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Introduction

This manual will help you install, configure and use TurboLaw. Before you begin reading
this manual, however, there are a few symbols with which you should first become
familiar. These symbols are placed throughout the manual to alert you to important or
helpful information.

0 This icon will alert you to information that may be useful. Often you will find a reference
to a different portion of the manual following this icon.
Information
This icon represents something you should be aware of and avoid if possible. Use extra
caution when you see this icon.
Warning
This icon will warn you of a potentially dangerous situation, or of something you should
never do. You should never ignore the text that follows this icon.
Danger

In addition to the icons listed above, this manual makes use of pictures (“screen shots”)
of TurboLaw in order to help illustrate a point or to help you locate features. These
screen shots are examples only, and when you are using TurboLaw on your computer,
your screen may vary somewhat from those shown in this manual.

Quick-Start Guide

This Quick-Start Guide will walk you through the steps of installing, configuring and
using TurboLaw. Just follow these simple instructions and you will be creating
documents with TurboLaw in no time!

0 If you have several computers connected via a local area network (LAN) and wish to use

TurboLaw on more than one computer, you will still have to install TurboLaw onto each

Information computer individually. Follow the instructions in this Quick-Start Guide on each computer
that will be using TurboLaw.

Installing TurbolLaw

To begin TurboLaw setup, simply insert the TurboLaw CD into the CD-ROM drive of
your computer. In a moment the TurboLaw Install Wizard will appear.



0 If the Install Wizard does not appear after several seconds, you can begin the installation
by clicking your Start menu and choosing “Run.” Then type in the following (where D:\
Information is the drive letter of your CD-ROM drive):

D:\setup.exe
Then click “OK.”
If this does not work for you, your CD may be damaged or your computer may not be

able to read certain types of CDs. Contact our TurboLaw Technical Support Department
at (800) 518-8726. If necessary, a replacement CD will be sent to you.

TurbolLaw Setup

License Agreement
Flease review the license terms before installing TurboLaw,

Press Page Down to see the rest of the agreement.

PREOMETHEAN SOFTWARE CORPORATION LICENSE &
AGREEMENT

This Promethean Software Corporation End-User License Agreement
("Agreement") is a legal agreement between vou (either an individual or
a single entity known as "Customer") and Promethean Software
Corporation, which owns a proprietary computer software svstem that
inchudes computer software and "on-line" or electronic documentation
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If you accept the terms of the agreement, dick I Agree to continue. You must accept the
agreement to install TurbolLaw.

I Agree l [ Cancel ]

TurbolLaw Setup License Agreement Screen

You will be shown the TurboLaw License Agreement. Read the agreement, and then
click the button which reads “I Agree.” If you do not agree, click “Cancel” and setup will
close.

On the next screen, you will be prompted for the directory in which to install TurboLaw.
In most cases you can leave this as the default. If you wish to install TurboLaw on
another drive or directory on your computer, you can select it by clicking “Browse” or
by typing the path into the box. Once you have finished selecting a path, click “Next” to
continue.



& When you select the installation folder for TurboLaw, do not select a folder that is not
located on your computer. Most computers have only one “local” hard drive, which is typically
Warning called “C:\.” Your computer may have additional drives, some of which may be “network”
drives (/.e., they represent data that is not physically stored on your computer, such as a
folder on your server). You should install TurboLaw to your C:\ drive, and not to a network
drive — even if you plan on using TurboLaw on your network.

At this point, Setup is ready to install TurboLaw. Simply click “Next” and the files will be
copied to your computer.

After the files have been copied to your computer, setup will offer you the choice to
check for updates.

A BIEEI
Installation Complete
Setup was completed successfully,

Turbolaw Setup X

9P Would you like to chedk for TurbolLaw Updates now?
o ‘fou should make sure you are connected to the Internet
before you chedk for updates.

[ fes l [ Mo ]

Setup is Finished

In most cases, you will click “Yes.” It is always a good idea to check for updates
regularly, as TurboLaw is updated often as new features and documents are added.

0 Even if you have recently received your TurboLaw CD in the mail, you should still check
for updates at this time. Often, new features, new documents and revisions to existing
Information court forms are added after CDs are created and shipped.

At this point, TurboLaw is completely installed on your computer. All that remains is to
configure it to your liking, and then to begin entering case information.



TurboLaw on all of the other computers on your network. Then refer to the section
Information entitled “Networking TurbolLaw” later in this guide.

0 If you are planning on using TurboLaw on your network, you should stop here and install

Configuring TurboLaw

After TurboLaw has been installed, simply double-click the TurboLaw icon on your
desktop to begin TurboLaw. If this is the first time you have run TurbolLaw, the

Welcome Wizard will appear.

B Welcome Wizard

‘ TurboLaw Welcome Wizard

Welcome to TurbolLaw!

This wizard will help you get started using TurbolLaw by asking you some basic questions
about your firm. If you don't have the information on hand, you can always enter it later by
clicking on the "My Frm" tab of the Turbolaw Mavigator.

If you would like to exit this wizard and begin using Turbolaw immediately, click the Cancel
button.

OO0

To begin the wizard, click Next.

o] [Ccome ) [ |

The Welcome Wizard

Follow the on-screen instructions to complete the information in the Welcome Wizard.
(For more information on the Welcome Wizard, see the section “The Welcome Wizard”

later in this document.)

If you are installing TurboLaw onto a network, and have already entered this information
once before, click “Cancel” to exit the Welcome Wizard. Then, click the “File” menu in

Information TurbolLaw and choose “Configure for Network.”

After completing the Welcome Wizard, you may be prompted for your letterhead
options.



Bl Letterhead Options

Some documents in Turbolaw may be printed with
your company's letterhead. To select how

TurboLaw will print the letterhead, choose one of I
the options below:

@I do not wish to use any letterhead; let Turbolaw print letters and
correspondence as-is.

'::?'I would like to use my own pre-printed letterhead. I will specify how
many inches it requires from the top of the page.

I would like to create some letterhead now which wil be used in my
() documents. (You will be prompted to create this letterhead when
vou click "0K'.)

Letterhead Options

If you wish to configure your letterhead options now, see the section entitled
“Letterhead Options” later in this document. Otherwise, simply click “Cancel” to start
using TurboLaw right away.

Starting Your First Case

Before you can begin creating documents in TurboLaw, you must first enter information
for your cases. After you have saved your case information, you will be able to create
documents for that case. The documents you create will contain the information you
entered into TurboLaw.

Creating Your Case

To create a case, click on the “My Cases” tab.

(See next page.)



TurboLaw

File View Database Updates ContactUs Help

[ Turbol aw Navigator

L o

My Cases '

EBX

Web Links

|Search here for help

To start a new case, select the
appropriate state and area of
practice from the dropdown
lists below and click "Start New
Case".

[ma

Case Name
Becky Gill

Commonwealth v. Mulrayn

Harvey Lewis
Mitchell, James
Peter Blankenship
Peter Jenkins
Peter Plaintiff, 11

Attorney

Thomas A. White...
Attorney Daniell...
Thomas A. White...
Thomas A. White...
Attorney Daniell...
Thomas A. White...
Thomas A. White...

Area of Practice
Probate Law
Criminal Law
General Litigation
Divorce and Famil..
Real Estate
Workers Compen..
Personal Injury

| Personal Injury v

‘ Start New Case

Create Blank/Empty Form

<

Show anly the cases which match:

i All L% i [ show inactive cases

Edit Case Info

User's Manual

lPrint Case Info] anrk on Case l

Turbelaw 2.56 - Ready 11/3/2008 2:57PM
The “My Cases” Tab

0 If you have just installed TurboLaw, you may also see the “Tip of the Day” screen.
Simply click “OK” to close the Tip of the Day screen. You can un-check the option that
Information says “Show Tips at Startup” if you do not want to see the tip screen again.

On the left-hand side of the Navigator, you will see two drop-down boxes. The first one
allows you to select the state for your case, and the second one allows you to select the
area of practice. Make the appropriate selections, and then click “Start New Case.” The
Case Interview Wizard for that area of practice will appear.

& You will be unable to start the Case Interview Wizard if you have not entered a minimal
amount of Firm information. You must have entered at least one attorney’s name (with
Warning ATTORNEY number), and the name of your firm. If you did not enter this information during
the Welcome Wizard, simply click on the “My Firm” tab to enter the information now.

10



Case Interview Wizard - MA/Criminal Law

Case Interview Wizard

Massachusetts Criminal Law

This wizard wil help you enter information about your case.

Enter the information for this case in the fields which follow. If you do not have the information at
this time, you can skip the field and enter it later.

Click 'Next' when you are ready to begin. D

O
O

Fields marked with an asterick (*) are required.

’ Help ] ’Cancel]

Case Interview Wizard - Example

Since each area of practice has different requirements for information about the cases
and parties involved, each Case Interview Wizard will be different. For example, in
some cases you must enter the information for the Plaintiff and Defendant, while in
others, you must enter the information for the Petitioner and Respondent. Each Case
Interview Wizard consists of basic input fields, such as text boxes and calendars (for
selecting dates). Simply follow the on-screen instructions to fill in the information for
your case.

Creating Your Case Documents

Once you have finished the Case Interview Wizard, your case will appear in the list on
the “My Cases” tab of the TurboLaw Navigator. To create a document for your case,
simply double-click the case name in this list. A window will appear listing the
documents that are available to be created for this case, along with the documents you
have already created for this case. This window is called the “Case Document Window.”

11



Turbaolaw
File View Database Updates ContactlUs Help

[l Documents for case: Peter Jenkins (MA/Workers Com pensation)

New Documents: Saved Documents:
(Click below to select the type of document) (Double-dick a document to open it)

| Officl Forms 'v| |Letter - General (11-16-2006).doc

Form 0464 - Request for Section 464 CD'A]
Form 101 - Emplayer's First Report of Inle B
Forrm 103 - Insurer's Notification of Payrme
Form 104 - Insurer's Notification of Deniall 3
Form 105 - Agreement to Extend 180 DEL
Form 106 - Insurer's Notification of Termi
Form 107 - Insurer's Notification of Acceg
Form 108 - Insurer's Complaint for Modific
Form 109 - Notification of Withdrawal of |
Form 110 - Employee's Claim

Form 112 - Appeal to Reviewing Board

Form 112A - Affidavit in Support of Requ:
Form 113 - Agreement to Pay Compensa
Form 114 - Notice of Change - Appeamn:’ll,|

A4 Thied P Sl

|i| |2| Mote: Click "Enable Macros™ when opening saved documents,

Search All Docs Create Ne dit ‘ Open This Folder ‘

‘ {Ed'rt Case InfoJ an’nt Case L'stJ |Work on Case

User's Manual

TurboLaw 2.60 - Ready 4272007 11:44 AM
Case Document Window

If this is a new case, there will be no saved documents listed. To create a new
document, first select its type from the drop-down list on the left.

Once you have selected the document type, all the documents of that type will appear
in the list on the left. Select the one you wish to create and then click the button
labeled “Create New.” After a moment the document will appear and the information
that you entered previously will be inserted automatically into the document.

To close this window and return to TurboLaw, click the “X” in the upper right-hand
corner, or choose “Close” from the File menu. When you do this, you will be returned to
the “Case Document Window.” The document you just created will be listed on the
right-hand side of the window. Its name will be appended with the current date, so you
know when you created the document.

12



Working on Your Existing Case Documents

If you need to work on a document you have already created, simply select its name
from this list on the right-hand side and then click the button labeled “Edit.” Your
document will be opened, and you will be able to edit or print your document.

Deleting Existing Case Documents

Sometimes you do not need a document anymore; or you would like to add a document

to your case, but you created that document prior to installing TurboLaw. Or perhaps
you would like to change the name of a document to something more meaningful to

you and to your staff. To do any of these things, click on the button labeled “Open this
Folder.” A standard Windows folder view will appear.
o 1275543438 sl |
File Edit Wiew Favorites Tools Help ;,'
‘\_) I? ,',.__\' Search ln, Folders v |E?j Folder Sync
=== ||3) Z:\Turbolaw Shared\Cases\NH\Domestic Relations\-1275543438 !VI Go

NHIB-2065-F5 - Financial
Affidavit (4-20-2007).xls

Microsoft Office Excel 97-200...

ﬁ 1 = NHJB -2[]6 E-FS - Finandal =
File and Folder Tasks = @ H | Affdavit (4-20-2007)(1).xds @ =

; Microsoft Office Excel 97-200...
{2 Make a new folder h

Publish this folder to the MHJB-2066-F5 - Uniform Support
@ Web @ EI Order (Client as Obligor) (4-20... @ H

NHIB-2101-F5 - Child Support
Guidelines Worksheet (4-20-2...

— | Microsoft Office Waord 97 - 20.., Il | Microsoft Office Excel 97-200..,

|[C3) Domestic Relations
(5} My Documents
|5 Shared Documents
i My Computer

& My Network Places

4 ghjects 957 KB & Internet

The Open Case Folder Window

13



You can delete or rename files as you would with other files on your computer, using
whatever method is most familiar to you (e.g. right-clicking, using the “File” menu,
etc.).

If you want to add additional files to your TurboLaw case file, you can copy them into
this folder as you would with any other folder on your computer, using whatever
method is most familiar to you (e.g. drag & drop, copy & paste, etc.).

Editing Your Case

Often, during the course of a case, some of the information may change; or you may
not have had all the information when you created the case, and you would like
subsequently to add that information. To do these things, you must edit your case
information.

To edit a case, simply select its name from the list on the “Cases” tab of the TurboLaw
Navigator. Then click the button labeled “Edit Case Information.” The Case Interview
Wizard for that case will appear, and you can make any changes you need. Once you
have finished, click the button labeled “Finish” to save your changes and to return to
the TurboLaw Navigator.

Hiding Your Case

If you are no longer actively working on a case, and you wish to “hide” it in the list of
cases, you can make it “inactive,” in which case it will no longer be displayed in the list
of cases. However, your case is still stored in TurboLaw, and TurboLaw can display
“hidden” cases if you prefer.

To “hide” a case, you must make it “inactive.” This can be done in either of two ways.
The first way is to select the case you wish to hide, and then click “Edit Case Info.” The
Case Interview Wizard for that case will be displayed. In the bottom left-hand corner,
there will be a checkbox that says “Mark This Case as Active.” Simply un-check this box,
and then click “Finish” to save your changes.

Alternatively, you can right-click on a case, and choose “Case Information.”

14



Case Name | Attorm

Becky Gill Thoma

Harvey| EditCase na

B  Caze Information na
Peter Bl Case Notes k u

Peter e Work on Case fid

Peter P na
Show »
Delete Case

Context Menu - Case Information

Once you click “Case Information,” the Case Information screen will appear. This screen
lets you view and edit basic information about your case, such as the name of the case,
and the attorney associated with it.

Case Information

This window lets you view and edit basic information about your
case.

Case Name: |E=eck',r Gil |
Case AOP: |MA/Probate Law |
CaseID  [4 |

Case Date: [1/11/2005 |

Case Status: () Active () Inactive
Case Attorney
|Th|:|rnas A, Whitestone, Esqg. Vl

Close

Save

Case Information Screen

From this screen, you can click the option that says “Inactive,” and then click “Save” to
save your changes. Your case will be marked as “Inactive” and will not be shown in the
case list.

To show hidden cases, simply check the box labeled “Show Inactive Cases,” which is
located below and to the right of the case list.

Deleting Your Case

In some cases, you may wish to delete a case you have entered. Perhaps you only
entered it as a “sample” case while learning how to use TurboLaw. To delete a case,
right-click the case name from the case list, and choose “Delete Case.”

15



& Deleting a case is a permanent action, and cannot be undone. Use caution when deleting a
case, as the information cannot be recovered, even if you have an “undelete” utility installed.
Warning

Case Name | Attorney

Eecl{E Gill Thomas A.
'l A RN
Harvey Lewi| Edit Case .
Mitchell, Jam|  Case Information

Peter Blanke  rase Motes O

Peter Jenkin
Peter Plainti

Wark on Case

Show 3

[ Dde=Case ) |

Delete Case

You will be asked if you are certain that you wish to delete your case. In order to
confirm your choice, you will be asked to type in the word “yes” before the case is
deleted. If you are indeed certain that you wish to delete this case, type in “yes” and
then click “OK.” Your case will be deleted permanently.

Delete Case Confirmation

'ou are about to delete the caze:

Commarwealth w. Mulrayn
Cancel

Youwill MOT be able to recover this caze once it iz
deleted.

IF pou are certain that pou wish bo delete this caze, twpe
the word “es' into the box belaw.

yEs

Delete Case Confirmation

Creating Blank Documents

To create a document without first creating a case, click on the “Cases” tab of the
TurboLaw Navigator. Then select the state and area of practice containing the
document you would like to create. (These are the same drop-down windows that you
use when creating a new case.) Next, click the button labeled “Create Blank/Empty
Form.” You will be presented with a list of forms from that state and area of practice.

16



il Create Any Document for MA/Criminal Law |Z||E|[5__<|

Click below to select a document category Select a document
v]| Gategory from the lEL to
| Motions £o Dismiss | the left and doubledick
Double-dick a document name from the list below to open it a document name to
Document Name e open It.

Defendant's Motion to Dismiss Conspiracy Charge Pursuant to Whai
Defendant's Motion to Dismiss for Distorted Grand Jury Evidence.d:
Defendant's Motion to Dismiss for Failure by Commonwealth to Obe
Defendant's Motion to Dismiss for Failure to Abide by Interstate Ag
Defendant's Motion to Dismiss for Failure to Hold Show Cause Hear
Defendant's Motion to Dismiss for Failure to Issue Governor's Warra View
Defendant's Motion to Dismiss for Failure to Provide Discovery (Dist
Defendant's Motion to Disrniss for Failure to Provide Discovery (Sup
Defendant's Motion to Disrniss for False Grand Jury Testimony.doc
Defendant's Motion to Dismiss for Insufficient Grand Jury Evidence.
Defendant's Motion to Dismiss for Lack of Probable Cause.doc Add Docs
Defendant's Motion to Dismiss for Pre-Indictrment Dely.doc
Defendant's Motion to Dismiss for Pre-Trial Delay.doc

Defendant's Motion to Dismiss for Violation of Soeedy Trial Reauirel ™ Close
4 I >

Create Blank/Empty Form

Search Docs

To view a document, simply double-click its name, or select it from the list and click the
button labeled “View.” Your document will be displayed. If you want to save this
document, you MUST use the “Save As” command. If you only want to print the
document, you may do so normally.

If you want to have TurbolLaw first copy the document to a location you specify before
viewing it, right-click on the document to bring up the menu shown below.

(See next page.)
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il Create Any Document for MA/Criminal Law [Z| [E| rg|

Click below to select a document category Select 3 document
category from the list to

| Motions to Dismiss b '
the left and double-click
Double-dick a document name from the list below to open it 3 document name ta
Document Mame ~| open it

Defendant's Motion to Dismiss Conspiracy Charge Pursuant to Wha
1 | Defendant’s Motion to Dismiss for Distorted Grand Jury Evidence.dt
1 || Defendant's Motion to Dismiss for Failure by Commonwealth to Obs
Defendant's Motion to Dismiss for Failure to Abide by Interstate Ag
Defendant's Motion to Dismiss for Failure to Hold Show Cause Hear
Defendant's Motion to Dicmice far Failura tn Teena Govarnor's VWarra View

| Open Document
1 | Defendant's Motion tnmlmcwew (Sup
il | Defendant’s Motion t0  Save and Open Document M4 2stimony.doc Search Docs
Defendant's Motion to ury Evidence.
Defendant's Motion tooemes ror oo or FroveoecaUse.doc Add Docs
Defendant's Motion to Dismiss for Pre-Indictment Delay.doc

Defendant's Motion to Dismniss for Pre-Trial Delay.doc

Defendant's Motion to Dismiss for Violation of Soeedv Trial Reauirel ™ Close
4 >

Blank Document Context Menu

From this menu you can open the document normally (as if you double-clicked it), or
you can have TurboLaw save a copy of the document to a location you specify. You can
also have TurboLaw save the document to a location you specify and then immediately
open it. If this is your first time using this feature, TurboLaw defaults to your Desktop.
However, you can save these documents anywhere you choose — including to your “My
Documents” folder or to a network drive.

Registering TurbolLaw

TurboLaw must be registered to confirm that you have purchased the program. After
installing TurboLaw, you have 30 days to enter your registration code. If you have not
entered a registration code after 30 days, TurboLaw will deny access to new cases and
documents until a registration code is entered.

To register TurboLaw, simply select the “Help” menu and choose “Register TurboLaw.”
You will then see a screen similar to the one shown below.

(See next page.)
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TurbolLaw Registration

Register TurbolLaw

If you are connected to the Internet, you can

reqgister on-line by clicking the "Register On-Line"
button below. Otherwise, click the "Reaqister By

Phone" button below and then call 1-800-518-8726.

Register On-Line Reqgister By Phnne]

The Registration Screen

If you have an Internet connection on your computer, click the “Register On-Line”
button to register TurboLaw. TurboLaw will obtain your registration code automatically
— there is nothing else for you to do.

You must have entered your firm's phone number into TurbolLaw in order to register
online. This phone number must also match the one that Promethean Software
Information Corporation has on file for your firm.

If you do not have an Internet connection, or if you cannot register online for any
reason, simply click the “Register By Phone” button, and then call Promethean at 1-800-
518-8726 to register. Alternatively, you can email support@turbolaw.com with your key
number to register by email. You must also provide your firm information when you call
or email, so that your account can be referenced.

Once you have entered the 18 digit registration code, click the “OK” button. Once your
code has been validated, TurboLaw will respond by displaying a window which says
"Thank you for registering TurboLaw!" If you made a mistake entering your code, you
will receive an error. You should then double-check your code to verify that it was
entered properly. A proper TurboLaw registration code will consist only of numbers (O -
9) and letters (A - F).

Tutorial Conclusion

This concludes the TurboLaw Quick-Start guide. You should now be able to create cases
and documents, as well as edit and print those documents. If you would like to learn
more about how to use TurbolLaw, continue reading for detailed information on the
other features of TurboLaw.

Keeping TurboLaw Up-To-Date
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TurboLaw is constantly evolving. New features are added by request, forms are revised
or added as necessary, and rare problems are discovered and corrected. Because it is
S0 easy to communicate with TurboLaw support staff, new or revised documents,
features requests and problem fixes are often implemented very quickly. Therefore, it is
very important to check for updates regularly to ensure that you have the latest
versions of TurboLaw and all the documents you use.

TurboLaw can be kept up to date in one of two ways — either by checking manually
for updates, or by having TurboLaw check automatically for updates.

Checking For Updates

To check for updates at any time, you must run the TurboLaw update utility. First,
make certain that your computer is connected to the Internet. Running the TurbolLaw
update utility is accomplished in either of two ways:

1. On the Start menu, click on Programs -> TurbolLaw -> Utilities -> Check
for Updates

2. On the “Updates” menu at the top of the TurboLaw main window, choose “Check
for Updates.” Either method will bring you to the TurboLaw update utility.

Be aware that if you have installed TurboLaw on your network, and have several computers
running TurbolLaw, you must run the update utility on each computer individually. Updates
Warning installed on one computer are not installed on other computers on the network.

In addition, it is highly recommended that you keep all computers on your network updated
together. If you update one computer but not others, you may receive error messages from
the computers that have not been updated.

(See next page.)
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# Turbolaw Update

Click 'Start’ to begin. If you are not connected to the Internet,
please connect before clicking 'Start.’

Cancel | Options | Start

TurbolLaw Update Utility — Automatic Mode

Update Options

By default, TurboLaw’s Update Utility will start in what is known as “automatic” mode.
It is called “automatic” mode because once you click “Start,” TurboLaw will begin
checking for and downloading any available updates. If you would like more control
over what is updated, you can switch to “manual” mode by clicking the “Options”
button.

* TurboLaw Update Options

Please choose how you would like TurbolLaw G TV
Update,” vou will have the option to select the
update(s) you wish to download. By selecting
"QuickUpdate,” TurboLaw update will download and
install all required updates without prompting you.

Cancel

* Manual Update
™ QuickUpdate

Update Utility Options
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Select the mode you would like to use, and then click “OK.” If you do not want to
change your current update mode, click “Cancel.”

Using the Update Utility in Automatic Mode

Using the update utility is as easy as clicking “Start.” Simply click “Start” and the utility
will compare the currently installed version of TurboLaw and documents against those

available. If newer versions are available, they will be automatically downloaded. When
the update process is finished, click “Finish” to close the Update Utility.

0 When using “automatic” mode, the update utility will download all available updates. If
you are connected to the Internet via a dial-up modem, this process could take some
Information time. Be prepared to wait while the updates complete. Alternatively, you may wish to run
the update utility at the end of the day, so that it can download the files overnight.

# TurboLaw Update

Click 'Start’ to begin. If you are not connected to the Internet,
please connect before clicking 'Start.’

Cancel | Options | Start

TurbolLaw Update Utility — Automatic Mode

The automatic update will display its progress in the middle of the screen, in a “text-
only” mode. You will see a percentage display for each individual file; however, there
will be no overall percentage display.

If there is an update to TurboLaw’s program file or other system files, a setup screen

may appear at the end of the update. You must click “Next” on this new screen to
ensure that the update is completely installed. You may have to restart your computer
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after applying this type of update; if you are prompted to restart, save your work and
restart your computer.

Using the Update Utility in Manual Mode

Using the update utility in Manual Mode is as easy as clicking “Next.” Simply click “Next”
and the utility will compare the currently installed version of TurboLaw and documents
against those available. If newer versions are available, they will be automatically
selected for download.

Once the check is complete, you will have the option to review the files that TurboLaw
Update has selected. To do this, click the “Display Files” button.

%7 TurbolLaw Update |Z| |§| @

TurboLaw Update
Check Complete!

TurboLaw update has finished checking for updates. To view the
available updates, click 'Next.'

Finished.

To see what files need to be updated or to change Disolav Bles |
the files selected for updating, click 'Display Files.' el

i Cancel MNext = | |

Finished Checking For Updates in Manual Mode

(See next page.)
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gl File List X

Below is a list of all the files which TurboLaw Update will download. If vou do
not wish to update a file, un-check the box next to its name. If yvou would like
to select all of the files, or none of the files, click the "Select All" or "Deselect
All" buttons below. To restore the default selection, click "Reset Default
Selection.” To save your changes, click "OK" or click "Cancel” to cancel and
make no changes.

File Name L
Crocuments'\MAVDIvorce and Family Law\Complaints and Court Forms\Commiss
Documents'\MAVDIvorce and Family Law\Complaints and Court Forms\Complain
Documents'\MAVDIvorce and Family Law\Complaints and Court Forms\Complain
Documents'\MAVDvorce and Family Law\Complaints and Court Farms\Complain
DocumentsYMA Divorce and Family Lawh\Complaints and Court Forms\Complain
DocumentstMAV\Divorce and Family Law\Complaints and Court Forms\Complain
DocumentsiMAYWDivorce and Family Law\Complaints and Court Forms\Complain
Documents'\MAVDIvorce and Family Law\Complaints and Court Forms\Complain
Documents'\MAVDIvorce and Family Law\Complaints and Court Forms\Complain
Documents'\MAVDIvorce and Family Law\Complaints and Court Forms\Complain
Documents'\MAVDIvorce and Family Law\Complaints and Court Forms\Complain

™1 - B eaa-n —_ L

£ b

W

Deselect All | Restore Default Selection Select All

Show:

Cancel |

* Only Updated Files " all Files

The List of Files Selected

TurboLaw will display all of the files which need to be updated. If you don’t want to
download some of the files, you can un-check the check box next to each file’s name.
The un-checked files will not be updated. If you would like the Update utility to show
you ALL of TurboLaw’s files, choose the “All Files” option at the bottom of the screen.
TurboLaw will display all files, and you can command TurboLaw to update any file by
checking its check box. You can also use the “Deselect All” and “Select All” buttons to
deselect all of the files or select all of the files, respectively. If you decide you want to
restore the original selections made by TurboLaw (discarding any check box changes
you have made), click the “Restore Default Selection” button.

Downloading Updates in Manual Mode

After TurboLaw has determined what updates are available, simply click “Next” to begin
downloading the updated file(s).

(See next page.)
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£ Turbolaw Update

TurboLaw Update

Downloading and Installing Updates

TurbolLaw Update is now downloading and installing the updates
selected. Please wait while this process is completed.

Owerall Progress (File 5 of 18) 22%
Current file: Defendant's Answer to Complaint for Contempt and 71%

Counterclaim for Modification.doc

124KB of 174 KB downloaded (50 KB remaining)

Downloading Updates — Manual Mode

Once the download process is complete, the Update Utility will display a dialog box
informing you that the updates were completed. Click “Finish” to close the Update
Utility.

If there is an update to TurboLaw’s program file or other system files, a setup screen
may appear at the end of the update. You must click “Next” on this new screen to
ensure that the update is completely installed. You may have to restart your computer
after applying this type of update; if you are prompted to restart, save your work and
restart your computer.

Automatically Checking For Updates

TurboLaw can, if an active Internet connection is available, check for updates
automatically each time it is started. This feature is called “Automatic Updates” and can
be enabled through the “Update” menu in TurboLaw.
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Update Options

In TurboLaw, clicking on the “Update” menu, then selecting “Update Options” will
display the Automatic Update Options window. Here you can choose either to enable or
disable automatic updates. Simply select the preferred choice, and then click “OK.”

Update Options E|

Turbolaw can check for updates automatically if an
active internet connection is available.

*) Check for updates automatically

) Do not check for updates automatically

Update Options Window

If automatic updates are enabled, TurboLaw will run the update utility in “silent” mode
each time TurbolLaw is started. The update utility will silently (without prompting you,
the user) download all available updates and then exit.

0 You should not enable automatic updates unless you have a constant, high-speed
connection to the Internet on your computer (such as DSL, cable or T1/LAN).
Information

The Welcome Wizard

When starting TurboLaw for the first time, the Welcome Wizard helps you fill in
important information to get started using TurboLaw right away. However, you can run
the Welcome Wizard at any time and it is an easy way to make sure you have
configured the most important options in TurboLaw.

To start the Welcome Wizard from TurboLaw, click the “View” menu, and then choose
“Welcome Wizard.” The Welcome Wizard will be displayed.

TurbolLaw. Most of this information can be found on the “My Firm” tab of the TurboLaw
Information Navigator. Other information can be found by clicking the “Update” menu and choosing
“Update Options.”

0 All of the information that is entered into the Welcome Wizard can be entered later into

(See next page.)

26



B Welcome Wizard

TurboLaw Welcome Wizard

Welcome to TurbolLaw!

This wizard will help you get started using TurbolLaw by asking you some basic questions
about your firm. If you don't have the information on hand, you can always enter it later by
clicking on the "My Frm" tab of the Turbolaw Mavigator.

If you would like to exit this wizard and begin using Turbolaw immediately, click the Cancel
button.

OO0

To begin the wizard, click Next.

o] [Ccome ) [ |

The Welcome Wizard

Attorney Names

The second screen of the Welcome Wizard allows you to enter the names and
ATTORNEY numbers of attorneys in your firm. Simply type in the boxes where indicated
the name as you would like it to appear on documents — e.g., John W. Smith, Esq., or
Attorney Judith B. Goode — and the ATTORNEY number of each attorney to be included,
then click the button labeled “Add Attorney.”

(See Next Page.)
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B Welcome Wizard

Attorney Names

For all attorneys who wil be using this program, enter their names (as they wish them to appearin a
document - for example, John Smith, Esqg.) and their BBO numbers below, then click "Add
Attorney."

Attormey Nams: |James A Tt B, | Attorney John W, Test (123456)

Attorney BBO #: !456?89 |

Add Attormney |

(o J (oo ][ ) [ == ]

Attorney Names

If you need to remove an attorney from the list, just click the name to select it and then
click the button labeled “Remove Attorney.”

0 You can also add and remove attorneys from the “My Firm” tab of the TurboLaw
Navigator.
Information

Firm Information

The third screen in the Welcome Wizard allows you to enter your firm information,
including your firm name, address and telephone number.

0 You can also change firm information from the “My Firm” tab of the TurboLaw Navigator.
Information
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B Welcome Wizard |:J:i E

Firm Information

Please enter the name, address, phone and fax numbers for your firm in the fields below. If you do

not have a firm name or do not wish for your firm name to appear in your documents, leave the
field blank.

Firm MName: |Tegt Firm | Phone: |9?E--343—25EIL'I |

&ddress 1: |123 Test Street | Fax: |9?EI--343—25EIl |

Address 2: |Su'rte Tasct |

Please make sure that you

City: |T95tdt'l" | enter this information the way
you wish it to appear in your

State: [y v| documents.

Zip: | TestZip |

R e

Firm Information

Automatic Updates

The fourth screen of the Welcome Wizard allows you to select whether or not automatic
updates will be enabled. Simply click your choice to enable or disable automatic
updates.

0 You can also enable or disable automatic updates by clicking on the “Updates” menu and
then choosing “Update Options.”
Information

(See next page.)

29



B Welcome Wizard

‘ Automatic Updates

If you have an Internet connection, you can have Turbolaw automatically check for new updates
each time it starts.

If you have an "always active” Internet connection (such as DSL, Cable Modem or LAN) it is
recommended to leave this option on.

{#) Yes, check for updates automatically each time I start Turbolaw

{3 Mo, do not check for updates automatically

If you would like to change your selection at a later time, you may do so by selecting "Update
Options" from the "Updates” menu.

Click "Mext" to continue.

(o J (oo ][ ) [ == ]

Automatic Updates Selection

Case Wizards

The Case Wizards help you to enter the information for a case. Each Case Wizard is
custom-tailored to a particular state and area of practice, and is designed to guide you
through the steps of entering all the information necessary to create documents for
your case.

Since each Case Wizard is different, you should click the button labeled “Help” if you
need additional instructions on using a particular Case Wizard.

Saving to “Alternate Case Folder Location”

In the “Case Name” window of the TurboLaw Case Wizard you have the option to save
documents you create in TurboLaw to an alternate case folder location.

(See Next Page.)
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Case Interview Wizard - MA/Criminal Law

Case Interview Wizard

Case Name

box below.

Before you can begin a case, you must give it a name. Please type in 2 name for your case in the

*| Commonwealth v. Smith

* Select the Attomney for this case: | attarney John W. Test
|

Alternate Case Folder (Optional)

To view or edit notes on this case, cdick the 'Notes' button.

[]1 would like to specify an existing folder where I want this case's files to be saved.

‘ Maotes

’ Help ]

’ Cancel ] [ < Back ” Mext = ]

Case Name Window

To save files to another folder — e.g., saving the “Smith v. Smith” TurboLaw divorce
case documents to the “Smith, John W.” folder on your system’s hard drive or on your
network’s server — check the box marked “Alternate Case Folder Location.” A file path
window will appear, allowing you to browse to the location of the desired folder — in
this example, the “Smith, John W.” folder.

A

Warning

You should always select a separate folder for each case. If you have previously selected the
same folder for two or more cases, you will receive a warning. You will then have to select a
new folder and sort out which files belong to each case yourself.

Selecting the same folder for more than one case prevents TurboLaw from tracking which

documents belong to each case.

(See next page.)
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Select Mew Case Folder @@

Select the folder you would like to use for this case, then dick
Ok

{2 Downloads -
(T eFax Messenger 4.1
{2 Email Signatures

I filelib
[ Ghost Installer Setups
(= My Albumns

[y My Captivate Projects

= My Cases

{2y Doe, James F

] snith, o v/

(= Smith, Kewin A
My Data Sources
[~ Mw eRninke

(= (e

Selecting An Alternate Case Folder

Q When selecting an alternate case folder, DO NOT select a folder by browsing through your
“My Network Places” or “Network Neighborhood” icon. You must select a folder that begins

Danger with a drive letter, such as C:\ or T:\. If you are not sure if your selection meets this
requirement, click “OK” and look at the information entered into the text box. If it begins with
a double-backslash (“\\"), then you cannot use that folder. Click “Browse” and select a
different folder, preferably one using a mapped network drive. If you are unsure as to how to
do this, or if you do not know what a mapped network drive is, contact your network
administrator or TurboLaw technical support.

Thereafter, all documents created in TurboLaw for this case will automatically save to
that location, and it will not be necessary to open TurboLaw to access them — simply
browse to the folder and double-click the document, as you would an ordinary
document file. Word or Excel, depending on the document type, will open and you can
edit, print and save changes just as you would with any other file.

Creating a Case Document Filing System

Many firms do not have a formal document management system. Think of the following
model as an electronic metaphor for your filing cabinet. To access a document, you
open the cabinet, select the case folder and retrieve the document. Follow these simple
steps to set up your own intuitive, easy-to-use case document filing system — your own
electronic filing cabinet:
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e In the “My Documents” folder (on either your local drive or network server), go
to File -> New -> Folder to create a new folder called CLIENTS. This will
create your electronic “filing cabinet.”

e On the menu bar at the top of the window, click on View > List. This will
provide you with the most efficient view of your client folder list.

e On the menu bar at the top of the window, depending on your operating system,
click on either View -> Folder Options or Tools -> Folder Options. In the
window that opens, click on the View tab. Next, click on the button labeled “Like
current folder” or “Apply view to all folders” and then click OK. This will apply the
“List” view to all windows that you open for easier, more efficient navigation.

e Open the new CLIENTS folder you have just created and then create new folders
for your existing clients using the naming method you use in your paper filing
cabinet, e.g., “Smith, John W.” or “Doe, Jane M.”, etc. (After you have created
folders for your clients, you should cut and paste documents you may have
stored elsewhere into those respective clients’ folders.)

e Return to the “My Documents” folder and right-click on the CLIENTS folder you
have created, then select Send to -> Desktop (create shortcut). In a
network environment, do the same for each workstation so that all shortcuts
point to the common CLIENTS folder on the server.

e Close the “My Documents” folder and return to your desktop. Locate and right-
click on the shortcut icon for CLIENTS, then select Rename. Delete the text,
“Shortcut to” from the name so that the shortcut is now named CLIENTS.

Now, whenever you wish to open a document, simply double-click on the CLIENTS
shortcut, double-click on the particular client’s folder, and double-click on the file itself.
This is just like opening the file drawer and removing the client’s folder for review. The
document will then open in the application that created it and you will be able to edit,
print and save changes to it. As more and more documents collect in a client’s folder,
you may wish to create sub-folders such as “Pleadings,” “Correspondence,” etc., to
organize the documents — just like your paper filing cabinet.

0 Note that you are not required to use this model if you do not wish to do so. If you have
your own filing system in place, then feel free to continue to use that model. Also,
Information documents in your case folders will always be available from within TurboLaw. Simply
double-click your case to display the documents (and other files) for that case.

Letterhead Options

Correspondence is a common type of document found in virtually every area of
practice. In order to make printing correspondence easier, TurboLaw allows you to use
your firm’s own pre-printed letterhead or to create it in TurboLaw for use with included
documents.
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Configuring Letterhead Options

To begin configuring letterhead options, click the “View” menu in TurboLaw and then
click “Letterhead Options.” The letterhead options window will appear.

Bl Letterhead Options

Some documents in Turbolaw may be printed with
your company's letterhead. To select how

TurboLaw will print the letterhead, choose one of I
the options below:

@I do not wish to use any letterhead; let Turbolaw print letters and
correspondence as-is.

'::?'I would like to use my own pre-printed letterhead. I will specify how
many inches it requires from the top of the page.

I would like to create some letterhead now which wil be used in my
() documents. (You will be prompted to create this letterhead when
vou click "0K'.)

Letterhead Options Screen
If you do not wish to use any letterhead, choose the first option.

If you wish to use your own pre-printed letterhead, choose the second option. You will
be prompted to enter how many inches are required for your letterhead (as measured
from the top of the page).

If you would like to create your letterhead now, choose the third option. When you click
“OK” you will be shown a blank letterhead template. Feel free to customize this
letterhead as much as you want, even copy and paste from existing documents. Then
simply save this letterhead file as you would any other document, and when you create
correspondence, this letterhead will automatically be inserted at the top of the
document.

Macros

Macros are a critical part of TurboLaw’s functionality. They allow TurboLaw to
manipulate documents and to insert data where required. If macros are not enabled in
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Microsoft Word or Excel, then the TurboLaw documents based on those programs will
not work properly.

Enabling Macros

To enable macros, follow these steps:

e Click on your Start menu, then click on Programs -> TurbolLaw -> TurbolLaw
Readme

e When this document opens, you may be prompted with a window which will say
something similar to “This document contains macros ...” (The exact language of
this message will depend on your version of Word.)

e There will be a checkbox for “Always Trust Macros from This Source.” Check it,
and then click “Enable Macros.”

e The document will open with a dialog box that says “Thank you for enabling
macros!”

e Your macros are now enabled.

Because of restrictions of the digital certificate technology used with Microsoft Word,
and because some versions of Microsoft Word (i.e. Word 2000) have flaws which
remove the digital certificates, some documents created with TurboLaw may not have a
valid digital certificate after they have been created. Because the digital certificate is no
longer valid, Microsoft Word will (by default) disable all of the macros in the document -
which shuts off important functions for your TurboLaw document.

To correct this problem, you must change your macro security setting in Microsoft Word
to "medium." This will give you the option to either enable or disable macros in
documents that do not have a valid certificate - so that you can enable macros for
TurboLaw documents.

Follow these steps to change your macro security settings:
e Start Microsoft Word.

e Click on Tools -> Macro -> Security.
e In the dialog box which appears, select “Medium,” then click “OK.”

0 You must close Microsoft Word for these changes to take effect. You must also close
Microsoft Outlook, as this program uses Word for editing email, and Word will not truly
Information be closed until both Word and Outlook are both closed.

Your macro security is now set to medium, which will allow you to choose whether to
enable or disable macros. (Choosing “High” as your macro security level automatically

35



disables most macros.) Remember to always enable macros when opening TurboLaw
documents - if macros are disabled, then problems may occur.

For more information on macros, see the Troubleshooting section later in this
document.

Networking TurbolLaw

As a database-driven document preparation system, TurbolLaw fits naturally into an
office network environment. The TurboLaw database (data entered into the Case
Wizard) can be shared, added and revised by many users, and the documents created
by TurboLaw can also be shared, added and revised.

Installing TurboLaw on your network begins with installing TurboLaw on each
workstation. You do not have to enter any attorney, firm or case information once
TurboLaw is installed on the workstations. However, you should check for updates on
each workstation, to ensure that you have the latest version of TurboLaw on all your
computers.

Configuring the First Computer

Once TurboLaw has been installed on all your workstations, you must choose a location
on your network for the TurboLaw database and cases. It is often easiest simply to
create a folder called “TurboLaw” on your shared network drive. Once this is done, click
the “File” menu in TurboLaw (from any workstation), then click “Configure for
Network.” The Network Setup Assistant will appear.

(See next page.)
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Turbrolaw Hetwork Setup Assistant

Network Setup Assistant

Network Type

Please select whether you wil be using Turbolaw by itself (stand-alone) or as part of 3
network (workstation).

(®) I am not using Turbolaw on a network

{3 1am using Turbolaw on a netwaork

Cancel l [ Finish

The Network Setup Assistant

To configure TurboLaw for use on your network, select the second option (“I am using

TurboLaw on a network™). Then, click “Next.”

(See next page.)
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TurbroLaw Hetwork Setup Assistant

Network Setup Assistant

Network Type

Please select whether you wil be using Turbolaw by itself (stand-alone) or as part of a
network (workstation).

{1 am not using Turbolaw on a network

{®) I am using Turbolaw on a3 netwaork

[ Cancel ] l Next =

Network Setup Assistant - Options

TurbroLaw Hetwork Setup Assistant

Network Setup Assistant

Specify Your Server
Please select a folder on your network where you would like to keep your TurbolLaw data.

Browse

Selected folder: |

When you have finished selecting a path, click 'Finish’ to save your settings.

’ < Back l ’ Cancel l [ Finish

Network Setup Assistant — Specifying the Network Folder
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On this screen, click “Browse” to select a folder on your network where you would like
to keep the TurboLaw database and files.

Q When selecting this folder, DO NOT select a folder by browsing through your “My Network
Places” or “Network Neighborhood” icon. You MUST select a folder that begins with a drive

Danger letter, such as C:\ or T:\. If you are not sure if your selection meets this requirement, click
“OK” and look at the information entered into the text box. If it begins with a double-backslash
(“\\”), then you cannot use that folder. Click “Browse” and select a different folder, preferably
one using a mapped network drive. If you are unsure as to how to do this, or if you do not
know what a mapped network drive is, contact your network administrator or TurboLaw
Technical Support.

Once you have selected a folder, click “Finish” to save your settings. (If no database is
found in the folder you selected, TurboLaw will ask you if you want to copy a blank
database to that folder. This is desirable when you are setting up a new network.) You
can now configure your other workstations in the same way.

If you are changing your TurboLaw configuration from a single-computer installation to
a multi-computer network, see the section entitled “Changing Your Network.”

Configuring All Other Computers

Once you have configured the first computer, you can begin configuring all the other
computers on your network. Simply go to each workstation, start TurboLaw, click the
“File” menu, then click “Configure for Network.”

Finalizing Network Setup

Once you have configured all of your workstations to use TurboLaw, you can begin
entering firm and attorney information. You may wish to run the Welcome Wizard, and
you may do so by clicking the “View” menu in the main TurboLaw window, then
selecting the “Welcome Wizard” option. Double-check all of your workstations to see
that the firm and attorney information you entered appears. If it does not, see the
Troubleshooting section later in this guide.

Changing Your Network

If you have TurboLaw installed on one computer, but decide to add computers with
TurboLaw to your network, you will need to adjust your configuration.

No Server

If your network does not have a dedicated server, then you will simply need to “share”
your computer’s TurboLaw folder, effectively making your computer the “server.” You
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can do this manually using Windows Explorer; if you need help, please contact your
network administrator.

After you have shared your TurboLaw folder, you will need to configure each additional
workstation after you have installed TurboLaw. Choose “Option 2 — Manual
Configuration” and “browse” for the folder you shared. This folder should be mapped to
a drive letter (preferably the same drive letter for all workstations), so that it appears in
your “My Computer” window. Such drives have names in the format of “[shared folder
name] on [computer name] (X:)”, where “X” is the drive letter you chose. Many offices
use “T” (for TurboLaw), but the choice of drive letter is up to you. You can use any
letter that is not already in use; most computers already have drives assigned to letters
A, B, C,and D.

With a Server

If your network does have a dedicated file server, then you will need to create a folder
for this server that can be accessed by all users who will be using TurboLaw. This can
be done manually through Windows Explorer, or it can be done from within TurboLaw.

If you have a server, you will first need to re-configure your existing TurboLaw
installation. To do this, first open the Network Setup Assistant by clicking the “File”
menu, and choosing “Configure for Network.” You will need to choose the “I am using
TurboLaw on a Network” option, and you will also need to choose the “l am a
workstation, but I would like to configure TurboLaw manually” option. Once you have
done this, click “Next.”

On the next screen, click the “Browse” button to select a folder in which to store
TurboLaw’s database. If a folder does not already exist, you can create one by clicking
the “New Folder” button. Be sure to select a location that can be accessed by all
workstations.

Once you have selected a folder, you will need to tell TurboLaw to copy the TurboLaw
database to that folder. To do this, click the “Advanced Options” button, and then check
off the first check box, which is labeled “I would like TurboLaw to copy all of my cases
and documents to the network folder | specified on the previous screen.” Then, click
the “OK” button, and then click the “Finish” button. TurboLaw will copy all of the cases
from this computer to the network folder, where they will become available to other
workstations.

When you configure the new workstations, you will repeat these steps, excluding the
creation of a new folder and the “Advanced Options” steps above.
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Networking Two Existing TurboLaw Installations

If you have TurbolLaw installed on two computers which are not networked, and later
you network the two computers together and want to share TurboLaw data, you will
need to consider the effects of having entered cases on both computers. Since
TurboLaw databases cannot be merged, if you have entered cases on both computers,
you will not be able to network the two computers and still keep the cases from both.
One computer’s database will be shared, and both computers will see only the cases
from this one computer. The other database will not be accessible (although it will not
be erased, and if necessary, you can switch back and forth between “networked” and
“not networked” to access these cases — NOT recommended). Thus, it is HIGHLY
recommended that multiple users of TurboLaw network their program from the very
beginning.

Docking and Undocking

Once you are connected to a network and TurboLaw is configured for use on your
network, you have the option to “undock” from the network and continue to use
TurboLaw locally. This option is intended for use with laptop computers which may be
connected to the office network, but may also be disconnected from the network (for
example, when you take your laptop home at night or on weekends). In these cases,
you may wish to continue using TurboLaw, even though you are no longer connected to
your network. In TurboLaw, this is accomplished by “undocking” from your network,
and then “docking” to your network when you return.

Undocking

Before you disconnect your laptop from your network, select the “Database” menu from
TurboLaw, and choose “Undock.” TurboLaw will copy your data to your laptop’s hard
drive, and synchronize the database and files (as needed). When this process is done,
you will see a dialog box informing you that it is now safe to unplug your laptop from
the network. At this point, you can disconnect your laptop from your network.

& You should not stay “undocked” from your network for more than thirty days. If you do, you
will be unable to synchronize your changes with the data on the network, and any changes
Warning or additions you have made will be lost. To avoid this, always “dock” back to your network
within thirty days of undocking.

Docking
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When you return to your office after undocking, first plug your laptop back into the
network.

0 You should check to ensure that you are correctly connected to your network before

attempting to dock TurbolLaw. Check your mapped drives, network folders, email and

Information other applications to ensure that you have successfully reconnected to your network
before proceeding.

Once you have reconnected to your network, start TurboLaw and select “Dock” from
the “Database” menu. TurboLaw will synchronize any changes you have made while
you were away, as well as any changes your office staff may have made. In the event
that there is a conflict (e.g., the same file was modified or the same record was
changed), a screen will appear asking you what you want to do. You can select which
record to keep or you can attempt to reconcile the differences manually.

0 Conflicts such as these are rare. If you encounter a conflict that TurboLaw cannot resolve
on its own, use the “Conflict Manager” by clicking on your Start menu and choosing
Information Programs -> TurbolLaw -> Utilities -> Conflict Manager.

Protecting Your Data

It is a fact of life that computer failures occur. When a computer failure occurs and data
is lost, hundreds (if not thousands) of valuable man-hours worth of work can be lost in
an instant. To protect against these types of disasters, it is always a good policy to back
up your data to a secondary medium. Then, if a computer failure occurs, you can
restore your data from the most recent back up — saving you the time, money, and
effort of re-entering all your data.

Backing Up TurboLaw

TurboLaw, like many other programs, allows you to make a back up of all your case
data.

0 Note that TurboLaw cannot back up your data if you are currently “undocked” from the
network. Also, TurboLaw cannot back up data to certain types of media — such as a
Information floppy disk, a CD-R, or a tape drive. You must take the extra step of copying TurbolLaw’s

backup files to such media on your own.

& If you have any cases in TurboLaw which use the Alternate Case Folder option, these cases
cannot be backed up by TurboLaw. You will receive a warning message, which lists the
Warning affected cases. You will have to back up the files for these cases on your own — TurbolLaw

cannot do it for you.
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To back up TurboLaw’s data, simply select “Back Up TurboLaw” from the “File” menu.
You will be prompted for a folder in which to save the backup files. Once you have
selected a folder, TurboLaw will back up your database and all of the documents you
have created with TurboLaw to that folder. Note that the backup may take a few
minutes, especially if your data is located on a network drive.

0 TurbolLaw’s backup files are regular “zip” files, and can be read by any “zip” compatible
program, such as PK Zip® or WinZip®. The TurboLaw backup makes 2 files — one which
Information contains the database, and one which contains all of the case documents. If you are
copying your TurboLaw backup files to a different media (such as CD-R), remember to
copy both of these files.

If you are performing regular backups (by default, TurboLaw reminds you to back up
your data every 7 days), you can store all of the backup files in the same folder. The
backup files will be named with the date on which the backup occurred, so you can
later select to restore from a specific date.

Restoring from a Backup

If you need to restore your TurboLaw data from a previous backup, simply select
“Restore TurboLaw” from the “File” menu. You will be prompted for the location of your
TurboLaw backup files. Simply select the folder that contains your files and click “OK.”

& Although TurboLaw’s backup files are stored as regular “zip” files, you should NOT try to
open or extract these files yourself. TurboLaw organizes the backup files in a special way so
Warning that the necessary data files can be restored properly by TurbolLaw itself. If you attempt to
extract the files on your own, the necessary data files may not be placed in the proper
locations and TurbolLaw may not function properly.

After selecting a folder, TurboLaw will display a list of backups that were found in that
folder. The backups will be labeled by date. In most cases, you will choose the most
recent backup date; however there may be circumstances where you wish to restore
from an older data set. Once you have selected the backup date you wish to use, click
“OK.”

The final step in restoring TurboLaw is choosing the drive on which to save the restored
data. TurboLaw does not allow you to choose a folder for the restored data — when the
data is restored, the original folder names present at the time the backup was made will
be used. For example, if you backed up TurboLaw from your C: drive previously, you
should select your C: drive again. In most cases, the folder used will be C:\Program
Files\TurboLaw, and this is where the data will be restored.

If your TurboLaw data was previously stored on a network drive, you should select that
network drive (or a similar network drive) when restoring. For example, if your data
was previously located in T:\Office Data Files\TurboLaw Data, then you should choose
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the “T:” drive when restoring. TurboLaw will place your restored files back in the same
folder (if the folders do not exist, they will be re-created).

0 Note that when restoring to a network drive, you do not necessarily have to use the
exact same drive letter. When setting up a network drive, the choice of drive letter is
Information completely arbitrary — you can select whatever letter you want. However, for
consistency, it is recommended that you try to use the same drive letters. This will result
in less confusion later on.

Once you have selected the restore drive, TurboLaw will extract the files and data from
the backup and restore them to the selected drive, creating any folders that are
needed. If existing documents exist in the location you selected, they will only be
overwritten if the documents from the backup are “newer.” Note that the restore
process may take a few minutes, especially if you are restoring to a network drive.

Once the restore process is complete, TurboLaw will be configured to open the newly
restored database, and your restored cases will be available. If you are restoring to a
network, and have restored to the same network drive, any other workstations that
have TurboLaw installed should not need any additional configuration — this is because
you have restored the data to its original location. If you have not chosen the same
network drive, then you will have to use the Network Setup Assistant to configure your
other workstations. (See: Networking TurboLaw.)

Working with Documents

This section will discuss some of the basic skills you will need to use from time to time
in order to modify TurboLaw documents to suit your needs.

Introduction to Document Editing

Since most TurboLaw documents are displayed in Microsoft Word, this section will focus
on editing these types of documents. However, some documents in TurboLaw (most
notably the Financial Forms) are displayed using Microsoft Excel, which allows them to
execute the complex mathematical calculations required by these types of forms. These
Excel-based documents will be discussed later in this section.

Protected vs. Unprotected

In order to comply with court rules regarding the computer-based reproduction of
official forms, TurboLaw documents must precisely match the original court-issued
documents. To achieve this, TurboLaw documents are “protected” by default. A
protected document only allows you to type into the gray “form fields” that you see
scattered through the document. Simply click on one of these fields and begin typing.
To move to the next field, click the TAB key on your keyboard. Some of the fields are
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formatted to accept only certain types of text, such as a date or a number — these fields
will give you a warning if you type something that is not allowed, and will not allow you
to move to another field until you change what is wrong. For example, a field which
only allows numbers would not allow you to type “12 or 13,” because this is not a real
number. If you need to type text where a field does not allow it, you will have to
unprotect the document for editing, which is explained in the next section.

Some fields can help you save time by auto-formatting the text; for example, fields that
require a date can recognize many common date formats. Thus, if you were to type “4-
13” into a date field, Word would automatically re-format the date to either “4-13-2004”
(using the current year) or “April 13, 2004” (depending on the needs of the document).
Thus, you can save time when typing dates by using a “shorthand” date format, and
letting Word fill in the other information. In some number fields, Word will automatically
format numbers with the correct number of decimal places, and may also add a dollar
sign to the beginning of the number (if the number is meant to represent a dollar
amount). In the case of dollar amounts, if you attempt to enter the dollar sign yourself
when it is not needed, Word will report an error and not allow you to continue until you
remove the dollar sign.

Protection: Editing all of the Document

Sometimes, it may be necessary for you to change some of the default, or “hard-
entered,” text of the document. This text will not be enclosed in a gray form field, and
therefore, by default you will be unable to edit it. However, editing this text is very
simple with TurboLaw.

Switching from a protected to an unprotected document is as easy as clicking a single
button. The TurboLaw toolbar is added to Word when TurboLaw is installed, and
appears (generally) in the upper left-hand corner of your screen. The TurboLaw toolbar
also contains some useful buttons from Word that are not usually displayed by default,
but that may be useful to users of TurboLaw (such as the strikethrough buttons).

=7 Edit Document | Save As...  ChecksSpeling & 00 97 = ABE B2

The TurbolLaw Toolbar

The “Edit Document” button allows you to protect and unprotect a TurboLaw document
at will. The button acts like a toggle switch; each click (“press™) of the button changes
the document from protected to unprotected, and vice versa. The other buttons on the
toolbar are (from left to right): Save As, Check Spelling, Print, Page Setup, Show
Paragraph Marks, Normal View, Print Layout View, Show Table Gridlines, Strikethrough
and Double Strikethrough.
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Only some of these buttons require additional explanation, as the others are so
commonly used that their function will be obvious. The Page Setup button allows you to
change the margins on a document, as well as the page orientation and other print-
related options. The Show Paragraph Marks button is another “toggle” switch, which
will display (or hide) the paragraph marks in the document. The two “view” buttons
switch between two of the possible views of the document; some users prefer one view
over the other. The two strikethrough buttons allow you to put strikethrough marks
over selected text; this can be useful when an official court form expressly so instructs.
The “Check Spelling” button functions slightly differently from the standard Word
“Check Spelling” button, in that it will check the spelling of text entered into the gray
form fields.

Displaying the TurbolLaw Toolbar

Sometimes, the TurbolLaw toolbar is not visible in a document. In that case, simply
right-click on any of the toolbar buttons at the top of the screen, then click on
“TurboLaw” from the list which appears. The TurboLaw toolbar should now be visible.
If you have trouble with your TurboLaw toolbar, especially with the “Edit Document”
button, see the Troubleshooting section later in this document.

Adding Lines

Sometimes, when filling out a form, there will not be enough space for you to add the
necessary information. If you are unable to add an extra line by using the unprotect
button, the document may be using “tables” — a feature of Word that allows for exact
text placement. In these cases, adding an additional line may be accomplished by
adding another “row” to the table. To do this, first make sure your document is
unprotected (see: Protection). Then, place your cursor at the end of the line, and click
the “Table” menu at the top of the screen. Then, point to “Insert,” and then click on
“Rows Below” (or above). Word will insert a new row below the current one.

When adding lines to documents, be careful to review your documents carefully —

adding lines can often “push” text down onto a second or third page, distorting the
original format of the document.

& Note that computer-generated forms are regulated by specific rules. These forms must
conform to the original design of the court form; if you change the form by adding lines, the
Warning court may reject your form.

Finding Documents
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TurboLaw contains so many documents that at times it may be difficult to locate the
document you need. Documents in TurboLaw are listed alphabetically, by form name,
which often includes the form number (such as “A.C. 110”). If you do not know the
form number of the document you are trying to locate, you may not be able to find the
document easily.

Fortunately, TurboLaw includes an advanced “search” feature to help you locate
documents. This will allow you to locate documents quickly, based on just a portion of
the document’s name.

TurboLaw Document Search

By using the Document Search Window, you can search for documents within TurboLaw
and you can open documents directly from the search window. Opening the search
window can be accomplished either by clicking the “Database” menu and choosing
“Search Documents,” or by clicking the “Search Docs” button in either the Create
Blank/Empty Form window or the Case Document window.

.:;:.' Search for a Document

Enter all or part of 3 document name in the box below. The documents which match what you
type wil be displyed below. Double-click on 3 document name to open a blank copy of that

Bond Clear Search

Document Name | State | Area of Law | Category |
A.C. 031 - Mew Bond MA Probate Law Estates

A.C. 032 - Discharge of Surety on Bond MA Probate Law Estates

A.C. 033 - Leave to Bring Suit on Bond  MA Probate Law Estates

A.C. 099 - Sale of Lands by Commissio... MA Probate Law Estates

A.C. 144 - Reduction of Bond MA Probate Law Estates

C1-P 026 (1-89) - Bond of Fiduciary MA Probate Law Estates

Fiduciary Bond of Guardian to Minor MA Divorce and Famil...  Complaints and Cou... |
Form 4617 - Motice of Conversion for ... MA Real Estate FMMA Forms, MultiF...
Form PC-3.1 - Universal Appointrnent ... RI Probate Law Bonds

Form PC-3.8 - Bond for - Sale-Mortgag... RI Probate Law Bonds

The TurboLaw Document Search Window

When the search window first appears, it will list all of the documents contained in
TurboLaw, sorted alphabetically by name. To search, simply start typing in the text box
at the top of the window. As you type, the search results will be narrowed. The state,
area of law, and category will also be displayed, so that you can find the document
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later without having to search. Note that document searches within the TurboLaw
program are NOT case sensitive.

If you would like to open a document, simply double-click on its name. A blank version
of the document will be displayed, which you can print, save or edit as needed. If you
have a case currently open in a window, your document will be automatically saved into
that case. If you do not have a case open, the document will be saved in a temporary
folder, and you must save it somewhere permanent — otherwise, the document will be
lost when the temporary folder is emptied.

0 Documents opened in the search window are opened in the same way as the
“Blank/Empty Form” window — that is, they are not filled in with any case information. If
Information you need a form to be filled in with case information, make note of the document you
need (which category it is in), and then locate the document in the normal way to create
a document with case information.

To start your search over, simply click the “Clear Search” button. Your search terms will
be erased, and the full list of documents will be restored.

Adding Your Own Forms

It is possible to add your own forms to TurboLaw’s list of forms. This can be useful if
you have a particular document that you like to use, especially if a similar document is
not included in TurboLaw.

0 Documents that you add to TurbolLaw in this way will not be filled in automatically with
your case information. Only official TurboLaw documents can be filled in automatically by
Information TurboLaw; however you can still open your own documents easily from within TurbolLaw
and edit them as you normally do.

To add your own forms to TurboLaw, you can either select “Add Documents to
TurboLaw” from the Database menu, or you can click the “Add Docs” button on the
Open Blank/Empty Forms window. In either case, you will be presented with the
following screen.

48



=l0lx]

Choose the State, Area of Practice, and document category for the document you wish to add, and
then click the "Add Document” button belaw.

IDim:urn:e and Family Law :]

ICDmpIaints and Court Forms :]

Add Docurnent |

A lizt of documents in the categomn vou have selected will be dizplayed below. Once you have added a document . it will
alzo appear in the lizt below.

Daocument Mame i’
Adoption Surrender.doc

Affiddawit Disclosing Care or Custody Proceedings.doc

Afficdawit of Denial of Paternity.doc

Affidavit of Indigency and Determinations Regarding Fees and Costs.doc

Affidanit of Irretrievahble Breakdown (Jaint).doc

Affidavit of Irretriessable Breakdown.doc _"_'I

Mote: documents added to this izt will only appear in the "'Blank/E mpty Docs' window.

The “Add Your Own Documents” Screen

Simply select the state, area of practice and category for your document, and then click
“Add Document.” You can then browse for your document, and upon selecting it, it will
be added to the list of documents for that category.

Once a document has been added to TurboLaw, you can open it easily from the “Create
Blank/Empty Forms” window.

0 Removing one of your documents from TurboLaw is accomplished via the “Create
Blank/Empty Forms” window. Simply right-click on your document name to remove it
Information from the list.

User Templates

It is possible to modify any of the “template” forms provided with TurboLaw to suit your
own needs. These modified templates are known as “user templates.” This option can
be used to create your own derivative forms, or to create entirely new forms that do
not currently exist in TurboLaw. You can also modify documents that you use
frequently; for example, if you make a certain edit to a form every time you use it, you
could make that edit part of a new template, and then you would not have to make that
edit each time you created the form.
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Creating Your Own Template

To create your own template, simply click on the “File” menu in TurboLaw, and choose
“Manage User Templates.” You will see a screen similar to the one shown below.

B Manage User Templates @

This screen allows you to manage your custom templates. To create a new temnplate, click "Mew
Template." To edit an existing template, simply double-click its name from the list below. To
delete a template, click "Delete Template.”

Mame State | Area of Practice Category

Complaint for Contempt (Modified) MA, Divorce and Family Law  Complaints and Court Fo
Complaint for Divorce (My Version) MA Divorce and Family Law  Complaints and Court Fo

< | =

Close Delete Template Mew Template

The “Manage User Templates” Screen
This screen displays all of the templates you have created. To create your own

template, click on “New Template.” You will see a screen similar to the one shown
below.
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Bl Create User Templates

Create User Template

This screen allows you to select 2 Turbolaw document and create a custom template
based upon that docurment. This wil allow you to customize documents that you use
regularty, so that you do not have to make the same edits each time you create the
document.

Please select the state, area of practice, and category from the drop-down lists below.

|MA Vl |Dh.furce and Family Lz Vl |Cum|:|laint5 and Court Forms w
Select the documnent template you would like to modify from the list below.
Child Support Guidelines Findings (Hampden) »

Cornmission to Take Out-of-State Deposition

Complaint for Annulment

Complaint for Contempt =
Complaint for Contempt (Attorney's Signature)

Complaint for Custody - Next Friend

Complaint for Custody - Parent

Complaint for Grandparent(s) Visitation bl

Please narne your document template in the box below. You cannot use the same
name as the original source template.

Complaint for Divorce (My Version)|

Click "Create User Termplate” when you are done.

Cancel Show Instructions Create User Template

The “Create User Template” Screen

From this screen, you can select the TurboLaw document on which you would like to
base your custom template. You can choose the appropriate state, area of practice, and
category by using the drop-down boxes at the top of the list. Then, simply click on the
template you would like to modify. You must give your custom template a different
name from any other document in the same category.

& You must give your template a name that is different from any other template in that
category. TurboLaw will not allow you to create a template that has the same name as
Warning another template.

In addition, you cannot change the name of your template once it has been created, so you
are advised to name your template carefully.

Once you have named your template, you can click “Create User Template.” If you have

checked “Show Instructions” (which is “on” by default), you will be shown these
instructions before your template is created.
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T Template Editing Instructions

Instructions

When the template opens, you can edit it by using the normal
Microsoft Word or BExcel tools. To "un-lock” the document for
editing, use the "Edit Document” button.

7 Edit Docurnent

The "Edit Document™ button

Once you have finished making your changes, simply "Save" the
document and then close it. Be sure to "lock” the document before
you save by clicking the "Edit Docurment” button again.

Template Instructions
It is important to remember these instructions when you are creating your template.

Once your template has been created, it will be opened in either Microsoft Word or
Excel (as appropriate). You can then edit the TurboLaw template as needed, to make
your own “derivative” template. Simply use the “Edit Document” button to “un-lock” the
document, and make any changes you need. Then, lock the document again by clicking
the “Edit Document” button again before you save the form.

& Use caution when deleting the gray form fields in your template. These fields are often
“linked” (also known as “referenced”) by later portions of the document. If you delete the
Warning “source” (the gray form field), the links later on will display the text “Error: Reference
source not found!” (the error may not appear until you print your document). To prevent
this from happening, use caution when deleting form fields, and always print a draft copy of
your template to check for these errors.

0 Always remember to “lock” your template by using the “Edit Document” button before
you save it. Many TurboLaw documents will not fill in properly if they are not in the

Information “locked” mode.

& Editing templates requires some advanced word processing skills. If you are not familiar with
Word’s “table” feature, you may find working with templates difficult. We recommend
Warning consulting the on-line help for Microsoft Word, or you may find one of the many Word
guidebooks helpful. Most are available at your local bookstore.

Modifying Your Template

You can modify any template you have created by double-clicking on its name from the
list of user templates. Once your template is open, the rules for editing it are the same

as when you first created it.
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Deleting a Template

If you have created a template which you do not need anymore, you can delete it by
selecting the template name from the list of templates and clicking the “Delete
Template” button.

Bl Manage User Templates @

This screen allows you to manage your custom templates. To create a new template, dlick "New
Template." To edit an existing template, simply double-click its name from the list below. To
delete a template, click "Delete Template.”

Mame State | Area of Practice Category

Complaint for Contempt (Modified) MA Divorce and Family Law  Complaints and Court Fo
Cormplaint for Divarce (My Version) Ma Divorce and Family Lawe  Complints and Court Fo

Close Mew Template

Click the “Delete Template” button to remove the selected template

Troubleshooting

This section contains information on issues commonly encountered while installing,
configuring and using TurboLaw.

Internet Resources

The easiest and fastest way to get help with TurboLaw is through the Internet. You can
search through our database of issues and errors, submit a question and find an online
version of this user manual. To access these resources, simply log on to
http://support.turbolaw.com.

From this page, you can search for answers to your questions and look up errors you
may be experiencing. Articles in the Help Center contain detailed instructions to help
you resolve issues quickly, and may be more up-to-date than this manual.

Alternatively, you can search the TurboLaw Help Center by typing your search terms in
the text box at the top of the TurboLaw Navigator. After you have typed your search
terms, simply press the “Enter” button on your keyboard, and TurboLaw will open your
web browser to display the search results.
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il Turbolaw Navigator

To start a new case, select the | ! Case Name

Web Links Search here for help

| Attorney St
The TurboLaw Help Center Search

Frequently Asked Questions

How do I enable Macros?

A. To enable macros, follow these steps:

On your Start menu, click Programs -> TurbolLaw -> TurboLaw Readme.
This will cause Microsoft Word to open. Before the document appears, you will
be prompted to enable macros. Depending on your security settings, you may be
able to check a box that says “Always trust macros from this source.” If so, be
sure to check this box! Once this box is checked, you may click the button that
reads “Enable Macros.”

You will now see a dialog box that says “Thank you for enabling macros.”

After enabling macros, you may wish to change your macro security settings, or, if
you did not receive the messages listed above, you may need to change your macro
security settings in order to enable macros. Follow these steps to change your
macro security settings:

Start Microsoft Word.

Click on Tools -> Macro -> Security.

In the dialog box that appears, select “Medium,” then click “OK.”

Your macro security is now set to medium, which will allow you to choose
whether to enable or disable macros. This will not change the effective level of
security; it will simply allow you to enable macros when prompted. (Choosing
“High” as your macro security level automatically disables most macros.)

How Do | Restore My TurboLaw Toolbar?

A.

If your TurboLaw toolbar is not visible, simply right-click on ANY toolbar button at
the top of the screen. This will display a list of all toolbars; this list normally begins
with “Standard” and “Formatting,” which will usually have check marks next to
them. Near the end of the list, TurboLaw should appear. If it does not have a check
mark next to its name, simply click on it to make it appear. If it does have a check
mark next to it, it is already visible somewhere on your screen — sometimes toolbars
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can appear in unexpected places or your settings may have all toolbars appearing in
a single row.

What do I do if my TurbolLaw Toolbar is not available?

A.

If your TurboLaw toolbar is not available in Word at all (in the list of available
toolbars), you can try to re-install the toolbar by following these steps.

e Click your Start menu, and choose Programs (or All Programs), TurboLaw,
Utilities, TurboLaw Repair Utility.

e Once the repair utility has started, click on the item “tbinst.exe” and then click
the “Run” button. A screen will flash up briefly, and then you will be returned to
the repair utility.

e Exit the repair utility, and open Microsoft Word to check to see if the TurboLaw
toolbar is visible.

If this does not restore your TurboLaw toolbar, try the following steps.

e Open Microsoft Word.

e Click the “Tools” menu, and choose “Templates and Add-ins.”

e Under the heading “Global Templates and Add-ins,” make sure that
“turbolaw.dot” has a check mark next to it.

If this does not restore your TurbolLaw toolbar, you may be able to use Word’s built
in button, which can also protect and unprotect your document. However, this
option should only be used if you have Microsoft Word XP (2002) or 2003. To check
your version of Word, click the “Help” menu in Word, and choose “About Microsoft
Word.” The version will be displayed at the top of the window. Word XP (2002) has
a version number of 10.

To use the built-in Word button, simply right-click on any toolbar at the top of the
screen. From the list which appears, choose “Forms.” A group of buttons will
appear; the right-most of these buttons will look like a padlock. This button will
serve the same purpose as the TurboLaw “Edit Document” button.

What do | do when | get the message “ActiveX Component Can’t

Create Object?”

A. There is probably a problem with your installation of either MDAC or Jet files. On

the TurboLaw CD, you will find a folder called “Data.” In this folder will be the files
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“mdac_typ.exe” and “jet40sp3.exe.” Double-click the MDAC file first, and then the
Jet file second. This will re-install MDAC and Jet.

You may also download these items directly from Microsoft at
http://www.microsoft.com/data/.

Alternatively, this may be a missing or corrupted DLL or OCX library file. Check for
updates using the TurboLaw Update Utility to resolve missing file problems, or
simply re-install TurboLaw.

What do | do when | get a message saying that my version of
OLEAUT32.0CX is out of date?

A. Installing the VB 6 run-time files will correct this problem. These files are located on
the TurboLaw CD-ROM in the folder “VB6UPD.” Simply double-click the file
vbrun60.exe to install these files.

How do | configure TurbolLaw for use on a network?

A. Use the “Configure for Network” option on the File menu. See the section
“Networking TurboLaw” for more information.

How can | include my Legal-Ease™ documents in TurboLaw?

A. Add your existing Legal-Ease™ documents to each case’s folder by using the
Add/Remove/Rename button in the Case Document List window. (You can access
this window by double-clicking on a case name.)

The computer on which TurbolLaw is installed is not connected to the
Internet; how can | update it?

A. Unfortunately, as of Version 2 of TurboLaw, updates are now only available through
TurboLaw'’s built-in Update Utility. If you require updates and have purchased
updates & support, you can request an update CD by calling (800) 518-8726.

I know | need to enable macros, but | do not have that option in the
Macro Alert window:; how do | enable them?

A. Close TurboLaw and open a blank Word document. Click on Tools -> Macro ->
Security. Change the security level setting to Medium. (This will not affect your
level of security; it will, however, allow you to enable macros when you are
confident of their source, such as with TurboLaw’s digitally signed macros.) Close
Word and reopen your TurboLaw document.
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What is the “Suggestions Box™?

A. The Suggestions Box menu item allows you to email us directly from within
TurboLaw with ideas for features and documents you would like to see in an
upcoming version or future update of TurboLaw. You can submit your ideas to
us using this link.

How do | change or edit “hard-entered” text in my document?

A. TurbolLaw documents open “protected” by default. This restricts your access to
those parts of the document to which you can <Tab> (<Shift + Tab> takes you
back). Click the “Edit” button on the TurboLaw toolbar (it is the enlarged button on
the far left of the TurboLaw toolbar with the padlock and pencil) to “unprotect” your
document. You may then change any text, reformat fonts, adjust margins, etc.
Then, re-protect the document to return to “<Tab> & Type” mode. NOTE: For
ease of use and full functionality, you should keep the document in its
“protected” mode at ALL times except when making “hard” edits, re-
protecting it immediately after completing the edit.

Note: In Excel spreadsheets (Financial Forms), the spreadsheet will automatically re-
protect itself each time you change cells (fields). You must therefore click the “Edit”
Information button each time you move to a new field if you are changing “hard-entered” text.

What if the Courts add or make changes to official forms?

A. We are in frequent communication with court personnel and attorneys throughout
the Commonwealth. We also rely on word from our customers as to any anticipated
changes. Check http://docs.turbolaw.com for the status of all our documents
(including ones that are not yet part of TurboLaw). If you do not see the document
you are looking for, you can contact us directly by phone at (800) 518-8726 or by
fax at (978) 428-6123. We invite you to fax any new or modified form to us.
Additions and revisions to official forms will be made available to our subscribers via
TurboLaw updates.

Why, when | launch a Financial Document, do | only get a blank Excel
screen?

A. This is a known issue with Microsoft Excel. The Microsoft knowledge base article
211494 addresses this issue.

What do I do if | have a question that isn’t answered here?
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A. You can either visit http://support.turbolaw.com to search for recent answers to
your question, or you can call TurboLaw technical support by dialing (800) 518-
8726, option 3.

Advanced Troubleshooting

This section lists tips and advice for advanced users.

Repair Utility

If you have an error during setup or during an update that prevents other updates from
running, you can see a list of update utilities (mini-programs) by running the TurboLaw
Repair Utility. (The Repair Utility is also mentioned in many of the online Help Center
articles.)

The TurboLaw Repair Utility can be found on the Start Menu, under TurboLaw ->
Utilities.

Some common programs you may need to run using this utility:

tbinst.exe (installs TurboLaw toolbar to Word)

XLTB.exe (installs TurboLaw toolbar to Excel)

xxxInstall.exe (installs module xxx, such as dma for Divorce in Massachusetts)
fixScrrun.exe (registers SCRRUN.DLL file, if it exists)

install-ocx.exe (installs common support files that are used by TurboLaw, if they
are missing for any reason)

Register SCRRUN.DLL

Many unusual problems in TurboLaw (and other programs) can be caused by this
important DLL file being incorrectly registered. To register it, click your Start menu and
choose “Run,” and then type the following: regsvr32 scrrun.dll and press <Enter>.
(Note the space between “regsvr32” and “scrrun.dll.”)

Reporting Problems

To report a problem, make a suggestion or ask a question about TurboLaw, use one of
these methods:

Email
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By clicking the “Contact Us” menu in TurboLaw, and selecting “Email Tech Support,”
you can describe your situation to a TurboLaw technician who can reply directly to your
message. This is an excellent way to notify us of issues after business hours.

Telephone

Call (800) 518-8726 to contact a support representative. (Business hours are Monday —
Friday, 9:00 am to 5:00 pm, Eastern Time.)
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