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INTAKE FORMS DO THE LINKING FOR YOU

PLEASE NOTE THAT THE INTAKE FORMS THAT COME WITH ABACUS MAY NOT BE SUITABLE FOR
YOU IF YOUR DATABASE IS CUSTOMIZED. To create a customized intake form, please follow the directions
in your Abacus manual or call EsqWired Computer Consulting for customization

arLDdE

Fill
Sav

in all known fields
e when done

Click on INTAKE icon on your toolbar (or click on MATTERS, INTAKE FORMS)
Click on desired intake sheet

All your Matter and Contact information (as well as events if you desire) will be
entered into Abacus with the appropriate links:

oy
Intake

Conflicts  Call Mgr

Adoption Case Intake Form

Civil Case Intake Form
Corporate Case Intake Form
Criminal Case Intake Form
Divorce Case Intake Form
Entertainment Case Intake Form
Personal Injury Case Intake Form
Probate Case Intake Form

Real Estate Case Intake Form

Woarkers Comp Case Intake Form

v B e

Date Ca

Intake forms can be customized to exactly match
any or all of the fields on your custom matter
screen

You can set up multiple linked contacts on the
intake sheet.

You can set up must-do events or statute
deadlines, etc.

This way, the person who does the new matter
intake cannot miss calendaring an important
statute, deadline or linking a contact

If you would like to get custom made intake
forms, please follow the directions in your
Abacus manual or call EsqWired Computer
Consulting for customization

Sample Bankruptcy Intake Sheet fills out all desired information and links contacts and important calendar events
(see entire sample BK screen on Page 6). Please note intake sheets are available ONLY once, upon intake.

Intake Form: Bankruptcy

Matter |

Last 4#s Debtor's S5#
Type of Case

Hilton Resort/Location
Hilton Acct#

Our File#

Attorney

Case#

Court

Chapter

so1

Ch 13 Plan/Timeshare

Petition Date | | /

341 Meeting | | /

Proof of Claim Deadine | / /
Confirmation Hearing | |/ /

Discharged

BK Estate Closed

Pet Date Mtg Arrearage
Est Vialue Timashare
Petition Date Mtg Bal

Post Petition Mtg Amt Due
Petition Date HOA Bal
Post Petition HOA Bal

HRC Bal. Due

HRC Monthly Mort Payment
HRC Total Months Deling
HRC Total Late Fees

HOA Total Bal Due

HOA Earliest HOA Due Date| / /

Please enter information about the case

| [ check for duplicates |

=
BANKRUPT |2

E—

BIBIB

Customized intake sheet that
exactly matches customized BK
matter

BB BB Bl B

Please enter contact information for the DEBTOR 1 below

Last nama | NG | [ check for duplicates
First name |
Spouse \ STaRys ‘ ‘2
Dear |
Addressee

Street Address 1
Street Address 2 |
Street Address 3

Names are
automatically linked

Zip [~

S —
Home hone
cotprons |
Fax Number \}-—‘

Ermail address / |

Please enter contact information for the ATTORNEY FOR DEBTOR 1 below (or click CHECK FOR
DUPLICATES if the attorney is already in contacts)

Last name ‘ | | Check for duplicates

First name | |

Dear |

Addressee
Street Address 1

Street Address 2

Street Address 3
w
w  Jewe[ o
Work Phone H—‘

Home Phone [[ )
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II. ADDANEW CONTACT

1. Click onthe CONTACT icon on your toolbar
To make sure the name is not already there, click on the NAME column and type

name.
Then click on ADD*

Click on SAVE

o g b~ w

Type desired information

To add new names, start again on step 1 (no need to close the one you are on)

*SMART SCREENS NOTE: If you are using “smart screens”, make sure you switch on

your options (on each person’s desktop) to be prompted for the correct “smart screen”

User Preferences for ML

1Userlnfo 2 Appearance \ 2 Printing/E mail Program | 4 Queries & Miscellansous \

File, Setup, User Preferences, Appearance tab
(e e

[ ok ] [ cencel | [ Hep |

Screens Defaults
Names | ORIGINAL Default Note type: =
| e Default Link type: 7
e Default Event fime:
aters
E—— Mew Phone oalt @In  ©0ut below.
it
6 Classic kvent soreen Matter notes: Init linked name
[ Minimize new Events on save
[#] Mew Name: Frompt for Class Code B'UWTS B S —
ve[Dsan o
New Matter, Prampt for Case Code ne stie: |Delauil
Use wallpaper backgrounds Fonts
Backgroundprofle_| CLEAN,_BG [ Labels [ npufieids ][ Browses | t

If you would like to get your Abacus completely
customized to your own practice with SMART
SCREENS, please follow the directions in your
Abacus manual or call EsqWired Computer
Consulting for customization — see some samples

Each category or “class” of contact can have their
own screen — Doctor, Adjuster, Attorney, Client,

Sample Adjuster screen

Sample addition to a Client screen

1 Standard l 2 Motes ] 3Linked Matters ] 4 Linked Events

Class ADJUSTER [

Last name | Lopez
First mame | Maria

D 10

Dear Mz, Lopez

SLinked Docs | BLinked Names |

work  [[B00)340-802
Diect L1 -
Fax [cr-—
Cell [cr-—

PERSOMAL INFORMATION

D.0B [ir |
Hoe 0
Gender l:l.i.

Crriveer LicHAD

Emal | = ; j I
Social Security l:l
Aduster | Maria Lopez Primary Language =)
g, Ba, | Zurich Marth America Brerefioo < R :
Address | P0. Box 628210 v =
| Legal Status I
Zip 32862 [ Marital Status l:l_:_
City Orlandn st[FC [ Children ml
Sample Doctor screen Sample addition to Judge screen
Class [DocTorl |- BILLING INFO [if different from Doctor] Assistant Info
Last name | Bt | | Name |
First name -
o EirE— | | Teephone  [1] -
Dear Cip/State/Zip | ] Email [
DOCTOR INFO
Main [
Mame of D, | | Direct [ -
Gits | ‘ Fas Ll SCHEDULING CLERK INFO
Addiess | ] Email =
| | § Mame [
— RECORDS CUSTODIAN INFO (if different from Doctor) 0
Zip | o Contact ] Telephone -
Ciy 1 =[]« Firm I ] Ermail [
Main [ Address |
Direct Ll - City/State/Zip ]
Fan [1- Main [ -
Cel [ ] Direct i -
Email [ = Fa [ -
Email [ =3
Experttiss | I

L —
Tax D
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[11. ADD ANEW MATTER

1. Click onthe MATTERS icon

2. To make sure the matter is not already there, click on the Matter column and type
name. Or, you can click on the File# column and type a number. If it is not there, go
to the next step

Click on ADD*
Type desired information
Click on SAVE

To open the new matter on the screen, click on OK (then to link a name, go to step 6
below)

*SMART SCREENS NOTE: If you are using “smart screens”, make sure you switch on
your options (on each person’s desktop) to be prompted for the correct “smart screen”

o g b~ w

File, Setup, User Preferences, Appearance tab | Ifyou would like to get your Abacus
User Preferences for ML % [E5d| | completely customized to your own
1Userlnfo 2 Appearance ] 23 Printing/Email Frogram ] 4 Queries & Mizcellansous ] praCtiCe with SMART SCREENS,
please follow the directions in your
Sereens Defaults Abacus manual or call EsqWired

Names ORIGINAL Default Mote type:
Events | ORIGINAL Default Link type:
Default Event time:

MHew Phone call @ In Out

Matter notes: Irit lirk ed name

Computer Consulting for
customization — see sample below

BB

| Usze classic Event screen

Minimize new Events on save
Browses

| Mew Mame: Prompt for Class Code L T
ine style: | Default hd
I [¥] New Matter; Prompt for Case Code g Stad
[¥] Uze wallpaper backgrounds Fants

Background profile CLEAMN._BG | Labels || Input fields || Browses|

| Cancel | | Help |

o
-

Sample Bankruptcy screen
1 Standard ] 2 Maotes ] 3 Linked Mames } 4 Linked Events ] 5 Linked Docs | & Emais

Lase Code e Financial Info
M atter [ | Est Value Timeshare
Last 4 digits of Debtors' 558 l:l Petition Date Mtg. bal
Hilton Riesort Name/Location [ | [Fetiten Deta (g aneerge
[EET—— l:l PDS.t.PelIlIDH Mortgage Amt. Due
A 1 Pelition Date HOA Bal.
Atomey [ Past Petilion HOl4. Bal
Cosl — P
— Tt b
~
Lt |:| 5 - tonthly Mortgage Payment
~
] — - Total Months Delinguent l:l
S0| Statement of Int l:l_'\
— Tolal Late Fees
Ch 13 Plan/Timeshare l:l-ﬁ
HGWC-HOA
TotalBal Due

Earliest HOA Due Date [
INFORMATIOMAL OMLY - please also calendar these dates! e s Rl
Peition Date i Total Years Delinguent l:l
341 Meeting A TotalLate Fess
Proof of Elaim Deadine -i- Opening/Closing Infa
Corfirmation Hearing i tJB Opened -2-
Digcharged 1 MJB Closed Il
BK Estate Closed I MJB Closed # 1
Discharged/Dismizsed l:l-:-
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IV.HYPERLINKS (for customized databases)

*1f your database has been customized with hyperlinks, you may have two different
types of hyperlinks:

1) A name-to-matter link on your matter screen which shows as “NOT LINKED” (this
is explained in the previous chapter LINK A NAME TO A MATTER, Step 5 above)

Client [nformation

Elient| anthony Pirell | Cliert Inzured Health |z | Mot Linked

2) A link on your matter or name screen which shows “NOT ASSIGNED”

RULE NUMBER 1 of LINKING — If you have a hyperlink, USE THAT FIRST
before you use the method described in the next chaper on “linking names”

How to use the NOT LINKED hyperlink:

CLICK on the HYPERLINK

A browse screen (names, matters or events) will appear.
DOUBLE-CLICK on the desired record

Accept the LINK TYPE that shows up — but you may type something more descriptive
the in DESCRIPTION (for example, if the description says “Plaintiff 1”, you may also
want to type “Driver” ), then click on OK

M w0 N oRE

To cancel the name from the hyperlink, you must click on LINKED NAMES and
UNLINK the name

How to use the NOT ASSIGNED hyperlink:
1. CLICK onthe HYPERLINK
2. A browse screen (names, matters or events) will appear.
3. DOUBLE-CLICK on the desired record
To cancel this link, right click on it, then click cancel, YES

*To have your screens customized with hyperlinks, please follow the directions in the Abacus
manual or call EsqWired Computer Consulting for training/setup of hyperlinks
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V. LINKACONTACT TOAMATTER

1
2
3.
4

10.
11.
12.
13.

14.
15.
16.
17.

Click on MATTERS icon
Click on desired column heading (MATTER or FILE#) to sort
Type desired MATTER name or NUMBER to find

Press ENTER when found (if you have HYPERLINKS, see 5 below — if you do not
have hyperlinks, go to 6 below)

If you have HYPERLINKS, simply click on the hyperlink, then click YES (you will
then be in the contacts database — highlight desired contact and click on OK, then OK
to the NAME-TO-MATTER link screen.

If you do not have HYPERLINKS, click on LINKED NAMES (page 3)

) Matter: Hatfield v Hatfield

<] HATFIELD % HATFIELD

1 Standard ] 2Mates| 3 Linked Names l 4 Linked Events

Find:

B Danforth, Barbara JUDGE__

C|Hatfield, Michael BILLTO Bill to this
C|Hatfield, Michael PLAINT  |Plaintiff
O|Hatfield, Michael CLIENT Client

CRipley, Thadius EXPERT |Expert witi
O Wiscoff, Alan

Descriptiol

Click on ADD LINK

To check if the name is already in the rolodex, type the name

If it exists, press ENTER and go straight to step 11
If it does NOT exist, click on ADD

Type desired information and click on SAVE
Then click on OK

For LINK TYPE, click on arrow and choose appropriate link type, i.e., CLIENT or
EXPERT

Click on OK

You will now be back in the MATTER on page 3.

To link another name to this matter, follow steps 6-12 above
To choose another matter, start at step 1 again.

NOTE: If you choose the wrong link type in no. 12 above, just click on EDIT and choose another link type
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VI. TOFINDAMATTER

1. Click onthe MATTERS icon
2. Click on desired column heading (MATTER or FILE#) to sort

Matters Browse

Find:

W) Cal. Computers v. Multimedia m

[C/Chin v City of Portland 12345
[C|Eagleson v Birdie SD-2007-101 MAL
[C|Eagleson v. Canter SD-2007-104 CIV

[]Empire v Pacific Dev. ComparSD-2007-098 CON

Type desired MATTER name or NUMBER to find
Press ENTER when found

If you make any changes, click on SAVE when done

o g b~ w

To go to another matter, just follow steps 1 through 4 above (no need to close current
matter window)

VII. TOADDANOTETO AMATTER

1. Clickon MATTERS icon
2. Click on desired column heading (MATTER or FILE # to sort
3. Type desired FILE NUMBER or MATTER name to find
4. Press ENTER when found
5. Clickon NOTES (page 2)
6. Click on ADD
7. Type desired note
1 Standard [ 2ZNotes []3 Linked Nomes | 4 1inker Euants | &l inked Dogs | 6 Emais | |
Add Note (B ] [7-|E)
Name: California Computers, Joey, Mar. 6 10
Time Matter. Cal Computers v. Mulimedia 6 SD-2007-107
Dl@!ﬁ' =1 EFivte
O |11/19/07 6:05p
O [11/15/07 6:02p SETOF|
O |09/11/0712:14pPHON [ MNem |
O |07/20/0711:48a [ e ]
Add] Type: 6 Date: 191/2/08 a Phone:
Minutes: ) T Time: 8:34p Operator ML
[ Ok, ] [ Cancel ] [ Help ]

8. Click on OK when done (your initials and date will be automatically stamped on the
note)
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VIIlI. TO PRINT MATTER NOTES
1.  While in the desired MATTER, click on the NOTES page (page 2)
2. Click on PRINT
3. Click on ALL for all the notes, HIGHLIGHTED for the note you are on currently, or
TAGGED if you have tagged noted (see check mark on left)
¥ Matter: IMain Street Center =P
g |i] MalN STREET CENTER
15tandard 2 Motes | 3 linked Mames | 4 Linked Events | 5 Linked Docs ] B Emailz 1
Huery |
£ Lo iotn gl et
|$ 10/23/0¢ 4:23p |Phone call to client*** we disc- arﬁenabﬁe toa mgéting
] oppoging parky
D55i£0f25f|}1 Print Options =
J$ 10/25/07 _
I:I$0'5;"19_;"I}I What Notes do you want to print?
O 09/18/0
C1$09/12/011 [ a1 || Highlighted || Tagged || Cance
4. Check that OUTPUT TO is set to PRINTER or SCREEN
5. Click on PRINT, OK
IX. TOPRINT AMATTERS OR NAMES REPORT
1. Click on the FILE MENU
2. Click on REPORTS
3. Click on NAMES or MATTERS
4. Click on REPORT
5. Click on desired report, OK
6. If necessary, click on QUERY and choose desired query (filter)
7. OUTPUT TO should be SCREEN to view (then print if desired) or PRINTER
8. Click on PRINT for whichever output option you have chosen
9. Clickon OK
If you printed to SCREEN and then want to print to printer, click on the PRINTER
icon on the toolbar and click on OK (you may also choose at this point to print only
selected pages)
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X. TO ADD EVENTS/RULES TO THE CALENDAR

From a matter

From weekly or daily calendar

1. Click on MATTERS icon

2. Type desired FILE NUMBER or MATTER
name to find

3. Press ENTER when found
4. Click on LINKED EVENTS (page 4)

5. Right-click on white area and choose ADD
EVENT or ADD EVENT FROM A RULE*.

6. TYPE IN DESIRED INFORMATION
7. When done, click on SAVE

8. If you chose a RULE, click on YES to create
the related events and wait while Abacus
generates the events (if you did not choose a
rule, you are now finished)

9. A confirmation screen of all related events
will appear — click OK when done

1. Click on DAILY or WEEKLY calendar icon
2. RIGHT click on desired time, reminder or to-
do section

3. Right-click on white area and click on ADD
EVENT or ADD EVENT FROM A RULE*.

4. TYPE IN DESIRED INFORMATION
. When done, click on SAVE

6. If you chose a RULE, click on YES to create
the related events and wait while Abacus
generates the events (if you did not choose a
rule, you are now finished)

7. A confirmation screen of all related events
will appear — click OK when done

o1

From monthly calendar

NOTE on scheduling trials with COUNTY rules

First you must schedule the state trial rule
(CATRIAL or CATRIAL2).

Then ADDITIONALLY, you must schedule the
COUNTY rule (TRIAL-LA, TRIAL-OR, etc.)

The easiest way to do this is to CLONE the state
trial event you just created and change the
WHAT to TRIAL-LA (or whichever county as
appropriate) then click on SAVE

It will look like you have two trials scheduled,
but you don’t so you must brief the rest of the
staff to understand this

<ALz Add Delete

Tuesday, December 2, 2008, Today
AMSKEF  |[a] ams KeF
CATRISL [ Trial

who
“what

when  12/02/08 (Al at 830 far 400 15 hows

wihere  LASUPER " Loz Angeles Superior Court << Less

Dept 15%*<Form: G:v4bacus\FormsyMotice of Trial dat> <\'\
Mame Eagleson, George " Fricrity

13

Type
Matter  Eaglezon v, Canter
SD-2007-104

Private

Eill Farm Gluery

Remindesrs - 0 0

Index | WHEM ML

1. Click on MONTHLY calendar icon

2. Right-click on desired day and click on ADD
EVENT or ADD EVENT FROM A RULE*.

3. TYPE IN DESIRED INFORMATION

4. When done, click on SAVE

5. If you chose a RULE, click on YES to create
the related events and wait while Abacus
generates the events (if you did not choose a
rule, you are now finished)

6. A confirmation screen of all related events
will appear — click OK when done

Once you have added the event to the calendar,
you may now associate a court form or
Word/WordPerfect form letter to be auto-
generated from the event.

/S@pter on Document Generation for more
details

*SEE APPENDIX I for further important help on Abacus rules
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XI.

TO SCHEDULE A RECURRING EVENT

1. Schedule the first event (the one you wish to recur) as described above

2. RIGHT-click on the review event you wish to recur

3. Clickon RECUR

4. Click on DAILY

5. Click on DAYS APART and type 30 or 60 or whatever you want

6. Click on arrow on END DATE

7. Choose a date about a year from now

8. Click on OK and then click on YES and wait for the list to be generated

9. Click on OK to close the list (note: the last event will have a note telling you it is the
last in the series - you can then recur that event again a year later if the case is still
open)

XIl. TO PRINT A CALENDAR REPORT

1. Click on the FILE MENU (top left-hand corner of your screen)

2. Click on REPORTS

3. Click on EVENTS (CALENDAR)

4. Click on REPORT

5. Click on desired report , OK

6. Click on WHO and type initials or leave blank for ALL PEOPLE

7. OUTPUT TO should be either SCREEN to view (then print if desired) or PRINTER

8. Click on PRINT for whichever output option you have chosen

9. Clickon OK

10. If you printed to SCREEN and then want to print to printer, click on the PRINTER
icon on the toolbar and click on OK (you may also choose at this point to print only
selected pages)
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X1l TO EDIT AN EVENT

1. Double-click on the event

2. To edit the event, make desired changes
3. Click on SAVE

NOTE: To RESCHEDULE an event on the DAILY, WEEKLY or MONTHLY calendar,
simply drag it to a new date or time. OR, right-click on the event and click RESCHEDULE

NOTE: If you edit a rule, then SAVE, you will be asked if you want to update the related events.
Click on YES and you will then be taken to each and every event in the rule and asked the same
question - click on YES or NO on each event.

NOTE: To DELETE an event, click on the event and click on DELETE. If you delete a rule,
you will be asked if you wish to delete the related events. Click on YES and all the related
events will be deleted.

XIV. TO MARK AN EVENT DONE

1. RIGHT-click on the event
2. Click on MARK DONE
3. Clickon OK

NOTE: If you have made an event a “TO-DO” (you put TO-DO in the TIME field), this event
will move forward every day after its due date until you mark it done (or you delete it).
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XV. SNAPSHOT

To see a complete picture of your matter, click on SNAPSHOT, then SELECT SUBJECT,
MATTER or NAME.

v ® B @ 0 G 3 A

Conflicts Call Mgr DateCalc  Print  Clipboard  Find  Email  Biling  Forms

T v uza\«h

Events  Matters  Intake  Snapshet

7

1¥® Snapshot

A Select Subject

Matter

Startdate  / / 2l End

kems Nates Emails  [¥]Documents

Name

R
$ Type When Time Duration Description

<

Close H Cpen H Delete “ Print H Bill

Check off desired boxes depending upon what you want to view (great use of seeing Notes and
Emails together on one screen). Also, you can set a date range if desired.

| Snapshot [02/03/08 to 02/03/08] ==

Select Subject | Eagleson v Birdie Startdate  f/ &l Enddate
1Al [l Events @IMotes  [WIEmails Y] Documents
$Type 'When Time Duration Description W
“Document 020308 000 COASTWIN2003111
Document |05/06/10 09 HANDS AND CL [
Document |09/14/10 0.00 CMC.PDF |
Document | 11/04/10 0.00 CMC STATEMENT.P i
Document |11/04/10 0.00 LTR OF REP TO E [
Note 0T7i02/0T  11:45a 0.00 WWWWH: Gross negligence in cataract surg A
Note 07/06/07 3:38p 0.08 SETOFFER: Spoke with counsel for doctor i
Note 01/10/08 1:37p 0.00 OLD_CASE: SD-2007-101 j
Note 04i21110 3:28p 0.00 PHONE: Telephone call to client re divor 1
Note 06/15/10  4:52p 0.00 $F1:

Open H Delete “ Frint ” Bill
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XVI. EXTRA TABS

Available in Version V2011 and up only.

By request, you can get extra “databases (tabs) on your Matter or Names screen. This will allow
you to have unlimited records (like the NOTES tab) on the subject you desire, like keeping track
of costs, medical reports, depos, real estate, etc.

Please call EsqWired Computer Consulting if you would like one or more customized “extra
tabs”.

Here’s an example of how it would work:

Click on the “Extra Tab”, then click on ADD, then fill in the fields and qlick on OK.

J Matter: Eagleson v Birdie

<J[>] eacLesonvBIRDE

1 Case Info ] MNotes ] Farties ] Ewents ] Daocs ] Emails £Costs l fMeds | 9Depos ] Set‘tlement]

Date Description Amount
@10/10M0  Fedex
111010 Faxes 25.00
a[119110 Clerk of Courtfiling fee 60.00
O11/12310 Certified Copies 150.00
Add record - Costs E}
Marne: |‘;’agleson, George |E 13
Matter: |Eaglesan v Birdie |la] 2007-12345

——®  [Date| [ [~
_— Descripti0n|

h Armourt 0.00

\-* [ K ] [ Cancel

=

Add Edt || Clone || Delete || Print

Custom reports can be created and printed directly from this screen.

©2011 EsqWired Computer Consulting Page 12
Training and consulting on Abacus, Pathagoras, Timeslips, Word, WordPerfect Excel, PowerPoint, Joomla!
Abacus screens customized for any area of law practice® Abacus custom reports for all areas of case management
Automated document assemblyeThird party programming for Abacus and Access and other databases®Network setup and troubleshooting



XVII.  QUERIES

Queries filter the data so that you see just the records you want to see. For example, you could
use a query to see only active clients from the rolodex. Or you could use a query to see all
matters with a case type of “MEDMAL”. Queries can be used either on-screen to view certain
records or with reports to print just the information you want.

You can make a “quick query” or a regular query. Usually quick queries are not saved for
permanent use, whereas regular ones are. Regular ones are more complex and require a good
working knowledge of Abacus.

To make a quick query to look for all cases with a case type of MEDMAL.:

1. Open any matter on to the screen

2. Click on QUERY, QUICK QUERY (at the foot of the matter screen)
3. A blank copy of the screen will appear
4

Click on the CASECODE field (or whichever field you are searching on) and click on
MEDMAL

5. Click on OK, then FIRST

NOTE: For more complete information on queries, please see the manual that came
with your Abacus program, or call EsqWired Computer Consulting to arrange
advanced training. You should have a fairly good knowledge of Abacus (i.e., be
familiar with WHAT, WHEN, WHO, etc.) in order to understand more complex
queries.
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XVIII. DOCUMENT LINKING

o g bk~ D

A w0 D E

a > DN e

Microsoft Word installation (one time operation)

Open Word

Check security on macros is set to medium or low (Tools, macros, security)
Open the file ABINST from the Abacus folder and double click

The macro is installed

Overwrite when prompted - Now the Save and Log to Abacus menu is added to your
File menu

WordPefect installation (one time operation)
To install the macro (one time operation)
Start WordPerfect.
Click on the TOOLS menu, then Macro then Play. The Open window appears
Browse to the Abacus directory, select the file WPSINST.WCM
Select Install and click OK

Exit WordPerfect and restart. Now the Save and Log to Abacus menu is added to your
File menu

To save a document using Save and Log to Abacus menu

With a document open in Word, Click the FILE menu then Save and Log to Abacus
Save the document in the usual way and in the usual place

After you have clicked on SAVE, you will then be switched over to Abacus

The Document Details window opens

Document Details [ [E Note that the above MATTER/NAME is filled
i EEErT out for you — this is not always the case,
Shortname | odster kot | depending upon whether or not you have a matter
Linked opened up in Abacus — however, you can always
Name | Smith, Michael ID: SMITH MICHAL click on MATTER and pull in the desired matter
Matter | Smith v Jones Case # 20070187 yourself (and the NAME is not that important

unless you want the document linked to a

Type & Dpae a0 (o specific name also).
where = Author You may want to add TYPE, Author, or notes.
Box #f Status 3

Notes

Cancel Mest Presw. Open Help

5. Click OK. The document record is linked to the name and/or matter.
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XIX. DOCUMENT GENERATION

There are various ways to send information from Abacus to Word, WordPerfect or Abacus forms — a few
of the word processing options are explored here. For word processing, you must set up your forms with
the Abacus merge codes ahead of time (instructions are included below) and then you can
1) Send a calendar event’s information to your word processor — e.g., a Notice of Depo or Trial,
or a Case Management Conference Statement to Abacus forms
2) Send a notice or letter to a CONTACT or LINKED contact from a matter
3) Do a mail merge of dozens or hundreds of names (Christmas card labels, marketing letters,
etc) (there are no instructions for this included in this manual)

Send a document from an event to word processor

Note that you can EITHER pre-assign the form to the WHAT code (see below for instructions),

or assign the form on the ““fly”’, then “do the form”

1) Fill out the event screen as usual and save
2) Click on Do the Form

3) Your form is generated a few seconds
later (everything in gray came from
Abacus)

wihio AMS KEF

Wt HEARING | Hearing

Wwihen 04/05/08 i ab &:30a for 2.00 75 hours
—

Where  LASUPER Loz Angeles Superior Court

Motice of Default Set for Triak<Form:G:\Abacus\Foms\Haotice] =
of Hearing.daot:

(A AMS KEF

-

M arne Eaglezon, George I

13

Type
Matter  Eaglezon v, Canter Statyz M

SD-2007-104
Frivate

Bil ||
I

Feminders - 0

Assign a form gt ) \HEN -

Do the form

xl
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Pre-assign a document to a WHAT code:

Click on FILE, SETUP, WHAT CODES TO FORM and click on the arrow on right to
choose a “what” code. Then click on the arrow to the right of FORM and choose a

form from your forms folder (assuming you have set up your merge forms), or Abacus
forms library, then click OK, OK when done

WhatCode-to-Form Associations (B[ % |[==]

What codes [Form to associate ! Add

F-STMT Form: CA-CM110 cm110.af E dit
WhatCode-to-Form Editor @

Yhat Code ")

Form E

[ 0k, ] [ Cancel ] [ Help ]

[ k. ] [ Cancel ] [ Help ]

Send a document from a linked name in Abacus

1. In Abacus, open desired matter. Click on LINKED NAMES and highlight the name of
the person you are writing to

2. Click on the PRINTER icon on your toolbar, FORM GENERATION, WORD

File Calendar Mames Events Matters Documents Go MNotes Tools Window Help

o e e . = 3 NOTE:
- Wi 2y, = W g
OO0 H i & "Ry v 8« : p
Back Forward  History Day Week Month Staff Cm:mcts Events Matters Conflicts Date Cale Call Mgr Print Clipboard The IISt beIOW Form
& Matter: Curvas, Mario Perez e Generation” remembers the
O, WaRI0 FEREZ — N last 10 templates you ran —
1 Standard | 2Notes  3Linked Names | 4 Linked Events auhmmmn} Blns | 7Lt } ELIR) } 9Pl Create M3 Word Form Quick Farme... yOU can C||Ck on the ||5t
1C:\,..tatus PD letter.dot H H
Fint 2 polcereport ot instead of going to “MS
— 3C:\... ECL for Pitf 2.dot H
pescripton g rmeiee | WORD?” if you see the

C|Curvas, Mario Perez PLTF1 1 5C:\,..ef25lip Fall.dot H

i Dons, Vinh Dies DEFT i cci ettty oot desired template

() [;] 7 C:VPro...\DEFconfstat.doc

CIRobinson, Jerell AD]J-DEF1  |Adijuster for Defl 1 8 C:\...Writ Packet MR.dot.

[)Sodexo EMPL Client's Employer 1

1

9C:\...t Packet Downey. dot

I_|Workmen’s Auto Insurance Co. \ADJ-PLTF  |Adjuster for plaintiff 10 C:\Projec. .. \1STGRO~1.FRM

ram| [>]

[ addink | [ Eat | [ uninc ] [ actions |

3. Alist of your documents should appear* — double click on desired document and it
will open in your word processor.
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Select an MSWord Form/template

Look in: | | foms

|Vl @ & £ -

=

Letters to Michelle

Client retainer Itr.dot

Client statement Spanish.dot

Client statement.dot

Client status letter - Spanish.dot

Client status letter.dot

Client status PD letter.dot

Defendant Conf Statement re PItf1.dot
Defendant Conf Statement re PItf2.dot
Defendant initial letter Premises.dot
Defendant initial letter.dot

EEEEEEEEEEEEE)

I!L:'L:JHospital re med records for PItf 1.dot
i@Hospital re med records for PItf 2.dot
IEJInsu.wance for dient uninsured motorist.d
I%ﬂlnmance for dient.dot

I@;;:Jlnm.wanu:e for Def Slip & Fall.dot
@Insuranc& for Def Vehide Accdent.dot
IE':JPD“EE report.dot

@Wimess letter Spanish.dot

I;'E,']'lﬂ.’imess letter.dot

D nt - .
My Documerts | |
Doctor re med records for PItf 2.dot
" Employer LOE for PItf 1.dot
- Employer LOE for FItf 2.dot
My Computer ; ;
(€] I i [
.ﬂ File name: |Do-:tor re med records for P 1.dot |:] [ Open ]
MyNetwork = Flesoftype: | Word template v| | cancel |

*These documents must be set
up with merge codes. Please
see “create a new template”
below or call EsqWired
Computer Consulting for merge
setup

4. Edit, save and print in the usual way
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Edit an existing template

1. In Microsoft Word, open the desired template from \Abacus\forms (or wherever you
have saved them)

2. Edit and save in the usual way

Create a new template

Method A: use this method if you want to create a new merge template
1. In Microsoft Word, create or open an existing document

2. Click on FILE, SAVE AS, and give it a name. Then below the name, SAVE AS
TYPE should be a document template (.dot for 2000/2003 or .dotm for Word 2007)

farms Word Document (*,doc) A
XML Document {*.xml)
Single File Web Page (*.mht; * mhtml)
LAWTEMP

v
Cancel

Word will then take you to the default template folder — this is NOT where you want to save the template —
browse to \Abacus\forms (or wherever you want to save it) and save it there. Close the template

Save as type! | word Document (*.doc)

3. Now go to Abacus and open any matter with linked names to use as a sample. Click

on the PRINTER icon on the toolbar and click on FORM GENERATION, CREATE
MS WORD FORM

4. Double click on desired form

5. You will then be switched to Word. Click in the document at the place where you

want to insert the Abacus field. Then click on the INSERT MERGE FIELD button on
your merge toolbar

a3 3 3| insertword Field - |

1o PR

6. Double click on desired field

Insert Merge Feld %]

Insert:
() Address Fields (*) Database Fields
Fields:

File_Attorney
File_Caption
File_Casecode
File_City
File_Closed
File_County
File_Court
File_Filz_Manager
File_Loan
File_Matter
File_Mame1
File_Mamez
File_Mumber
File_COpened b

[Match Fields...] I Insert l ’ Cancel
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7. Click on CLOSE* and move your cursor to the next place where you want the next
Abacus field
NOTE: if you are sending data from Abacus | *Note: if you intend to do merge
o adess ks ® Dotabase Fields by highlighting any of the names from setup yourself, please contact
Bl LINKED NAMES, use CONTACT fields, EsqWired Computer Consulting to
File_nge -~ - .
H preney not CLIENT fields get a free add-in for Word that
o ch e = allows you to pull multiple merge
E:i::?gus:;» ' O address Fields @) Database Fields fields into your document without
Fle e Wanager e . closing the “insert merge field” box
oot o ity (unlike the one that comes with
Fie Nonir Gy Word, where you have to insert a
e e | |22 field, close the box, move to the next
Cortart Homephine spot in your document and repeat).
Cortart el
Contack_Label2
Conkact_Label3
Contact_abeld v
[MatchFields‘.‘ ] [ Insert 1 [ Cancel ]

8. To test the new template and view data instead of codes, click on the ABC button on
your merge toolbar (you can click back on the ABC button to go back to viewing the
merge codes). If your data doesn’t look right (i.e., the “Dear” greeting is missing),

first check that the data actually exists in Abacus.
A@m | g 3 2| insertwiordField~ | 5 5

9.

?"'!"'?"'!ﬁ

Turn the document back into a “normal Word document” before closing and saving

=] | Insertword Field = |

Main Documi. ~t Type % '

Document bype:
{:ﬁ Letters
() E-mail messages

() Envelopes

() Labels
{} Direckbory
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Method B: use this method if you want to base a new template on one
you previously made

1. In Microsoft Word, go to the \Abacus\forms folder and open an existing template (you
are going to base the new template on the format of the one you choose)

2. Click on FILE, SAVE AS, and give it a new name
Delete whatever TEXT of the new template you don’t want (not the MERGE codes!)

Type the text you do want (or open an existing document and copy and paste the text
from it).

5. Save and close when done
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XX. LINK TO OUTLOOK

One time setup:

Close Outlook

In Abacus, click on FILE, SETUP, USER PREFERENCES
Click on the PRINTING/EMAIL PROGRAM tab

Click on MS OUTLOOK then SETUP
User Preferences for ML @

1 User Info l 2 sppearance | 3 Printing/Email Program || 4 Queries & Miscellaneous l

A w0 D oE

Prirters word Processar

hp Laser)et 3030 PCL 6 Executable | C:\Program Files\Microsaft Offic
Labels hp Lazer)et 3030 PCL B Filez dir. C:A\Projects\dbacusClent=2008
Envelopes | hpLaserlet 3030PCLE Farmg dir.

Email
Default Email Program:

) M5 Oullack  Seup |

Other Email Program

Envelope Form

Report Default Font Type

@) Fixed [Courier) Custonn Email command:

Froportional [Times Mew Roman)]

Bl

[ 0K ] | Cancel | | Help |

5. Type your initials and click ENABLE THE ADD-IN
Outlook Integration @

This Abacus database iz currently integrated with Outlook;

Chabacush

Operator code assigned to Dutlool ML

In &bacus, bypass "New Email" window [ |
Mot Recommended! You can always hold down the SHIFT key to
bypaszs the "Mew Email" window.
I Qutlack, when sending an email show the "Link to Abacus’ window:
@) Always [recommended if you link mozt emails)
Mever [recommended if you link few emails)

Maote: You can hold down the SHIFT key to overide either setting.

| Ensbletheiddin | || Disable the Addin | | Cancel

6. Using the link for incoming emails
7. Highlight the email in the inbox (don’t open it)
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8. Clickon LINK TO ABACUS
i~ Inbox - Microsoft Outlook

: File Edit View Go Tools Actions
EJJHEW - @ ] >~ & Reply (=& Re
& Snaglt (' | Window -

s Link to Abacus ;5-[. Save Attachments

9. Click on MATTER and highlight desired matter (if you are using the Abacus billing
program, enter the duration and click BILL FOR THIS RECORD) (and/or make it
PRIVATE), then click on LINK

Link to Abacus - Gratitude in Movember @
M ame |
I atter
Duration: | 0.00 [ Bill far thiz recaord [ Private
|\\ Eanu:ex |

Using the link when sending an email

1. Click on SEND DON’T link or click MATTER and highlight desired matter (if you
are using the Abacus billing program, enter the duration and click BILL FOR THIS
RECORD) (and/or make it PRIVATE)

2. Same as 3 above, but click on LINK AND SEND or GO BACK if you change your
mind
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XXI. INTRO TO COURT FORMS

Court forms are by subscription (much like Legal Solutions). Or you may download
fillable PDFs from the web and insert them into the forms program, and link some of
the fillable fields to Abacus. Please contact EsqWired Computer Consulting for details
on either of the above options.

Set up your “My Firm” record and attorney bar numbers:

1. Create a contact record for your firm, save and close it. This record’s address, together
with the name you registered your firm under (when you purchased Abacus), will be
sent to the Attorney section at the top of each form

1 Standard | 2 Motes ] 3 Linked Matters ] 4 Linked Events ] i

Last name | iman |

First name | Arthur |

D e

Dear | r. Simon |

Label | Law Offices of Arthur Slmon |
[123 4th Streeet |

Zip 90014 A

Loz Angeles

2. Then click on File, Setup, My Firm and click on the record you just created, OK
3. Ifyou are a firm attoreney, go to File, Setup, User Preferences, enter your Bar Number

Make sure your names you want to send to the forms are linked (for Family Law, you
would link RESP and PET instead of PLAINT and DEF):

Description
] Danfnrl:h Barbara .-JUDGE I
|Hatf|ell:| Michael |BILLTO BlII to thls_ I‘.:llEﬂt
_|HatE|e||:| Michael \*LAINT Plalntlﬂ:
|Hatf|ell:| Michael CLIENT _Cllent

Pirelli, Anthony
|F|l||:t|+|a~',|r,I Thadius

1. Click on the FORMS icon on your toolbar

|

Email Forms
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2. Double click on desired form

Wwoe s =i |

A W | W

r@ *Completed Forms for Hatfield v Hatfield*
’3:? *ML's Favorites™®
+;--0 *Groups™
£ Miscellaneous
-l Federal
(= California
Elm California Judicial Council Forms
@ Alternative Dispute Resolution
- Gl
= M
-

Civil Case Cover Sheet [CA-CM010]
Notice of Related Case [CA-CM015]

Motice of Stay of Proceedings [CA-CM180]

Motice of Settlement of Entire Case [CA-CM200]

Motice of Termination or Modification of Stay [CA-CM181]

-=| Ex Parte Application for Extension of Time to Serve Pleading and Orders [CA-CM020]

3. Your Abacus data — firm information, attorney and bar number, court, plaintiff and
defendant, etc., will be filled out from Abacus and then you fill the remainder of the

form in the usual way,

R TRNIT O T AT IO NET [TENE SaZBarn

| Arthur Simon, | Bar# 123456
LAW OFFICES OF ARTHUR SIMON
123 4th Streeet
Los Angeles, California 90014

masrsone o (213)123-1234
SMAL ADDRESS [Dotonaly

arromey sormane; Michael Hatfield

Fcno popenay () -

SUPERIOR COURT OF CALIFORNIA, COUNTY OF Los Angeles
stresTanoRess: 9355 Burton Way
waLncaooress: 9355 Burton Way
orrarozecoce. Beverly Hills 90210
saanc e Beverly Hills Courthouse

pLamTiFrPETITIoNER: Michael Hatfield
CEFENDANT/RESPONDENT: Anthony Pirelli

FORCOURT LUSE ONLY

CASE MANAGEMENT STATEMENT

] uNLIMITED CASE ] LIMITED CASE
(Amourt dermanded
exceeds $25,000)

{Check one):

or |ess,

{(Amourt demanded is 525,000

CASE NUMBER:

1234567

4. Print the save the document to your client’s folder. It will be automatically linked to
the matter in Abacus where you can edit it, reprint it, email it, etc.

) Matter: Hatfield v Hatfield

g HATFIELD Y HATFIELD

1 Standard | 2 Notes | 3Linked Mames I 4 Linked Events 8

Show:
Fird: @ &l ) Formg

e

E-File this document
Open

Email Document
Email tagged Documents

Copy Decuments
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XXILI. INTRO TO PATHAGORAS DOCUMENT
ASSEMBLY

If you do not currently own this program, please Contact EsqWired Computer Consulting for a
free demo of this program. Pathagoras integrates with Microsoft Word and therefore any
documents you send from Abacus to Word can be further assembled using Pathagoras. If you’d
like to download a 90 trial of Pathagoras, please visit www.Pathagoras.com.

Here’s what the Pathagoras menu looks like — it’s simply a toolbar in Word

|\.;% &) L3 Pathagoras ~
This program can be used in conjunction with Document Generation on Page 16 of this manual.

PRONOUNS AND VERBS IN PLEADINGS
If you have any existing documents where you wish to choose between MASCULINE,
FEMININE OR PLURAL pronouns and verbs, simply make a bracketed list in the appropriate
spot in your document:

[he/she/they] [demands/demands/demand] [answers/answers/answer]

Although with merging, you can send ANY Abacus data to your documents, there will always be
data to type (like the above pronouns and verbs). For example, date of contract, driver license
number, state of incorporation, etc. Again, you simply make a bracketed “variable” to take care
of these:

[date of contract] [driver license number] [state of incorporation]

Upon pressing ALT-D, Pathagoras will automatically gather up all the bracketed “variables” and
open a screen to allow you to type your choices and look at the “pull-down” lists that were
created for any of the “variables”

Cocument variable: Replace with: Delete if blank
[he fshe fthey] * | he h
[demands/demands/demand] * | demands
[answers fanswers fanswer] = | answWers
[date of contract] !*|| Movember 12, 2007
[driver license number] * | M1234567

state of incorporation Califarnia

Here is your first “he/she/they” pulldown:

[he/she/they] £ he

he

[demands,/demands/demand] *

[answersanswers fanswer] £
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SAVE YOUR ANSWERS SO YOU NEVER HAVE TO TYPE THEM AGAIN

Click on NEXT when done and Pathagoras will ask you if you want to save the “answers” you
just typed, so that the next time you need some or all of those answers for another document, you
just press ALT D in that document, click on the pulldown list and click on the client you desire

' Johnson, Fred
Pathagoras, John
Flant, Mary

GROUP “VARIABLES” SO YOU DON’T HAVE TO ANSWER MORE THAN ONCE

To further simplify the assembly of the document when combined with merge codes from
Abacus and “variables”, you can turn your list “varibles” into “group variables” - this will allow
you to assemble your documents even faster, usually in just a FEW SECONDS.

For example, let’s say that the “[he/she/they] [demands/demands/demand]
[answers/answers/answer]” refers to the Defendants and you don’t want to have to answer all
three (or thirty three) questions pertaining to pronouns and verbs. Create a group:

[!defthe/she/they]  ['defldemands/demands/demand] [!deftanswers/answers/answer]

Now when you press ALT D and answer just ONE of the group variables, Pathagoras will
automatically know ALL of the group’s variables and answer them for you.

ASSEMBLING A DOCUMENT FROM EXISTING LIBRARY OF PHRASES/DOCUMENTS
Assemble a document (wills, trusts, etc.) from scratch (and here’s where you can also use
documents with Abacus data): highlight desired document/clause on the left and click ADD to
move it to the right. Once you have all the phrases you want, click on NEXT and your document
Is assembled

CUIME HESE 5 13USE JEIE E
Available Documents(Clauses Selected DocumentsClauses
Preamble -

Family: Married, 0 children

Family: Married, 1 child

Family: Married, 2 or mare children
Administration language
Encumbered Property
Ceath Taxes

Disp—Jointly Owned Pers. Prop

Disp--Tangible Personal Prop.
Disp-—-Residus
Disp--Spedal Meeds Trust for Spouse
Personal Rep.— Appntmnt (spouse)
Pers. Rep.— Powers _—]
-

Tax Elections

wil 10005, doc ™
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DROP DOWN LISTS OF YOUR PHRASES/DOCUMENTS
This library of phrases could also be made into a drop-down list in Word, thus allowing you to
go through an existing document and “drop” the phrases into it wherever you pleased:

To create a drop down list from a library, click on the Pathagoras document assembly button on
the toolbar

r.;% 128 | £ 3 [Pathagoras -

Click on desired “book” from library, click on CREATE A DROPDOWN LIST, NEXT

Document Assembly (Libraries & Books) =

Current Library

IDOCASSEMDEMO ﬂ Create DropDown List for Wills,
Select Book e

— ' Mames
2.0% willg " subjects
31" subContract Clauses " Clause-Sets
::: R_Zm“r‘"”ﬂ"‘e”“ or (" Printable Checkiist

HOBEE " Display Folder
6.1 Jury Instructions
o " Save text to selected book.
&0 | ** iCreate DropDown List.
9. Prefo:
10. " MyTemplates
T Freestyle

Pathagoras oo

Click on the way you want it displayed, NEXT, click the way you want it sorted, NEXT
Pathagoras: DropDown Lists

A DropDown list can display either the term's Name or its Subject.
Which element do you wish to show in the DropDown list:

Display the term's NAME. (The name is typically shorter than the subject; it will be the
‘prefixfsuffix’ name if that naming style was used.)

I EDispIa}.- the term's SIUBJECT. (A subject is typically longer and more descriptive. It refi
ithe 'blje text'in a glossary and the 'Subject’ of a document's Properties. )

Click the button containing your choice.

Cance|

And, voila, a drop down list appears on your Word toolbar area (notice you can have multiple
d_rgp;down lists — see Jury Instructions right next to it).

Wills D Jury Instructi.., = |«

Nills *Docu
Disp--Jointly Owned Pers. Prop
Disp--Residueg

Disp--Special Needs Trust for Spouse

Disp--Tangible Personal Prop.

Sig--Testatar

Sig-Testatrix

Simultaneous Death (T'tor survives)

Simultaneous Death (W survives)

Family: Married, O children

Family: Married, 1 child

Family: Married, 2 or more children
~dministration language
Zamplete-Spouse, no children

Tamnlate_ Snnnce nn rhildren

©2011 EsqWired Computer Consulting Page 27
Training and consulting on Abacus, Pathagoras, Timeslips, Word, WordPerfect Excel, PowerPoint, Joomla!
Abacus screens customized for any area of law practice®Abacus custom reports for all areas of case management
Automated document assemblyeThird party programming for Abacus and Access and other databases®Network setup and troubleshooting



CREATE OPTIONS LISTS
This can by typed by hand or taken from an existing document:

<<*Qptions*This is the first option/this is the second option/this is the third option>>
The result:
Pathagoras: 'Options’

Check one or more of the following options:

7 This i= the first option
this 1= the second option
thiz iz the third option
If single item desired, dick the button containing your — Separators ]
choice, If multiple items desired, dick checkbox to left of #  .and © Spaces|
selection. Select connector. Then press <Mext=, C or O Mome |

Options can be “one or more” or “just choose one” And they can be whole paragraphs or
multiple paragraphs per option

REPEAT VARIABLE (UNKOWN NUMBER OF TIMES)
Example: you have one or more children plus their date of birth:
<<*repeat*[name of child], born [DOB child ]>>

When processing the document, you will be asked for the number:

Repeats 5]
How many times do you want to repeat this 0K
clause? -

Cancel

B

[name of child], born [DOB child ]

Pathagoras will then create the bracketed “variables” for you (which is a good thing, otherwise
your eyes would completely glaze over and your brain shut down if you had to do this yourself!).
Result: [name of child@1], born [DOB child @1] [name of child@2], born [DOB child @2]

There are many other great features — see www.pathagoras.com/help/
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APPENDIX 1 — Understanding Abacus rules

State (Civil Litigation) Rules

There are 58 counties in California. Most, not all, have their own local (Fast Track) rules.
These are the only rules where you may have to calendar both the local county (Fast Track)

rule and the generic CACCP rule and only in two instances (for filing a Complaint or

calendaring a Trial).

NOTE: Not all counties have a Complaint and/or Trial rule.

RULE CODES:

Generic CCP/Rules of Court set starts with CA (e.g. CATRIAL, CACMC)

CAANMDCMP Amended Complaint Filed
CAARBHRG Arbitration Hearing (CCP1282)

CAARBLST |Date List of Arbitrator Names Mailed (CRC1605)

CAARBPET Filed Petition - Arbitration (CCP1230)

CAARBTRN Arbitration Hearing (CCP1141/CRC1600)

CAATTACH |Hearing on Writ of Attachment
CACMC Case Management Conference

CACMC2 Case Management Conference: (Abridged Versi

CACOMP Filed Complaint
CACOMP/S Complaint Served

Local rules are either F-##(initials of county) COMP (e.g. F-LACOMP)

F-KECOMP Filed comp: Kern
F-KICOMP  Filed comp: Kings
F-LACOMP Filed comp: Los Angeles
Fa . -

or TRIAL-##(initials of county) (e.g. TRIAL-LA)
TRIAL-KE Trial: Kern

TRIAL-KI Trial: Kings
TRIAL-LA Trial: Los Angeles
TRIAL-LK Trial: Lake
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Federal (Litigation) Rules
There are 4 Federal District courts in California. They are the Northern, Southern, Central and
Eastern Divisions and they all have their own local rules.

The District (local) court rules are *self-contained' . You only use the generic Federal rules
for whatever you don't find in the local District court rules, like for discovery, or if there was
no Trial rule etc. So, if you need to calendar a trial in the Central District, you would FIRST
look for the local rule code FCCATRL. If there isn't one, you would use the generic FDTRIAL
rule. Same goes for the complaint rule and the motion rule and the MSC rule etc.

RULE CODES:
Generic Federal set starts with FD
FOACOMP Amended Complaint Served (FRCVP15): Federal

FDADMIN |Admin Agency Order (FRAP15): Federal Appeal
FODAMTN Appellate Crt Mtn Filed (FRAP27): Federal App
FOCDSCVR |Date Set for Discovery Conference: Federal

District court for California starts with:

FCCA for Central
FCCABILL Bill of Costs Filed(LR54): Central

FCCAMTN  Filed Motice of Motion (LR6-1): Central
FCCANRC  Filed Notice of Related Case (LR83.1.3): Central
FCCAPFC Pre-Filing Conference (LR37-1): Central

FECA for Eastern

FECASTAT  Hearing of Status Conference (LR16-240): Easter.
FECASTIP  Stipulation/Order for VDRP Referral Filed: Easte
FECATRL Trial: Eastern

FECAVDRP Motification of VDRP Received (LR16-271): Easte
F .

FNCA for Northern

FMCANPA  Filed Notice-Pendency of Action (LR3-13): North
FMCANRC  Filed Notice of Related Case (LR3-12): Northern

FMCAREC Review of Administrative Record (LR16-5): Nort
FNCATIME Filed Mtn-Enlarge/Shorten Time (LR6-3): Northe
F ial:

FSCA for Southern
FSCACOMP Filed Complaint: Southern

FSCAENE Early Neutral Eval. Conference (LR16.1): Souther
FSCAMTN Hearing of Motion (LR7.1): Southern
FSCAPTH Pre-Trial Hearing (LR16.1): Southern
F ial:
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Very best way to schedule a rule

Since many people get confused between a “what” and a “rule” (rules are actually “what” codes
that generate multiple other “what” codes), the very best way to schedule a rule is not to use
“ADD” but to use “ADD EVENTS FROM A RULE” (you can get this by right clicking in any

calendar window or using the EVENTS menu at the top of Abacus). This way, you are looking
ONLY at rules.

J Matter: Main Street Center

<j AN STREET CEMTER

1 Standard ] 2 Mates ] 3 linked Mames | 4 Linked Events

S5 DayWhen Time Who What |Note
Dlﬂm Add a new Event
Fr |12/26/0%
Fr |12/26/0%
Mo 01},05}-0! Add Events from a Rule
Tu 01/06/0¢ Reschedule
Mo01/26/0¢  pelete

Mark Done

Right click in ANY
calendar (daily, weekly,
monthly, linked events) to

Clone this record

T o ]

Now you will see a list of all purchased rules in Abacus

Rules E|l" \g‘

Find.

Rule name |Rule description k&
ACAACDEC Appeal Crt Decision Filed: CA Appeal ]
ACAACMTN Appeal Court Motion Filed: CA Appeal

ACAARGUE |oral’ Argument in Court of Appeal CcA Appeal

ACACCIS Civil Case Information Statement Malled CA App E
AQAEXHIF :Request Copy of Exhibit: CA Appeal
ACAFAPP  |Superior Court Appeal Filed: CA Appeal

ACA.IUDGE |Superior Court Judgment: CA Appeal

ACAPTRF fSupreme Crt Petition to Transier Flled CA Appeal
ACARECRD |Notice of DeEauIt re Record d:

ACARQST :Supreme Court Request Filed: CA Appeal o
ACASCDEC  Supreme Court Decision: CA Appeal

ACASUPER |Petition for Writ of Supersedeas Filed: CA Appeal
ACAUNSL Notice to Unseal Record Mailed: CA Appeal
ADPT NEW |New Adoption Case

CAAMDCMP Amended Complalnl Filed

CAARBHRG |Arbitration Hearing (OCPiZSZ]

CAARBLST |Date List of Arbitrator Names Mailed [CRC!.SDE]
CAARBPET Filed Petition - Arbitration (CCPIZSG]

CAARBTRN ;Arhllrahon Hearlng (CCPIIAI/CRCISOD]
CAATI'ACH .:Hearlng on Writ of Attachment

CACMC |Case Management Conference

CACMC2 |Case Management Conference: (Abridged Version
CACOMP ,Flled Complaint

CACOMP/S fCDmpIamtServed -

To find the rule you want just start typing, e.g. CAM (for CAMOTION) or FC (to see all

Federal Central). And then just double click on the one you want and fill in the event screen as
usual.

Please see chapter 10 for step by step instructions on entering rules into the Abacus calendar
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APPENDIX Il — Adding local/state holidays

Most states have local holidays (like California’s Cesar Chavez) when the court is closed.

You should be adding those by hand to Abacus as far in advance as you can, then adding a
reminder to Abacus to get those holidays in every year.

Please note that all Federal holidays are in Abacus for a certain number of years, but you must
add LOCAL holidays yourself

To add LOCAL holidays

1. Click on FILE, SETUP, HOLIDAYS

ile _=:a|E|'|:|a|' [Mames Events Matters Docurments  Emails Motes  Tools Help
Register... ﬁ\. | A g
setup r User Preferences...
Utilities 2 Systern Options...
Synchronize * EEEUS
User Log-on... User Manager...
View Private Records...
Reports 3 e T
Change directory T
1 C\Projects\Abacus Organizer/Week Setup
2 Ch\Projects\AbacusClients164WRPGIN E-Calendar Setup
3 Ch\Projects\AbacusClients2008\HALSA Rules...
4 CA\Projects\AbacusClients...\Yarian _ Holidays...

2. Click on ADD
3. Then type the date and description and click on OK

folida] Holidays [ &

Date Date for holidayw: 0431409 E

Deszcription

Cezar Chavez Day

Cancel
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To add more years of FEDERAL holiday, scroll to the end of the list to find out when the
holidays end and if you need more:

1. Click on MAKE
Holidays (B ===

D ate Deszcription

10/12/09 | Colurnbus Day

111/09  [Veteran's Day (M
11/26/09 | Thanksgiving =
12/25/09  |Christrnas

01/010  |Mew Year's Day

01180 [Martin Luther King

02/15410  |President's Day

0404410 |Eazter

05/31410  |kMemorial Day

|Independence Day

k

l Make l Frirt ” Claoe ]

| cCose | #dd || Edt | Deete | Hep |

1. Type the number of years desired, then click OK
Make Holidays (% ||

Create Holidays for how marny pears’? 15

[ k. ] [Eancel] [ Help ]

2. Click on CLOSE when done
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