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Payne’s Numbering Assistant

toolbar for Office 2000 to 2003

e | Sub-2~ | Embed Hdg | 9T | ¢% | €& | Insert TOC | B 2




u— Payne Consulting Group Numbering Assistant @g

Filter Mumbering Schemes By: (image is not to scale)
Al Murmbering 5chemes i 1. Heading 1. This is how this hesding will |
Default Sch inzertad into the dooument. .
efau EMme
= 11 Hezding 2 This iz how this hezding will zppesr

when inssrted into the dooument. ..
1.1.1 Hezding 3. Thiz iz how this hezding will
appear when inssrted into the dooument. ..
{2} He=ding 4 This iz how thiz hezdinz
will zppesr when inserted into the

Available Mumbering Schemes:

General Mumbering (1a)
General Mumbering {2)

General Mumbering {2a)
General Murnbering (3) document

General Mumbering {3a) (@) Heading 5. This is how fhis

Lei al Numberni i.?_' Leuelsi neading will appssr whan
Legal Numbering (3 Levels) inzertad into the document....

Legal Mumbering {4 Levels) (1) Hesding 5 This is how

3

E

LG Agreement Headings > this hesding will appear
. . when inserted into the
Dezcrption: dooument

Basic legal numbering scheme, with first three levels being

: . £ Hezding 7. Thiz iz
legal-style, and the remainder general numbering. thiz heading
will zppecr when
Options: insarted into the
dooument...
I Automatically number each paragraph _ _
. i Hezding B
"] wrap text to margin on all levels This iz how
I "] Double-space numbered paragraphs thizs heading
will ppesr
Update Celete
Capture Mew .
. . = Selected Selected
™ Insert Comment Indicating Scheme in Use Scheme =rcheme ccherme

Y



i 1= Legal Numbering (3 Levels) 1234567 &9 | Restart | Continue | Modi * | Reset Scheme | Sub-£~ | Embed 1 | o7 Insert TOC | R

"B Icanclick onthe 1, 2, 3, etc to get the Heading

1. Style Heading 1
1.1 Style Heading 2
1.1.1 Style Heading 3
(a) Style Heading 4

: (i)  Style Heading 5

u— Payne Consulting Group Numberning Assistant |£I

Efc.. Press Ctrl + Alt + 1, Cirl + Alt + 2, and so on, for each numbered Heading level

desired.

[ Don't show me this reminder in the future.,

Ok




Embed

Heading , Resets Heading in L€ 09

Level PC: ntinue Formatting Current Ll .

choices eviows to Original Paragraph

AN
d ! Xl N Y &
§E|iUr-recD;|rnzr:d Scherne) «|/12 3456789 Restart | Continue | Modify Hdg » | Reset Scheme | Sub-#~ | Embed Hdg | 9 | ¢F
-

Current Style
Paragraph Separators

V¥

t| Subtt~ | Embed Hdg | 9] | §% | @@ | InsetToc | @ M

Embed Insert Single
] Heading in or Multiple

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

What's unigue to MacPac and Payne is
the “Embed Heading” in the paragraph.
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Payne’s Numbering Assistant for
Office 2007

Home Insert

Page Layout References Mailings Review Metadata Assistant Add-Ir

== Active Mumbering Scheme: {= Restart ! B | =l 1= r_—: == |_{E'\.' %Q\
= . - : {52] = == X!
[Mo Scheme Has Been Applied) 7% Continue I | 1= ==
Numbering Customize —  _ . | Position | Other Reset
Assistant | 12 3 4 5 6 7 8 5| MNumbering U= = [ - Scheme
Apply Customize
Add-Ins LG Forms Search Commands Nitro PDF | Numbering Assistant |
% Sub-Mumber - > =
N Tetmar ® @
i Embed Heading
1 Reset Style Insert About Help
Scheme Separator~ TOC~
ListMum Table of Contents Help




u— Insert Table of Contents m 09

Specific

Mumber of heading levels to indude in TOC: IB j levels. .

- Indude non-heading styles marked with
Qutline levels {ji.e., Title styles)

[ Indude manually-marked TC fields

TOC Formatting Options T TOC Setup/Placement Options

[T Center Level 1

[~ Do not show page number on Level 1

[ Underiine Level 1 u— Insert Table of Contents @'ﬁ

r Exdude direct font formatting
{i.e., baold, underline, italics)

. . _ |7 =l Spedific
Mumber of heading levels to indude in TOC: 3 | ;l levels. .

[ Hyperlink TOC entries

r Indude non-heading styles marked with
Dutline levels (j.e., Title styles)

| [ Indude manually-marked TC fields

Ik Cancel | Help

TOC Formatting Options T TOC Setup/Placement Options

--O insert the Table Of Select location to insert the TOC:
Contents, just click on [Curent arsor poston E

[T Indude section breaks

th e I n Se rt TO C i CO n O n [v Insert "Table of Contents” and "Page” headings

[T "Table of Contents™ ALL CAPS

the tOOIba’r’ make your [T "Table of Contents" underlined
choices, and click OK




| &l Hurnbering Schemes ~| AddaSecond Section | Heading 1. This is how this he

Scheme when insart=d into the dooum:
1.1 Hszding 1 This is how this s
when insart=d into the dooum:

Default Scheme

Available Mumbering Schemes:

= {z) Hzading 3. This iz how
EE”Eirr?ll N'-;mbfer"'l::gz':z_gﬂ:’ ) ar ppezr when inserted in

egal Mumbering evels R |
Legal Mumbering (3 Levels) @ ing 4 Tnizi

will zppeer when

Legal Mumbering {4 Levels) Adocument
LG Agreement Headings E 1) Hedinzs
hezding wi
LG Corporatel insarted ind

Loan Agreement Headings () Haad

- MT-GenMum2 - thiz 1

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.




Training

o 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.



09

Quick Reference Card is just a 2-gage hand out (created in-house)
Numbering Assistant Toolbar Quick Reference Sheet

7 [ 123456783 Retel Confiras | Modéyridg= | RaetSchems | Subs- |Embedtidg 8 ot @ mettoc T ] The following keystrokes can be used with this Toolbar:
Click on the w Numbering Assistant on the Toolbar,

ALT+SHIFT+HN = Brings up Numbering Assistant options

= B =hi Pasmiarng R T i |
— mm_ = (aven if the Toolbar is not “s=en’, it opans up the Numberng Assistant program)
Szarch through the various FHTH—.] rmage .ok o s
? B Hedeg | D b e bl s gy _ ) i
numbering sl to find tha i s | s CTRL=ALT+Enter or CTRL +ALT=H = Stule Separator (Hidden Paragraph Mark)
e plabile: Pt i) Sty DR R e
oma that {s CLOSEST to what yoy, | | S —) et e 2oty CTRL+ALT+4 (1 through ) = Applies Heading 1 through 9, raspactively
g B 1 Mt B i
(you can sasily modify it). ‘EE:::I: = w'". et B ALT = ¥ = Bringz up the Modjfv Heading aptions
Gaes of Tk reains e e I
Sradiambar (1) 4 Ml S = Bri 5 = :
Choosa what options vou want for :;.:.mu-,... -| e e T ALT + M = Brings up ths “Insert Tabls of Contant™ Option box
wour numbaring schama i e :;_-—_:'::':-.:::
gpanns m——— Use the Stuls Ssparator T mark to separate the Heading from taxt that is going to come right aftas
O by re e et Heslag b T
Dres e s mside the Heading
] Comibbersgnaion v ot e mir il e ke
Click on Apply Selected Scheme —— | |
™ gt Commapr Iradatg Schama e St

to apply it to the do tyou TOC CREATION: Click on Insert TO'C, choose vour options, and click OK. Your TOC will ba

) I ,- craatad.
ars in. Carcel | (2] I
R )
i 0 By Gt g,
- Create your own Numbering Scheme:
Click om 1 -9 raspactivaly on the Toolbar for the heading you 1. OR. you can prass Ctel + You can create new schemes in one of two wavs: modify an existing scheme and capturs it as 3
Alt + the numbar of the Heading you want to use. new schemes; or, open a document that contains a scheme that vou would like to use a
wvour owr, and capture it as a new schame. Once vou have one of those done, do this
Vou can modify he numberad heading styles using the co % displayad undar the Modify Choose Mumbering Assistant and click Capture New Scheme. In the Name of Scheme
Hdg button on the Mumbering Assistant toolbar. Tha first itam (Sheow Customize box, type the of your s » and press TAB to move to the ption of
Mumbering Dislog Box) will help you changs the mumbaring options (i.e., changs A to T) Scheme box. Tvpe a description to fit vour new schame Click Continune. Then Click OK
on the message that comes up.
‘fo | et Schoms | b+ Enbed
Show Customize Mumbering Dialog "
I = = B Share your own Numbering Scheme,
Heating po— Resas I]?Igiﬁgin ?%%fi’e 3and the document that has tha mumbering schame vou want to shara to someons alsa o tha firm
Ir_']:’gﬁ Pr=vious f:‘g?;;f %ﬁ% S-ta}.]:ma Thay opan up the document and than eall up the Mumbaring Assistant Toolbar Schems
! \ l\ "y I {Ctel + Alt + ). Choose Capawrs New Scheme and give it a name they can remember i
k5] : B0 B 836300 Aot Cofinen Modfyhidys et ichams Sbd= | Enbeitidy 0 o1 9 genTic R
= X 1 7 L3 N by.
Shaw Cusmm Restan _ Exhd Reglams:
Mumbeding plisd Ymhetnz Cusmmiz Listlum, Hiddm Insent Tableaf
Assistan g = Heading fiddin perazgh || Coensat
choices Schams Styles Curent il s S
Parzgrph smaranr ‘Traising Woed Naaberingodiar Nanbering Aniran QRDx




Payne’s Forms Assistant 02

(for templates)

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

e 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.
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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 1s customized to
Include your firm's logo, letterhead
and other specific information.
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Payne Forms Assistant — Some -

Product Features

«Contains letter, memo, fax, pleading, agreement, address and
label templates

Integrates with document management systems

eLookup 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
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llllllllll

’mjlsmu-:.rumm APow Cocpnenl  Aegpde Smait Dotumest Abéut Fadmi
b lran it fzim

Mocumentd - b reseh Wesd - =

) tome incen  Pagelwout References Maings feaew View Dewioper Adddns  Metadatsdssitad | Foms ssmtant | Mumberng Asitant @ - ©

el [ % =1 Gensrabe Enveicpes ) Prind Cotreet Page. s
@ E D0 @ @y @ :
4 Labeits) 4 Reset & Speiichech
Addres CraecB O hep
Document Blocks Dats Uty  Asstant | Assmtant o3 Creaie bladl Merge Source Eommands -

Eheading
|P Laisnch redww plesding.

File Plewy Asaindant..
A} Launch e de-cument wilh
Fajne File New Aisictant.

i AdduilEnt

Addrrii Aigikan

Payne’s Forms Assistant

Another easy to use
Ribbon in Office 2007




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

— T
@ File New ESRECE “x=
Template Categories: Svailable Templates:
] Favorites 1] Agreement Assistant
[] Fiam Templates 9| Bates Labels
[v] Forms Assistant | Blank document
[¥] General IEJ California Supenor Couwrt
E _ IEJ Fax
[¥] Pleading Assistant ¥ Generic Pleading
@ Letter
¥ Memo
#| N Supreme C
lﬁj Superion Court ﬁ

9| U5 Banknptcy Cout
] 1S Digtrict Court
IE] US Suprerne Cowrt

Word's File New | -+ — 0K Cancel |




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

Task Pane

| | p——y =
| RS .= RecipientDetails
= Docwment Dptions
3 Sender Detalls
i
; Telephane -
Fax - —_—
s C Eme
Recipient List T
[ outieok S Firm
R tipoent Adaess e *
WMy lame Smish, AEC Company 111 3o Awe, Seaitle, WA SE101 To | =
Karen Walker, ABC Company 421 Frond Street, , Somewhere, , Snogual.. [To L ==
Fred Janes, New Campany 855 Lanaers 5t Portiana, OR 1245 o &
Garret Byers #44.5658 153nd 51, Surmey BC VISIKL, Can.. [To -
Save Get 2 =
B E Remave All
Lot Sahuatons |
Deas Mz, Senith, Kiaren, Fred and Gamet: -
| Autiingert Sahaataon Geretic (Fie Sahastion) 1]
Enciosures L ressm—"
Attachment -
L assnask Dinild —— S,
( ) Payne e =
1 Saged et Last
: Fé Group Document fats  Document Dats  Docoument Dats Lo o« i
B

Faims astant | Humbering Auktant B - 7 X

2 Prird Cusrerd Poge _‘Fi

=i Redet & Spehrhec

Oaheer
Command -
“ — —
Forms Ssvistard L &
Dooumend Input Opbiong -
| = h_“ Hide Unesed |
Reipient Detuiy
| Asdfam
| Cuticak |
&dd fram Cleat |
| Employess | | Recigients
| Gt Swroed Lyve Carrera |
Recmierts. | | Recipants |
| Musteinent salutntien
| Muttiphs reciplents aome colum
4 V| Eacnibee on BT own pace e
Dooument Details
Gef Lagi Doc | | Save Doc
Data | Data
Get Saved Doc | | Chear Doc
| Deta. | Dats
| Erecaranes ipthernems
Circullar 730 taw disciaimer
Paimiry Gerider Chelaily
Feraier LooKuG:
Eepers, Tara e
Lk Sender
Tary Byery - Iﬁ
; Imciude in letteshead. .
w| Frmme [ Tate Credentisl

|| Drinect Tetephone » -




. . | ] :."..fog
The option Is there to save the s—pesh

recipient list; add recipients to
Outlook, etc. It’s linked to the
content controls with Contacts

Company

Delivery Address | Busines

Telephone
Fax
Add To
E-mail = Outlonk &
Recipient List B 7’
2] outlook & Firm
Recipient Address Type fe,
s, Jane Smith, ABC Company 111 3rd Ave, Seattle, WA 98101 To [l
Karen Walker, ABC Company 5421 Fromt Street, , Somewhere, , Snogual... |cc | —_—
Fred Jones, New Company 555 Landers 5t, Portland, OR 12345 o 5_
Garmnet Byers | #44 5688 152nd St, Surrey BC V353K2, Can... |To
| i Get o Edit Lemove 1
|H% Recipients I remove/Edit - !“_F._n.c-._ - Remove All
Letter Salutations B
Dear Ms. Smith and Garnet: -
V] Auto-insert Salutation [7] Generic (No Salutation)
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The option iIs there to save document el

data (information) for shells of letters,
forms, etc.; and you can also save
paragraphs, graphics, etc. for reuse In

other documents.

=
Letter Input Form
1: Resigiient Detaiks f' SenderDetails .
L Document Dption: Sender .
3:Sender Detalls. e SN
Seridor Looop l:‘”:‘_?_?_ —— | Gilman, Kaen -}5
= fia e
Tile Business Paralegal
Initiss | 19
IDwect Dial 84
Direct Fax
il Addieii o

Forms Assistant v X
Smart Blocks

Spmators Optionc | P e Firm Smart Blocks
Sender Lint e | My Smart Blocks
Mame 0 Telephons [ | . , .

Recently Used
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Softwise Innova 1r1nova‘"

ooooooooooooooooooooooooooo

Michelle Spencer




Bracewell & Giuliani LLP

 Michelle Spencer, Training Manager

Austin, Texas
— Approx. 400 attorneys, 900 users, 10 offices

e Used Innova while at Brown McCarroll
LLP

— Austin, Texas
— Approx. 200 attorneys, 400 users, 5 offices
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Background

 Early adopter in 2003
* Migrating from WordPerfect to Word

— Standardization
— Using Word Styles

 DMS Integration

— Client/Matter Numbers
— Document ID

e SQL-based
 Friendly User Interface
e Ease of Maintenance
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Third-Party Integrations

* Interwoven
* GroupWise
e |[nterAction
e RightFax

e Deltaview




Interface In

Innova Menu

Innova |

Mew Document

Open QuickFill

User Profile

Insert Contacts ]

Docurnent Management b

Litigation b
Numbering Toolbar | Todks ¢
Definelselect Createl
Mumbering Fommat pdate TOC
+ +
: il Headng *I12345.E?§%**Illml
I | | I
Change Active | _ | Mumbering
Design Apply Heading # Level  Promotel and TOC
Demote Level Litilities
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Interface In

Home Insert Page Layout References Mailings VIEW Vi
D e BB
New Open Current MNew  Create Create Inim Print w/o Set Doc
Document QuickFill Doc Doc Envelopes Labels DocID DoclID ID Default
I n n Ova _Ne-.-.- Document | QuickFill Insert Contacts

Document Management

R i b bo n Documentl - Microsoft Word

Add-Ins Innova Numbering

New  Bates Special Side Page Adjust Caption User Footnote Symbols
Pleading Labels Footer Bar Borders Borders Profile Utilities '

Litigation Utilities

Numbering Toolbar

Innova Mumbering

§ Numbering - | B8 QuickFin - | [T ToC -

L1211l (=] [e] [Z] [e] [o] [<] [



209
QuickFills

« Numbering

— Preloaded with 8 Public Schemes — Fill in a dialog once and
— Personal Schemes reuse it over and over
— Can be shared — Use a Letter QUleFI” to

fill out a Memo

— Contact information is
dynamically linked to
Outlook or InterAction

— Assistants LOVE them!!!
— Can be shared

— Native Word Styles

— Can create from Heading Styles in
existing documents
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Numbering Simplicity

e Orpen QuickFill

[ Favortos Folder | Update | Croated RRTICLET, <
' burmbering X Adminstrator s
Inkerrogatory hhumbering A Fudminkstr ator (il
Litigation (1} Mumbering % Administrator
Litigakion (2} Bhrckeriog % Adiator
Likigation (CA-1) Hurmbering % Adwinitrator
Litigation (CA-2) Hurebering X Adwinistratoe
Requast for Admis...  Numbering X Advinitrator
Feequest For Prod...  Bumbaering e ity dtor
4
‘ 3
1 [ Preview QuickFill ]- Retriewe Options |M.u'tmrhu|:up;nnm'he ;' IT
Preview:

Pane
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Numbering Simplicity

[L] - gt ! 2 | 3 4 i 5 | A i ey
Titl
e HEADING DESIGN
Heading 1 L. THI= I3 AN EXANMPLE OF THE LE
OF THE LEVEL 1 3TYLE. THI3
Add Mew
Heading 2 A This is an examnple of the Lewvel 2
style. This is an example of the I S Clear
Heading 3 1 This is an ple of the - Mumbering Information
Level 3 style. This is an Text BeforeMo.: |
Heading 4 a This is an exarnpl 3 Murmbering Skyle: JIJ I I0L, IV, W L L]
of the Level 4 stylf | |5
5 Texk &fter Mo, J
Heading 5 i This is an 7 _
example o g Fallow Mo, With: {Tab _:]
Heading & (4 Thi S Style That Faollows: ]Budy Text 2 _v_]
is 5 [T Restatt After Highet [~ Right Align. [T Legal Skvle Mumbeting
Heading 7 1y Conform Fant For Styles in this Design ] Mumber Font ]
Heading & Cpen QuickFill I Save QuickFill J (04 | Close I
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TOC Creation

* Pick your location

— Awvailable Skyles 1 Properties For TioiZ 1

e Decide what to IS v e 3

—_—
|w|Heading 2

Include s ewen [

| |Heading & =
[ IHeading & Eallows Mo, with: iTab _'j

- Style and Level E.Heading?

~|Heading &

— Portion of Heading Ceadngs 8 1 =
. o, Dok Leader: Yes 7
— Styles and/or TOC Codes s M= ||

Location of TOC: Biuild ToC Fram:

[ O pti O n S to re m Ove [Top of document v | |Styles only -]

Fun TOC Lkiliky;

F O N t F O rm att i N g | not automatically run a Uity R

[~ Remove Undetlining | RemoveBoldng [ Blank Page before TOC

d T P | Merg TOC HeaderFooter text nto Document Header [Fonter text _
Sets. up OC age open QuickFll | save quickel | Clear il JIT] Cancel |
* Option for Cover
Page
e More QuickFills!!!

Page Mo.: 1\(35

L]




Document Creation

m Hew Document

File e

X

dH & Mame ! Date Modified ] Size !
#1120 Administration Innova Certificate of Service 612[2006 11:35:46 AM 24
g Ba”kr”':'t'_:*"l Innova Fa 62/2006 11:35:24 &M 12
£ = E':'mmer:'a Innava Letter 8/9/2006 4:41:04 PM z
= HE:E:I:E'RZSDMES Innova Letter (Litigation] 6/7/2006 2:31:42 PM 21
A5 Information Services Innova Letkter (Mulki-Office) 6f2/2006 11:34:56 AM 12
43 Litigation Innowa Memo 6i2f2006 11:35:12 &M 1z
i E] Work in Progress Innowa Pleading 12/Z9/200z 11:47:06 AM ]
R T Innowa Srark List (Sample) 6/12/2006 10:23:40 AM o
Innowa Yerification (aktkornesw) af2/2006 11:36:04 AM 12
Innova Yerification {Corporate) af2/2006 11:36:16 AM 12
Innova Yerification (Executor) Bf2/2006 11:36:32 AM 12
Innowa Yerification (Individual) 6f2/2006 11:36:46 AM 1z

Mews Blank Doc Cpen QuickFil Mew Dioc Close

109



Document Dialogs

e Familiar Interface

To: |y &[Insert Contact] Location:

¢ L O Cat i O n f i e I d From: |1 &[Insert Contact] e

Tokal Pages:

|
|
|
[ C I i e nt/ I\/I atte r fi e I d S cc:  |i"S[msert Contact] el : I
. BCC:  |) 4[Insert Conkact] |
* Send to Fax option |

Re:

e QuickFill buttons

Cu:unta_u:tsl Qpen Q_Fl Save QFl Send to Fax 2, | Cancel'




11209

Contacts Viewer

Contacts Yiewer

 Familiar Interface ~ Contart Managers
- All Conkacts
® Llnks @% Outlaak:
[+ Personnel
— E-mall s
— Personnel Database

— CRM Database
e Dynamically Linked R B

¢ Favorites

m
M
m
L
T
H
—
=
=
=
=
=
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Document Management
Features

¥ Innova Document Manager Administrator

—Document Manager
—=nad m Insert Doc 1D
— Doc 1D Lozation
—Doc ID Options " Mo Doc (D
Default Location: Allow Location Change (for individual documents): {* Every Page
IE‘:.HEH,-I Page ;I ¥ Every Page [ First Page Only ¢~ First Page Only
Default Layout: ¥ Mo Doc ID [v Last Page Only " Last Page Only
IDm:ID ;I ¥ End of Document = End of Document
— Doz 1D Layout
~Update Doc ID Y
Initial Save: Save: Save As: |Li|:urar_l,lN urnberersion ;I
I.ﬁ.sk Alwarys ;I INeuer ;I I#Jways ;I LIB 99955 9
Cpen: Print:

IIFExists ;I INeuer ;I
Layouts | Save Close




Training/Support

e Initial training

e Train basics of Numbering,
QuickFills and TOCs In 1 hour

e Train Documents, Pleadings
and QuickFills in 1 hour

e Attorney use
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Administration

e Initial setup and training
e SQL-based

e Contacts

e Personnel

 Client/Matter Data
 Maintenance of templates
e Support Portal



Reference Information

o WWW.Softwise.net

e 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 ESQUIRE

nnovations, Inc.

Damian P. Burdette




Taylor, Porter, Brooks & Phillips

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

e 80 Attorneys, 170 Users, 1 Office
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Background of Macro Packages
o 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

e Decided to revisit market for options
— April 'O7 iCreate, iDoclID and iRedLine were deployed




Top 6 Required Features

e Intuitive User Interface
e Ease of administration

e 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

 |n anticipation of the upcoming changes
we visited with vendors at the '06 ILTA
Conference

e Determined which vendors we wanted
follow-up demos from

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

e 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, IDoclD and iRedline using push
technology

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

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

 Template and database updates to local PCs occur

doinﬁ login or manuaII‘ with sync utility
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Training

* Train the Trainer was provided by Esquire after
the backend deployment

e Training for the staff occurred the week prior to
the iICreate deployment

o Staff participated in classroom based training
that last 1 to 1¥2 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.

e |DoclD DM Integration with Interwoven
FileSite and DeskSite, but also integrates

with OpenText, WORLDDOX and
NetDocs



End User Reaction

e Overall acceptance was great

e Ease of use was remarked on In the
majority of comments

e Some of the success would have to be
credited to the users’ familiarity with
Word

 Minimum follow up training was needed



Features — Template Customization

o 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 Iin-house. Occasionally we
will outsource a dialog box change or
advanced template creation to Esquire



Features — Numbering Suite

o IHyperstyles Numbering (part of iCreate) offers
a numbering suite tied to Words native
numbering

o Appears as a toolbar in 2003 and a ribbon In
2007

e 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

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

e Our advanced users take advantage of
these functions



Continued Education

e 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

e Outlook Contact Connectivity — especially
to their attorney’s contacts




Firm Favorite Features

Numbering Suite Toolbar and Ribbon
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IEncore - 2003

iEncore Profile

M ame
Johin Smith

Cliett b atter
1111 |nnnm

Ok | Concel (e —

Tools

Local iEncore Entries for Letter

Client Na. | tdatter No. | D escription | Last Modified D ate/Time | Authar
1111 0ol John Smith TAB/2009 - 8:45:38 AM  Train 1

Users can share iEncore )
—( §huwGIubaI| Delete

Fill-ins with the firm
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IEncore - 2007

pr—
iEncore %|
Hame: | Tirn H ; rgat Hunter
Description:
Client Number: | 77700 L]
batter Mumber; 0002 | E]
[] Alow everyane to uze this entry
i€ iCreate 7
[Camaston | [ oo | k-1
All Templates Client No.: lIIE] Template: |[AII] v| Show Public Entries
Recent Templates b atter Mo.: l:l E] Author: | [l v | ] Only Shaws by Entries Dielete Selected Entry
\word Templates Mame Template Cliert # I atter # Dezcription todified Public
iEncore
. . iCreate Training Letters 33400 oom Letter to new client B/15/2009 3:0... | Rabinowitz, Davi.. Mo
iCreate Settings
Tim Raines vs. Margat ... | Pleadings Fron onoz EA7/2009 8:1... | Rabinowitz, Davi.. Mo
Staff Meeting Memos 33400 000e BA7/2009 81... | Alerander, Merle Mo
Henderson Deposition Fax Cover Sheet saa00n o0z FAE/2009 3:4... | Rabinowitz, Davi.. Mo
Transcripts Fax Cover Sheet FEIOO onoz2 7642009 3:4... | Rabinowitz, Davi.. |Mo
Goren Digcoverny Fax Cover Sheet saa00n oom TAES2009 3:4... | Rabinowitz, Davi.. Mo
Robert Goren ws. Elisa... | Pleadings aag00 oom B/A17/2009 2:0... | Rabinowitz, Davi.. |ves
ILTA Conference Letters 99900 oom Letter about ILTA present... | BA7/2009 8:4... | Fabinowitz, Davi.. |Yes
iCreate Training Memoz 33400 oans TAES2009 34, | Rabinowitz, Davi.. |ves

Author: | B abinowitz, David J. V| Tupist: |Abelson, H. Edward w [ Ok ] [ Cancel




Outlook Contact Connectivity - 2003

Document Info

Addressees:

84[%t|

BCC,

Letter, Template

Addressees

Letter Info

| Fil=  Wiew

TSR

— Outlook, -
Fast Find 1 Advanced Find Iﬂl
New Search |
First Mame: Im
;I Cloze |
Last Mame: I

Compary Mame: I

Time: When:

iEncore
Ev“’| E|

Cancel |

.

I none

;I I yesterday

El [~ Al Contacts

< Back |

Results:

Contacts to inset:

Select Folder

| B
—

—

Al (E

Philips, Hary J.

Folders;

=2 (@' Mailbox - Damian P, Burdette
ﬁ Calendar (1)
= |83 Contacts
&4 Personal
‘@ Deleted Items (57)

DaMIAN BURDETTE

A Drafts

= inbox 8oy

Journal
F_a Junk E-mail [7]
|| Motes
(= Outhox
E Sent Items
& Tasks
= @ Public Folders

Ny )

[

i

| €

K
Cancel

Mew. .,
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Outlook Contact Connectivity - 2007

# Letters Options

Document Info

Set Cptions for iCreate Letters template, — ! - -

Addressees |
Letter Info Addressees
Show All Search
Contact Folder:
= 4 Dutlock A First Warne: | |
[ Public Folders
[ Mailbos - Esquire Supp — Last Name: | |

= [ Mailbos - Judpe Reyne—
|85 Contacts v

< M | 3 |[ Frd ][ AddManusl | [ Clear |

D p T svlor. P Burdette, D amian [IT aylor, Porter, Bre

Tanner, Phil [I]Taylor MeCaffrey)

Compary Mame: |Tay|or |

Bee.
[liCreate Dacument as MailMerge | Salutation: NickNarme, " |
[ Inehude Ce's in Mail Mearge Doo Do |
[ Include Bec's in Mail Merge BarTaman.

[ Save Encore ][ Retrieve IEncare ]




Wish List

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

« Easier way to make IHyperstyle schemes
and Numbering schemes global

e 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  [BETMLegal MacPac

Cindy Foellmer



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

Vedder Price P.C.

e Cindy Foellmer, Software Analyst
e Chicago, IL
o 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

e In-house maintenance and customization

e Standardization of templates and
numbering styles

e 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

e Secretaries received 5 days of training for all
applications

o Approximately 3-4 hours spent on MacPac
templates and numbering

e Two attorney classes (View/Print only and
Editing Documents)
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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
e 68 firm schemes to choose from

e Easy to choose scheme and modify, If necessary




Working Outside Office

 MacPac Is maintained using a database, template
and boilerplate files

e For laptop users, all files are stored on the local
machine

e Users may also access MacPac via Citrix or
terminal server




End User Favorites

« Users can save favorite templates
e Users can save favorite Pleadings

e Users can set favorites authors and author
preferences for letter, memo and leadings




Continued Education

 On-demand refresher classes
o Class duration depends upon request

 Most requested refresher class i1s MacPac
Numbering




Firm Favorites

 MacPac Numbering

 Underline Last Line of Paragraph Macro
(Awesome for Pleadings)

 Scheme Macros
e Contact Integration with GroupWise
e Attach to

e Reuse




Wish List

e 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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