3.10x Forms WorkFlow Toolbar Installation Guide
(Microsoft Word 2000-2003)
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System Requirements

» Operating System: Windows 7®, Windows Vista®, Windows XP®
» Requirements:

o Microsoft® Office Word 2002, 2003

0 Administrative Rights
» File Information:

0 Name: Case_Profile.exe

o0 File Size: 6.78 MB

Before you start:

» Have the following available
0 Activation key;
o0 Name (this is may be different from the User name)
o Username; and
0 Password.
» If applicable, uninstall all previous versions of the Forms WorkFlow.
> Close Microsoft® Word and Microsoft® Outlook.
» Read through this installation guide.
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General Installation

» Step 1: Go to http://www.formsworkflow.com/Resources.aspx. ( tab). Under the
Forms WorkFlow Toolbar, Version 3.10.x section, click the Download How |ink.

» Step 2: Although you can select Run in the next window, we recommend you select Save to

download executable file () to your desktop then run the file from there. (Note: If you

are downloading from Mozilla Firefox, you can only Save a File.)
» Step 3: Double-click the file then select Run. The Install Shield will run.

Open File - Security Warning f5_<|

Do you want to run this file?

Mame: Case Profile.exe
Publizher:  American LeqalMet Inc.

Type: Application
From: {Z:Documents and Settingstalneventsiiy Docume. ..

[ Fun ] I Cancel

Alwayz azk before opening this file

potentially harm pour computer, Only run goftware from publishers

@ WWhile files frarm the [nternet can be useful, this file twpe can
you trust. What's the risk?

» Step 4: In the Welcome window, click Next.

i FormsWorkF low Toolbar - InstaliShield Wizard E|
Welcome to the InstallShield Wizard for

FormsWorkFlow Toolbar

The InstallShield{R) Wizard will install Forms'workFlow Toalbar
on your computer. To continue, click Mext,

WARNIMG: This program is protected by copyright law and
inkernational treaties.

[ Next = 1 [ Cancel

]
© 2000-2010 American LegalNet, Inc. All rights reserved April, 2010



% Forms WorkFlow 3.10x Toolbar Installation Guide
Page 3

» Step 5: In the License Agreement window, select the | accept... radio button then click Next.

ii§ FormsWorkF low Toolbar - InstaliShield Wizard

License Agreement “ '!‘
Please read the Following license agreement carefully, < |

American LegalNet User Azreement -

This American LegalNet, Inc. ("ALN™) End User Agreement ("Agreement”) is by and
between ALN and you ("YVou"), and is made effective as of the date of electronic
execution by You, or by Vou otherwise downloading andfor uwsing any ALN
websites, the Software, andfor Services. This Agreement sets forth the terms and
conditions of Your use of ALN'S softwate, services, and the ALN website, as
applicable (“Materials,” Software” andfor “Services™. If You do not agree to the
terms of this Agreement, You are not permitted to use the Materials, Software, and
the Services.

(¥)1 accept the terms in the license agreement

(7)1 do not accept the kerms in the license agresment

[ = Back H Next = ] [ Cancel ]

» Step 6: In the Customer Information window, enter the User Name and Organization then click
Next.

i%# FormsWorkFlow Toolbar - InstallShield Wizard

Customer Information

Please enter your information,

User Mame:

|Enter User Name

Organization:

|Enter Firm name|

Install this application for:
(3 Anyane who uses this computer (all users)
O only far me (xp2003)

<Back ][ _Medt> | [ cancel |

» Step 7: Select the Typical or Custom radio buttons then click Next.

Note: If you select the Typical installation radio button, the Profile and Favorites® folders will install in
C:\ProgramData\FormsWorkFlow. Selecting Custom will allow you to install the Profile and/or
Favorites folder on a network drive. (see the Custom Installation section below)

ii# FormsWorkFlow Toolbar - InstallShield Wizard

Setup Type ‘,l .

Choose the setup type that best suits your needs,
Please select a setup bype.
() Typical

@ All program Features will be installed with default settings,

) Custom

(Choose which program features you want installed and where they
will be installed, Recommended For advanced users,

[ <Back ][ met> ][ Cancel

! This is the Forms WorkFlow Favorites folder not to be confused with your Internet Explorer Favorites.

© 2000-2010 American LegalNet, Inc. All rights reserved April, 2010
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i# FormsWorkFlow Toolbar - InstallShield Wizard
Ready to Install the Program

The wizard is ready to begin installation,

Click Install to begin the installation.

IF wou want ko review or change any of your installation settings, click Back. Click Cancel ko

1@ FormsWorkF low Toolbar

- InstallShield Wizard

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed
FormsWorkFlow Toolbar. Click Finish bo exit the wizard.

Step 8: In the Ready to Install the Program window, click Install then click Finish when done.

)

exit the wizard,

[ <Back  J[ _nstal ][ cancel | < Back, Cancel
» Step 9: Open Microsoft Word.
» Step 10: Click on the Forms WorkFlow toolbar. In the Registration window, select
Full Version then enter the Name? and Key provided when the toolbar was purchased.
FORMS
{ch Zﬁm Inc. Al rights reserved,
lgwi: oL Ea{yw interest in FormsWorkFlow
Please select from the ing options:
" Demo Yersion
* Full Yersion
Marme: |m
Key: |
Hext > Cancel I
Click Next. The message below will display.
FormsWorkF low:
You have successFully installed the Full version
» Step 11: Click the Settings button.
o Itis recommended Bypass document properties check when using autofill and lock/unlock
features especially if the firm has a document management system (DMS).
0 You may select one of two Profile Types:

eDatabase (default): A Microsoft Access database is provided with the Forms WorkFlow toolbar
installation. The database is located in My Documents\Case_Profile.mdb or C:\Users\[User
Name]\Documents\Case_Profile.mdb

-OR-

2 Enter the Name not the User Name in this field.

]
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oFile System: Profiles will be saved as Microsoft Word files. The default path is
C:\ProgramData\FormsWorkFlow\Profile.
o0 Enter the Username and Password then check Save Password and Login Automatically.
o Click OK.

FormsWorkF low Settings (3.10) x|

AutaFill
v Bypass document properties check when using autofil and lockfunlock Features.

Profile Type: & File System  { Database

Profile Path: |C:'|,Dl:|cuments and Settingstall Usershapplication DataFormsiaorkF

Check For Revisions

v Enable

Locate Farms

Usernarme: |kjnkjnkjn Password: |*********

¥ Save Password [ Lagin Automatically

Favarites Falder: |C:'l,F‘rogramData'I,FormsWorkFIow'l,Favoriteﬂ

Bill Track
[ Show Eill Track

Metwork Configurations

[ Automatically detect settings

Proxy Server

[ Use proxy server

| |
- .

Reqister

Ok ‘ Cancel ‘

Reqgistration

]
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Custom Installation

» Perform Steps 1 through 7 in the General Installation section.
» In the Setup Type window, select the Custom radio button then click Next.

i FormsWorkFlow Toolbar - InstallShield Wizard

Setup Type

hoose the setup type that best suits your needs,
Please seleck a sebup bype,
) Typical

@ All program Features will be installed with default settings,

(%) Custom

Choose which program features you want installed and where they
will be installed, Recommended For advanced users,

[ < Bark " et > ] [ Cancel ]

» Select the Toolbar option in the Custom Setup window then click the Change button.
» Startup Template is set to the Microsoft default location. Highlight Startup Template then click
Change if your Microsoft Word startup path is different from the default.

(Note: The typical startup paths for Microsoft Word 2000-2003 are either C:\Program
Files\Microsoft Office\Office10 or Office 11\STARTUP or C:\Documents and
Settings\%UserName%\Application Data\Microsoft\Word\STARTUP . To find the Word startup path
select the Word Tools menu | Options | click File Locations tab. | highlight Startup then click
Modify to view the path.)

i@ FormsWorkFlow Toolbar - InstallShield Wizard

Custom Setup
Select the program Features you wank installed, <

Click on an ican in the list below to change haw a Feature is installed.

Feature Description

= = ~| FormsworkFlow Toolbar
_I Global Startup Template

Startup Template
(= =3~ | Profile Path
=3 - | Access Database

1= ~ | Favorites Folder
=3 ~ | Temporary Download Folder This Feature requires 1460KE on
=3~ | Toals your hard drive,
Install to:
C:\Program Files\Microsoft OFfice\OFFICEL 1YSTARTUPY
[ Help ] [ Space ] [ < Back H Mext = ] [ Cancel ]

Profiles Path
A Profile is template information (e.g., attorney, court, case) created by the user which can be used to
fill multiple forms required for a case or a deal.

You may select one of two Profile Types:
eDatabase: A Microsoft Access database is provided with the Forms WorkFlow toolbar
installation. The database is located in My Documents\Case_Profile.mdb or C:\Users\[User
Name]\Documents\Case_Profile.mdb.

© 2000-2010 American LegalNet, Inc. All rights reserved April, 2010
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-OR-

eFile System: Profiles will be saved as Microsoft Word files. The default installation path is
C:\ProgramData\FormsWorkFlow\Profile.

Follow the instructions below if you would like to place the Profiles folder on a network drive to
allow staff to share information and, optionally, to allow back up of the profile files or database.

0 Changing the File System Profile Path (Before proceeding with the custom installation, a
profile folder must be created on the network drive):

e Click the Change button then browse to the folder’s location.
o Select the profile folder then click OK.

i FormsWorkFlow Toolbar - InstallShield Wizard

Custom Setup Change Current Destination Folder

Select the pragram features you want installed. =

Browse to the destination Folder, e
& &
Click on an icon in the lisk below o change how a Feature is installed. Look in:
= Qvl FarmsworkFlow Toolbar F;aitL:re DESCI’IDtIDnl (5 Profile 3 £
E=H|:tartop Templats el Sl Ve e =3 3% Floppy (A1)
= &3 = | Profile Path (=3 Local Disk (i)
[=] v| Access Database (23 Program Files
(= ~ | Favorites Folder (3 ALN Case Profile
=3 = | Temporary Download Folder This Feature requires 1460KE an D
=~ | Todls your hard drive. =
@ DD Drrive (D)
Install ta: Folder name:
P FilesiMi ft Office\OFFICEL1YSTARTUP _
iz = T e =) L | m |C:1,Program Files\aLM Case ProfilelPrafilel
[ Heln ] [ Space ] [ < Bark ” Mext = ] [ Carcel ] [ Ok I [ Cancel ]

o0 Changing the Microsoft Access Profile path: (Before proceeding with the custom installation,
copy the Case_Profile.mdb database (located in My Documents\Case_Profile.mdb or
C:\Users\[User Name]\Documents\Case_Profile.mdb) to the network folder).

e Click the Change button then browse to the Case_Profile.mdb location.
e Select Case_Profile.mdb then click OK.

Favorites Folder

A Favorite is a link to a form saved by a user in the Favorites folder. The default installation path is
C:\ProgramData\FormsWorkFlow\Favorites. Follow the instructions below if you would like to
place the Favorites folder on a network drive. Note: Typically this folder is not shared unless the
firm practices are limited to one or two types of law.
0 Changing the Favorites Folder Path:

o Create the folder on the target network drive.

e Click the Change button then browse to the folder’s location.

e Select the folder then click OK.

Temporary Download Folder

The Forms WorkFlow Temp folder install in the system or user temporary folder location (Temp/
FormsWorkFlow). In most cases, this setting should not be changed.
0 Changing the Temp Folder Path:

o Create the folder on the target network drive.
e Click the Change button then browse to the folder’s location.

> Select the folder then click OK.

© 2000-2010 American LegalNet, Inc. All rights reserved April, 2010
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» When finished with the Custom Setup, click Next then Install.

i FormsWorkFlow Toolbar - InstallShield Wizard

Ready to Install the Program \ ~ 1

The wizard is ready to begin installation,

Click Install to begin the installation.

If you wantk ko review or change any of your installation settings, click Back, Click Cancel to
exit the wizard,

< Back H Install ] [ Cancel

» Click Finish.
» Open Microsoft Word.

o Click on the Forms WorkFlow toolbar. In the Registration window, select Full
Version then enter the Name and Key provided when the toolbar was purchased.

FORMS

WORKF LOW
() 2008 Americanl agalnet Inc. All rights ressrved,
Welcorne!
Thank you fior your interest in FormsWorkFlow
Flease select From the Following options:
" Demo Version
o« Full Yersion

Mame: |I“Hs.c

Eey: |

Haxt > Cancel I

0 Click Next. The message below will display.

FormsWorkF low:

Wou have successfully installed the Full version

» Click the Settings button.
o0 Itis recommended Bypass document properties check when using autofill and lock/unlock
features especially if the firm has a document management system (DMS).

© 2000-2010 American LegalNet, Inc. All rights reserved April, 2010
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o Enter the Username and Password then check Save Password and Login Automatically.
o Click OK.

FormsWorkFlow Settings {3.10) x|

AutaFil
[v Bypass document properties check when using aukofill and lockfunlock Features,

Profile Type: % File System  { Database

Profile Path: |C:'|,Dcu:uments and Settingsi Al UserstApplication DakalFormmsWorkE

Check For Revisions

[v Enable

Locate Forms

Lsername: |I<in|<jnkin Password: |*********

¥ Save Password v Login Automatically

Favarites Folder: |C:'I,Pru:ugramDaI:a'\FormsWu:urkFIu:uw'l,Faw:urites|

Bill Track
[ Show Bill Track

hebwark Configurations

[ automatically detect setkings

Proxy Server

[ Use proxy server

| |
|

Reqisker

(0.4 | Cancel |

Reqgistration

]
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Troubleshooting Installation

Error Run-time 75 Path/File Access Error
This error message indicates the users security settings on the Favorites and/or Profile folder are
insufficient to save, delete, or write to a form. Product users must have full rights to all folders
associated with the Forms WorkFlow ribbon.

¥ Go to C:\ProgramData\FormsWorkFlow

(Note: this is the general location -- some firms choose to place their profiles on a network share).
Right-click the Forms WorkFlow folder, Favorites folder and/or right-click the Profiles folder.
Select Properties.

Select the Security tab or Sharing tab (depending on the operating system).

¢© ¢ ¢ ¢

The user's security must be set to full control of these folders.

Error - Run-time error 76: Path not found
Issue: This Run-time error occurs when the Profiles folder, as defined in the Profile Location key in the
registry, does NOT exist.

Resolution:
To work around this issue, you can try one of the following methods:

* Modify the Profile Location key in the registry to point to the correct location of the Templates folder.

WARNING: Serious problems might occur if you modify the registry incorrectly by using Registry Editor
or by using another method. These problems might require that you reinstall your operating system.
Modify the registry at your own risk.

Steps to modify the registry setting:
+  Click the Start button, click Run, and type REGEDIT. Click OK.

¥ Goto HKEY_LOCAL_MACHINE\SOFTWARE\American LegalNet\USCourtForms.
<+ On the right pane, locate the Profile Location key, right click and select Modify
-

Type the correct value (Profile Path) in the field.

Error - Run-time error 76: Path not Found (Favorites)
Issue: This Run-time error occurs when the Favorites folder, as defined in the Favorites key in the
registry, does NOT exist.

Resolution:
To work around this issue, you can try one of the following methods:
* Modify the Favorites key in the registry to point to the correct location of the Favorites folder.

WARNING: Serious problems might occur if you modify the registry incorrectly by using Registry Editor
or by using another method. These problems might require that you reinstall your operating system.
Modify the registry at your own risk.

Steps to modify the registry setting:

© 2000-2010 American LegalNet, Inc. All rights reserved April, 2010
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+  Click the Start button, click Run, and type REGEDIT. Click OK.
Go to HKEY_LOCAL_MACHINE\SOFTWARE\American Legalnet\USCourtForms. On the right pane, locate the Favorites

>
key, right click and select Modify

+ Type the correct value (Favorites Path) in the field.

Toolbar: Does not load into Word
The toolbars will not load in MS Word if the ALN Case Profile.dot is not installed your Microsoft Word

Startup path. Either the ALN Case Profile.dot does not exist in the startup folder of MS Word or the
attribute of the file has been changed to hidden.

The following steps will guide you in troubleshooting the issue:
+ Determine the Word Startup folder.

¥ Verify the ALN Case Profile.dot exists in the Startup folder

<+ If the ALN Case Profile.dot still does NOT exist, then you need to copy the file to this folder

You can determine where the Word Startup folder is located by using the following steps:
<+ In Word 2002/2003, select the Tools menu, click Options.

<+ On the File Locations tab, under File types, select Startup.

<+ Click Modify to view the entire Startup path.

Turn off Bill Track

Bill Track is a feature that must be purchased separately. Bill Track is on if the fields below appear in
the Locate Forms | Search window or the Favorites window.

[ Matter Number | j
User Mame: | j

To toggle it on or off:
<  Click Settings button on the the Forms WorkFlow toolbar.

<+ Inthe Settings window, check or uncheck Bill Track to turn the feature on or off.

¥ Click OK to close the Settings window.

e ——
April, 2010
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