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Chapter

Introduction

Before You Begin

Before you begin installing RealLegal Practice Manager on your network server,
there are a few things you need to check:

1 Is your network server running Microsoft Windows 98/NT/2K? If not,
you cannot install Practice Manager on this server.

2 Are you running Microsoft SQL Server 7.0 or higher? If not, you will
need to upgrade before installing Practice Manager.

3 Are you running Microsoft SQL Server in a clustered environment? If
s0, you need to be running Microsoft SQL 2000 in order to support the
ADO connections to the database in Practice Manager.

4 Is Microsoft SQL Server currently running? If not, start Microsoft SQL
Server before continuing with the install.

5 Are you logged in as the administrator/supervisor for the server? If not,
log out and then log in again as the server administrator or supervisor.

6 Do you have access to the locations where you want to place the Practice
Manager database and files? If not, you will need to get access to that
location.

7 Have you checked the disk space at the target locations for the Practice
Manager database and files to make sure there is enough room to place
these files?

8 Is Microsoft Internet Explorer 5.0 or higher installed on the computer?
9 Is the resolution of the monitor at least 800 x 600?

10 If you are upgrading a previous installation of Practice Manager, has
everyone stopped running it?
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Before You Begin

Before Practice Manager can be installed, you will go through a series of screens
that are designed to gather information about your firm for initializing the
Practice Manager database, as well as determine how your system will be
configured for client workstations. This information includes the following:

1 General Firm/Organization Information
e Name (required)

e Any other names by which the firm/organization is known or is
doing business as.

e Employer identification number

e Line of business (required)

2 Primary Address (required)

3 Secondary or Alternate Address (e.g., Mailing Address — optional)
4 Primary Contact Information

5 Location where the Practice Manager files will be placed.

6 Practice Manager Components which are to be installed and enabled.
7  Default word processing and e-mail software that will be used.

8 The accounting package that Practice Manager will integrate with
(optional).

9 The path to the Practice Manager executable file as it will appear to the
workstations on your network.

10 The name you want to use for the Practice Manager database, and the
location where you want to place the database.

11 The protocol that workstations will use to connect to the Microsoft SQL
Server.

12 The login name and password for your Microsoft SQL Server.

With the above information in hand, you are ready to begin installing RealLegal
Practice Manager!



Chapter

Installing ReallLegal
Practice Manager

Overview

There are three basic steps to setting up RealLegal Practice Manager and running
it on your network:
1 Install the Practice Manager files and database on the server.

2 Run the client setup from the network server.

3 Start and log in to Practice Manager as the administrator of the network
so you can enter the firm’s Registration Site Key.

Once completed, you can begin the process of implementing Practice Manager
for your firm.

Note

When you first install Practice Manager, it will be in 30-trial mode. This is a fully
functioning version of Practice Manager, only it will stop working after 30 days
unless you obtain and enter the Registration Site Key mentioned in step 3.

The Registration Site Key is different for each server, and is identified by a Site
Code of the computer. Instructions are provided later in this document for
identifying your Site Code and contacting RealLegal Client Services to obtain a
Site Key.




Network Installation Guide

2-2 Step 1: Network Install

Step 1: Network Install

The first step in the installation process is placing the RealLegal Practice
Manager files and database on the server, as well as configuring several options
specific to your firm/organization. Before starting this process, you should make
sure that you have reviewed "Before You Begin" beginning on page 1-1.

To Start the
Network Install

1

Use the following procedure to start the RealLegal Practice Manager setup and
installation process.

Insert the RealLegal Practice Manager Installation CD. The start.htm file
should automatically open in your browser and appear in the browser

window..

If this page does not open automatically, start Internet Explorer. Choose
File — Open. The Open dialog box appears.

Type the Intemet address of a document or falder, and
Internet E xplorer will open it for pou.

2l

Open: I
[™ Open as'web Folder

e | Cancel |

Browse... |

El

Click browser and located the start.htm file on the CD.

Look in: I@ cd.network, j & &k E-
css
doc
images
File name: Istart.htm j Open I
" Files of bype: [HTML Files =l

Cancel |
7|
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Click Open. The page appears in your browser window.

Reall egal Practice Manager Network Server Installation Start Page - Microsoft Internet Eplorer. MEIES|

Fie Edt Vew Favores Toos Help |

= 5
Back Forard) Stop  Refresh  Home Search  Favorites  History Mail Print Edit Discuss  Real.com
Address [ €1 \TormadolPHIT_shared_InFolQadInstallPresicd.networkistart.him =] e |[unks

(R IMPROVING THE BUSINESS.OF LAW. ... =
Real b | i

Welcome to the RealLegal Practice Manager
Network Server Installation Start Page!

Contact LAW com Practice Manager
t

Real ittt
tel: 800 440.8109
tel: 706.310.1515

Practice Manager* g e

Bl 1nstall Reallegal Practice Manager on Your Network Server Getting Adabe Acrabat:
This optian lets yau install RealLegal Practice Manager for use on a Misrosaft Windows 2000 Netwark ,’n:" *’w
Server.
45 part of this installation, a workstation installation folder (dient.ins) is ereated to faciltate
installation of RealLegal Practice Manager on the workstations connected to your netiork Getting Help from Micrasoft:
You will also have the option of creating a PMRemote installation folder (pmremote.ins) to make it Micresoft

easier for your mabile users to lsa install this version RealLegal Practics Manager.
Wetwork Server installation requirements are as fallaws:
« Microsoft Windaws 9, Microsaft Windows NT4 with Service Pack 5, or Microsoft Windows Geting Helg fram Cryekon

2000 L
« Microsoft SQL Server 7 or higher. CrypKey.

« All programs should be closed.

In order to use Practice Manager Graupiare and Workflaw, you must have one of the follawing
installed:
[ e
 GroupWise 5.2 or 5.
For additional requirements, features and integrations, contact your RealLegal Client Services
Reprasentative.
Click here to start the installation!

I 1ntallation Instructions =

[ Local intranet

This page provides access to the following:
e The RealLegal Practice Manager Network Setup program

e The RealLegal Practice Manager Network Setup program installation
instructions

e Law.com and Reall.egal Websites
e Support websites for Adobe Acrobat Reader, Microsoft and CrypKey

When ready to begin the install, click once on Click here to start the
installation. Depending on how your Internet Explorer server is
configured one or both of the following messages may appear:

File Download [i x| Security Warning i x|

Do pouwant to install and run “setup exe from
“WTomadosPMT_Shared Infot34MnstalVPMEE
\ednetiark'*?

You have chosen to download 5 file from this location,

setup.exe from 4\ TomadoWPMT_Shared_InfobOaInstalll

“what would you like ta do with this file?

" Run this program from its curent location The publisher cannot be datermined du to the problems

" Save this pragram o disk elow
Authenticods signature not found.

¥ | Always sk before opening His tpe of fil

0K | Cancel More Irfo ves [ Mo | Moekio
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Click OK and/or Yes as needed.

The InstallShield Wizard prepares the RealLegal Practice Manager files
for installation.

RealLegal Practic =18 x|
Fie Edi View Favores Toos Help |

« .5 @ B @ @ O B & G

Back. Forward Stop  Refresh  Home Search  Favorites  History Mail Print Edit Discuss  Real.com
Aduiress [ \TornadolPHT_shared_InFo\QalInstallPHBs\cd.netriorkistart htm =] e ||unks

{ IFQ_\ IMPROVING. THE BUSINESS OF LAW.
Renl \ VT HET AT

Welcome to the RealLegal Practice Manager
Network Server Installation Start Page!

[ /MPROVING THE BUSINESS OF LAW. .. St
EIT TR R i I 800.440.5109

I 706 310,1515

x: 706,310 1323

minfo@corp.law.com

ing Adobe Acrobat:

Practice Manager” [

ing Help fram Micrasaft:

Network Installation

2552 Micros oft BackOffice Certified DUSERRIESSgcre
- [ L

5 g
 Microsoft SQL Server 7 or higher instalishield Wizard

« All programs should be closed.

In order to use Practice Manager Groupiare and Workflow, you must < Practice Manager 8.6 for Windows Setup is prepating the
installed: InstallSkield® “izard, which wil auide you thiough the rest of the
setup process. Pleass wail
 Microsoft Exchange 5.5 or higher
 GroupWise 5.2 or 5.5.

For additional requirements, features and integrations, contact your R I Cancel
i

Reprasentative.

Click here to start the installation!

=

B 1nstallation Instructions

= Local intranet

When finished, the RealLegal Practice Manager Setup Welcome
window appears.

Network Server S

RealLegal Practice Manager 8.6 Network Server

This setup lets you install Feal egal Fractice Manager for
use on a Micrasaft Windaws NT/2K Network. Server,

s partof this installation, a workstation instalaton folder
clent.ins) s created to faciitate installaion of Real_egal

ok ==
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3 Click Next. The RealLegal License End User License Agreement
(EULA) appears.

Reallegal Practice Manager 8.6 Network Server Setup

[RealLegal Practice Manager 8.6 Network Server Setuj
License Agreement

Plesse read the folloaing ense agreement carstuly.

Before instaling RealL egal Fractice Manager 8.6, vou must acospt the following Software
icense Agreement.

I Practic Manager
Click virap License Agresment

Before you can use the Practics Manager software, you

(‘Customer") must agree to Law.com Holdng, Ine's ["Law.cor),

Cick Wisp Liense Ageere [ Ateementl. FLEASE READ THIS

\AGREEMENT CAREFLLLY. BY INDICATING YOUR ACCEPTANCE BELOW/, YOU

[4RE AGREEING T BE BOLND Y THE TERMS AND CONDITIONS DF THE
TERMS OF THIS AGREE! Afteryou have:

ead the Agreement, you can e agvee Coutonte

Do Agreement? If
st vl Gove. 15 etell PvacnceManagev o4 it e s agtsmen

IrstalGhield

<Back

Collecting 4 Click Yes to accept the agreement. The Firm/Organization Details
information... window appears.

Reall.egal Practice Manager 8.6 Network Server Setup

[Reallegal Practice Manager 8.6 Network Server Setur
Firm/Organization Information
Enter equested data

egal Practice
Manage [boid fie indicates a requied fiid).

Firm/Organization:

Employer 1D Nurber

[
Doing Business Ais: I
[
[

Line of Business:

< Back Cancel
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5 Complete the fields on the screen.

T Reallegal Prac
Reallegal Practice Manager 8.6 Network Server Setup

[RealLegal Practice Manager 8.6 Network Server Setup

Firm/Organization Information

Enter requested data.

egal Practice

Manage [bold fie indicates a requied fisid)

Fim/Organization: [The Fim of Law, Dought_Kalm and Assosiates. LLP

Doing Business As: Jroc

Employer ID Number: 111223333

Line of Business: JLaw Fim

<Back Cancel

6 When finished, click Next. The Primary Address window appears.

[Reallegal Practice Manager 8.6 Network Server Setup

Fitm/Organization Primary Address

Erterrequested data.

The following addiess willbe ate used to populale the registialion information in Rleallegal Pracice
Manager. The system wil identlly this as your prinery address (bold tle indicetes a recpied feld]

Desciption:

Address Line 1

Addiess Line 2

Addhess Line 3

State/Province:

Postal Code:

County:

[
[
[
[
City: [
[
[
[
[

Country:

Telephone: ( -l 10 1
M ( -l 1 1
Fast Number T I |

IrstalShickd
<Back. Heit>, Cancel
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7 Complete the fields on the screen.

Manager 8.6 Network Server Setup
Fim/Organization Primary Address
Enter requested data.

The following address willbe are used to populate the registstion informalion in Reallegal Practice
Manager. The system wil identiy this as your primary adeess (bald file indicates a required field)

Description: [Corporate:
Address Line 1 [153 Keamy Stieet
Addess Line 2 [

Address Line 3 [

City: [San Francisce

StatesProvince: Jca

Postal Code: 54108

Courty: [

Country: [United States

Telephone: (U Erom S N | (T
Atemate Telophons: [ |
Fa Number: (| |

InstalShield
<k Cacel

8 When finished, click Next. The Alternate Address window appears.

Manager 8.6 Network Server Setup
on Altemnate Address

Erterrequested data.

The following address willbe are used to popuste the registstion informalion in Reallegal Practice
d

Descriptior:

Addhess Line 1

Addiess Line 2

Addhess Line 3

State/Province:

Postal Cace:

County:

[
[
[
[
Ciy: [
[
[
[
[

County:

Telephone: ( -l 10 1
M ( -l 1 1
Fast Number T I |

InstzlGhidd
<Back Cancel
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9 Complete the fields on the screen, as needed.

T Reallegal Prac
Reallegal Practic

anager 8.6 Network Server Setup

RealLegal Pra; tanager 86 Netwark Server Setup

Firm/Organization Alternate Address

Enter requested data.

The following address willbe are used to popuste the registstion informalion in Reallegal Practice

Manager. T

Descriptior:
Addhess Line 1
Address Line 2
Addhess Line 3

Ciy:

State/Pravince:
Postal Cace:

Courty:

Courty:

Telephane:
Altemate Telephane:

Fa Nurber:
IrstalShickd

[Business Development

[Market Place - Tower 2
3025 South Parker Foad
[12¢h Floor

[purcra
[co

[emore

[Puapahos

[United States
(|as8 J-[f584  ]-[]3sse 1
(303 J-lfse+  ]-[|azee 1
(303 )=[fse¢  1-[fess4 1

e |

10 When finished, click Next. The Additional Information window

appears.

eallegal Practice Manager 8.6 Network Server Setup

RealLegal Practice Manager 8.6 Network Server Setup

Fitm/Organization Contact Information ﬁ

Enter requested data.

egal Praclice

Manager [al fields are aptional)

Websie:

Contast Mame:

Contact Salutation

Contaot E-Mail Address:

<Back Cancel
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11 Complete the fields on the screen.

[Reallegal Practice Manager 8.6 Network Server Setug

Firm/Organization Contact Information
Enter requested data.

Manage [al fields are cptionall

Websie: Jhto: 72w reallegal com/

Contact Name: [PauiOBrien
Contact Salutation M Oren
Contact EMail fddiess:  [pminforeallegal.com

IrstalShield

12 When finished, click Next. The Firm/Organization Details
Confirmation window appears.

Reallegal Practice Manager 8.6 Network Server Setup

Please review the follaning informatian, I the information is complete and accuale, click Next.
To conect the infarmation, click Back ta lacate the appiopiate screen to modit.

Fim/0 e et
Doi LDC.
Employer ID Number: 111223333

Line of Business: Law Fim

Firm ddress
Descuww ‘:w e
i i e

|
<Back Cancel

e If the information is not correct, click Back until the appropriate
window appears, and correct the information as needed.

e [fthe information is correct, click Next.
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Choosing
configuration
options...

The Practice Manager Program Folder window appears.

& Reallegal Practic

eallegal Practice Manager 8.6 Network Server Setup

Select Foldst where Setup wil instal filss.

Choose a folder to store the Practice Manager program fles. To use the default
Destination Folder, cic To changs the Destinalion Folder. click Browss ant
ting folder o1 create  new one. \when fiished, cick Next to use the

D

"E \Program Files'F eallegaltPracticeManager Browse.

IrstalGhield

13 Choose a location where you want to place the Practice Manager
program files.

e To accept the default folder location, click Next.

e To browse to an existing folder, click Browse. The Choose Folder
dialog box appears.

Choose Folder ! x|

Please choose the installation Folder,

Fath:

Direckories:

: =71 Program Files |
] aboutTime

] Accessories -]

{1 Adobe

(1 Borland

{1 Bradbury

7 Citrize

"1 Comman Files _ILI
l B

Choose an existing folder, and click Next.

e To create a new folder, click Browse. The Choose Folder dialog
box appears, click OK and then click Next.



Installing RealLegal Practice Manager

Step 1: Network Install 21

Choose Folder ) x|

Flease choose the installation Folder,
Path:

Direckories;

{1 Program Files ;I
-] AboutTime

B Accessories |
=] Adobe

-] Borland

-] Bradbury

- Citrise

{1 Common Files | _lLI
3

Enter the full path and folder name in the Path field, click OK and
then click Next. If the folder does not exist, a confirmation window
appears.

ouestion B

This directory
C:\Program Filest|aw. comlPracticeManager

does not exisk. Do you want to create it?

.

Click Yes to create the folder. The Practice Manager Installation
Components window appears.

& Reallegal Practice

| eall.egal Practice Manager 8.6 Network Server Setup

[RealLegal Practice Manager 8.6 Network Server Setup
Installation Companents
Chease the companents Setup wil instal.

D
’—c \Pragram Files\Fi eallegal'PracticeManager

Space Required on C: 114892K
Shoavabdio o € o
IstalShield
<Back Neit> Carcel
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14 Choose the Practice Manager components to install.
e Checking a component includes it in the installation.
e Unchecking a component removes it from the installation.

Because checking and unchecking installation components can change
the amount of disk space required for the installation, you can check the
space or change to a folder on a drive with more space.

e To check the disk space, click the Disk Space button. The
Available Disk Space dialog box appears.

Available Disk Space i 5'

Space———————————————
Diive
lﬁ Available: 3208495 K.
Required: 114832 K

0K I Cancel |

Click OK to to return to the Practice Manager Installation
Components window.

e To change the destination folders and/or drive for the Practice
Manager files, click Browse. The Choose Folder dialog box
appears.

Choose Folder ! x|

Please choose the installation Folder,

Direckories:

=1 Program Files |
-7 AboutTime
H-{_] Accessories -]
= Adobe
=1 Borland
-1 Bradbury
-{:I Citrix
© - BT Comman Files o
4 | Ll_l

— To use an existing folder, browse to that folder, click OK.
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To create a new folder, click Browse.

Choose Folder | x|

Please choose the installation Folder.
Fath;

Directories:
=+ Program Files :I
~{Z] AboutTime
H-{_] Accessories -]
= Adobe
=1 Borland
{27 Bradbury
{0 cierie
¢ @71 Comman Files o
4] | _'I_I

Enter the full path and folder name in the Path field, and click
Next.

If the folder does not exist, a confirmation window appears.

ouestion . B

This directory
C:\Program Filest|aw. comlPracticeManager

does not exisk. Do you want to create it?

.

Click Yes to create the folder. The Practice Manager
Installation Components window appears.
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15 When finished, click Next. The Default Word Processor window
appears.

Reallegal Practice Manager 8.6 Network Server Setup

Chooss the setup type that best suits your nesds

Choasethe

e

Practice Manager
& Microsoft Word 2000 for Windows
© Micrasolt Word 97 for Windows
© Microsolt Word 95 for Windows
© Corel Word Perfect 2000

© Corel Word Perfect 8

 Corel Word Perfect 7.

IstalShield

16 Select the Word Processor your firm will use for generating documents
with Practice Manager, and click Next. The Default E-Mail Program
window appears.

Reallegal Practice Manager 8.6 Network Server Setup

Chooss the setup type that best suits your nesds

Chaase th E-Mail pragram to
e

Practice Manager.
& Microsoft Outiook.
© Novel Groupwiss

© No mai chent

<Back Cancel
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17 Select the E-Mail Program your firm will use with Groupware and
Workflow functionality in Practice Manager, and click Next. The
Default Billing Program window appears.

& RealLegal Practice M
eall.egal Practice Manager 8.6 Network Server Setup

[Reall egal Practice Manager 8.6 Network Server Setup
Default Billing Program.
Select the aptions you want o nstal

Choosethe used with Timesips in

7
wih Praciice Manager

None
CMSTIME (300 GI)
Custom

Legal Vision

Drega
Peachtres

ickBooks 4.0
QuickBooks 5.0

QuickBooks Fro 5.0
0B 9342000 Export

< Back Cancel

18 If Practice Manager will be integrated with your firm’s billing program,
select that billing from the list, and click Next. The Local Path window
appears.

Enter 3 paih to the Real.egal 86 root
located) as it il appeat to the workstations on the netuork.

<Back Cancel
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19 Enter the path to the Practice Manager executable file as it will appear to
workstations on you network (e.g., F:\apps\reallegal\pmwin\, P:\, etc.) ,
and click Next. The MS SQL Server Location window appears.

e LOCAL: If the SQL Server is running on the same computer where
you are installing Practice Manager, choose Local and click Next.

e REMOTE: If the SQL Server is running on a computer other than
on the one where you are installing Practice Manager, choose
Remote and click Next.
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The SQL Server Network Protocol window appears.

Choose the network protocal used o cannect t the MS SGL Server

& TCPIP
" Named Fipes (N=BELI)

€ Mulprotocol

20 Choose the protocol for connecting to the MS SQL Server, and click
Next. The MSSQL Server Type window appears:

Plesss specify type of the M SOL server you have:

@ Defaul instance

£ Name

<Back Cancel

21 Choose the MS SQL Server Type you are using, and click Next. The
Database Name window appears, the fields determined by the type of
MS SQL Server you selected.
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e If you choose Default instance, the Database Name window
appears as follows:
T Reallegal Practic
Reallegal Practice Manager 8.6 Network Server Setup
Sever,  [VGGORASIL
Dot prmrdd
<Back Cancel
°

If you choose Named server instance, the Database Name window
appears as follows:

¥ Reallegal Practic

Reallegal Practice Manager 8.6 Network Server Setup

RealLegal P tanager 8.6 Network Server Setup
Database Location

Enter requested data.

Enter a unique name for the Practice Manager server and database.

Az

Computer VGGDRASI

Instance: YGGDRASIL

Datsbase: [pminde

<Back Cancel
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If you choose Clustered environment, the Database Name window
appears as follows:

¥ Reallegal Practic
Reallegal Practice Manager 8.6 Network Server Setup

RealL egal P tanager 8.6 Network Server Setup

Database Location
Enter requested data. v3

Enter a unique name for the Practice Manager server and database.

YGEDRASIL

s

22 Complete the fields on the screen.

If you chose Default instance, enter an Alias, the Server name and
a unique name for the Database.

If you chose Named server instance, enter an Alias, the Computer
name, Instance Name and a unique name for the Database.

If you chose Clustered environment, enter an Alias, the Cluster
name, Server Name and a unique name for the Database.
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Click Next. The Database Folder window appears.

X Reallegal Practic

Reallegal Practice Manager 8.6 Network Server Setup

Choose a folder to store the Practice Manager database.
To use the defauit Destination Folder, cick Next

To change the D older, cick Browse and ch
rew one. When finishied, click Newtto use the selected folder.

o create a

D
’VE\MSSUU\DaAa Browse.

IrstalGhield

23 Choose a location for the Practice Manager database.
e To accept the default folder location, click Next.

e To browse to an existing folder, click Browse. The Choose Folder
dialog box appears.

Choose Folder ! x|

Flease choose the installation Folder,

Directories;

=-{_] Program Files ;I
] AboutTime

(] Accessories |
] Adobe

] Borland

] eradbury

] Citrize

H "1 Comman Files 37
4| | »

Choose an existing folder, and click Next.

e To create a new folder, click Browse. The Choose Folder dialog
box appears, click OK and then click Next.
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Choose Folder ! Xl

Flease choose the installation Folder,
Path:

Direckories;

{1 Program Files ;I
-] AboutTime

B Accessories |
=] Adobe

-] Borland

-] Bradbury

- Citrise

{1 Common Files | _lLI
3

Enter the full path and folder name in the Path field, click OK and
then click Next. If the folder does not exist, a confirmation window
appears.

ouestion B

This directory
C:\Program Filest|aw. comlPracticeManager

does not exisk. Do you want to create it?

.

Click Yes to create the folder.

REMOTE: If this is a remote installation, the Server-side Data
Folder window appears.

gal Practics

Reallegal Practice Manager 8.6 Network Server Setup

Enter the path ta the database files as they will be accessed fom the server
£ MS SCIL Server needs tis information to be able to attach to the database.

Server

<Back Cancel
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This is the folder where the data will reside on the remote server as it
appears to the local server.

— To accept the default folder location, click Next.

— To browse to an existing folder, click Browse. The Choose
Folder dialog box appears.

Choose Folder ] x|

Please choose the installation folder,

Path:

C:'\Prograr File:

Directories:

1 Program Files ;l
2] AboutTime

{1 Accessories = |
{7 Adobe

1 Borland

] Bradbury

" Common Files | _lﬂ
»

oK I Cancel |

Choose an existing folder, and click Next.

The Client-side Network Protocol window appears.

X Reallegal Practice

Reallegal Practice Manager 8.6 Network Server Setup

Select Network protocal clients wil use to connect to the MSSOL Server

~ TCRIP
€ Named Pipes [NeBELI)
© Muliprtocal

<Back Cancel
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24 From the list, choose the protocol that workstations will use for
connecting to the Microsoft SQL Server, and click Next. The SQL
Server Password window appears.

gal Practics €
Reallegal Practice Manager 8.6 Network Server Setup

25 Enter the administrator login name and password for connecting to
Microsoft SQL Server.

Note

Be sure to keep track of this username and password. You will need it to
log in to ReallLegal Practice Manager and setup user accounts.

26 Click Next. The RealLegal Practice Manager Setup program will test the
connection to Microsoft SQL Server.
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Enter MSSQL Server administrator name and password

Verlying sonnection to the [YRGDRASIL] server and exstance of the [pmindb database.

Confim passworct [

<Back Cancel

If error occur, a message window appears identifying the error and
possible reasons for it occurring. Correct the condition before
proceeding with the install.

Otherwise, the the Confirm Setup window appears.

[RealLegal Practice Manager 8.6 Network Server Setuj

Confinm Setup

formation to begin files. Please review the follawing
infomation. If the infomation is cemplete and accurate, click e To canect the infmatian,
click Back tolocate the appropriate screen to madiy.

‘al DBiien
Company: The Fim of Law, Dought, Kalm and Associates, LLP
SN

Setug type: Netwark
This type of setup wil instsll Practice Manager for uss.
o netwik by ane ot more clisnts
I

If the information is not correct, click Back until the appropriate window
appears, and correct the information as needed.
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Installing the 27 When ready to begin installing the files, click Next. A progress bar
files... appears while the Practice Manager files are installed.

After all files have been installed on the server, the Network Server
Installation program will connect to the database and carry out a series of
scripts for updating the database with the information you entered. A
series of messages and DOS application boxes will appear on the screen.
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Finishing the
network
installation...

28

29

If no errors occur, the Completion window appears.

The Instals ield Wizard has successiull installed
PracticeManager. Click Finshto ex the wizard.

I View Readme Fie

Click Finish. The Practice Manager Setup window closes. The
Network Installation Start Page should still be active in your browser
window.

About the Readme File

The readme.txt file contains information which was not available at the
time the online books were produced. We strongly urge you to read this
file for any last minute updates or changes.

If you want to view the readme file, check View ReadMe BEFORE
clicking Finish. The file will open in the Windows Notepad.

It can also be accessed by opening the readme.txt file in the Practice
Manager folder on your server.

This same readme file will be available to your users when then install
Practice Manager on their desktops. If you want to add information for
each of them to read, you can do so now and then save the file.

When you are finished, close the Network Installation Start Page and
proceed to "Step 2: Workstation Install" beginning on page 2-27.
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Step 2: Workstation Install

The second step in the installation process is configuring a workstation to run the
server based RealLegal Practice Manager, and connect to the database.

This process will need to be carried out on each workstation in your office, and
should only be carried out after you have installed Practice Manager on the

Network.
To Start the Use the following procedure to start the RealL.egal Practice Manager Workstation
Workstation Setup process.

Setup 1 Start Microsoft Internet Explorer.

2 Choose File — Open. The Open dialog box appears.

open 2l

Type the Internet address of 8 document or folder, and
Intemet Explorer will open it for you

Open: I j

™ Open as Weh Folder

(] | Cancel | Erowse.. |

3 Click Browse. The browse window appears.

icrosoft Internt bplorer——————————— 2
Lock it |3 CLIENT.INS ] e ®cEr
File: name: Istart hitr j Open I
| Files of type: IHTML Files j Cancel
Z]

4 Locate the client.ins folder inside of the Practice Manager folder on your
network server (e.g., f:\apps\reallegal\pmwin\client.ins\) and locate the
start.htm file. The RealLegal Practice Manager Workstation Setup
page appears.
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NEET
Fie Edb Vew Favortes Tods Help |
S - .
Back Forard) Stop  Refresh  Home Search  Favorites  History Mail Print Edit Discuss  Real.com
Address [ €1 C:yProgram Filesifeal. egaliPracticeManager| CLIENT INStstart.htm =] e |[unks

;’E_\l IMPROVING. THE BUSINESS OF LAW.._.

Real e et

Welcome to the RealLegal Practice Manager
Workstation Installation Start Page!

Practice Manager*

Bl 1nstall Reallegal Practice Manager on Your Workstation

This option lets you configure your firm's server-based RealLegal Practice Manager far use on your
local workstation, Installation requirements are 35 follows:
« Microsoft Windows 99, ME, NT4, or 2000
f you are running Windows NT4 er 2000, you must be logged on as an administrator or
supervisor for your workstation
All windows should be closed.
In ordsr to uss Practics Managsr Document Assembly and Managsment, you must havs one of the
following word processors installed
« Hicrosoft Word 87 or 2000,
 Corel WordPerfect & or 2000.

In order to use Practice Manager GraupWare and Warkflaw, you must have ane of the fallawing
installed:

* Microsoft Gutiook 97, 98 or 2000, or Microsoft Exchange < .x or higher,

© GroupWise 5.2 or 5.5.

For additional requirements, features and integrations, contact your systern administrator.
Click here to start the installation!

B installation Instructions

Contact LAW com Practice Manager
Sales Support at

tel: 800.440.8109
tel: 706,310,1515
Fax: 706.310.1323

pminfo@corp.law.com

Getting Adobe Acrobat:
AR
i

Microsoft

Gtting Help from CrypKer:

=

[ Gy conputer

This page provides access to the following:

e The RealLegal Practice Manager Workstation Setup program

o The RealLegal Practice Manager Network Setup program installation

instructions

e Law.com and Reall.egal Websites

e  Support websites for Adobe Acrobat Reader, Microsoft and CrypKey

When ready to begin the install, click once on Click here to start the
installation. Depending on how your Internet Explorer server is
configured one or both of the following messages may appear:

File Download [ x| Security Warning [i x|

Do youwant to install and run “setup.exe from C.
\Program Fles\Fleal_egal\PracticeM anager
ACLIENT ING™?

“ou hawe chosen to download a file from this location.

satup.exe fiom C:\Program Filss\RealLsgal\Practiceanz

‘wihiat would you like to do with this file?
£ Run this program hiom ts current location The publisher cannat be determined du to the problems
' Save this program to disk

Authenticore signature not found.

W¥| Always ask before opering this type o file

0K | cencel | Maeirio | ves | Mo | Morelno

Click OK and/or Yes as needed.



Installing RealLegal Practice Manager

Step 2: Workstation Install 2-29

The InstallShield Wizard prepares the RealLegal Practice Manager files
for installation.

Reallegal Pra rh =& x|
Fie Edi View Favores Toos Help |

L = I @ = 3| B S5 G

Back Forward Stop  Refresh  Home Search  Favorites  History Mail Print Edit Discuss  Real.com
Address [ €1 C:yprogram Filesifeal. egaliPracticeManager| CLIENT INStstart.hkm =] @ |[unks

{ R_\ IMPROVING. THE BUSINESS OF LAW. I
Real \ LT AT

Welcome to the RealLegal Practice Manager
Workstation Installation Start Page!

| IMPROVING.THE BIJQ\N‘F‘S‘} QF‘ \‘ W - | (2t LAW.comiPrectcs Manager

I: 800 440.5109
I: 706.310.1515
x: 706.310.1323

minfo@corp.law.com

ing Adobe Acrobat:

Practice Manager” [

ing Help fram Micrasaft:

law.com Workstation Installation

2552 Microsoft BackOffice Certified JIENEESSNeRTISg
® Micrasoft Word 97 or 2000, ]
« Corel Wordperfect & ar 2000

In order to use Practice Manager GroupWare and Workflow, you must,

installed: Pravtice Manager 8 for Windows Selup is prepaiing the

« Microsoft Gutinok 97, 98 or 2000, ar Microsoft Exchangs 4.x or h IrtalSiedO e, hich i gud you tough he et o he
 GroupWise 5.2 or 5.5. selup process. Please nait

For additional requirements, features and integrations, contact your sy
Click he

EEEEEEEE Gl

Installation Instructions ‘

=

1y Conputsr

When finished, the RealLegal Practice Manager Setup Welcome
window appears.

‘orkstation Setup
Real egal Practice Manager 8.6 Workstation

This setup lsts you corfigure you fim's server-bassd
RealLegal Practice Manager for use on tis workstation
Installation incldes ackling menu tems to your Start menu

d 2 shoteut on your deskiop. Miciasaft MDAC 2.8is
also instalid a5 part of this setup.

ok ==
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6 Click Next. The RealLegal License End User License Agreement

(EULA) appears.

¥ Realleoal Practice Mz

Reallegal Practice Manager 8.6 Workstation Setup

RealLegal Practice Manager 8.6 Workstation Setup:
License Agreement

Plesse read the folloaing ense agreement carstuly.

Press the PAGE DOWN key to see the rest of the agreement

I Practic Manager
Click virap License Agresment

Before you can use the Practics Manager software, you

(‘Customer") must agree to Law.com Holdng, Ine's ["Law.cor),

Cick Wisp Liense Ageere [ Ateementl. FLEASE READ THIS

\AGREEMENT CAREFLLLY. BY INDICATING YOUR ACCEPTANCE BELOW/, YOU

[4RE AGREEING T BE BOLND Y THE TERMS AND CONDITIONS DF THE
TERMS OF THIS AGREEMENT FOR Afteryou have:

ead the Agrieement, you can sk on et agvee Coutonte

Do Agreement? If
st vl Gove. 15 etell PvacnceManagev o4 it e s agtsmen

IrstalGhield

<Back

7 Click Yes to accept the agreement. The Select Program Folder window
appears.

Reallegal Practice Manager 8.6 Workstation Setup

[Reallegal Practice Manager 8.6 Workstation Setup:

Select Program Folder
Plese select 3 program foldsr

Setup il acd program Y
a1 select o 1 he sistig foldet et Clck Nt cortre
Progrem Foldsss:

e
Commuricaions
Help

Microsalt Dffice

<Back Cancel
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Click Next. A prompt appears that asks if you want to place a shortcut to
RealLegal Practice Manager icon on your desktop.

ouestion X
@ Do you want shorteut to Reallegal Practice Manager created on your deskbop?
o |

e To place the shortcut on your desktop, click Yes.
e To skip placing the shortcut on your desktop, click No.

The Confirm Setup window appears.

Reallegal Practice Manager 8.6 Workstation Setup

alion to start copying the prograrm files. 1f you want o review or
e Back. |f you are salisfied with the setfings. olick Nest ta begin

Practice Manger destination folder
C:\Program Filest Reall egal Praclicehanagert

(Components that will be installect
Frogram Files

<Back Cancel

If the information is not correct, click Back until the appropriate window
appears, and correct the information as needed.
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Installing the 9 When ready to begin installing the files, click Next. A progress bar
files... appears while the Practice Manager files are installed.

ractice Manager 8.6 Workstation Setup

BimpAmdac,_typ.exe
(3

e

When finished, the MDAC 2.6 installation begins if you do not have the
latest version of MDAC installed, and a progress bar appears.

'ractice Manager 8.6 Workstation Setup

Instaling MDAC 26 lirary. Please wait
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When MDAC 2.6 installation has been completed, a message appears
advising you that you will need to reboot your PC before you can run
Practice Manager.

& Reallegal Practice Manager
eall.egal Practice Manager 8.6 Workstation Setup

@ MDAC 2.6 library installed succesfully.This system wil have to be rebooted in order to finih setup.

About MDAC

“The Microsoft® Data Access Components (MDAC) are the key
technologies that enable Universal Data Access. Data-driven
client/server applications deployed over the Web or a LAN can use these
components to easily integrate information from a variety of sources,
both relational (SQL) and nonrelational. These components include
Microsoft® ActiveX® Data Objects (ADO), OLE DB, and Open Database
Connectivity (ODBC).” From
http://www.microsoft.com/data/whatcom.htm).
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Finishing the If no errors occur, the Completion window and ReadMe file appears.
client
installation...

Wanager for windows, version 8.6
(c) Copyright 1991 -2001. A1 Rights Reserved.

REALLEGAL PRACTICE MAMAGER 8.6 README.TXT

[This File conrains information which was not available at the
[time the online books were produced. Those books are available
[through the Fractice Manager Help menu.

For a discussion of rew Features and enhancements in RealLeagl
Practice Manager for windows, version 8.6, refer to the release
notes Chelp\am. rn. pdf).

ABOUT SITE KEYS

Before running practice Manager From this computer, you must
have a site Key.

* IF a1] users are starting practice wanagar through 3 shortcut

pointing ta the server-based pmwin.exe

Te, then only one
multi-uSer key is needed

server (RealLégal does not recommend this method of de;ﬂuywq
Practice Manager, as there are no advantages to this
version control can become a maintenance problemd.

lcontact RealLegal client Services to obtain a key between the
hours of &:30aM and 5:30PM EST (M-F, except Us holidays) at:

About the Readme File

The readme.txt file contains information which was not available at the time the
online books were produced. We strongly urge you to read this file for any last
minute updates or changes.

This file may also contain information your System Administrator wants you to
read before proceeding with using Practice Manager.

10 When finished with the ReadMe file, close the Notepad window and
switch back to the RealLegal Practice Manager Workstation Setup
window.

11 Choose the restart option you want.

e Click Yes to restart immediately (recommended), then click Finish.
All active programs and windows, including the PMRemote Setup
window and the PMRemote Installation Start Page, are closed.
The computer restarts.

o C(Click No to restart later, then click Finish.

Do not attempt to run Practice Manager without first restarting your
computer, as this could produce unexpected results.
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The Practice Manager Setup window closes.
12 Switch to the PMRemote Installation Start Page.

13 When finished, close this window as well. Proceed to "Step 3: Initial
Login" beginning on page 2-35.

Step 3: Initial Login and Site Registration

After you have completed the network server and client workstation installations,
you need to login once and enter your firms Site Key so that others can log in and
use RealLegal Practice Manager.

To Log in to Use the following procedure only when logging into Practice Manager for the
Practice Manager first time.

for the First Time 1 Locate and execute the Practice Manager shortcut.

Or in the program folder you selected...

Internet Explorer
ft Excel
icrosoft Outiook
‘os0ft Phota Editor

icrosoft PowerPoint

ILegal Practice Manager Remote.

ILegal Practice Manager

T
ractice Manager Remote T Getting Started
T User's cuide:
T swhat's New

x - Microsoft Outlosk D4 BgE o2
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It will be located either on the Start Menu...

Internet Explorer

Microsoft Excel

RealLegal Practice Manager

Programs
Documents
Settings
Search
Help

Run...

Shut Down, ..

| FBlmbos - Microssft outlook | @ Thetpfunum.reallegal.com...

Or on the desktop...

| [Bltmbox - Microsoft outlook | & Jhtp:ffuum.reallegal.com...

e ] 5tart|
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RealLegal Practice Manager checks to see if you are eligible to run the
Practice Manager on this workstation.

Please wait...

Your computer iz cumently being checked ta see if you are
eligible for a trial license.

The trial license will be walid for 30 days.

The RealLegal Practice Manager 30-Day License window appears.

RealLegal Practice Manager 8.6

9l Jed.
Program License Help
i Program hot autharized
-dl
Site Code: D477 375 8331 EE12 DF
Site Key:
Before uzing Practice Manager on this computer, you must -

have a Site Hey.

Contact Law . com Cliert Services to obtain a key between the
hours of 8:304AM and 5:30PM EST (M-F, except US holidays) at:

O800.440.5109 or
03101513

Please pravide the Representative with the above Site Code.

Wou will receive a key that is unigue to your computer . Enter that key in

the field above, and click Validste. ¥ ou can then use Practice Manager in
accordance with the Software License Agreement. LI

Write down the Site Code, and close the window.
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4 Locate and execute the Practice Manager shortcut. The RealLegal
Practice Manager 30-Day License window appears. After a few
seconds, the RealLegal Practice Manager Login window appears.

IMPROVING THE BUS[N ESS OF LAW

Practice Manager ;

Thiz product iz licenzed to

The Firm of Law, Dought, Kalm and

= Associates Login

= la\-\-'.com General Practice Area Password
Gt Wersion §.6.10.1 LCancel

DE Version §.6.9 _I

© 1991-2001, All Rights Reserved. 525525 Microsoft BackOffice Certified

5 Using the Administrator name and password you defined during the
network installation process, login to Practice Manager. The main
Practice Manager window appears.

JTE

File Edit Tools Administration Window Help

AEDON=H8ARRAIE v ED| S| R

| \ | o

You now ready to begin implementing ReallLegal Practice Manager for your
firm. Proceed to "Where to Go from Here" beginning on page 3-1.
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To Get a Site Key Before running Practice Manager from this computer beyond the 30-day trial
limit, you must have a Site Key.

¢ If all users are starting Practice Manager through a shortcut pointing to
the server-based pmwin.exe file, then only one multi-user key is needed.

¢ Ifauser is starting Practice Manager through a shortcut pointing to a
pmwin.exe file located on their PC, then they will need a separate key,
which will be different from the one on the server

Note

ReallLegal does not recommend this method of deploying Practice
Manager, as there are no advantages to this, and version control can
become a maintenance problem. You will need to get the site codes
from all workstations before contacting Reallegal Client Services.

Use the following procedure to get a Site Key to enable RealLegal Practice
Manager to work beyond the first 30 days.

1 Contact RealLegal Client Services to obtain a key between the hours of
8:00AM and 5:30PM MST (M-F, except US holidays) at 888.584.9988
or 303.584.9988.

2 Please provide the representative with the above Site Code.

e If the Practice Manager executable (pmwin.exe) will be run from a
central location on the network server via a shortcut on the
workstation, the RealLegal Client Services Representative will give
you a site key for your sever, appropriate for the number of licenses
your firm or organization has purchased. You will only need the one
site key for all workstations.

e If the Practice Manager executable (pmwin.exe) will be placed on
each workstation, then you will have to get a single-user site key for
each workstation.
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3 Start Practice Manager. The RealLegal Practice Manager 30-Day
License window appears.

RealLegal Practice Manager 8.6

ay tria on license

) ol
nter= to configure your

_(oix]
Program License Help
1A Program not authorized
-
Site Code: D477 9E75 8331 EE12 DF
Site Key:
Before using Practice Manager on this computer, vou must -

have a Site Mey.

Contact Law .com Client Services to obtain a key between the
hours of 8:30AM and 5;30PM EST (M-F, except US holidays) at:

0300.440.5109 ar
Or6.3101515

Please provide the Representative with the above Site Code.

ou will receive a key that is unigue to your computer. Enter that key in

the field ahove, and click Validate. ¥ou can then use Practice Manager in
accordance with the Software License Agreement. ;I

5 Enter the Site Key you received, and click Validate. If the match is
correct, the Practice Manager Login window appears.

IMPROVING.THE BUSINESS OF LAW...........
== AT LT P

Practice Manager*

This product is licensed to

The Firm of Law, Dought, Kalm and

Associates Login
: T

General Practice Area Password _

Wersion 8.6,10.1 LCancel

DE Version §.6.9 _I

© 1991-2001, Al Rights Reserved, 52505 Microsoft BackOffice Certified

law.com
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6 Continue to login to Practice Manager.

This window will continue to appear each time you start Practice Manager until
you have entered a valid key. Please note that a Site Key is only required when
you first start Practice Manager. If you install and run Practice Manager on
another computer, you will need to get another key from RealLegal.
Workstations connected to a network installation of Practice Manager do not
need a Site Key.

Thank you for your cooperation in helping us prevent unauthorized distribution
and use of RealLegal Practice Manager!






Chapter

3

Where to Go from Here

Implementing Practice Manager

The implementation process involves setting up the data in the Practice Manager
database for use by your firm. This work will be carried out with the assistance
of RealLegal Client Services Representatives.

For the most part, the database is currently blank. The only records that exist are

results of information collected during the network installation process.

1

Firm information: To review, choose Administration — System

Settings, and click on the Firm Information tab.

General | Dptions | RightFaxweb Firm Information | Synchronization Getings |

Fitm Name: [The Fiim of Law, Dought, Kaim and Associates

Address: IMarkel Place

Phone: |(888] 5843958
Fax |(888) 584-3388

Line 2: [Tower 2 - 12h Floor

Line 3 [3025 Sauth Parker Fioad

City: W State IED—
<0 [50014 Courty: [&1apahae Courtry: [U54

Email: [infot@corp law.com

W siter [wreallegal.com

Contact: IF'au\ O'Brien

—Ioix]

Save
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2 Global settings for Practice Manager file location, default word
processor, and default e-mail: To review, choose Administration —
System Settings, or click on the General tab if this window is already
open.

=

Dptions | RightF&Aweb | Firm Information | S pnchronization Settings |

PHwin Folder IF SREALLEGALYPM g

Temp Folder [T EHP |

[Login Options —— | [ Global Setting; I atter Optior:
" Win2K/NT authentication| | [ Auto-Refresh Listings I™ Enable Intake "izard
& Prompt for all I~ Disable Save Grid Layout [~ Disable Entity Assignment WWizard
7~ Prompt for password [ Use State Abbreviations [V Use Clienthumber M atterb umber

B i et Show Clients in Matter Info

Module: Date/Time Format i
" "Clignt" OR "Billable*
’]‘ Enable RealLegal PCA 060372001 | % "Client" AND "Billable"
[¥ Enable PHRemote i “Client”

1 "Billable"

E-mail System——— | Max Rows on Listing 500

2 M Oulleelx M Fiowss on Related Trez [250 Entiy Option
" Groupwise = | | [7 Client Requites Mumber
 HNone Mar Rlecords on Calendar [250 ’17 Use Enty Code
7108 o700 Secuiy Document Optin:
Length: 5000 ¥ Enable Site Security ’]_ Enable E videntiary
Gap: 1 ¥ Enable Matter Security ™ Echo

¥ Enable Matterworkflow Security

Workflow & Groupware Options

¥ Enable Matler-Noles Secuily IV Show Onlp Users in Workllow Participants
¥ Enabls Matter Dacument Securty [ Disable Conflicts Messaging in Workflow Plans
7' Enable Matter Groupware Secuity | | [ Requie Matter on workllow Cieste

Al Poling Interval = [0~ Minutes

Zv¥lndex Path

| Letterhead | autonumbermgl Save | Cloze |

3 Global settings for Billing: To review, choose Administration —
Timeslip Settings, and click on the General tab.

1|} Practice Manager I i =10l x|
B[ Fle Edit Toos administration ‘Window Help & x|
BepinsCdsaERosE YRR @ B

Accounll Transactlonl Sub-Tlansacl\onI F‘hasel Transactions Llstl Hourly Biling Halesl Templatesl Level General

S Prora . G -]

¥ Use Accounts
¥ Use Sub-Transactions
[¥ Use Transactions ¥ Requie Tranzactions W Use Expenses b Use Transactions Lists

[~ Limit timeslip entry and access by login initials onlp [ Allow lower case in code

™ Lock Exparted Timeslips [ Clear Matter Clock on Timeslips

[~ Can create Timeslips for Closed Matters [ Allow users b create timeslips For matters in which they are not assigned
[~ User assign to matter overrides site security

[™ Include Transaction Date inMemo [~ Include User Inttials inMema Billin 0 ~ | minute increments

[~ Zero No Charge Timeslips [~ Zem Do Not Bill Timeslips

Defaut Transastions:
For Incoming Dosument. | =]

For Outgoing Document: I LI

Save Concel | “

=
2
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4 An entity record for the firm: To review, choose File — Open — Address

Book. The Address Book appears.

¥ Orgarization

i Practice Manager - [Address Book] i =10l x|
I File Edit Tools View Administration Window Help I I A |
BAegprinead IR AsslE YER & B

Type: Type

v Individual ALL All Types

Addr. 1 Desciiption [Addr. 1 Phone

Addr. 1] Addr. 1 FAx | Addr. 2 Phone | Phone Addr. 1 City

o ator
The Firm of Law, Dought, Kalm and £ Business D evelopme (B8

) 584-9388 [303) 584-9308 (370) 722-3136 Aurora

. _'IJ
W& (B AT AD AE AF AG fAH 1A AKAL M AN A0 P A0 AR AS AT AUV AW B i fZ haLLf

| [3 Mew 5 Dpen

Close
|

Click once on the firm name, and click Open.
window appears.

!/} Practice Manager - [The Firm of Law, Dought, Kalm and Asseciates {LDE}, LDC Paul 0'Brien]

1011
m File Edit Toals Yiew Administration ‘Window Help =8 5[
BB Afol dabAlosE | val &)
General | Dther Details | Cortacts | Note | Mailing List | Felated Tres |
" Law Firm - +| I OnaMaiing List
Ertity Type | | Side o
[ Billable
Company Name DB&/Branch EIN:
The Firm of Law, Dought, Kalm and Associates LDC IW 11-22-6EEE
Salutation Parent Organization Relationship to Parent Contact
Mt DErien =S| Paul Orien
Primany Adhess | Adchesses |
Description IEus\ness Development Center v| Description Direct Dial Direct Ext |
Buginess Development Center phone  |[888] 584-9908
Market P
Tower - 19t Flsor Business Development Center fax | [3013] 534-3388
3025 S outh Parker Foad Business Development Center data | (3031 534-9388
European Business Center phone [370) 7223136
City/StaeZip [P [co =] [ao0is Evropean Business Center fax [370) 720-7204
County/Country ~ [Arapahoe Jusa
E-mail’web Page I I
[ Mew 7= Edit T Delete

LetterHead Hotes | Save

The Entity Information
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Address information can be viewed by clicking on the Addresses tab.

i/} Practice Manager - [The Firm of Law, Dought, Kalm and Associates {LDC}, LDC Paul 0'Brien] I =[5}
m File Edit Toals Wiew Administration window Help (& =]
(BP0 8RR RA>9E| vAEE 2B

Gieneral | Dther Detaits | Cortacts | Note | Mailing List| Felated Tres |

i Law Fim - +| [ OnaMaiing List
Entity Typal J Side I Clent
I~ Bilsble

Company Name DBa/Branch EIN:

The Firm of Law, Dought, Kalm and Associates LDC IW 11-22-6E6E

Salutation Parent Organization Relationship to Parent Contact
Mt DErien = % Paul Orien

4 Description Phane Ext|Fax

Set As Primary
s ment | Primary (3 2th
European Business Cen Secondary (370) 722-3136 (370 7207204 Dionelaicio 79-3 Set As Secondany

™| View Parent
[rganization.

= Addiesses
/L] _'IJ
[ New 5 Edt 1 Delete

LetterHead Hotes

e To edit the Primary Address, click once on the top address list
entry, and then click Edit. The Edit Address window appears.
0]

Description

Line 1 IMarkEt Flace Phore  |(888) 554-39338 Ext

Line 2 ITqur 2 -12th Floor Fax (303) 584-3338

Line 3 IEDZE South Parker Road Phone 2 |[303) 554-9383

Oy [awors Staie [CO | |

Zip [e0o14 County [#rapshoe | Countiy [US4

sae | Conced |
Modify the data, as needed, and then click Save.

[ ]

To edit the Secondary Address, click once on the second address
list entry, and then click Edit. The Edit Address window appears.

!/} Edit Address

=lalx|
Description | EHE
Linel  [Danelaicia 733 Phone [0 7za® | Est|
Lne2 | Fax (1370 7207204
Line 3 | PhuneZI[ g
City IKaunas State | =l |
Zip |3uuu County | Country ILithuama

Save I LCancel I
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Modify the data, as needed, and then click Save.

e To add another address, click New. The Add Address window
appears. Enter data, as needed, and then click Save.

e To make a different address the Primary Address, click on the
appropriate address list entry, and then click Set As Primary.

e To make a different address the Secondary Address, click on the
appropriate address list entry, and then click Set As Secondary.

5 An entity record for the system administrator

The initial major steps are as follows (these are all carried out through the
Administration menu in Practice Manager):

1
2

4

Reviewing system settings, and adjusting as needed

Creating sites, if your firm has more than one and wants separate datasets
for each.

Configuring security permissions (there are some predefined security
roles that you can use).

Configuring entity types for the types of staff in your firm.

At this point, you can create users in the Practice Manager Address Book,
specifying the entity type, and assigning them to a default site with a specific
security level.

The remaining steps are directly associated with configuring RealLegal Practice
Manager for the way your firm or organization works with the various data
elements that are stored in Practice Manager.

This work includes configuring the following:

1

Matter and litigation-specific settings, including defining law categories,
law types, matter types, and statuses

Law-type specific entity settings

Document settings, including what types of applications your firm or
organization will use for working with incoming and outgoing
documents

Document assembly settings and templates for outgoing documents
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5 Timeslips settings for tracking time and expense, as well as integrating
with your firm or organization’s billing system

6 Note settings

7  Groupware and workflow settings for use with your firm or
organization’s e-mail and calendaring system

Getting Help

The online documentation can be your first source of information when
implementing and working with RealLegal Practice Manager. This
documentation is available through the Help menu in Practice Manager, and is
stored in Adobe Acrobat PDF format. There is even a link for downloading and
installing the Adobe Acrobat Reader software.

M4 Practice Manager

File Edit Tools  Administration  Wwindaow | Help

‘ @ & il ﬁ Getting Started Guide

Matters  Entiies  Documents  Timeslips User's Guide

Administrator's Guide

Install Acrobat Reader

About

Getting Started Guide

This guide is a “road-map” for understanding the functionality in Practice
Manager. It provides overviews of each subsystem and record types, as well as
in-depth discussions of their use and relationships.

User’'s Guide

This guide is intended for all users of Practice Manager, and is intended to be
used first as a training guide for new users, as well as a reference for those who
are more experienced with the system.

Administrator's Guide

This guide is intended for system and data administrators who will be responsible

for maintaining Practice Manager. It is intended to be used first as a guide for
implementing Practice Manager, as well as a reference for those who are more
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experienced with the system but occasionally need to be reminded of how to
carry out seldom used tasks.

Ongoing Application Support
Application support is available directly from RealLegal. For more information

on getting support, please consult with your RealLegal Client Services
Representative, or visit http://www.reallegal.com/PM_support.asp.

Support for Microsoft SQL Server

RealLegal Application Support does not specifically handle issues related to
Microsoft SQL Server, only those related to the Reall.egal Practice Manager
database.

If you need support for Microsoft SQL Server, please contact the vendor you
acquired the software from, or visit Microsoft’s support Website
(http://support.microsoft.com/directory/).

Support for CrypKey

RealLegal uses CrypKey to protect Practice Manager from unauthorized
distribution and installation. CrypKey is a very popular copy protection system,
used by many software companies. From time-to-time, a conflict may arise on a
server or workstation where several instances of CrypKey are running, especially
if they are of different versions.

CrypKey provides an excellent Web site for supporting their products
(http://www.crypkey.com/support/support.html), as well as e-mail support
(crypkey.support@kenonic.com).
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Troubleshooting Network and Workstation Install

Error: Cannot
attach to
database

Error: Not logged
in as dupervisor
or administration

The following are some troubleshooting tips for resolving issues which may
occur while carrying out the network server or workstation installation:

The following error message occurs if MS SQL cannout attach to the Practice
Manager database.

severe x|

A error occured while attaching the RealLegal Practice
Manager database. Please check Microsaft SOL Server to
make sure that installation was carried out completely, and
this it iz properly configured.

Setup cannot continue. Click OK to terminate the install.

This error means there could be a configuration problem with your SQL server.
Contact Microsoft SQL Server Support for assistance.

The following error occurs if you are not logged in as the administrator or
supervisor of the server or workstation.

eror x|
,/'c_f RealLegal Practice Manager Setup has detected that vour are not logged in as the administrator or supervisor
s of this computer, You must be logged in with ane of these permissions in order ko properly install RealLegal

Practice Manager, Please restart this computer and login as a Supervisor of Administrator before running
Reallegal Practice Manager Setup again, Do you want to continue?

Setup cannot continue. Click OK to terminate the install.

You need to log out and then log back on to the computer as a user with
Administrator or Supervisor rights.



Error: Operating
system is not 32-
bit
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In Windows 2000, you would have been presented with the following dialog box
after running setup.

Install Program As Other User i 5!

f Some programs will not inztall corectly if you do not have
administrative privieges on this computer.

If wou know the pazsword to an administrative account,
you can use that account to install the program.

' Bun the program as YGGDRASIL tomdtest

" Run the program as the following user:

User name: |Adl‘ninistratm
Pazsword: I
Domair: |YGGDF€ASIL

I~ Ahways wn install programs as YGGDRASIL\torndtest

Cancel

If you did not choose to Install the program as a user with supervisor or
administrator rights, this error appears after the Practice Manager setup begins.

This error appears if the operating system you are running on the target computer
for installation is not a 32-bit.

severe x|
FealLegal Practice Manager Setup has detected a non-32
Q bit operating system on thiz computer. Installation of
FealLegal Practice M anager requires that either ‘Window 35,
Iwfindows 98, Windows NT 4 with SP5, or Windows 2000 to
be the operating system,

Setup cannot continue. Click OK to terminate the install.

You will either need to upgrade the computer to a 32-bit operating system, or
install Practice Manager on another computer.
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Error: Screen
resolution is less
than 800 x 600

Error: Operating
system is not
Microsoft
Windows

This error appears if the resolution of your computer monitor is not set to 800 x
600 or higher.

evere B

Q Reallegal Practice Manager Setup has detected that vour

monitar is not configured ta support the minimum resolution
of &00 x 600, Reallegal Practice Manager Setup will now
be terminated, Please adjust the resolution of your maonitar
before continuing with RealLegal Practice Manager Setup.

Setup cannot continue, until you adjust the resolution settings for the
monitor.

Adjust the monitor display settings, and then click OK to continue with the
install.

This error appears if the operating system you are running on the target computer
for installation is not running a supported Microsoft Windows operating system.

pevere B

FeallLegal Practice Manager Setup has detected an
unzupported operating sustem on this computer. Installation
of RealLegal Practice Manager requires that either Window

95, Windows 98, windows NT 4 with SP5, or \Windows
2000 ta be the operating system.

Setup cannot continue. Click OK to terminate the install.

You will either need to upgrade the computer to a 32-bit operating system, or
install Practice Manager on another computer.



Error: SQL
Server is not 7.0
or higher

Error: SQL
Server is not
installed

This error appears if the version of Microsoft SQL Server installed on the
computer is not version 7.0 or higher.
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Q

pevere x|

FeallLegal Practice Manager Practice Manager has detected
an unsupported version of Microzoft SAL Server running on
thiz computer. Feallegal Practice Manager only supports
Micrasoft SOL Server 7.0 ar higher. Please upgrade pour
wversion of Microzoft SOL Server before running Reallegal
Practice ki anager Setup again,

Setup cannot continue. Click OK to terminate the install.

3-11

You will either need to upgrade SQL Server to 7.0 or higher, or install Practice
Manager on another computer.

This error appears if the version of Microsoft SQL Server is not installed on the
computer.

Q

pevere x|

FeallLegal Practice Manager Practice Manager has detected
an unsupported version of Microzoft SAL Server running on
thiz computer. Feallegal Practice Manager only supports
Micrasoft SOL Server 7.0 ar higher. Please upgrade pour
wversion of Microzoft SOL Server before running Reallegal
Practice b anager Setup again,

Setup cannot continue. Click OK to terminate the install.

You will either need to install SQL Server 7.0 or higher, or install Practice

Manager on another computer.



Network Installation Guide

3-12  Troubleshooting Network and Workstation Install

Error: Practice This error appears if a previously installed version of Practice Manager is
Manager is running on the computer.

currently running

Eror x|

Reallegal Practice Manager Setup has detected that Practice Manager is currently running on this computer,
Flease exit RealLegal Practice Manager before continuing with setup and installation.

Setup cannot continue until you close Practice Manager.

Switch to Practice Manager, close it, then return to this dialog box and click OK.
Installation will continue.

Error: SQL This error appears if the user name and/or password you used for the SQL Server
connection Administrator is not correct.
verification —

Reall egal Practice Manager 8.6 Network Server Setup

i ncorre Ct |Og i n 5QL Connection Yerification Error Details

A error has occured while veritying the connection to the SAL Server. Carefully read the
following detail: and carect the errar condition

Msg 18456, Level 14, State 1: =]
Login failed for user 'sa'.
DE-Library: Login incarrect.

To correct problem press BACK buttan until
you locate necessary screen.

i o

[rrstall 5 bield

< Back I Tests I Cancel |

Setup cannot continue until you enter the correct username and password.

Click the Back button until the SQL Server Password window appears.
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<Back Cancel

313

Check the exact spelling of the user name, and re-enter the password in both

fields. Click Next to re-verify the connection.

This error appears setup cannot find the SQL Server.

RealLegal Practice Manager 8.6 Network Server

50QL Connection Verification Error Details

A error has occured while verifying the connection to the SAL Server. Carefully read the
following details and carrect the error condition.

DB-Library: Unable to connect: SOL Server is _,:]
unavaiable or does not exist. Specified SOL

server not found,

Net-Library errar 53: ConnectionDpen

[CreateFile(]]

To corect problem press BACK, buttan until
you locate necessany scieeh.

< Back Ments | i Cancel

This can occur for several reasons:

¢ The name you entered for the SQL Server is not correct.

Click the Back button until you reach the Database Location window.
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¥ RealLegal Practice M
Reallegal Practice Manager 8.6 Network Server Setup

Choose a folder to store the Practice Manager database.
To use the defauit Destination Folder, cick Next

To change the D older, cick Browse

d ch o create a
rew one. When finishied, click Newtto use the selected folder.

D

’VE\MSSUU\DaAa Browse.

IrstalGhield

e Check the spelling of the Server to make sure it is correct.

e Check to make sure the name of the database does not include any
invalid characters (we suggest you only use letters and numbers, no
punctuation)

¢ SQL Server is running, but had been stopped prior to beginning setup.
You need to start SQL Server.

Note

If SQL Server is not running when you begin setup, setup will launch it.
But if SQL Server was running but stopped, setup cannot restart it.
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Error: And
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Where to Go from Here

Troubleshooting Network and Workstation Install = 3-15

Practice Manager 8.6 for Windows iy 5‘
Q The InstallShield Engine {ikernel.exe) could nat be instaled,

Irernel exe could not be copied to 'C:iProgram FilesiCommon FilesiInstalshieldi EnginelaiInkel 32°,
Make sure that you have the appropriate privileges to copy files bo this Folder. (0x20)

This occurs under one or more of the following conditions:

¢ You have more than once instance of an InstallShield setup running (e.g.,
you started the Workstation Installation without first closing the final
window of Network Server Installation).

If this is the case, close any other instance of the InstallShield setup
before attempting to start another one. You can press Alt + Tab to locate
the other instance.

¢ You cancelled either Network Server Installation or Workstation
Installation, and the iKernel.exe file was not “released” from memory.

Using the Windows Task Manager, locate the iKernel.exe process and
terminate. For more information on using the Task Manager and/or
terminating a process, refer to Windows Help.

If you are still unable to run setup, you may need to reboot your computer before
attempting the install again.

This error most likely occurs because access to the CD-ROM (Network Server
Installation) or network folder (Workstation Installation) is too slow or not

support file could available.

not be installed

Practice Manager 8.6 for Windows" 5‘

Q An installation support File could not be installed.

Access is denied.

¢ Ifinstalling from a CD, try removing and inserting the CD into the CD-
ROM again. If the problem persists, you can copy the contents of the
CD to the hard drive and install from their.

¢ Ifinstalling from a network folder, make sure there are no other
processes running, like a file transfer, that could be impeding access to
the network server.
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. If an error occurs while connecting to MS SQL Server, an error message will
Error Connecting  appear, providing details as to why the connection could not be made. Click
to MS SQL Server Cancel and correct the problem before attempting to run the Network Service
Installation again.

Lo e —
Reall.egal Practice Manager 8.6

an
foliowing details and

Login Error: This error appears if Practice Manager cannot locate the Practice Manager
Cannot connect database specified in the shortcut command line, or in the pmwin.udl file.
to the database

for Primary Login

RL Real

S2525F Microsoft BackOffice Certified
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¢ Check the properties of the shortcut to see if the connection parameters
point to a udl file, or if there are command line parameters.

e If command line...
f:\ RealLegal\PracticeManager\pmwin.exe /svr=ourdataserver /db=pmwin.db

make sure the values after the /srv=and /db= switches are correct
for the MS SQL Server and name of the Practice Manager database.

e [Ifa UDL file is being used...
f\ RealLegal\PracticeManager\pmwin.exe f:\ RealLegal\PracticeManager\pmwin.udl

make sure the path to the pmwin.exe and the pmwin.udl file are the
same, and that the pmwin.udl file exists.

— If there is a pmwin.udl file specified in the command line and it
exists in the Practice Manager folder, double-click on it to check
the connection configuration information using the Microsoft

DataLink tool.
=
General | Sectrity I Surnmary | Provider |
Cannection | Advanced I Al

Specify the following to connect to SOL Server data:
1. Select or enter a server name:
ourdataserver x| Refiesh
2. Enter information to log on to the server:
© Use Windows NT Integrated security

¢ Use a specific user name and password:

User name: |

Pazsword |
[ Blank password [ Allow gaving password
3. % Select the databass on the server:

Ipmwwndh ;l

€ Altach a database filz as a database name:

Ir.-rnwwndb
1 sing the filenanme:
| =
Test Connection
Cancel I Apply | Help |

— If there is a pmwin.udl file specified in the command line, but it
does not exist in the Practice Manager folder, you will need to
create one with the MDAC DatalLink Tool.

— If there is no pmwin.udl file specified in the commend line but
one exists in the Practice Manager folder, Practice Manager will
use this one by default. To create a new pmwin.udl file in the
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Practice Manager folder, simply create an empty text file and
name it pmwin.udl. Then right click on that file and choose
Properties. The pmwin.udl Properties window appears.

prawin.udl Properties x|

Connection | Advanced I All |
General I Secuity | Sunmay | Provider |

Ipmwin.udl

Typeof file:  Microzaft Data Link.

Openg with: @ ticiosoft Data Accese- OLE I Change.. |

Location: C:\Program Files'RealLegal*Practicefd anager

Size: 486 bytes (486 bytes)
Size on disk: 512 bytes (512 butes)

Created: Yesterday, June 03, 2007, 7:30:02 PM
M odified: ‘Yesterday, June 03, 20071, 7:30.02 PM
Accessed: Today, June 04, 2001, 33219 44

Attributes [~ Read-anly [ Hidden Advanced |

oK I Cancel | Al | Helx |

Click Provider.

pmwin.udl Properties ﬂi!
Connection | Advanced I All |
General | Security I Summary Provider

Select the data pou want to connect to:

OLE DE: Praviders) [
Microsaft Jet 351 OLE DB Provider

Microgaft Jet 4.0 OLE DB Provider

Microzoft OLE DB Provider for DTS Packages

Microsoft OLE DB Provider for Indexing Service

Microsoft OLE DB Provider for Internet Publishing

Microsaft OLE DB Provider for ODBC Drivers

Microsoft OLE DB Provider for OLAF Services

Microsoft OLE DB Provider for Oracle

Microzoft Project 3.0 OLE DB Provider

MSD ataShape

OLE DB Provider for Microsoft Directary Services
SOL Server DTS Flat File OLE DB Provider

oK I Cancel I Apply | Help |

Make sure that Microsoft OLE DB Provide for SQL Server is
highlighted.
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Click Connection.

pmwinudl Properties x|
General | Secrity I Surnmary | Provider |
Connection | Advanced | Al

Specify the following to connect to SOL Server data:
1. Select or enter a server name:

Iourdataserver x| Refiesh

2. Enter information to log on to the server:
£ Use Windows NT Integrated security

¢ se a specific user name and password:

User name: |

Pazsword |
[ Blank password [ Allow gaving password
3 (% Select the database on the server:

Ipmwmdh j

€ Altach a database filz as a database name:

Ipmwwndh
1 sing the filenanme:
| =
Test Connection
Cancel I Apply | Help |

Select the appropriate server name. If the server name is not on
the drop-down list, click Refresh. Ifit is still not there, try
typing the name.

Select the Practice Manager database from the drop-down list. If
the database name does not appear, try typing the name.

Click Test Connection. If the connection is successful, a
message appears. If the connection fails, you will need to check
the SQL Server installation, and make sure it is running.

— If there is no pwmin.udl file specified in the command line and
one does not exist in the Practice Manager folder, you will need
to create one with the MDAC DataLink Tool.

¢ Check to see if the specified MS SQL Server exists and is running.

¢ Check to see if the specified database.
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Glossary

EULA End User License Agreement.

MDAC The Microsoft® Data Access Components (MDAC) are the key technologies that
enable Universal Data Access. Data-driven client/server applications deployed
over the Web or a LAN can use these components to easily integrate information
from a variety of sources, both relational (SQL) and nonrelational. These
components include Microsoft® ActiveX® Data Objects (ADO), OLE DB, and
Open Database Connectivity (ODBC).” From
http://www.microsoft.com/data/whatcom.htm).

Site Code A unique number generated by the Practice Manager encryption software, that
identifies your machine for the purposes of registering the Practice Manager
executable, thereby preventing unauthorized distribution.

Site Key A unique number provided by Practice Manager Client Services which, when
entered on the License Configuration window, validates your installation of
Practice Manager, and allows it to function after 30 days.


http://www.microsoft.com/data/whatcom.htm

Network Installation Guide

THIS PAGE INTENTIONALLY LEFT BLANK.



3

30-day trial license window 2-38, 2-41

A

additional information window 2-8
Administrator’s Guide 3-6
alternate address window 2-7

C

choose pm folder window 2-10, 2-11, 2-12, 2-13, 2-20, 2-21, 2-22
client install 2-27

contact 2-8

D

database location window 2-20
database window 2-16
default billing program window 2-15
default e-mail window 2-14
default word processor window 2-14
desktop icon 2-37
desktop shortcut, workstation install 2-31
details confirmation window 2-9
documentation

Administrator’s Guide 3-6

Getting Started Guide 3-6

User’s Guide 3-6

E

end user license agreement 2-5



Network Installation Guide

EULA 2-5
EULA, workstation install 2-30

F

file download message 2-3

file download window 2-28

finished window 2-26

firm additional information window 2-8
firm alternate address window 2-7

firm contact 2-8

firm details confirmation window 2-9
firm details window 2-5

firm primary address window 2-6

firm website 2-8

G

Getting Help 3-6
Getting Started Guide 3-6

H

help
Administrator’s Guide 3-6
Getting Started Guide 3-6
User’s Guide 3-6

implementation 3-1
initial login 2-36

installation components window 2-11

L

license agreement, workstation install 2-30
license configuration window 2-38, 2-41
local path window 2-15
login
30-day trial license window 2-38, 2-41
desktop icon 2-37
initial 2-36



license configuration window 2-38, 2-41
start menu 2-36, 2-37

M

MDAC 2-33
MDAC setup progress, workstation install 2-32
Microsoft SQL Server administrator window 2-23

N

network install 2-2
choose pm folder window 2-10, 2-11, 2-12, 2-13, 2-20, 2-21, 2-22
database location window 2-20
database name window 2-16
default billing program window 2-15
default e-mail window 2-14
default word processor window 2-14
finished window 2-26
firm additional information window 2-8
firm alternate address window 2-7
firm details confirmation window 2-9
firm details window 2-5
firm primary address window 2-6
installation components window 2-11
license agreement 2-5
local path window 2-15
Microsoft SQL Server administrator window 2-23
pm folder window 2-10
readme.txt 2-26, 2-34
splash screen 2-4
start page 2-2

welcome screen 2-4

0

online books
Administrator’s Guide 3-6
Getting Started Guide 3-6
User’s Guide 3-6



Network Installation Guide

P

pm folder window 2-10
Practice Manager
implementation 3-1
Practice Manager Main Window 2-39
pre-install checklist 1-1
pre-install information 1-2
primary address window 2-6
program folder, workstation install 2-30

R
readme.txt 2-26, 2-34

S

security warning message 2-3

security warning window 2-28

setup confirmation, workstation install 2-31
setup progress, workstation install 2-32

site code 2-1, 2-38, 2-41

site key 2-1, 2-38, 2-41

splash screen, workstation install 2-29

start menu 2-36, 2-37

start page, workstation install 2-27

U
User’s Guide 3-6

w

website 2-8
welcome window, workstation install 2-29
workstation install 2-27

desktop shortcut 2-31

file download window 2-28

license agreement 2-30

MDAC setup progress 2-32

program folder 2-30

security warning window 2-28

setup confirmation 2-31



setup progress 2-32
splash screen 2-29
start page 2-27
welcome window 2-29




Network Installation Guide

THIS PAGE INTENTIONALLY LEFT BLANK.



	Contents
	Introduction
	Before You Begin

	Installing RealLegal Practice Manager
	Overview
	Step 1: Network Install
	
	To Start the Network Install
	Collecting information…
	Choosing configuration options…
	Installing the files…
	Finishing the network installation…


	Step 2: Workstation Install
	
	To Start the Workstation Setup
	Configuring Practice Manager on your workstation…
	Installing the files…
	Finishing the client installation…


	Step 3: Initial Login and Site Registration
	
	To Log in to Practice Manager for the First Time
	To Get a Site Key



	Where to Go from Here
	Implementing Practice Manager
	Getting Help
	Troubleshooting Network and Workstation Install
	
	Error: Cannot attach to database
	Error: Not logged in as dupervisor or administration
	Error: Operating system is not 32-bit
	Error: Screen resolution is less than 800 x 600
	Error: Operating system is not Microsoft Windows
	Error: SQL Server is not 7.0 or higher
	Error: SQL Server is not installed
	Error: Practice Manager is currently running
	Error: SQL connection verification – incorrect login
	Error: SQL connection verification – can’t find server
	Error Message: The InstallShield Engine could not be installed.
	Error: And installation support file could not be installed
	Error Connecting to MS SQL Server
	Login Error: Cannot connect to the database for Primary Login



	Glossary
	Index

