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I. 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 

1. Click on INTAKE icon on your toolbar (or click on MATTERS, INTAKE FORMS) 
2. Click on desired intake sheet 
3. Fill in all known fields 
4. Save when done 
5. All your Matter and Contact information (as well as events if you desire) will be 

entered into Abacus with the appropriate links: 

 

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. 
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II. ADD A NEW CONTACT 
1. Click on the CONTACT icon on your toolbar 

2. To make sure the name is not already there, click on the NAME column and type 
name.  

3. Then click on ADD* 

4. Type desired information 

5. Click on SAVE 

6. 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” 

File, Setup, User Preferences, Appearance tab 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 
below. 
 
Each category or “class” of contact can have their 
own screen – Doctor, Adjuster, Attorney, Client, 
etc. 
 

 
Sample Adjuster screen                         Sample addition to a Client screen 

 
Sample Doctor screen Sample addition to Judge screen 
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III. ADD A NEW MATTER 
1. Click on the 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 

3. Click on ADD* 

4. Type desired information 

5. Click on SAVE 

6. 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” 

File, Setup, User Preferences, Appearance tab 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 sample below 
 

 
Sample Bankruptcy screen 
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IV. HYPERLINKS (for customized databases) 
*If 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) 

 
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: 

1. CLICK on the HYPERLINK 

2. A browse screen (names, matters or events) will appear. 

3. DOUBLE-CLICK on the desired record 

4. 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 

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 on the 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. LINK A CONTACT TO A MATTER 
1. Click on MATTERS icon 

2. Click on desired column heading (MATTER or FILE#) to sort  

3. Type desired MATTER name or NUMBER to find 

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

5. 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.   

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

 
7. Click on ADD LINK 

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

9. If it exists, press ENTER and go straight to step 11 

10. If it does NOT exist, click on ADD 

11. Type desired information and click on SAVE 

12. Then click on OK 

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

14. Click on OK 

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

16. To link another name to this matter, follow steps 6-12 above 

17. 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. TO FIND A MATTER  
1. Click on the MATTERS icon 

2. Click on desired column heading (MATTER or FILE#) to sort 

 
3. Type desired MATTER name or NUMBER to find 

4. Press ENTER when found 

5. If you make any changes, click on SAVE when done 

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

VII. TO ADD A NOTE TO A MATTER 
1. Click on 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. Click on NOTES  (page 2) 

6. Click on ADD 

7. Type desired note 

 
8. Click on OK when done (your initials and date will be automatically stamped on the 

note) 
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VIII. 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) 

 
4. Check that OUTPUT TO is set to PRINTER or SCREEN 

5. Click on PRINT, OK 
 
IX. TO PRINT A MATTERS 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. Click on 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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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 
5. 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 

 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 

 
 

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. 
 
See Chapter 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. Click on 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) 

XII. 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. Click on 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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XIII. 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. Click on OK 
 
NOTE: If you have made an event a ATO-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. 

  
 
 
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. 
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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 click on OK. 

 
 
Custom reports can be created and printed directly from this screen. 
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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 
 Microsoft Word installation (one time operation) 

1. Open Word 

2. Check security on macros is set to medium or low (Tools, macros, security) 

3. Open the file ABINST from the Abacus folder and double click 

4. The macro is installed 

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

WordPefect installation (one time operation) 

1. To install the macro (one time operation) 

2. Start WordPerfect. 

3. Click on the TOOLS menu, then Macro then Play. The Open window appears 

4. Browse to the Abacus directory, select the file WP8INST.WCM 

5. Select Install and click OK 

6. 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 

1. With a document open in Word, Click the FILE menu then Save and Log to Abacus 

2. Save the document in the usual way and in the usual place 

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

4. The Document Details window opens 
Note that the above MATTER/NAME is filled 
out for you – this is not always the case, 
depending upon whether or not you have a matter 
opened up in Abacus – however, you can always 
click on MATTER and pull in the desired matter 
yourself (and the NAME is not that important 
unless you want the document linked to a 
specific name also). 
You may want to add TYPE, Author, or notes. 

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) 
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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 

 
 

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  
NOTE:  
The list below “Form 
Generation” remembers the 
last 10 templates you ran – 
you can click on the list 
instead of going to “MS 
WORD” if you see the 
desired template 

3. A list of your documents should appear* – double click on desired document and it 
will open in your word processor.   
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*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) 

 
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 

 

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 

 
6. Double click on desired field 
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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 
by highlighting any of the names from 
LINKED NAMES, use CONTACT fields, 
not CLIENT fields 

*Note:  if you intend to do merge 
setup yourself, please contact 
EsqWired Computer Consulting to 
get a free add-in for Word that 
allows you to pull multiple merge 
fields into your document without 
closing the “insert merge field” box 
(unlike the one that comes with 
Word, where you have to insert a 
field, close the box, move to the next 
spot in your document and repeat). 

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. 

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

3. Delete whatever TEXT of the new template you don’t want (not the MERGE codes!)  

4. 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: 

1. Close Outlook 

2. In Abacus, click on FILE, SETUP, USER PREFERENCES 

3. Click on the PRINTING/EMAIL PROGRAM tab 

4. Click on MS OUTLOOK then SETUP 

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

 
6. Using the link for incoming emails 

7. Highlight the email in the inbox (don’t open it) 
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8. Click on LINK TO ABACUS 

 
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 

 
 

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 

 
2. Then click on File, Setup, My Firm and click on the record you just created, OK 

3. If you 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): 

 
1. Click on the FORMS icon on your toolbar 
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2. Double click on desired form 

 
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, 

 
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. 
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XXII. 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 

 
 
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” 

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

 
 
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: 
 

[!def!he/she/they]      [!def!demands/demands/demand]        [!def!answers/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 

 



____________________________________________________________________________________________ 
©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 assembly!Third party programming for Abacus and Access and other databases!Network setup and troubleshooting 

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  

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

 
Click on the way you want it displayed, NEXT, click the way you want it sorted, NEXT 

 
And, voila, a drop down list appears on your Word toolbar area (notice you can have multiple 
drop-down lists – see Jury Instructions right next to it). 
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CREATE OPTIONS LISTS 
This can by typed by hand or taken from an existing document: 
 
<<*Options*This is the first option/this is the second option/this is the third option>> 
The result: 

 
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:  

 
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) 

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

 
 
or TRIAL-##(initials of county) (e.g. TRIAL-LA) 
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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 

 
 

District court for California starts with: 
 
FCCA for Central  

 
 
FECA for Eastern  

 
 
FNCA for Northern 

 
 
FSCA for Southern 
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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. 

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

 
 
 
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 II – 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 

 
 

2. Click on ADD  

3. Then type the date and description and click on OK 
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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 

 
1. Type the number of years desired, then click OK 

 
2. Click on CLOSE when done 

 


