and clhick

" Clientkname = | ClientFname - Clentdurm = | ClientwiorkPhor -

START. Orif timer already
started, click STOP.

ClientHomePhor -

|D|:|e John

Record: M+ |1 ofl L “fx Mo Filter

Gaoseso  wnwa [SD el
- T

443 Caseload summary (all)

The Caseload Summary (all) screen is used by the currently logged in user to:

1. Look at all Open clients and cases being handed by the law firm at the present time. The current user cannot look at cases

assigned to other Personnel in the law firm or law office.

2. Apportion the user’s time among cases using the Timer and keep track of billable hours on each case.
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To track billable hours spent working on a specific case, the attorney simply selects the active case on the Cases tab and then
clicks on the Start button to start the case timer. When he is finished working on the case, he clicks the Stop button, which logs
the total time spent and the total billable hours. Billable hours are then added to the Trust Account tab for that particular client
or case.

The top of the form allows the user to filter the presentation to display cases only based on their CaseStatus, such as all Open
cases, all Closed cases, or all cases in Collections.

The bottom of the form contains a Client tab that allows the current user to select a specific client, and then track time spent
working on that Client’s case. Billing information will be automatically logged and the fee debited to the Client will also post
to the Clients records within the database.

The Cases tab tracks all cases assigned to the attorney by CaseNumber and CourtName instead of by Client.

The Tasks tab tracks all tasks that must be accomplished for all cases to which the attorney or user presently logged in is
assigned.

The Statistics tab tracks the breakdown of the different types of cases that the attorney is working on.

/) :\.\‘- (= | H = Caseload summary (all) - Family Legal Assistant (FLA) L
e —
- @ Haome Create External Data Database Tools Add-Ins Acrobat L7 = 4
Caseload summary (all) main | [ [Display: |
MOTE: This form is READ OMLY. Form CaseStatus=[Open
Lname: |Smith | Fname: [John | Mname: |
PersonlD: |1C1250238-0574-110 2-9E 53204 CAF AFE020]
Clignts | Cazes I Tazks | Statistics|
TIMER:
— ! Client: Select client_l:ue_lu:uw and click
START Elapsed time: min  |[START. Orif timer already
Hourly rate:  [$100.00 g/hy |Sonted click STOP.
HOTE: Click on Client Lname to view details.
ClentLname - | ClientFrame - Clentdurm = | ClientProPer - | ClientwforkPhor - | ClientHomePho
Record: | i | Search 4 E 2
| Record: 14 <103 | » M | & | 'search |

Click to start/stop.

Mum Lock ||@ g8 | il E|.:E

4.4.4 Casetype forms

Family Legal Assistant, ver. 1.02

Copyright Sovereignty Education and Defense Ministry (SEDM) http://sedm.org/


http://sedm.org/

10
11
12
13

Chapter 4: Program Screens 4-14

The Casetype Forms lists all forms associated with a specific type of case that have been cataloged on the Legal Forms and
Templates screen. Each type of case only uses a subset of all the forms available through the database.

To use this screen, search for the Case Type you want to see on the top of the screen, and then look at the forms that are
available on the bottom.

.-*’"_"\II ] A ) = Family Legal Assistant I[FLA]I‘ S=HAEL_X
ICAE ]

—-/I [’:.ﬂ Haome Create External Data Database Tools Add-Ins Acrobat (7] = 4

Thiz form iz uzed to populate the ligt of forms that can be printed for the client
digplayved on the Clientz-zimple, Clientz-zimple (all), Clientz-intermediate, Clientz-
intermediate (all), Clients-adv, Clients-adv (all}, Court cases, and Court Cazes
(all} forms.

Caselype forms

Title: [E0

Descr:  |Civil casze.

OptlD: |{0EBS0EDE-G65E-1103-E449-00104BCD 3487}

T

FormM ame FormMumber HotDocsFormMame: DoclD
b - (Hew]
|
Record: M 1 of1 M| K | search
Record: M < 1of2l | ¥ M 1 | % | Search |
Title of this option Mum Lock ||E o | | B J_J

445 Client mailing management

The Client Mailing Management screen is used to print mailing labels for all Clients of the law firm who have the RecvMail
field checked. It is used to conduct targeted mailings to people in the Clients table for marketing purposes.

There are two versions of the Client Mailing Management screen:

1. The Client Mailing Management (all) screen displays information about all Clients and is accessible only to the manager
of the law firm.

2. The Client Mailing Management screen displays only Clients assigned to the currently logged in user and is accessible to
all users of the database.
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&

F= Home  Creste  External Data  DatabaseTools  AddIns  Acrobat

e | [ | [T

Record: H < F M k| % No Filter

4.4.6 Client mailing management (all)

The Client Mailing Management (all) screen is used to print mailing labels for all Clients of the law firm who have the
RecvMail field checked. It is used to conduct targeted mailings to people in the Clients table for marketing
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purposes.

O\ A )= Family Legal Assistant (FLA‘ [
—/l @ Home Create External Data Database Tools Add-Ins Acrobat ‘E_-"J = 4
Client mailing select | Unselect | print || [Display: |

All All Labels CazeStatuz= (Open
management (all) = Status=(Open |-
HOTE: Chck on Chentdame to open case.

CligntM ame CazeMum  |ClientRole |CazeType ClientwfarkPho|ClientHomePh |Fecybd ail
ne one
Toe, John Idnknovn [
|
Record: M < 1of1 M| K | 'search |
Client name Mum Lock | |E el | L | b .:E!

4.4.7 Client summary

The Client summary form displays all Clients assigned to only the currently logged in user of the database.

The top of the form contains a filter that allows you to filter the form to display cases in the Open, Closed, or Collection states.

There are two versions of the Client Summary screen:

1. ;Ijhe Client Summary (all) screen displays information about all Clients and is accessible only to the manager of the law
irm.

2. The Client Summary screen displays only Clients assigned to the currently logged in user and is accessible to all users of
the database.
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= Home  Create  BxemalData  DatabaseTools  Adddns  Acrobat

Record: W < b Wb | % No Filter

4.4.8 Client summary (all)

The Client summary (all) form displays all Clients within the database. This form would typically only be used by the manager
or database manager of the law form or law office on a need to know basis.

The top of the form contains a filter that allows you to filter the form to display cases in the Open, Closed, or Collection states.
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/EE_J\I | ._n_\' = FamilyLegaIAssistant(FL_- C=HEEEL X
A= =
—-/ [fg. Home Create External Data Database Tools Add-Ins Acrobat L7 |moX
Client summary (all)
CaseStatus=[Tpen ]
MOTE: Click on ClientM ame to open casze.
Clientt ame Clienttum  [CazeMum  |[ClientRale [CazeTvpe ClienttsfarkPho|ClentHomePh [ClentPagerPh [ClentCelPhon (Opp
ne one one e
Unknown
|
Record: M < 1of1 Mok | K Search Kl m | b
Client name Mum Lock || E | &8 i@ | 5 |

4.4.9 Clients-intermediate

The Clients intermediate screen displays all details about Clients. Main client information appears on the form and details are
displayed on subform tabs at the bottom of the screen. This screen displays only Clients accessible to and assigned to the
currently logged in user.

The “Security” field at the top displays whether you are the manager for the client record displayed. If you are not, you may
not edit or delete the information for that client.

There are two versions of the Client Intermediate screen:

1. The Clients Intermediate (all) screen displays information about all Clients and is accessible only to the manager of the
law firm.

2. The Client Intermediate screen displays only Clients assigned to the currently logged in user and is accessible to all users
of the database.
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(D (= s Family Legal Assistant (FLA) SHECEL X
— [ Home Create External Data Database Tools Add-Ins Acrobat L7 = 4
o o o . -
Clients-intermediate Secuiity: Reports... | Close T
ClientLname: (Dos ClientFname: |John ClientMname:
[ 2 Datelpened: _:j DateClosed:
CIIENT INFE i
CaszeStatus:  |Open - CazeType: - ClientMum: [
ClientSSN: ClientDOB: CaselD: |{FR5CEQOBE-IC2C-4
ClientDLM: ChentProPer: [~ 1
Clientw orkPhone: ClientHomePhone: ClientParRole: |Unknown -
ClientCellPhone: ClientPagerPhone: ClientBole: (Unknown —
ChentE mailAddr:
ClientAddr:
ClientCity: | ClientState: ClientZip: |
ClientDivorceSoonest: [~ ClientR etainerD ate:
ClientDDM: ClientDDS: ClientDOD: [ ]
ChentH ealthlns: ChentD entallns:
ChentEyeColor: - ClientGlasses: [
ClientH airColor: = ClientH eight:
Clientw eight: ClhientR ace: -
ClientEmployer: ClientD ccupation:
ChentCounzl name: ChentCounzsFname: ChentCounzMname:
ClientCounsWorkPhone: ClientCounsHomePhone:
ChentCounzCellPhone: ChentCounsPagerPhone: -
Record: W 1 of 2 LI % Unfiltered | Search

Date case opened Mum Lock ||| I

4.4.10 Clients-intermediate (all)

The Clients Intermediate (all) screen displays all details about Clients. Main client information appears on the form and details
are displayed on subform tabs at the bottom of the screen. This screen displays all Clients served by the law firm or law office,
and not just those for the currently logged in user. Hence, access to this form should be limited only to management and
database administrators.

The “Security” field at the top displays whether you are the manager for the client record displayed. If you are not, you may
not edit or delete the information for that client.
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=\ ) = Famil}rLegaIAssistant(FLA:- =R
—h-y [{: Home Create External Data Database Tools Add-Ins Acrobat ) |moX
Clients-intermediate (all) Securiy: Reports... | Close =
ClientLname: |[Doe ClientFname: [John ClientMname:
[ 2 DateOpened: | j DateClozed:
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| ChentE mailAddr:
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ClientD OM: ClientD0OS: ClientDOD: [ ]
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ClientCounzCellPhone: ChentCounzPagerPhone:
ClientCounzF axPhone:
ClientCounsEmailAddr: | -

Record: M 1ofl LI ‘i Unfiltered | Search |

! Date case opened MNum Lock ||I§| e S R
T

4411 Clients-simple

The Clients simple screen displays all details about Clients. Main client information appears on the form and details are
displayed on subform tabs at the bottom of the screen. This screen displays only Clients accessible to and assigned to the
currently logged in user.

There are two versions of the Client Simple form:
1. The Clients Simple (all) form displays information about all Clients and is accessible only to the manager of the law firm.

2. The Client Simple form displays only Clients assigned to the currently logged in user and is accessible to all users of the
database.
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@ Farnily Legal Assistant (FLA ==l I
= Home Create External Data Database Tools Add-Ins Acrobat @ - = x

Date case opened

4.4.12 Clients simple (all)

The Clients Simple (all) screen displays all details about Clients. Main client information appears on the form and details are
displayed on subform tabs at the bottom of the screen. This screen displays all Clients served by the law firm or law office,
and not just those for the currently logged in user. Hence, access to this form should be limited only to management and
database administrators.
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A= —
—-/ [fg. Home Create External Data Database Tools Add-Ins Acrobat L7 |moX
- - - e
Clients-simple (all) Securnty: T Close =
ClientLname: |Doe ChentFname: [John ChentMname:
[ 2 DateDpened: || j DateClozed:
FEIENT INFET-
CaseStatuz: |Open - CaseType: - ChentHum:
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ClientDLN: ClientProPer: T
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[ ChientE mailAddr:
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ClientE mployer: ClientOccupation: B
| FEFERBING AGENECY |
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RefCity: RefState: RefZip:
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|.{?H“E?.$‘f#£ FARFY: |
OppPtyLname: OppPtyFname: OppPtyMname:
OppPtyS5N: OppPtyDOB: OppPyDLHM:
OppPtyWw orkPhone: OppPtyHomePhone: -
Record: M < 1ofl  » M b | [ Search |
I Date case opened Num Lock | |EE B | B | e

4.4.13 Conflict checker

The Conflict Checker screen is used by attorneys who are considering accepting new clients. It checks all the Client records at
the firm and ensures that new clients you accept are not married to other existing clients. This can be a serious conflict of
interest.

Family Legal Assistant, ver. 1.02
Copyright Sovereignty Education and Defense Ministry (SEDM) http://sedm.org/


http://sedm.org/

10

Chapter 4: Program Screens 4-23

= =armily L =3

armily -+ (F| A = =] |
_- ﬁ Home Create External Data Database Tools Add-Ins Acrobat W - = x

[ ClientLnhame ClentFname = Clientbname - Clienttum = ClientS5H =

4414 Court cases

The Court Cases screen lists court cases for the currently logged in user only. It does not list court cases of other users or of
the law firm in general.

The “Security” field at the top displays whether you are the manager for the client record displayed. If you are not, you may
not edit or delete the information for that client.

There are two versions of the Client Intermediate screen:
1. The Court Cases (all) screen displays information about all Cases and is accessible only to the manager of the law firm.

2. The Court Cases screen displays only Cases assigned to the currently logged in user and is accessible to all users of the
database.
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1-Pet filed |
.
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]
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4.4.15 Court cases (all)

The Court Cases (all) screen lists all court cases at the law firm for all users of the database, including those not assigned to the
currently logged in user. Because client information is sensitive and privileged, access to this form should be limited to
practice owners and database administrators.

The “Security” field at the top displays whether you are the manager for the client record displayed. If you are not, you may
not edit or delete the information for that client.
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- l'f: Home Create External Data Database Tools Add-Ins Acrobat L] g X
Count cases (all) secuiy
( ) Y 2 Reports... | Close
CazeMum: CurrState: El
CazeType: — CaszeStatus: |Open —
DateOpened: DateClozed:
CourtM ame: | CourtDept:
Courthddress:
CourtCity: | CourtState: CourtZip:
Judgel name: | JudgeFname: JudgeM name:
ClerkName: ClertkPhone: CaselD: |{FBSCEOBE-QC2C
CalClerkMN ame: CalClertkPhone: Datel astUdate: |3/11/2004 11:37:3
| FCSMedMame: FC5MedPhoneMum:
Checklist| Client | Opp. Party | Children | Minor's Counsel | Cust. Eval | Trust acct | Documents | Evidence | Joumal | Taske | Trials [ 4 *
Appliez?|Elank to Ficwed frn Filed Served: Served Rc
Client: Client: i Caurt: by Opi—
Summ and Pet: [ 1
osc: [ =
0OSCReszp: [
PrelimDOD: [] I
Inc & Exp Decl: [1
SofdandD: []
FCSPrepDate: [ FCSD ate: | |
ApStipAndWaiv: [
ReqToEntDef: [
Settlement: [ SettimtProp: | | SettmtNeq: | =
4| il | »
Record: M 1ofl LI ‘i Unfiltered | Search
IEse number Num Lock ||E3/E B/ % |
O e
4.4.16 Court cases-advanced

The Court Cases-Advanced screen is an expanded version of the Court Cases screen that provides additional tabs on the bottom
half of the screen for recording information about complicated cases. It lists court cases for the currently logged in user only.
It does not list court cases of other users or of the law firm in general.

Unlike the Court Cases form, this form allows the user to filter cases based on their status, which includes: Open, Closed, and
Collections.
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[ 5 Family Legal Assistant (FLA) = | ] [t
Aoal = -
— £ Home Create External Data Database Tools Add-Ins Acrobat L7l = 4
Court cases-advanced [Display: | pe—— | —
Security: |Nnn manager | CaseStatus= |Open EI
2 CazeMum: CumnrState: El
CazeTppe: — CazeStatus: (Open —
D ateOpened: | DateCloged:
CourtM ame: | CourtDept:
CourtAddress:
CourtCity: | CourtState: CourtZip:
Judgel name: | JudgeFname: JudgeMname:

ClerkName: ClertkPhone: CaselD: [{FESCEOBE-IC2C-
CalClerkMame: CalClerkPhone: DatelLastUdate: |3/11/2004 11:37:3] | =
FCS5MedM ame: FCSMedPhoneMum:

Checklist | Client | Opp. Party | Children | Minor's Couns | CustEval | Trust acct. | Documents | Evidence | Joumal | Property [ (4]
Applies?|Blank to Fcvd frn Filed Served: Served -
Clignt: Clignt: v Cowrt: by o
Summ and Pet: [] =
osc: [
0SCResp: [ '
PrelimDOD: [
Inc & Exp Decl: [ =
SofdandD: [
FC5PrepDate: [ FCSDate: |
ApStipAndwWaiv: [ 2
I >
b
Record: M 1ofl L Search
! Case number Num Lock ||EE 6B i | [
4.4.17  Courts

The Courts screen tracks courts in which the law firm or law office has cases pending, at the municipal, state, or federal levels.
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‘o)) e Family Legal Assistant (F_ C=HEEEL X
i m% i ] —

—-/ I@ Home Create External Data Database Tools Add-Ins Acrobat “'-'_l') |moX
Courts =
2 | BT S uperior Court of California, County of San Diego; CENTRAL COURT |
Type: [Superior =
Addreszz:  |220% Broadway
City: [5San Diego |  State: [Ca | Zip: [32112-4104
Phone¥Yoice: |613-531-3141 | PhoneF ax: |
WebAddr: |http: /Aveen. zandieqo. courts. ca. gov/supenondindes:. html
EmailAddr:
Motes: |Phone number iz business office.
|
CourtlD: [{3C980F34-DFFC-1102-B412-00104BC0 9487}
Cletks | Departments | Judoges | I ediators I Rulez | Tipz | =
Lhame - Friame - kM name - Title - [ept = | Phong¥aoice - FPhaneF ax
* | | | | |
Record: M 1 1 of1 m | | Search Kl T—
Record: M < 1of5  » M b° | [ | Search

MNum Lock

I Mame of this court
S

4418 Form filler wizard

The Form Filler Wizard is used to populate or merge forms from the Legal Forms and Templates screen with data from the
Clients screen so as to produce forms useful during litigation.

This functionality as of this writing is immature and not fully integrated with any of the forms on the Legal Forms and
Templates screen.
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’= Home  Create  ExternalData  DatabaseTools  Addins  Acrobat

Update Case
Info < Back Fwd > Close
E3

Greetingzl Before you can start answering guestions and preparing vour papensork,, pou firgt
rieed to enter pour CASEMUM az izzued by the court or "MEW"' if thiz iz a new caze. After pou
have done za, pou may chooze one of the options appeanng in the "Chck on an Answer'’ tab
found below to praceed to the nest step. [F thiz iz a new case, the spstem will automatically
azzign a Tempaorany Caze Mumber beginning in "7

MOTE: If thiz iz a MEW casze, you should write down and remember the azzigned case number
20 that vou can access information about vour casze in the futl._ue. Mate alzo that pour

Click on an Anzswer

4419 Form filler wizard step editor

The Form Filler Wizard Step Editor is used to create and edit steps used to create wizards. A Wizard is a sequence of steps that
fills in or print merges a legal form accessible from the Legal Forms and Templates screen.
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\ R Form filler wizard step editor - Family Legal Assistant (FLA)

E’ Home Create External Data Database Tools Add-Ins Acrobat

areetings! Before you can start answerng questions and prepanng vour papenwork, you
first need to enter pour CASEMUR az izzued by the court ar "WEW™ if thiz iz a new
caze, After you have done go, pou may choose one of the options appearing in the
"Click on an Answer'' tab found below to proceed to the nest step. IF this iz a new case,
thie gpstem will automatically azzign a Temporary Caze Mumber beginning in "'T",

{EECE3DAR-ADES-1102-B30 4-00104BCD 3487]

YVarlame -

Record: 4 < 1ofl EoM b
Record: M < bbb

Step outline number, in legal format (2.Q....

4420 Points of contact

The Points of Contact screen tracks third party points of contact in your area or that are useful in your law practice. These
contacts would be OTHER than attorneys, or family law services and resources.
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w— m‘i _egal Assistant (FLA
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F= Home  Creste  External Data  DatabaseTools  AddIns  Acrobat

] ]
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R esidential real estate appraiser 2M71/2000 5:20:11 Pt
Appraizer Real property
1967541 2-E

SRA certified.

i E19-224-3115
W oice

B Mo Filter

Record: M 4 1of272  » M ¥ | " Unfiltered
Organization name

45 Database administration

The Database Administration category on the Main Screen is where mainly Database Administrators and Practice Owners
administer and manage the database. Ordinary users do not and should not have access to this screen and may inadvertently
and seriously damage data in the database if they do not know what they are doing.
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Family Legal Assistant (FLA) - [

File Edit View PRecords Tools Window Actions Help

Biomey User

CatM ame
Adminiztration

Caze management

i [atab: drniriztration

Law and farm information
Research

ObjM ame b au0fPermiszion
Access log 4-Delete
[Databaze changes 4-Delete
Databaze maintenance 4-Delete
Databaze tranzactions 4-Delete
Eroup assignments 4-Delete
GFroup permiszions 4-Delete
GEroups 4-Delete
Liztbow options 4-Delete
Replication management 4-Delete
Suggestions 4-Delete
IJeer accounts 4-Delete

Operational

45.1 Access log

The Access Log screen tracks all historical logins and logouts of the database and the duration of the login. This is useful in
determining who is using FLA and when they are using it.
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10/28/2010 10:24:58 PR|10/28/20010 10:35:27 PM |'I | |Llser, Aftarmey |{EB1.-’-‘«'I hdE
Mormal logout
10/28/2010 B:54:22 P [10/28/2010 B:54:44 PM |EI | |Llser, Aftarmey |{.-'-‘-.D.-'-‘-.I35EE
Mormal logout
10/28/2010 B:43:59 PR [10/28/20010 B:50: 26 PM |1 | |Llser, Aftormey |{5851 981
Mormal logout
10/28/2010 B:24: 49 PR [10/28/2010 B:34:57 PM |EI | |Llser, Aftarmey |{4BE5D9.-‘-‘-.
Marmal logout
10/28/2010 6:32:67 P [10/28/2010 B:33:33 PM |'I | |Llser, Aftarmey |{EEDE?31
Mormal logout
10/28/2010 B:14:06 Pk [10/28/2010 B:23:05 PM |E| | |Llser, Aftarmey |{EDI33E'I 3
Mormal logout
10/28/2010 6:03:07 P [10/28/2010 B:13:52 PM |4 | |Smith, Jaohn |{E5EE.-'—‘-.E5

Record: M 1 of 68

Search

Form View Mum Lock

45.2 Database changes

The Database Changes screen keeps track of all design changes to the Family Legal Assistant (FLA) by the creator, which is
SEDM, the version number of the database at the time of the change, and whether the help system and manual were updated to
reflect the change.
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0n)) h - Family Legal Assistant (FLA) = | B |t
B f_:l ! & =
" [F<%  Home Add-Ins Acrobat 7)) = 4
=
Database changes —‘
Date ‘who ChangeDeszcr Help Yersions |Hours [RerdID
Updated? Reqd
P [5/412/2006 (U zer, Attarney 2 |On Court case tazks table, (LI nk o 0.00/{53110EF2
changed "D e Time" field to - [n - -0EE3-
311/2004) Smith, Jahn 7 |Corrected problems with the client ko 1139 0.00{CAB0D 3
timer function niob working, Also iy - F-DYDF-
V2000 |Smith, Joha 7 |Modified Court departments table, Mo 1.18 0.00]{1145F552-
query, subform to rename Calendar - 4FB5-
8/19,/2000| 5 mith, Jaohn 2|1, Added HelpUpdated? Field to Mo 1.15 1. 20[{3AEBCFF
[Database changes table, query, - D-2E0F-
427,/ 2000|Smith, John 2 |Modified all farms o that after 1.16 0.00[{445FBET2
reqiztration expires, you cannot add - 1743
3/28/2000)5mith, John 7 |Fixed Report design form by 1.15 1.00/{BA4BCTF
modifving contents of Object - C-052E-
328/2000|Smith, Jahn 2 |Fired Client cazefile cover label 1.15 0.50({BA4BCTD
report zo it prinks properly. Fixed M 8-052E-
2¢12/2000|5mith, Jahn 7 |Added Client Evidence Listing 115 1.00({BO031AME
report to Reports Print form. - 4-E16F-
9/23/1333| Smith, John 2 |Modified all farms o that there iz o 1.10 0.00({90999B 64
input mazk, for phone numbers. 1t h -T1E4-
9/8/1999 |Smith, John 7 |Modified the Repartz print farm to 1.09 0.00{{0EB90F2E
add an ophion to print Active clients - -6ERE-
9/8/1999 |Smith, Jaohn 7 1. Renamed Clientz-intake form tao 1.09 0.00{E44BE287
Clientz-gimple. - -BE4E-
9/7/1933 |Smith, John 2 |Created the Clients-intake and 1.08 0.00({CCF42945
Clientz-intake [all] forms. - -6534-
/741333 |Smith, John 2 |Modified the databaze sothat each 1.08 0.00({CCF42943 L
Lsar bas cena of Hras datshacs x EROA.
Record: M 1ofl2l  » M F | Search
Change description Mum Lock | .:

45.3 Database maintenance

The Database Maintenance screen is used by the system administrator to compact or repair the database. Compacting the
database reduces its size and speeds it up. Repairing the database eliminates errors using Microsoft Access’ built in Jet engine.
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e \'I o - @_\l 5 Database maintenance - Family Legal Assistant (FLA)
V'

Home Create External Data Database Tools Add-Ins Acrobat

BARMNG Databass aolmansinalor dccess onlsd

Cumpact copy Repair copy

Form View Mum Lock
e

454 Database transactions

The Database Transactions screen provides a record of all changes to every form by every user of the database. It tracks:

The date and time of the change.

The User who made the change.

The form the change was entered from.

The type of change.

The field(s) that were affected by the change.

abrwnE
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'/jn\"'. | H ) = Database transactions - Family Legal Assistant (FLA) = | (5] o
—&-s/ {G Haome Create External Data Database Tools Add-Ins Acrobat 'Q) - g X
BAFNING: Pafabase somansirafor socess ol
TmsDateTime |FullHName ObjHame ObiType TransType |RerdlD  |AHfectedFields TranzlD
P (10428720010 5:55:10 Smith, Jokn Group permizsions sbform Form b adify {2EFEERED- {2551949F
10,/28/2010 5:55:1 Smith, John Group permissions subform Form M adify {2BFEESES- {29663304
10/28/2010 5:54: ) Smith, Jahn Group permizsionz subfarm Farm Add {DF7ADCE
10/28/2000 5:52: | Uzer, Attorney Group azsignments subfarm Farm Add {97 7R 36!
10/28/2010 1:10: Smith, Jahn Ohject components subform Farm b iy {89A00A23 {44EEE94
10/28/2010 1:10: Srith, John Object components subfarm Form M adify 104200479 {BEZEF19]
10/28/2000 1:10:Smith, John Object componentz subform Form b odify 13920041 F {3BC2836
10/28/2000 1:10:)Smith, Jahn Object components subform Farm bd odify 10420 DA 76 {AECSFR3
10/28/2000 1:10:|Smith, Jahn Objects Farm b iy 139400414/ [0 BN ame]= alue updated [{B034A6E
10/27 /2010 7: 470 Sith, John Objects Form M adify {2F70D4EE |[Displayl nb enu]=y alue upc[{E 7331F 4
10/27 /2000 7:45: Smith, John Software releazes Form b odify {EE244141{[DevT noll) sed]=\ alue updd{FEE 4732
10/27 /2000 7:44:Smith, Jahn Software releases Farm bd odify {E03BE433- {30 0REEE
10/27 /2010 7:44:1Smith, Jahn Software releases Farm bd odify {3E7BOBFE |[Acranym]=\alue updated [{4C18018
10/27 /2010 7:44: Smith, John Software releazes Form M adify {IFECEE75{[Acrorwm]= alue updated [{24623D6]
10,27 /2010 7:44: 1 Sith, John Software releases Form Modify {CECODDEH[Acrorwm]=Y alue updated [{75019451
10/27 /2000 7:44:Smith, Jahn Software releases Farm bd odify {3C8EE 22F{[Acronym]=\Yalue updated [{BC34B39
10/27 /2010 7:44:) Smith, Jahn Software releases Farm bd odify {1CEBOSDE|[Acrorym]=Value updated [{9514FAH
10/27 /2010 7:44: Smith, John Software releases Form b adify {E44B6290[Acrorwm]=Value updated [{24EE9FB
10/27 /2010 7:44: 1 Sith, John Software releases Form Modify {1337E0520{[Acronym]=Value updated [{ESB0E3A
10/27 /2000 7:44: ) Smith, Jahn Software releazes Farm bd odify 124F30349 [Acronym]=V alue updated [{DECA2CE
102720 7- A4 1S itk lake Safhaare relaace: Frurmi bl i I0F 431 36904 ~ravor] =V aloe undated  FEFF 7020 |1
Record: M < 10of74 | » M b | " Unfiltered | Search
! Object name Mum Lock |||E R AR

455 Group assignments

The Group Assignments screen is used to assign specific database Users to one or more Groups listed in the Groups screen.
The users assigned must be entered in the Users screen first. Additional information about the user is edited from the
Personnel and Personnel (all) screens.
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CAEEEEE Blmerenny e

E Home Create External Data Database Tools Add-Ins Acrobat ) = 4

WAENMING - Dafabare fominrsinafor fccess ol

{C125C238-0674-1
5/1/1934
]

GrouphszzlD
D atabaze admin {C126B.4159-0874
[Mew]

Record: M 1ofl L I (< Search

Last name Mum Lock |||E3 e || |

45.6 Group permissions

The Group Permissions screen is used to specify the access level to data on various forms within the database to a very
granular level. The levels of access include the following:

1. 1-Read

2. 2-Add

3. 3-Modify
4. 4-Delete

Each user is assigned to some combination of Groups on the Group Assignments Screen and each group has certain
permissions on specific screens within the database. The highest level of permission for all groups to which the user is
assigned is what gets displayed on the Main Screen that opens when you login to the database. Screens that are NOT listed
under ANY of the groups to which the user is assigned do not appear in the Main Screen and may not even be displayed.
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GANEE H FamilyLegaIAssistantl[F_

a
=
. E External Data Add-Ins Acrobat e = 4

Home Create Database Tools

WAEMING - Dafabrare admimirafor access onfsl

{FDECROSS8-9FE5-1

Family law attarneys.

o g ~ W

ObjM ame CatMame: Permizsion PermlD .
B [POLC mailing management w- [Form Admitistration I adify ~ [{EDBRCZ
Perzonnel [individual] - |Form Admiriztration 1-Read - 12190932
Firm information - |Form Adminiztration F-Modify - [111BCCAL
Conflict checker - |Fom Caze management I-Modify w |14FEFDOF
l Courks - [Form Caze management Fdodify  |1BC95C45
Clientz-zimple [all] - [FoOrm Caze management 4-Delete w |197FCERC
Cazeload surmmary w [FoOrm Caze managemet 1-Read ~ |19EEDE3E
Clignt surmary w [FoOrm Case managememt 4-Delete - |{B35CERE
Paintz of contact w- [Form Case management 4-Delete ~ [{BC43E5DF
Clientz-ady [all] - |Form Caze management 4-Delete - |14FEFDCA
Court cazes [all] - |Form Caze management 4-Delete - [135F340C
Client mailing management - |Fom Caze management I-Modify - [1TF422ED
Clientz-intermediate - [Form Caze management 4-Delete - [IDE7S72E =
Record: M < 10f23 | » b | | Search | 4| i | »
W Record: 14 < 1of6 | » M | & | 'search |4 | m
‘| Group name Mum Lock
b S—
4.5.7 Groups

The Groups screen provides a way to create and organize groups of various types of users of the database. Each group can
have its own list of users, its own list of forms that are presented on the Main Screen, and its own associated permissions on
each screen. This allows access to and changes to the data within the database to be precisely controlled so that data within the
database does not become corrupted.

Groups are created based on the specific roles that a database user may fill within the law firm or law office, such as:

10
11
12
13

Attorneys.

Court users.
Database admins.
Paralegals.
Practice owners.
Users.

ouprwdE
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(On)

49 ¢ B F

Ej !
—j@ Home Create

External Data

Database Tools

BAERMNG Dafabare aomimirafor aocess o

Acrobat L7l = 4

GroupMame Description PID
GrouplD
| K tarneys Family law attarneys. 330965054
{FOBCRO8:-9FE5-1
Court users Laok at Caurt jourmal Farm only, which is read 1003
anly. {57EFRCES-207F-11
D atabaze admin tManage databaze. Implement and enforce 1000 =
databaze security, IC125EA94-0874-1
I Paraleqalz Azzistants bo atharmeps. 1356793633
{FDBCRO85-9FE5-1
Practice owners Dwiners of a law practice 1003
{8548772C-CR 241
| Uzers Izers group. 1002
{C125BA96-037 A1
*
[Mew]
-
Record: M4 4 |1 of6 oMb Search |4 | il | 3

Group name
[ bro [

45.8 Listbox options

The Listbox Options screen controls which options are presented in various list boxes used throughout the Family Legal
Assistant database. The drop down listbox at the top of the screen provides a list of the various types of list boxes used
throughout the database and the bottom of the screen lists all of the values made available within that type of listbox. This

MNum Lock ||EE &8 | &

allows the functionality of the database to be changed or enhanced without having administrative access to the design.
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’E-;]:,:I“ : D - Listbox options form query - Family Legal Assistant (FLA) E@l-g—hj
| aad N =
oy = =
" = Home Create External Data Database Toals Add-Ins Acrobat @ - =7 X
Listbox options Show: Points of contact =
[ 2 Title: |
Abbrey: |
Deszcr:

OptD: [{07FD7ARAE-ADFF-1102-B304-00104BCD 3457}
Title: |Appraizer: Business
Abbrey: |

Deszcr:

OptlD: [{07D7YIE03AQF7-1102-B304-001 04BCDS457}
[ Title: |Appraizer: Perzonal property
Abbrey: |

Deszcr:

OptD: [{0FD7IE0Z2-A0F7-1102-B304-00104ECD 487}
Title: |Appraizer: Real property
Abbrey: |
Deszcr:

OptD: [{07D730FF-A0F7-1102-B304-00104BC0 34587}
Record: M 1of71 koM E | Search

Title of this option Num Lock ||EE B i |4 |

459 Replication management

The Family Legal Assistant database can be used across multiple law offices and contains tools to allow the remote offices to
synchronize their data with each other manually from the Replication Management form. To synchronize with the database of
a remote law office, the remote database must be made accessible from a share drive accessible from the computer that the
database is being run from. Then you use this screen to:

1. Create new replicas for new satellite offices.
2. Promote a specific replica to a design master.
3. Synchronize with a remote replica.
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: S— e — .:.li:h g
(w Y I A @ ) = Replication management 2 Family Legal Assistant (FL...
ﬁ - o
—-ﬂj E Home Create External Data Database Tools Add-Ins Acrobat W - 7 X

WAGNING: Dafabare sdmmsinafor aocess onfel

Create Promote Replica to Svnchronize Cancel
Heplica Design Master =Y =

Form View Num Lock ||BE2E 65| | .3

45.10 Suggestions

The Suggestions screen is used by any user to enter suggestions on how to improve the Family Legal Assistant and errors in the
functionality that need to be fixed. There is a check box for our use that allows the developer, SEDM, to record whether the
change was implemented.
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( : ) - Family Legal Assistant (FLA) = | ] [t
B j ! &= -
— £ Home Create External Data Database Tools Add-Ins Acrobat L7l = 4
- Fs
Suggestions =
Date who Topic Implemented? (RcrdlD
B |5/1942000)S5mith, John 7 |Suaggested enhancements [ {22F109CC-21
Suggestion: |Suggestions of Rop Allen:
1. Add CallerlD link, to time-:r field_u:un Ee!selcuad Sunjr_nar_l,l farm.
32941 EIEIEI|Smith, John 7 |Databaze maintenance window [ {2EBE19E7-E
Suggestion: |Fix the window o permission problems don't happen for dbase administrators for both

compacts and repairs.

34211339 | i v {4FGFCFEE-DI

Suggestion: |4dd the following forms:
1. Conflicts cheqker. Checks tar cantlicts of intelrest.

1243141 E!EI| 7 |Add Laws farm [v {EBCE3D74-4)

Suggestion: | This form would contain infarmation about specific codes, including:
1. Ewidence Code =

b I H
10484 EIE|5|Smith, Jokr ﬂEreate a record higtory form | [¥ |{E'I 2RCATE-O |

Suggestion: ([Create a record?subform history form that can be called up from then menus of any form and
which displa__l,ls the modification hiztory of a partiu:_L_JIar record, so that if data haz changed,

10484 EIE|4|Smith, Jokr 7 |Courze hiztary | [ |{E'I 2RCA A0
Suggestion: (Add a screen to call up from Courze history that shows college, high school, and overall
GP4's on a araph.
10/81 994|Smith, Jahn 7 |Farmz [ {C1280CA79-0

Suggestion: |Madify all forms o that they use the question mark button to seanch for personnel and paints
of contact instead of a listbox, Thiz will speed up the formes.

ER R I=NENa1=F 1 [=r T P o WD s etk — S AECA T0 O -1
Record: M 1ofll L (O | Search
! Form View Num Lock ||EE 6B i | [
s |

45.11 User accounts

The User Accounts screen is where database accounts are created and maintained, and the time interval when they are active
may be established. It works in tandem with the Personnel screen. The Personnel screen lists all personnel at the law office,
while the User Accounts screen controls the subset of Personnel who have accounts within the database. Not everyone at a law
firm needs access to the database.
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Jfﬁig\zf "ERECEED - Family Legal Assistant (FLA) [EENEE
—j E Home Create External Data Database Tools Add-Ins Acrobat 'QJ = 4
WA ERMING Dafabare admmmirafor accers omlpl
Hame PerzonlD |S5H DateStart (DateE xpire |Uzerd ame Pazzword RerdlD
Pers. ldent.
b [Smith, John {C125C23 (FEREEEE | chansen {C125C4D0
B-087&-  [{ooo F-087h-
Iser, Attarmey {FDBCE1E librty s {FOBCE1Y
1-9FES- 5 B0291046E +[ 0-9FES-
Iser, Paralegal {FDBCEO? paralegal R {FOBCE1Y
A-3FEE- |5 73007293 +L = 9FES-
I * [Mew] [Mew]
|
I Record: M < 1of3 | b M b | [ | 'search |4 | m | »
Date account starts Mum Lock | |[E i |t | B s
R

Notes on this form:
1. You must enter a DateStart prior to the current date in order for the account to be active. Inactive accounts cannot login to

the database.
2. Every record must have a Personal Identifier, which is a unique integer value. The field cannot be left blank.

46 Law and form information

The Law and Form Category of the Main Screen is used to locate information about jurisdictions, laws, statutes, terms,
acronyms, and generally to research legal subjects.
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Biomey User

CatM ame

Adminiztration

Caze management
Databaze administration
i Law and forrn information
Research

ObjM ame b au0fPermiszion
Acronyms 4-Delete
Glozzary 4-Delete

Internet pellow pages 4-Delete
Jurizdictions 1-Read

Legal formz and templates 4-Delete

Miristry resources 1-Read

Points of contact 4-Delete

Operational

46.1 Acronyms

The Acronyms screen lists various technical, legal, and government acronyms useful in the telecommunications, government,
and legal fields.
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L frame relay service offered by Sprint.

{AR3EBFCE-B535-1101-974E 0000000 0341141996

Record: M < 10f11180 | » M b | ' lo Filter

46.2 Glossary

The Glossary screen provides definitions for hundreds of different technical and legal terms. The WebAddr field is used to
record the place on the World Wide Web where the definition was extracted.
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PZ Home  Adddns  Acrobat @ - = x

‘0" or "'0-" [A05)

Zero minus dialing. 2&llows a caller to dial zerc and nothing
else to get the Operator.

{A0ADEAZ1-9E13-1102-B30 2-001 04BCD 3457}

Record: M 4 b M b | ¥R Unfiltered

Term

46.3 Internet yellow pages

The Internet Yellow Pages screen tracks internet sites. It categorizes the various sites, provides the domain name and the IP
address. It also allows you to click on the site by clicking on the hostname.
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132.20.225.200

9/29/1994

Fun by ATETY? Good source for RFC's.

1C125BAB 8-087A-1

Record: 4 4 1 of893 koo [ Mo Filter

Hostname of destination

46.4 Jurisdictions

The Jurisdictions screen tracks critical details about all state and federal jurisdictions throughout the USA. It tracks franchise
statutes, whether each jurisdiction has income taxes, the date they jurisdiction joined the Union, its abbreviation, the type of
jurisdiction, and many weblinks to various information sources about the jurisdiction such as courts, Points of Contact,
Authorities, etc.

This particular screen also prints out an attractive report that is very useful as a reference tool. The reports that it prints out is
found on our website:

SEDM Jurisdictions Database, Litigation Tool #10.010
LITIGATION TOOLS PAGE: http://sedm.org/L itigation/LitIndex.htm
DIRECT LINK: http://sedm.org/L itigation/PracticeGuides/SEDMJurisdictionsDatabase.pdf
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/E-;]v:.\ ; D - Jurisdictions - Family Legal Assistant {FLA)“ E@lﬂ_ﬁj
e | = .

" = Home Acrobat @ - =T X

- - -
Ju r|5d|ct|nns (See section T of the Bluebook for further details) Print

JurName: m |
Type: |Stﬂtﬁ‘ El IncomeTax? M JurlD:

Abbreviation: |J:'~|- |cguntw; |Ur|'rted States |

StatutesName: |Cﬂd"-‘ of Alabama (C.0.A.} | DateloinedCountry: |12/14181% |

Main Resources | Franchises | Authorities | Motes | POCs | Reporters | Courts

LegalResearchSource: !hﬁl}:.-'.-'fﬂ mouardian.oraTaxFreedomil eqgalRefiStatel egalResources. htm |

MainWebsite: !htt[:-:.-'.-'v.' wiw state al us

ConstitutionLink: !htt[:-:.-'.-'v.' wiw legislature state. al us/miscihistorv/constitutions/constitutions. html

StatutesLink: !hﬁl}:.-'.-'ﬂ|i5l3I'Idb.|EII‘.iSlﬂtLII'E.StﬂtE.ﬂl.Ll&-'ﬂ casiaCASLogin.asp

RegulationsLink: !htt[:-:.-'.-'v.' ww dlabamaadministrativecode. state. al. us/alabama. hitmil

RegisterLink:

ivi ink: [http://204.29.82 17/Civi%20Procedure %2 0individualcivioc. htm
CourtCivilRulesLink: |

CourtCriminalRulesLink: !htt[:-:.-'.-'zﬂ 42552 17/Criminal%%20Rules% 2 0individualicrimTOC. html

ink- [nttp://204.29.82 17/Appelate%20Rules % 20individuallappTOC. html
CourtAppelRulesLink: |

RulesOfEvidencelink: !htt[:-:.-'.-'v.' wiw . cledlabama.comidocs/CLEAlabama-AlabamaEvidence. pdf

|
|
|
|
|
CourtsLink: !htt[:-:.-'.-'v.' wiw findlaw. com/ 1stategovialialca. html |
|
|
|
|

UECFiIingsLink: !htt[:-:.-'.-'v.' ww.20g alabama.goviBusinessServices/UCC . aspx |

AdminOfficeOfCourtsLink: !httc:-:.-'.-'v.' wiw . alacourt. gowd |

MumCounties: |‘3T |

AreaCodes: 205 -251-256-334

I Record: 1 of 52 P H | Search

Jurisdiction name Mum Lock | L

e >

4.6.5 Legal forms and templates

The Legal Forms and Templates screen contains a database of many different types of forms used in law practice. Many are in
editable Microsoft Word format and are embedded directly in inside the database.

Family Legal Assistant, ver. 1.02
Copyright Sovereignty Education and Defense Ministry (SEDM) http://sedm.org/



http://sedm.org/

10

Chapter 4: Program Screens 4-48

-amily Legal Assistant (FLA]

E’ Home Add-Ins Acrobat

Trial Outline far Contermpt katian

Mo routing required.

I1ze thiz form outhne whenever contempt motions are file.

{BDEBARD1-F104-1103-B47F-00104BCD 3487}

Applicable laws

| A Code - S ection FornLawlD -
Code of Civil Procedure (1218 Contempt {SDEBASDS-F1D4-
Code of Civil Procedure (1219 Contempt {5DEBARDE-F1D4-
* [Mew)

Record: M < 1of202  » M k&

| Date this form was last revised

4.6.6 Ministry Resources

The Ministry Resources screen displays all resources available through the Sovereignty Education and Defense Ministry
(SEDM) website, including all forms, publications, litigation tools, response letters, user manuals, pleadings, videos, etc. The
form is read only and may not be changed by the user.

The content of this form is populated by the ministry and is used to produce the following forms on the SEDM website:

1. SEDM Resource Index, Form #01.008
http://sedm.org/Forms/Formindex.htm

2. SEDM Resource Revision History, Form #01.009
http://sedm.org/Forms/Formindex.htm
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I.-’E_:,'\. = H ) = Ministry Resources - Family Legal Assistant (FLA) = | [B] |
Ao —

—/‘ @ Home Create External Data Database Tools Acrobat e - O X

- - FY

Ministry Resources Print Rev. History ‘ Print Index ‘ m

r|

[temMumber: m

ltemMame: (8 USC §1401 Immigration & Maturalization Act Definition of ‘United States Citizen’.

ltemType: |Exhibit |E| Jurisdiction: | -
Source: |SEDM Website StoreltemMNum: | | SuggDonation:
Format: |PDF Size: | |Author: |

Link: [hitp:/sedm.org/Exhibits/EX01.001.pdf

SampleCorrToWhichResp:

Description: |[Shows that Americans born in and living in states ofthe Union are not U 5. citizens®.

ResourcelD: (350 S

Revision History | Feedback | Sample Corr. For Response | Response

RewvDate: Version Status: Description:
Mum:
b 12172003 Completed Old Exhibit #0003
-
hd
Record: M < 10f1003 » M © | “ Unfiltered | Search |4 | m | »
Item number Mum Lock UEI e | B |t

4.6.7 Points of contact

The Points of Contact screen tracks third party points of contact in your area or that are useful in your law practice. These
contacts would be OTHER than attorneys, or family law services and resources.
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F]

' ﬂ m_ - ~amily Legal Assistant (FLA ;|

F= Home  Creste  External Data  DatabaseTools  AddIns  Acrobat @ - =T x

_

nited States

[ [
R esidential real estate appraiser 2M71/2000 5:20:11 Pt
Appraizer Real property

SAA certified.

i E19-224-3115
W oice

B Mo Filter

Record: M 4 1of272  » M ¥ | " Unfiltered

> 47 Research

3 The Research Category of the Main Screen provides
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Family Legal Assistant (FLA) - [

File Edit View PRecords Tools Window Actions Help

Biomey User

CatM ame
Adminiztration
Caze management
Databaze administration
w and form information
ch

ObjM ame b au0fPermiszion
Acronyms 4-Delete
File cabinet 4-Delete
Glozzary 4-Delete
Law infarmation 4-Delete
Lawyers 4-Delete
Legal services and resources 4-Delete
M54 clauses 4-Delete
Puointz and authorities 4-Delete

Operational

4.7.1 Acronyms

The Acronyms screen lists various technical, legal, and government acronyms useful in the telecommunications, government,
and legal fields.
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L frame relay service offered by Sprint.

{AR3EBFCE-B535-1101-974E 0000000 0341141996

Record: M < 10f11180 | » M b | ' lo Filter

» 472 Law information

3 The Law Information screen provides a database of legal research sources, such as web sites, books, and subscription services.
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% -« Law information - Family Legal Assistant (FLA)

P= Home  Create  ExternalData  DatabaseTools  AddIns  Acrobat @ - 7 x

American Academy of Matrimanial Lavpers Website
febaite
hittp: A v, aaml. org

The main professional organization which family law attarmevs belong. They have an extensive librame of verny
uzeful materialz, including information about the MMPI psychological test, custody, adoption, etc. An E‘
irvaluable resource

{0DFAEDAE-B2F7-1102-B3DC-001 04BCD9487) 1/26/1333 5:25:04

Record: W 4 b Mok | Mo Filter

Dretails on this resource

4.7.3 Leqgal services and resources

The Legal Services and Resources screen provides a place to track organizations and individuals providing legal services in
your area. This screen presents a subset of the information found on the Points of Contact screen and Points of Contact table.
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3 FERGEE:D) -

P Home  Create  FExternalData  DatabaseTools  AddIns  Acrobat

Urited States
Appraizer: Feal property

2M71,2000 5:20:11 P

SRA certified.

" oice £13-224-3115
W oice

& Mo Filter

474 File cabinet

The File Cabinet screen is used store and organize documents. The entire document can be embedded within the Document
field. You can use the search or the filter functions to locate documents on a specific subject.
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File cabinet - Family Legal Assistant (FLA

E E" Home Add-Ins Acrobat

Record: M 4 b M b | K No Filter

Case name

475 Glossary

The Glossary screen provides definitions for hundreds of different technical and legal terms. The WebAddr field is used to
record the place on the World Wide Web where the definition was extracted.
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PZ Home  Adddns  Acrobat @ - = x

‘0" or "'0-" [A05)

Zero minus dialing. 2&llows a caller to dial zerc and nothing
else to get the Operator.

{A0ADEAZ1-9E13-1102-B30 2-001 04BCD 3457}

Record: M 4 b M b | ¥R Unfiltered

Term

4.7.6 Lawyers

The Lawyers screen provides a place to record information about Lawyers practicing in various areas of specialty in your area.
It can also be used to shop for a lawyer.
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nm ‘Family Legal Assistant (FLA) —
@ = Home  Create  BxemalData  DatabaseTools  Adddns  Acrobat @ - 7 X

G —

Refered to me by Family Law Facilitator's Office on 140EC93.
Called 14DECSE and left mezzage.

Record: W <

Street address

477 MSA clauses

The MSA Clauses form is a database of clauses used in the preparation of Marital Settlement Agreements in divorce cases.
The list of clauses was prepared by a family law attorney originally for use in California.
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E’ Home Add-Ins Acrobat

yssistant (FLA

Thiz iz the master indexs of clauzes

MSE WORESHEET

Client:

Paragraph _ Description

1211997

{CO7F9E50-309E-1103-B438-00104ECD 3457}

Record: M < 1of396  ® M k> | 0 Do Filter

]

Document

Clause number

4.7.8 Points and authorities

The Points and Authorities screen is used to keep track of points and authorities on various subjects. You can use the search
function or the filter function to locate points and authorities on a specific subject. Points and authorities are typically used in
the preparation of memorandums of law filed in association with a court pleading.
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Ea“'- ; e Points and authorities - Family Legal Assistant (FLA) E@li—hj
[ -'_:‘ -'I — =
" [Fs Home Add-Ins Acrobat W - @ X

Points and authorities

[ 3 (T T B onita Fline Curtis v, Philip H. Kline, [1335.P4, 1585 [htp: wversLIzlaw. com)
RelevantlLaws:
CourtM ame: State: |FA
CourtTppe: (State Appellate = JudgeM ame:
CazeDate: [1/1/1995 | CaseType: [Family [

InfoSource: |Yersuz Law
lzzues: |College education for children

Summary: (Pennsylvania state law requiring divorced parents ta provide college education iz held uncaonstitutional by
the Pennzylvania Supreme Cort,

Details: |Located this on the ACFC web page at; hitp: /Ay, acfo.orgflegal_cikations. htm.

Judgment: @ I

WebAddr: |hiip /A versuslaw. comdplweb-coiffastweb. ese ?getdoc+view] 4+PA+ FO4ET + D+wiid+  28B onitai 26K lines
PAID: [{9EEEZE1F-3744-11D02-B3CE-001 04BCD 9487} I

Record: H 1 of 25 koM F | Search

Case name Mum Lock | _:EI
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5 DATABASE ADMINISTRATION

Within your law firm, law office, or home computer, someone will need to be tasked with administering the database.
Administrative functions are necessary to:

1. Ensure optimal operation of the database.
2. Recover from errors.
3. Backup to the database to protect all the work that is put into updating it.

The following subsections describe the more common administrative tasks performed by the database administrator.

5.1 Database specifications

The following limits apply to the operation of the Family Legal Assistant:

Nogah~wdPE

Maximum database size: 2GB.

Maximum number of concurrent users: 255.

Versions of Microsoft Access supported: 2000, 2002-2003, 2007, and 2010.
Number of unique database screens: 48.

Maximum size of a memo field: 65,535 bytes.

Format: Microsoft Access 2000 MDB format.

Security implementation:

7.1. User level security.

7.2. Group level security.

7.3. Database transaction logging of all transactions.
7.4. Logging of all logins and logouts.

5.2  About Database Permission Levels

The Family Legal Assistant (FLA) implements five levels of database security access for each of the screens in the database.
These access levels are assigned from the Group Permissions screen. The levels are:

Table 5-1: Database Permission Levels

Permission Description

level

1-Read Allows the user to only read the records displayed. User cannot add new records, modify or delete existing
records, or enter design mode on the screen.

2-Add Allows the user to both read existing records and add new records on the screen. User cannot modify or
delete existing records or enter design mode on the screen.

3-Modify Allows the user to read or modify existing records, or to add new records on the screen. User cannot delete
existing records or enter design mode on the screen.

4-Delete Allows the user to read or modify or delete existing records, or to add new records on the screen. User
cannot enter design mode on the screen.

5-Design User can enter design mode for the screen, and also read existing records, add or modify or delete existing

records.

5.3 Creating User Accounts and Personnel

There are three screens within FLA that pertain to Users:

1. User Accounts.

2. Personnel.

3. Personnel (all).
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The Personnel and Personnel (all) screens are where all personnel within the law firm or law office are created and entered. A
subset of those personnel will be Users of the FLA database.

In order to create a User account, you must:

Open the Personnel or Personnel (all) screen.

Create a new record in the Personnel or Personnel (all) screen.

Close the Personnel or Personnel (all) screen.

Open the User Accounts screen.

Initialize the person entered in step 1 from the User Accounts screen:

5.1. Enter the DateStart field. This value must be either today or some date in the past in order to grant the new user an
operative account. Entering a DateStart value after today or some time in the future will not produce a functional
account.

5.2. Enter a UserName for the FLA user.

5.3. Enter a Password for the FLA user.

6. Resynchronize database security by:

6.1. Selecting Actions->Resynchronize Database Security from the menus in MS Access 2000 through 2003.

6.2. Selecting Add-Ins->Actions->Resynchronize Database Security from the menus in MS Access 2007 or 2010.

agrwnE

If you omit the last step, step #6 above, the user account will not be full initialized and the user will not be able to login to the
database.

Any of the following situations will cause the user account to not be created when the database security is resynchronized:
1. The DateStart is after today or some date in the future.

2. The DateExpire is either today or some time in the past.

3. There is no UserName entered.

4. There is no Password entered. All accounts must have a user password.

If any of the above problems occur on this screen, all User accounts with this problem will not function until the problem is
fixed and the database security is resynchronized.

5.4 Managing Groups and Group Permissions

Database security allows for the creation and maintenance of Groups. A Group is a collection of users who share common
permissions and security settings. We recommend creating groups that correspond to roles within your law firm or law office.
Below are the default Groups defined within FLA, and each is organized by role:

Table 5-2: Pre-defined FLA Groups

Group Name Description

Attorneys Attorneys who need access to clients they are working for.

Court users Those administering the courts or common law courts.

Database admin The local database administrator, who is usually an Information Technology (IT) professional.
Paralegals Paralegals who work for the Attorney users and who prepare briefs and pleadings for the attorneys.

These users, like the Attorney users, must have access to client files for all clients who are assigned to
the attorney they work for.

Practice owners The owner of the law firm or law office, who has global access to all user, case, and client information.
He supervises all the attorneys and paralegals.
Users Ordinary users who are not assigned to any specific clients.

After a User account is created in section 5.3 earlier, the user must then be assigned to one or more specific database Groups.
If they are not assigned to ANY group, then they will not see most of the screens available in the database from the Main
Screen and will be able to do very little. Assignment of users to specific groups is covered in the next section.

Groups are created and changes from the Groups form;
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0 ] - )= Family Tena R eI o = |

- *ﬁ\" A y Leg
— E Haome Add-Ins Acrobat @) = 4

GroupMame Description PID
GrouplD
| K tarneys Family law attarneys. 330965054
{FDBCROE:-9FE5-1
Court users Laok at Caurt jourmal Farm only, which is read 1003
anly. {57EFRCER-207F-11
D atabaze admin tManage databaze. Implement and enforce 1000
databaze security, IC125EA94-0874-1
Paraleqalz Azzistants bo atharmeps. 1386793633
{FDBCROE5-9FE5-1
Practice owners Dwiners of a law practice 1003
{85487 72C-CE 241
Uzers Izers group. 1002
{C125B496-037 A1
*
[Mew]
Record: 4+ 1 of6 (N Search |4 | m | 3
Group name Mum Lock

Group Permissions are set from the Group Permissions form:
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a1 2 ¢ - H Family Legal Assistant (FLA) o o=
'a
—/ E Home Add-Ins Acrobat L7 2 X

WAEMING - Dafabrare admimirafor access onfel

Abtartieys {FDBCEN28-9FE5-1
Family law attarneys.

ObjM ame CatMame: Permizsion PermlD .
Perzonnel [individual] Admitistration 1-Read {2190932
Firm information Admiriztration I-Modify {11BCCAL
POC mailing management Adminiztration F-Modify {EDBSCZ
Court cazes Caze management 4-Delete {26FREEE
Conflict checker Caze management Fdodify {AFEFDOF
Courkz Caze management Fdadify {BCI3C45
Clientz-zimple [all] Caze managemet 4-Delete {97FCREC
Cazeload surmmary Case managememt 1-Read {9ERDA3E
Clignt surmary Case management 4-Delete {B3I5CEBERE
Paints of contact Caze management 4-Delete {BC4930F
Clients-ady [all] Caze management 4-Delete {AFEFDCA
Court cases [all] Caze management 4-Delete {35F340C
Clientz-intermediate Caze management 4-Delete {DETE72E =

Vo ame

Record: M 1 of 24 L . Search Il

Record: H 1ofi

Group name

The Group Permissions form contains a list of all screens that can be opened by users who are assigned to the group. The
screens that can be opened are listed in the ObjName column. After an object or screen is added to a group, the permissions on
that screen must then be set using the drop-down list in the Permissions column.

5.5 Assigning Users to Groups

Once the groups are defined and the screens are associated with the groups, the last step is to assign existing Users to each
group using the Group Assignments screen:
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- ¢ ™~ @ NS Family Legal Assistant (FLA) E@g

2)
—F/ E Home Add-Ins Acrobat (7] = 4

BAERMNG Dafabare admrmirafor aocers omfel

{FDBCE161-9FE5-1

]
Group GroupAszzlD
Aftarmeys {FDECH1BA-IFEF
D atabasze admin {BCOCHEAT-4E1C
[Mew]

Record: M 1of2 L I X Search

I Last name
a—— _—

The top of the Group Assignments screen lists the user whose assignment is being set, and the bottom of the screen lists all the
groups that the selected user is a member of.

To add a group to a specific user, click on the down arrow in the Group column within a blank record, and select the group you
want to add. Then save the record.

5.6 Tracking down malicious users of the database

Users of FLA sometimes turn malicious and try to delete or corrupt valuable data within the database. This might happen
when, for instance, personnel are terminated and they want to do damage to the system on their way out. Family Legal
Assistant (FLA) provides a way to track down such malicious changes to the database. The Database Transactions screen
provides a read only view of all changes that have been made to any screen in the database, the time they were made, and the
fields that were changed. The database manages this screen and users may not change the content.
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jﬂ‘ | H ) = Database transactions - Family Legal Assistant (FLA) (E=NER

—&-s/ {G Haome Create External Data Database Tools Add-Ins Acrobat t!) - g X
BAFNING: Pafabase somansirafor socess ol

TmsDateTime |FullHName ObjHame ObiType TransType |RerdlD  |AHfectedFields TranzlD

P (10428720010 5:55:10 Smith, Jokn Group permizsions sbform Form b adify {2EFEERED- {2551949F
10,/28/2010 5:55:1 Smith, John Group permissions subform Form M adify {2BFEESES- {29663304
10/28/2010 5:54: ) Smith, Jahn Group permizsionz subfarm Farm Add {DF7ADCE
10/28/2000 5:52: | Uzer, Attorney Group azsignments subfarm Farm Add {97 7R 36!
10/28/2010 1:10: Smith, Jahn Ohject components subform Farm b iy {89A00A23 {44EEE94
10/28/2010 1:10: Srith, John Object components subfarm Form M adify 104200479 {BEZEF19]
10/28/2000 1:10:Smith, John Object componentz subform Form b odify 13920041 F {3BC2836
10/28/2000 1:10:)Smith, Jahn Object components subform Farm bd odify 10420 DA 76 {AECSFR3
10/28/2000 1:10:|Smith, Jahn Objects Farm b iy 139400414/ [0 BN ame]= alue updated [{B034A6E
10/27 /2010 7: 470 Sith, John Objects Form M adify {2F70D4EE |[Displayl nb enu]=y alue upc[{E 7331F 4
10/27 /2000 7:45: Smith, John Software releazes Form b odify {EE244141{[DevT noll) sed]=\ alue updd{FEE 4732
10/27 /2000 7:44:Smith, Jahn Software releases Farm bd odify {E03BE433- {30 0REEE
10/27 /2010 7:44:1Smith, Jahn Software releases Farm bd odify {3E7BOBFE |[Acranym]=\alue updated [{4C18018
10/27 /2010 7:44: Smith, John Software releazes Form M adify {IFECEE75{[Acrorwm]= alue updated [{24623D6]
10,27 /2010 7:44: 1 Sith, John Software releases Form Modify {CECODDEH[Acrorwm]=Y alue updated [{75019451
10/27 /2000 7:44:Smith, Jahn Software releases Farm bd odify {3C8EE 22F{[Acronym]=\Yalue updated [{BC34B39
10/27 /2010 7:44:) Smith, Jahn Software releases Farm bd odify {1CEBOSDE|[Acrorym]=Value updated [{9514FAH
10/27 /2010 7:44: Smith, John Software releases Form b adify {E44B6290[Acrorwm]=Value updated [{24EE9FB
10/27 /2010 7:44: 1 Sith, John Software releases Form Modify {1337E0520{[Acronym]=Value updated [{ESB0E3A
10/27 /2000 7:44: ) Smith, Jahn Software releazes Farm bd odify 124F30349 [Acronym]=V alue updated [{DECA2CE
102720 7- A4 1S itk lake Safhaare relaace: Frurmi bl i I0F 431 36904 ~ravor] =V aloe undated  FEFF 7020 |1

Record: M < 10of74 | » M b | " Unfiltered | Search

! Object name Mum Lock |||E R AR

5.7 Setting Up and Managing Database Replication Across Multiple Law Offices

Family Legal Assistant (FLA) permits multiple law offices to use the same database file over a shared network.

5.8 Compacting and Repairing the Database

Over time, the size of the FLA database can grow exponentially. The database grows when records are changed or deleted. On
a periodic basis of at least weekly, it is a good idea for the database administrator to compact the FLA database in order to
recover unused and excess space in order that the size of the data file will remain as small as possible and so that the database
performance will be optimal.

In addition, the database may become corrupted by the computer shutting down in the middle of completing a database update.
When this happens or if the database experiences an error during login, the database administrator should consider compacting
the database file.

Both compacting the database to reduce its size and repairing the database are done from the Database Maintenance screen:
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.'f-._:ha\l,." o - B W Database maintenance - Family Legal Assistant (FLA) E@g

]
il
—j E Home Add-Ins Acrobat g - o 3

WAGNING: Dafabare sdmmsinafor aocess onfel

:Cumpact copy Bepair copy

Form Yiew

The Database Maintenance screen has buttons for both compacting and repairing the database. It also includes a “Target path:”
field which is used during the repair, in order to specify the filename of the new database file that is produced during the repair
process. You do not need to fill in the “Target path:” field if you are only compacting the database.

5.9 Enhancements to the FL A database

The Family Legal Assistant (FLA) database is offered as a cost-effective, shrink-wrap, turn-key solution to managing cases as
a sui juris litigant, and in small and medium law offices and law firms. The built-in security system prevents even the database
administrator from viewing or modifying the design of the forms, queries, tables, and macros within the database.

It may be that after using the database within your law practice, you may decide you would like to either customize it or
suggest improvements to its functionality. If you would like to make suggestions, we encourage you to go to our Member
Forums and post your suggestions at:

SEDM Member Forums, Forum 5.4: Family Legal Assistant Support
http://sedm.org/forums/

You may also wish to make custom changes to the database to accommodate the unique needs of your law office or law
practice. We would love to work with you in enhancing the database for hire. We have experienced database programmers
with over 17 years of experience working with Microsoft Access starting with the very first version of Microsoft Access,
version 1.0 in 1993.

If you would like to hire us to implement a customized or enhanced version of FLA or for any other type of Microsoft Access
database programming, please submit a request to:

SEDM Contact Us Page
http://sedm.org/storepublic/index.php?app=ccp0&ns=contact
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6 RESOURCES FOR FURTHER STUDY

6.1 Technical Support Resources

The SEDM Website Support Page provides answers to the most frequently asked questions about the Family Legal Assistant
(FLA), as well as video tutorials on the basics of the program at the address below:

SEDM Website Support Page
http://sedm.org/Support/Support.htm

6.2 Website Resources

The following websites are arranged by subject to make it easier to find the information you need relating to legal research and
use of the Family Legal Assistant (FLA) database. The documents are listed in decreasing order of value, where the lowest

10

number is the highest value to the subject of legal research and the FLA:

Table 6-1: Web Resources Relating to Law, Litigation, and Legal Research

#

[ Subject

| Source

Comments

1. SEDM Website

1 SEDM Website http://sedm.org Main SEDM website
2 Litigation Tools Page http://sedm.org/Litigation/LitIndex.htm Litigation Tools Page
3 SEDM Subject Index http://sedm.org/Search/Subjectindex.htm Index of all site content, organized by

subject

2. Family Guardian Website

21 Legal Research Sources http://famguardian.org/TaxFreedom/ Legal research sources on every subject
LegalRef/LegalResrchSrc.htm

2.2 State Legal Resources http://famguardian.org/TaxFreedom/L egalRef/ Legal reference for all 50 states
Statel egalResources.htm

23 Family Law, Dating, Marriage, and Divorce http://famguardian.org/Subjects/FamilyLaw/ Family law resources for freedom fighters
FamilyLaw.htm

24 Family Issues http://famguardian.org/Subjects/Familylssues/ Political issues affecting families.

familyissues.htm
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http://famguardian.org/TaxFreedom/LegalRef/LegalResrchSrc.htm
http://famguardian.org/TaxFreedom/LegalRef/StateLegalResources.htm
http://famguardian.org/TaxFreedom/LegalRef/StateLegalResources.htm
http://famguardian.org/Subjects/FamilyLaw/FamilyLaw.htm
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