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Lloyd Gosselink Rochelle & 
Townsend, P.C

• Maritta Terrell, Trainer & Help Desk 
Specialist.

• Austin, Texas
• 38 attorneys, 85 users, 1 office



Payne’s Numbering Assistant 
toolbar for Office 2000 to 2003





I can click on the 1, 2, 3, etc to get the Heading



The Numbering Assistant toolbar has 
many options – to reset the scheme, 
restart or continue the numbering, and 
insert Style Separators, and more.

What’s unique to MacPac and Payne is 
the “Embed Heading” in the paragraph.



Payne’s Numbering Assistant for 
Office 2007



To insert the Table of 
Contents, just click on 
the Insert TOC icon on 
the toolbar, make your 
choices, and click OK



Create your own Numbering Scheme: 
New Schemes can be created and saved. 
An existing scheme can be modified, or a 
new one can be captured as well.



• Users have to attend the Styles 101 
(introduction and Style basics)
before coming to the Numbering 
Assistant class (or demonstrate 
understanding of Styles)

• The class is usually about 20 minutes 
demonstration, and then 20 minutes
hands-on practice.

Training



Quick Reference Card is just a 2-page hand out (created in-house)



Payne’s Forms Assistant
(for templates)

• Payne has a Forms assistant template 
that works very well inside Word.

• It allows you to lookup recipient 
information from any MAPI-compliant 
data source (Outlook, GroupWise, 
InterAction, etc.) while simultaneously 
providing you with the ability to store 
frequently used recipients lists for easy 
retrieval.



Forms Assistant
The Forms Assistant is a template 
based document automation utility 
designed to allow you to quickly create 
letters, memos, faxes, agreements and 
pleadings based on the documents 
your create day in and day out. 
The Forms Assistant runs from within 
Microsoft Word and is customized to 
include your firm's logo, letterhead 
and other specific information. 



Payne Forms Assistant – Some 
Product Features

•Contains letter, memo, fax, pleading, agreement, address and 
label templates 
•Integrates with document management systems 
•Lookup recipient information from any MAPI-compliant data 
source 
•Save and retrieve recipient information 
•Ability to redisplay input box to make document changes from 
one central location 
•Agreement Assistant to create long, complex documents 
•Pleading Assistant to create, save and reuse pleading captions 
for any jurisdiction 
•Address and Label Assistants to quickly create custom labels 



Another easy to use
Ribbon in Office 2007

Payne’s Forms Assistant



Can list all firm templates, or just 
have your own Favorites list



Can work from an Input form for 
any of the templates, or use the 
Task Pane



The option is there to save the 
recipient list; add recipients to 
Outlook, etc. It’s linked to the 
content controls with Contacts



The option is there to save document 
data (information) for shells of letters, 
forms, etc.; and you can also save 
paragraphs, graphics, etc. for reuse in 
other documents.



Softwise Innova

Michelle Spencer



Bracewell & Giuliani LLP

• Michelle Spencer, Training Manager
Austin, Texas

– Approx. 400 attorneys, 900 users, 10 offices

• Used Innova while at Brown McCarroll 
LLP

– Austin, Texas
– Approx. 200 attorneys, 400 users, 5 offices



Background
• Early adopter in 2003
• Migrating from WordPerfect to Word

– Standardization
– Using Word Styles

• DMS Integration
– Client/Matter Numbers
– Document ID

• SQL-based
• Friendly User Interface
• Ease of Maintenance



Third-Party Integrations
• Interwoven
• GroupWise
• InterAction
• RightFax
• Deltaview



Interface in 2003

Numbering Toolbar

Innova Menu



Interface in 2007

Innova
Ribbon

Numbering Toolbar



QuickFills

• Numbering
– Preloaded with 8 Public Schemes
– Personal Schemes
– Can be shared
– Native Word Styles
– Can create from Heading Styles in 

existing documents

• Document
– Fill in a dialog once and 

reuse it over and over
– Use a Letter QuickFill to 

fill out a Memo
– Contact information is 

dynamically linked to 
Outlook or InterAction

– Assistants LOVE them!!!
– Can be shared



Numbering Simplicity



Numbering Simplicity



TOC Creation
• Pick your location
• Decide what to 

include
– Style and Level
– Portion of Heading
– Styles and/or TOC Codes

• Options to remove 
Font Formatting

• Sets up TOC Page
• Option for Cover 

Page
• More QuickFills!!!



Document Creation



Document Dialogs

• Familiar Interface
• Location field
• Client/Matter fields
• Send to Fax option
• QuickFill buttons



Contacts Viewer

• Familiar Interface
• Links

– E-mail
– Personnel Database
– CRM Database

• Dynamically Linked



Document Management 
Features



Training/Support

•Initial training
•Train basics of Numbering, 
QuickFills and TOCs in 1 hour

•Train Documents, Pleadings 
and QuickFills in 1 hour

•Attorney use



Administration
•Initial setup and training
•SQL-based
•Contacts
•Personnel
•Client/Matter Data
•Maintenance of templates
•Support Portal



Reference Information
• www.softwise.net
• Third Party Compatibility Grid

www.softwise.net/SoftWise/prod
ucts/InnovaGrid.pdf

http://www.softwise.net/�
http://www.softwise.net/SoftWise/products/InnovaGrid.pdf�
http://www.softwise.net/SoftWise/products/InnovaGrid.pdf�


Esquire iCreate

Damian P. Burdette



Taylor, Porter, Brooks & Phillips

• Damian P. Burdette, 
Information Technology Manager
Baton Rouge, LA

• 80 Attorneys, 170 Users, 1 Office



Background of Macro Packages
• Office 2003 Rollout in Spring ’04

– Another Macro purchased for that deployment

• Summer ’06 Firm changes logo and 
branding
– Branding change leads to all letterhead templates changing

• Decided to revisit market for options
– April ’07 iCreate, iDocID and iRedLine were deployed



Top 6 Required Features

• Intuitive User Interface
• Ease of administration
• Ease of Template Creation and 

Modification
• A Numbering Suite that is build on Word’s 

Native Numbering
• Integration with Outlook Contacts
• Responsive Technical Support



Selection Process of a Package

• In anticipation of the upcoming changes 
we visited with vendors at the ’06 ILTA 
Conference

• Determined which vendors we wanted 
follow-up demos from

• Involved IT staff in the demos, especially 
the helpdesk/trainer

• Picked final candidate for in-house 
evaluation



Deployment Situation
• Not an image update or large scale update
• We removed the previous product and installed 

iCreate, iDocID and iRedline using push 
technology

• Actual silent install deployment scripts given to 
us by Esquire.  Very easy to deploy with the 
scripts

• Updated the images as needed and now part of 
standard image

• Template and database updates to local PCs occur 
doing login or manually with sync utility



Training
• Train the Trainer was provided by Esquire after 

the backend deployment
• Training for the staff occurred the week prior to 

the iCreate deployment
• Staff participated in  classroom based training 

that last 1 to 1½ hours
• Document producing attorneys were trained on a 

one-on-one basis followed the deployment
• Follow-up floor support and short one-on-one 

training with staff following the deployment



Application Integration

• iCreate Contact Management integration 
with Outlook, but also integrates with 
GroupWise, Interaction, Notes.  Contact 
Ease integration coming in a future 
release.

• IDocID DM Integration with Interwoven 
FileSite and DeskSite, but also integrates 
with OpenText, WORLDDOX and 
NetDocs



End User Reaction

• Overall acceptance was great
• Ease of use was remarked on in the 

majority of comments
• Some of the success would have to be 

credited to the users’ familiarity with 
Word

• Minimum follow up training was needed



Features – Template Customization

• Template creation and modification is 
relatively easy

• VBA knowledge is helpful, but not 
necessary to create new templates

• 95% of template creation and maintenance 
is performed in-house.  Occasionally we 
will outsource a dialog box change or 
advanced template creation to Esquire



Features – Numbering Suite
• iHyperstyles Numbering (part of iCreate) offers 

a numbering suite tied to Words native 
numbering

• Appears as a toolbar in 2003 and a ribbon in 
2007

• Simple to customize a scheme and apply it from 
the toolbar or keyboard shortcuts

• A large percentage of our users utilize the feature 
while others think they know better and can do 
without it…  But they’ll eventually all come 
around!



Working Offline

• iCreate utilizes an Access DB which is 
copied down during Synchronization.  This 
allows users to use iCreate while away 
from the office



End-User Customizations

• By utilizing  the iEncore feature, users can 
save commonly used fill-in information for 
the templates

• Can build personal numbering schemes 
and share them with the firm

• Our advanced users take advantage of 
these functions



Continued Education

• Short Captivate videos have been created 
on a wide range of topics and posted to our 
help website

• Non-mandatory training classes are 
offered on specific topics and are kept 
under 30 minute sessions

• Most common topics are Numbering, TOC 
and iHyperstyles



Firm Favorite Features

• Numbering Suite
• iEncore for quick fill-in of commonly used 

information
• Outlook Contact Connectivity – especially 

to their attorney’s contacts



Numbering Suite Toolbar and Ribbon

Firm Favorite Features



iEncore - 2003

Users can share iEncore 
Fill-ins with the firm



iEncore - 2007



Outlook Contact Connectivity - 2003



Outlook Contact Connectivity - 2007



Wish List

• Easier creation and editing of the dialog 
boxes for the templates

• Easier way to make iHyperstyle schemes 
and Numbering schemes global

• Better Synchronization utility.  The 
current one works fine, but you have to 
have Word and Outlook, if Word is the 
email editor, closed when you run the sync 
tool.



The Sackett Group 
Legal MacPac

Cindy Foellmer

http://www.legalmacpac.com/index.html�


Vedder Price P.C.

• Cindy Foellmer, Software Analyst
• Chicago, IL
• 263 Attorneys, 473 Users, 3 Offices



Macro Package Selection Process
• MacPac 9.x beta partner in 2000
• For migration from WordPerfect to Word 

2000, wanted a template/macro package 
to assist in standardizing templates and 
numbering schemes

• Also wanted the ability to be able to 
customize and maintain templates and 
numbering in-house



Feature Requirements

• In-house maintenance and customization
• Standardization of templates and 

numbering styles
• End user ease of use
• Responsive Technical Support



Deployment
• New Windows 2000/Word 2000 image
• MacPac installed as part of base image
• Template and database updates pushed to user 

pcs using Zenworks during login



End User Training
• Train-the-trainer provided by MacPac during 

intial install
• Secretaries received 5 days of training for all 

applications 
• Approximately 3-4 hours spent on MacPac 

templates and numbering
• Two attorney classes (View/Print only and 

Editing Documents)



Integrated Applications
• Docs Open 3.9.6
• MacPac Contact Integration with GroupWise for 

Letters, Memos and Fax
• Workshare 4.5
• DocXtools



End User Reaction
• Wow, this is easy to use
• Loved numbering, especially continuation styles 

because they brought uniformity to the document 
and cut down on searching for styles

• Templates organized based on Practice Area
• Template special macros



Template Customization
• Administrative Partnership Programs provides on 

site admin training for customizing and 
developing as well as support

• Template creation, maintenance and modification 
very easy

• MacPac assistance needed only for special macros 
or complex templates

• VBA knowledge not required



Numbering Customization
• Numbering creation, maintenance and 

modification very easy
• Enhances Native Word Numbering
• 68 firm schemes to choose from
• Easy to choose scheme and modify, if necessary



Working Outside Office
• MacPac is maintained using a database, template 

and boilerplate files
• For laptop users, all files are stored on the local 

machine
• Users may also access MacPac via Citrix or 

terminal server



End User Favorites
• Users can save favorite templates
• Users can save favorite  Pleadings
• Users can set favorites authors and author 

preferences for letter, memo and leadings



Continued Education
• On-demand refresher classes
• Class duration depends upon request
• Most requested refresher class is MacPac 

Numbering



Firm Favorites
• MacPac Numbering
• Underline Last Line of Paragraph Macro 

(Awesome for Pleadings)
• Scheme Macros
• Contact Integration with GroupWise
• Attach to 
• Reuse



Wish List
• Easier way of changing from one template to 

another
• Dynamic Document Assembly
• Author Preferences for all Templates (including 

Vedder Price templates)
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