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JL Inc. is a software engineering company that has focused exclusively on the development

of WinYou Law. WinYou Law is programmed with Microsoft Visual C++ (same as Word and
Excel) and uses Microsoft SQL Server 2000 / 2005 / 2008 as a database (the Personal and
Workgroup Edition uses the Microsoft Access database format). WinYou Law runs on Windows
XP / Vista / Windows 7 and supports Word 2003 / 2007 and Outlook 2003 / 2007. The soft-
ware is protected by copyright. WinYou is a registered trademark and protected accordingly.
All other trademarks or product names are property of their respective owners. © 2010 JL Inc.
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i . . WHAT 1s WHERE IN WINYou Law? 8
What is where in WinYou Law?

WinYou Law has many views and can be customized in many ways. Fast switching to other programs
This is our standard view with a blue color scheme. such as Word, Excel, Outlook, etc.
You can adjust the menu yourself

Quick Access Toolbar for WinYou Law functions

Tabs or commands
Same as the activities in a law You can adjust the toolbar yourself
firm

. cax .| - WinY 2010 for Lance & Partne
Ribbon . N lﬁﬁ'-— iabdbtsbmiefed B S
Contains a" available fUnCtionS Clients / Cases / Projects Contacts Activity Log / Journal TimeSheet Document Calendar Eilling Tools
and commands for the current m Rename t Move i} user @ Summary > Expand all Levels
tab (actw“:y) - g‘}| Securtiy & Insert X ,@ Keywords = “f Filter T Collapse all Levels

L ¢ Favarites ~ < Delete Project General ) Security ?[I#;k 2 Refresh HE|p and uppOI‘t

Management Properties View

Project Explorer || ). Project Explorer | 8 Contact Explore Contact Explorer
Shows all clients / cases / files : Shows all contacts / addresses / contacts in a
/ projects in a hierarchical rep- =)} Clients / Cases /Files { Projects hierarchical representation (regardless of clients /

resentation (unlimited levels) R E":gfsc o et Morn ot projects)
H e e Lorporauon 1age:’ anu rin

E||B Acme Corporation
Em Acme Share Purchase
i ] Contracts
m Widget Manufacturing

Detail View

Here are relevant details about clients or
projects, cases, files, contacts, TimeSheet,
DocCenter etc.

| Thursday, January 21, 2010 .

Quick Activate Calendar /

Copyright ©2010 JL Inc. WinYou Law® 2010 Manual



. WHAT 1s WHERE IN WiInYou Law? 9
Ribbon

In WinYou Law all commands and functions are here

\—/’ |_ Clients / Cases / Projects I Contacts Activity Log / Journal TimeSheet Document Calendar Billing Tools E '@
] |4 Rename T Move l iR User llj 3l summary T Expand all Levels
1 * o Securtiy 'S, Insert r g Keywords © NF Filter B== Collapse all Levels
New  MNew Open ) . General . Quick
Client Case ‘;‘;'il Favorites - x Delete Project 'd' Security Infa z Refresh
Add Management Properties ] View |
The tabs are arranged according to the activities in a law firm:
¢ Clients / Cases / Files / Projects
¢ Contacts / Addresses
e Log / Journal
e TimeSheet
e Documents
e Calendar [
¢ _?_Illlrg / Payments Activity Log / Journal
[ ]
00IS r‘l l’ |4 Rename T Move l
1 ‘ # ) securtiy 4 Insert =
N_ew s - ﬁFavori‘tes E XDerete Project General 'd'
Each tab includes a toolbar (toolbar buttons and text) which is grouped for an easy Clienk == ! '
. I e Propa
overview. = -
. . . . . | Br¢ New case A x
Each button includes a text and an icon, so you can easily recognize what it is. If you 2l —n Fistseledta G L Project
want more information about this button, you simply hold your mouse over it until a ] Aeeme s
short help (tooltip) shows up: st Rroiectichi] dearch
Q_Wrr seslEiles L Praiacts
B‘:{:? Favorites

. L) Acme Corporation [ Widget Manufacturin
=+ | Acme Corporation
- | Acme Share Purchase

...... L'I Contracts

ey g*w# M-

Copyright ©2010 JL Inc. WinYou Law® 2010 Manual



Quick Access Toolbar

These commands are always available, regardless of where you are in
WinYou Law. You can adjust the toolbar yourself.

WinYou® Law 2010 for Lance & Partner

WHAT 1s WHERE IN WINYou Law? 10

ients ontacts Activity Log / Journal Time5heet Document Calendar Billing Tools EI @
? lﬂ Rename t Move & User @ Summary Tk Expand all Levels
- f." Securtiy a Insert R @ Keywaords od ~f Filter == Collapse all Levels
New  New Qpen . . General . Quick o
Client Case ﬁ Favorites ~ x Delete Project a security Info ¢ Refresh
Add Management Properties View
To customize, click the small arrow:
PN )
§LER [=F]
\ | 2007 Toolbar |
i Tools Options
Customize Quick Access Toolbar n
TimeSheet Joshaz, | | Quek |
= . Choose commands from:
eneral
Quick Add [Clert / Matier/ Proect ~ |
Note New Client = TimeSheet
Category Mew Case General
Find Open Quick Add
| Maore Commands... d — Rename Mote
Show Below the Ribbon security Category
Minimize the Ribbon AdditclEsvont Find

Here you can switch the default commands on and off. The menu
item “More Commands ...” opens the “Customize” dialog. With the
tab “Quick Access” you can assign other commands.
You can also position the toolbar below the Ribbon.

Furthermore, you can minimize the whole Ribbon - for a small

Maove
<

Show Quick Access Toolbar below the Ribbon

Clients / Cases / Projects Contacts Activity Log / Journal TimeSheet Document Calendar Billing Tools

screen this certainly makes sense - (click on a tab and the ribbon
will be visible again).

Copyright ©2010 JL Inc.
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Fast Program Switching and Support WiaT 15 WHERE 1N WinYou Law? 11

The two icons in the Ribbon (on the right) enable the quick change to
other programs or the access to various help options.

@ ~ a B WinYou® Law 2010 for Lance & Partne [E=EE
Clients / Cases / Projects Contacts Activity Log / Journal TimeSheet Document Calendar Billing Tools L E '@'
L \
|4 Rename 1 Move & User ] [ summary B Expand all Levels o
1 ¥ _:," Securtiy a Insert ¥ .ﬁ Keywords ¥ " Filter == Collapse all Levels
Mew  MNew Open General Quick
Client Case ¢ Favorites ~ < Delete Project () Security Info ¢ Refresh
Add Management Properties
E Ward
@ Excel
[ Outiook =X First Steps Guide
E Access ) 'ﬁ WinYou Law Manual
)| Powerpoint [E  online video Tutorials
[z visio
43 FAQ
g Internet Explorer .
Support
,'3 Motepad )
PowerPoirt =] Email Support
& Explorer Visio
~® | Show Quick Start
| Customize I} | Iﬁt;m e‘tdEprorer &
Hotepa =] | Tip of the Day
WinYou Law searches automati- | Add Program @ | Avout Winfou Law
cally for the standard programs Command: | Ch\Pregram Files\Microsoft Office\Offi E]|
installed, you can add other | @| The Help menu provides several
software or links yourself. Arguments: links to help and tutorials.
Imitial Directany: | E]|

Status Bar:

_Qaécﬁterl_ e e e g == e T z:f

Copyright ©2010 JL Inc. Al rights reserved. | www.winyou-law.com | Registered for 5 User(s) Workgroup || Friday, Jenuary 22, .J_mn H

. -
Link to WinYou Law homepage Button for direct access
to the calendar

Copyright ©2010 JL Inc. WinYou Law® 2010 Manual



WHAT 1s WHERE IN WINYou Law? 12

WinYou Law Button

Gives you a list of recently used projects, as well as WinYou Law main commands.

(These commands can also be found in the Ribbon under the various tabs)

- f#@r 1= WinYou® Law 2010 for Lance & Partne
Calendar Billing
i Recent Projects
Mew Client B> Expand all Levels
Acme Corporation E Collapse all Levels
E Open selected Client / Case / Project Acme Carporation / Widget Manufacturing
N Acme Corporation / Widget Manufacturing / test [}
Mew Contact Acme Corporation / Acme Share Purchase

Acme Corporation / Acme Share Purchase / Contracts

a;] View selected Contact

Recent clients / cases / projects are immediately
@ Contact Network visible and you can open them directly from here
h”l,h Adtivity Log / Journal »

I@ TimeSheet
% DocCenter

Options

File filing Check Reminders

Start Save Shortcuts of opened Projects to: every

Outlock Path: 15 min.

Praj dd)
roject/Open address Messages Processes

Options for WinYou Law: Faverites Suppress Information Messages Multitasking
see also ['Options: Start” on Category / Color

page 11§ Word

View

Show CompanyMame
Save Window Positions when Exit

Copyright ©2010 JL Inc. WinYou Law® 2010 Manual



Date Fields in WinYou Law

The date fields are modified by clicking on the day / month / year.
You can also change the date directly or use the arrows.

| Date: User:

10/10/2008  [E+ John Lance -

From: To: Hours: Type:

00:00 S - 0000 S 340 |[notspedfied] ~

Rate: Total: Sales Tax:

200.00 630.00 -

Text:
Contract

WHAT 1s WHERE IN WINYou Law? 13

2009

2013

2017

2010 | 2011 2012

2014 2015 2018

2018 2019 2020
[ ] Today: 1/22/2010

Internal use _| an

Feb Mar Apr
Jun Jul Aug

Cct Mo Dec

[ ] Today: 1/22/2010

1 January, 2010 k

Sun Mon Tue Wed Thu Fn  Sat

- | —— 27028 24 33 A 1 2
Y22/2010 - 3 4 5 6 7 8 9
0o 11 12 13 14 15 16
17 18 19 20 2 23
24 25 26 27T 2B/ 29 30
3 1 2 3 4 5 G

[ Today: 1/22/2010

Copyright ©2010 JL Inc.
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Management

Clients / Cases / Projects B

Clients / Cases / Projects Contacts
)’ 4 Rename T Move
Securtiy Insert

n
\::i’ Favorites ~ x Delete Project

Management

This tab includes all commands and functions in relation to
Clients / Cases / Files / Projects.

Project Explorer

The Clients / Cases / Files / Projects are organized in an explorer
view (tree structure). The number of levels (hierarchy) is unlimited!
Therefore you can for ex. organize your clients as the first level, then
the cases or matters as the second level, if you have a lot of activities
with a client, you possibly want to use further levels.

Projects with a [+] sign in front have subprojects. You can create as
many hierarchies as you want. The projects or subprojects can be
opened by double-clicking (clicking the [+] sign opens the project
tree.)

Search in Project Explorer

To search in the list of projects, enter the first letters of the project
name in the search field of the project list. If the desired project or
subproject is available in your project list (filter!), then the entry is
displayed, the cursor automatically jumps to the first entry. The F3
key selects the next matching entry.

You can also search directly for a project number: For example,
search for project number 34, enter “#34”. The corresponding entry
is selected (assuming this is in the current project list and is not
filtered).

WinYou Law reads data very quickly and can display thousands of
projects almost immediately in the selected view. For individual views
you can create your personal, user related, project filter.

Copyright ©2010 JL Inc.

CLienTts / Cases / PRrRoO3IECTS 14
S WinYou® Law 2010 for Lance & Partner - Project: Acme Corporation E@é
Activity Log / Journal TimeSheet Drocument Calendar Billing Tools .El @;‘

Erix

Client  Case

Add

B, User ll:] [ summary B Expand all Levels
) ; Keywords © % Filter = Collapse all Levels
General Quick -
() Security Info & Refresh

Management Properties View

i Project Explorer 1 x

J Project Explorer | =] Contact Explorer |

E- || Clients f Cases [ Files / Projects
E|"',':,? Favorites
[ || Acme Corporation / Widget Manufacturin
=8 .| Acme Corporation
El- || Acme Share Purchase

- 1)

|| Widget Manufacturing

4| 1 |

QuickFilter: | -

WinYou Law® 2010 Manual



QuickSearch

QuickSearch

If you know only part of a name, you can also type this part “*manu” and then click the
“Search” button or press the F4 key. Now the entire database is searched and the search
results appear in the dialog “Quick Search”.

Select the desired project and click on the button “Open”. This Project is shown in the list
as “Searches”, and can now be processed normally. The search projects will remain in the
project list until refreshed or a restart of WinYou Law.

You can assign a search project, to your favorites by selecting this in
the project list and click on the button “Favorites”.

Many commands are also available in the context menu of the Project
Explorer (right click on a project).

New

Open

Rename

Delete

Add to Favorites |

Mave

=R AE D

Filter
Expand all Levels

Collapse all Levels

nffeg

Refresh F5

Copyright ©2010 JL Inc.
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7 x

J | Project Explorer | &= Contact Explorer |

Search:  “manu

’,'__;- Search ]

B Clients / Cases [ Files [ Projects

E‘i:? Favorites

|) Acme Corporation f Widget Manufacturin
-/ || Acme Corporation

=]

Acme Share Purchase
1| Contracts

- ) Widget Manufacturing

Project Owner Status

Acme Corporation | Widget Manufacturing L Active

Acme Corporation [ Widget Manufacturing [ test

i Project Explorer 3 x

J || Project Explorer | % Contact E}(plmell

Search: *manu | search

B Clients / Cases / Files / Projects

- p Searches

| Acme Corporation [ Widget Manufacturin
Favorites

~ |1 Acme Corporation [ Widget Manufacturin
| Acme Corporation

- || Acme Share Purchase

- || Contracts

- | Widget Manufacturing

WinYou Law® 2010 Manual



QuickSearch - Add CLienTs / Cases / PRO3IECTS 16

I [ SE =
MNew New
Cllen;ddCase Ad C
New Client A new client or project is created on the first hierarchy level:
Enter the project name and close with the button «OK». i Project Explorer 7 x

J | Project Explorer | | Contact Explorer |

2
I 1 Search: I search

=~} Clients f Cases [ Files / Projects
E'E':,? Favorites
4) [ L Acme Corporation [ Widget Manufacturin
E .| Acme Corparation
B Acme Share Purchase
- | Contracts
| Widget Manufacturing

| McKinsey ‘_

Mew
Client

The new project will be inserted alphabetically in the list of
projects and opened.

New Case First select the client or the project (parent) in the Project Explorer. { Project Explorer 2 x
J | Project Explorer | 4 | Contact Explorer |

Search: | search
=l Clients [ Cases / Files [ Projects
BS‘@ Favorites
- J) Acme Corporation [ Widget Manufacturin
Acme Corporation
- j) Acme Share Purchase
----- || Contracts

Mew
Case

Click on the button “New Case” and enter the name of the { Project Explorer 2 x
SUb-pro.]eCt (Chlld) J | Project Explorer | 18| Contact El(plmel|
Search: | search

New McKinsey =) Clients / Cases /Files f Projects
— E-5f Favorites
-~ | Acme Corporation [ Widget Manufacturin
- || Acme Corporation
B || Acme Share Purchase
| Contracts
- Widget Manufacturing

(In the dialog title, you see the name of the currently selected £-J) Mansey
parent project). Click on “OK” to create the new sub-project. = 4
Many properties of the parent Client / Project will be auto- s

matically applied.

Cont’acﬂ

Copyright ©2010 JL Inc. WinYou Law® 2010 Manual



QuickSearch - Management

CLienTts / Cases / PRrRoO3IECTS 17
iRename T Move @t
Ope; ﬁSECUI‘“)‘ ;.,(Inierl g E h t l::‘ 7 er mary T Expand all Levels.
Favorites ~ Delete Project Client  Cas
Management
Open Select the client / project which you want to open. You can
also just open it by double-clicking the project name.
2
Open
Rename Rename selected Project.
|4 Rename
Security Security is normally off. See also ['Security” on Page 21.
: You can grant other users / groups individual access rights Detaied information Conadl a8 )
L# Securtiy to the pI’OjeCt. |Gene|al I Iser I Billing I Rates | Keywords| Security |
Created
Uszer: JL
Diate/Time: 2401 2010
User: JL
Date/Time: 24.01.2010 Assigned
John Lance Prilng/PriMod//LogInsLogMod/LogDel
[ Securty  dffpm— Peter Simon Prilns/LoglnsLogMod
Previous Project Number / 1D:
Aol
Rights:
Insert Project Insert Log
[ Madify Praject Madify Log
[7] pelete Project [ pelete Log
o ) [ ox ]
Favorites Select a project and click on the Favorites button. The proj-
ect will be added to “Favorites” in the Project Explorer. § Project Explorer ® x
c . . J Project Explorer | | Contact Explorer |
%f Favorites - When you click the small arrow to the right of the button ’ . —
. Search: 14 Sean
Favorltes’ a menu Opens: ;.:? Add to Favarites =8 | Clients { Cases [ Files f Projects
%% Remove from Favorites Uf Favorites , ) )
|| Acme Corporation | Widget Manufacturin
|| Acme Corporation
You can remove a selected project (in Favorites) from the b Metansey
Favorites list.

Copyright ©2010 JL Inc.
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QuickSearch - Management

3. Select the new target client or project

4. Click on the button “Insert”. The project will be moved

Insert to the target.

.E]. Insert

TIP: You can also do this directly with drag & drop!

B Clients / Cases / Files / Projects
E|'T,:? Favorites

=8 i Acme Corporation

== || Acme Share Purchase
- || Contracts

| Widget Manufacturing
| McKinsey

B L Contract

|J Acme Corporation [ Widget Manufacturin

CLienTts / Cases / PRrRoO3IECTS 18
Move 1. Select the project you want to move : Projct Exploer 2 x
2. Click the “Move” button (the button “Paste” will be J | Project E:tplorer|.=_§|Contacl Euplmel|
T Move enabled)

WinYou® Law 2010

F -

Project Explorer 3 x

Do you want to move 'Brown' to 'Contract'?

J | Project Explorer | 5| Contact F_lemell

Search:

[l || Clients / Cases [ Files / Projects

5§ Favorites

~ }J Acme Corporation / Widget Manufacturin
] Acme Corporation

|- || Acme Share Purchase

- J) Widget Manufacturing
-1 }) McKinsey
= | Contract

-+ || Contracts

=

£ || Brown

Delete Project Delete a selected (highlighted) project in the Project Ex-

plorer.

7% Delete Project ® All corresponding entries in the journal / log will be

definitively deleted!

@ All subprojects are also deleted!

Copyright ©2010 JL Inc.
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ickS h - P ti
QuickSearch -2 Rroperties CLienTs / Cases / PrRoJECTS 19
i User lm‘@‘;{@
Gene:a\ ﬁkeywords
& Security -
- Properties
General In the window "Details” you see all the project properties: Detated nformation (McKinsey] D =
e Client/project number (cannot be modified) General | User | Bilng | Rates | Keywords | Secuy|
e Location of the project Company/Froject Ofice:
l e Start of project (todays’ date at opening) 171 [Headofice )
’ e Responsible (e.g. responsible partner/case owner/proj- Start date: Responsible:
General ect manager) 1/24/2010 B+ [dohn Lance -
e Project language Language: Satus:
N Status DEer;scli:'T:tion' '] [Mve ']
e Description = Project description or information '
e Filing = Filing place and / or filing number
Apply changes with the button “Apply”
Some of these information appears also in “Quick Info” see
['Quick Info” on Page 22.
Copyright ©2010 JL Inc. WinYou Law® 2010 Manual




uickSearch - Properties
Q P CLienTts / Cases / PRrRoO3IECTS 20

User Registered users are allocated according to their functions T L — ‘ =%
in this project. :

| General | User | Billing | Rates I Keywords I Secuntyl

i User Assign Users: Colaborator
1. Click on the button for selecting user [...] next to the Partrier
field and the user selection window opens.
Secretary
1. Select the desired user from the “available list” and Acaired from

click “select ->>" - the user is now added to the list
of selected users. You can add as many users as you
want.

2. Confirm with “OK"” and “Apply”.
Remove Users:

free

1. Click on the button for selecting user [...] next to the

field and the user selection window opens.
P F
1. Select the desired user from the “available list” and
click "< <- remove” - the user is now removed from -
. James Cohen John Lance
the list of selected users.

Thomas Stevens
2. Confirm with “OK"” and “Apply”..

Available Selected users:

Copyright ©2010 JL Inc. WinYou Law® 2010 Manual



uickSearch - Properties
Q P CLienTts / Cases / PRrRoO3IECTS 21
Keywords Assign Keywords:
Here you will see the keywords which are assigned to the
S Keywords selected project. Proceed as follows:
1. Select the desired keyword from the list of existing Detailed information [Brown] -
codes
| General | User | Billing I Rates | Keywords |Secunty|
2. Click on “select ->>" existing codes: selected codes:
Administration of the pro Banks
3. The keyword will appear in the list of assigned codes. bzt °
The selected keyword is now assigned. it fight
o e
Procedural law
Remove Keywords: Taxlaws
1. Select the keyword from the list of assigned codes
2. Click on «<<- remove».
3. The keyword will be removed in the list of assigned
codes.
The definition of Keywords can not be changed here, please
contact your administrator.
Security Information about the project: Created and modified when
and by whom.
£) Security If the check box “security” is activated, then project security Detailed information [McKinsey] [
is activated and you can change access for users etc. This [Gonea [ [ g [t [ Kapworga] Secm |
can only be done by the project owner. Cromted :
User: JL
Date/Time: 24.01.2010
Project number before take-over: If data were taken on Modiied =
from other systems, e.g. the former project number could Ueer: T
be entered here. Date/Tme: e
[ Security
Previous Project Number / 1D:
| Apply
Copyright ©2010 JL Inc. WinYou Law® 2010 Manual
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CLienTts / Cases / PRrRoO3IECTS 22
]D gSummary B Expand all Levels R) —‘M‘;:*:'JE"EN; Love 2010 forLonce & Partner o projec) e D‘E';L

~f Filter == Collapse all Levels

Quick
Info ;," Refresh

View

View

Quick Info Quick Info Projekt:
The dialog will show you the most important information
llj about the current project. The information comes from the
, master data / project properties. These can be edited here Ty =
?uFick - the master data is updated automatically.
nto - Lo : roun
This dialog shows you the following informations: [EBnghsh 2 [:c:U: ¥ <]
® Project Name 7
e Responsible (eg Responsible partner / case owner / =
project manager) -
® Project Language
e Project Status
e Project Description =
e Info Field
e Filing Information | [John Lance i Apply
e Actual WinYou Law User = normally same as logged in
user
See also ['General” on Page 19
Summary The window shows you a comprehensive cost / expense /
payment information about the current project.
;" summary WIP (Work In Progress) and A/R (Accounts Receivable) T DLl
shows the current balance of the project. Type [—
Hours 340
Fees 680.00
Expenses w/o Flat Exp. 267.00
Sales Tax 0.00
Info: The summary is always displayed in the currency of Total Work in Progress 947.00
your database. - Payments on Account 0.00
- Write Off 0.00
Work in Progress net 947.00
Invoiced 3,525.00
- Payments received 0.00
*WIP + A/R 4.472.00
Client's Account 0.00
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CLienTts / Cases / PRrRoO3IECTS 23
Filter Filter the Projects in the Project Explorer
In the project explorer the user can set a personal filter. — ———— e
“f Filter The user selects the criteria and the project lists are Project / Address T 1
filtered accordingly. This means that he sees only those Project:
projects, which correspond to the selected criteria. ~ stats ot spedified )
Responsible:
All definitions except the Status field are cumulative. =
Set Filter —
Select the desired criteria for your filter: (ot spectied M ] aktv
Status: It will show only projects that e.g. Faverites [ aktiv
are active.
Responsible: Only Projects with the selected user (-]
as responsible are displayed. Address:
Office: Only projects of the selected location
will be shown.
Refresh The Project Explorer list will be refreshed (re-read from
the database). This can also be done by using the F5 cancel | [ ok |
& Refresh key. E
Expand all Levels Expand all levels in Project Explorer
B Expand all Levels
Collapse all Levels | Collapse all levels in the Project Explorer
= Collapse all Levels
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Contacts / Addresses [

Clients / Cases / Projects Contacts

8 a] 83 (=] & 5"

View Contact Contact

Address Management

ConTAcTs / ADDRESSES 24

— o o e B
WinYou® Law 2010 for Lance & Partner - Contact: App_

ctivity Log / Journal TimeSheet Document Calendar Billing Tools .E‘ @

mport  Mail

Show
Person Company Contact Details Metwork v Refresh  gn Map ) Security Export Merge

Our address administration has been conceived particularly for law- Add View

yers and their needs. Addresses are used in various contexts. There-
for it is important that they can be found and used easily. In WinYou
Law the addresses are entered only once and used as Client/Mat-
ter/Case/File/Project related address, as link in the Client Relation
Manager, in all documents, for mailings etc.

Contact Explorer

In the Address List all addresses (unless filtered) are listed alphabetically. Addresses with
a plus-sign [+] have Contact Persons and / or Locations (Domicile Addresses). You see the
Contact Persons / Locations by clicking on the plus-signs.

You can open the address details by a double click on the address in the address list. If
there are links to contact persons and/or other domiciles, those are displayed under the
selected address.

Search in Contact Explorer

If you want to search in the Address list, you can type the first letters of the name of the
Company or Person in the search field of the address list. The first address that corresponds
to the search argument is selected. You can switch to the next corresponding entry with the
F3 key.

QuickSearch

Type the first letters of the Name or First name of the Contact Person or of the Company
Name in the search field. Press the button “Search” on the right or press the F4 key. Now
the entire database is searched and the result is displayed in the QuickSearch window.

Select the desired address and press the button “"Open”. It will be added to the address list,
in bold type, opened and can now be edited normally. Those temporary, bold type address-
es remain in the address list, until it is refreshed or the program is restarted.

Copyright ©2010 JL Inc.

Management Tools

i Contact Explorer 1 x

Project Explorer | 8- Contact Explorer
Search:
E|a_£| Contacts f Addresses

-4l Apple Inc., Cupertino, CA
£ Jobs Steve [5]]
=
i K& Jobs Steve [5]]
o & Lawson Jane
-8 Gore Al, Nashwille, TN
ﬁ Microsoft Corporation, Redmond, WA

QuickFilter: -

wsksewensee e

Contact Type

Ballmer, Steve [SB] --» Microsoft Corporation; USA 98052-7329 Redmond,... Contact Per...
Jobs, Steve [S1] —= Apple Inc.; USA 95014 Cupertino, CA Contact Per...
Steve Ltd; USA 92113 San Diego, California Company
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Mew Mew
Person Company

< Add

ConTAcTs / ADDRESSES

Pojes | Contats | Aty og/Joumsl

Y = S

New Person Select “New Person” or "New Company”. WinYou Law opens an & Contact: X dv
empty address window. 8 Address Information | [ More Detais | % Contact Network
8 CANE
. ., . T > Cancel
New WinYou Law distinguishes between company and personal ad- Engish -
Person dresses. Select the appropriate type and the corresponding fields Mr. / Mrs. - [ Addresses...
will be enabled / disabled. .
New Company Use the tabulator key to switch to the next field. Fields like saluta- First Name: — —_ @
tion will be created automatically, but you can change this at any Lot Neme:
m time.
@ Job Title: -
Greeting line: - . = .
M . , .
Cume;:ny To create an address in a foreign language, you start by selecting (=] Address | & Cortact Persons
the desired language. This will then be used for salutations, titles Street N ia
etc. |
Country: USA -
In some fields (salutation, title, greeting line) you can choose from ZIP/Postal Code:
a list or enter the data directly. Ciy. State
8
English - ——
|
Mr. / Mrs. -
Title: -
_} First N - A
%I irst Name:
Last Name:  Gore
Job Title: Jr. -
Greeting line:  Dear Albert Gore -
English -
Name:
Greeting line: Dear -
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Automatic check of duplicate Addresses — —
If WinYou Law finds a corresponding existing address in the data-

base, a warning dialog will be shown. You can choose to continue Last Name | FirstName | strest |con... |70 | cit |
or to use the existing one. Follow the instructions on the screen. Gore Al BI7WestEnd.... USA 37203 Nestwile, TN

Automatic City / Zip / Postal Codes

If WinYou Law recognizes a postal code it will fill out the city/state
field automatically. If the postal code corresponds to several Cities
or areas, the window Select City is displayed. Select the desired (oo raiged adiess | [ eock o Addrs iy
entry and close with OK. If you know the name of the city, but not |

the zip code, type the name of the city (in the city field) and press
the key combination Shift+Tab - the selection window for the zip

codes is displayed. =) Address | & Contact Persons
Street: 2817 West End Avenue -
i Courtry: UsA -
Address View oty
ZIP/Postal Code: 37203
The current address view will be shown here. Al Gore Ir. Ciy, State Nashwile, TH
. . . 2817 West End Avenue
If you have chosen a different country, the address view is auto- Nashwille, TN 37203
matically adjusted.

Notes

Switch to the Note field by pressing the tabulator key and type
your notes/remarks concerning the company or person. Press but-
ton “Notes” to get a larger window.
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Codes

oy rameiese L ==

Depending on the focused entry (main address, location or contact
person) you will always see the corresponding Codes in the Ad- Microsoft Corporation
dress Code window One Microsoft Way

' 98052-7329 Redmond, WA

You can assign address codes to your address. Press the button
“Address Codes” to get the specialized dialog. =

The QuickCodes shows the available user codes for the actual Avaiable Codes: Assigned Codes:
Q E|.f E|.f Codes

login user. Click on the plus sign on the other codes to see the
details.

4 First-Name - IL (John Lance) 4 Business
4 OutLook - 1L (John Lance) : Jd Mewsletter
4 Owner - 1L (John Lance) B4 Cwner

Double Click on a code copies the code to the window with the @ Codes | | 4 2L (ohn Lance)
B A J First-Mame

assigned codes. You can also use the green buttons to insert or @4 outlook

remove the codes. w-d Omner

Address codes can also be assigned to a single contact person.
Double Click on the Contact Person, press button Address Codes in
the Contact Person dialog.

QuickCodes

Details => ] ’ Close
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ConTAcTs / ADDRESSES 28

Phone, Fax, Web and EMail

Depending on the focused entry (main address, location or contact per- CP0e}
son) you will always see the corresponding Tel/Fax/EMails in the Tel/Fax/ [E Addresses...
EMail window. & Contact Persons_..

Click on “Tel / Fax / EMail” button (or right click in the Tel/Fax/EMail
Window to get the context menu). Select Add or Edit Tel/Fax/EMail to add
some new entries.

The number of entries is not restricted. For example you can use the
entry “Tel/Business” as many times as you wish.

WinYou Law also allows you to enter any remarks (type any text after the
number).

You can also edit the data directly in the fields Tel / Fax / Email.

)

|ER  Add or Edit Tel / Fax / EMail...
E& Delete Tel / Fax / EMail-entry

Cancel

,
Edit or insert Tel / Fax / EMail — [

-
Edit or insert Tel / Fax / EMaiI_ M

@ Tel B Tel
% Assistant [EIETE (452) 882-8080 Secr. Smith
Business
B Fax
@ Mobie Busi 452) 706-7329
@ Other usn:less (452) -
@ Private B EMail
E Fax Business  info@microsoft.com
@ Business E Internet
g ITrivahe Web site www.microsoft.com
) EMai . .
@ Business Info http://moneycentral.msn.com/detail/

B Tel
[METREE) (452) 882-8080 Assistant Mrs. Brown
B Fax
Business (452) 706-7329 =1 Address | =9 Research | & Contact Persons
= EMail
. . . : i - Tel -
Business  info@microsoft.com Street One Hlicrosoft Way = ) )
1 Business  (452) 882-8080 Secr. Smith E‘
E Internet o Fax
Web site  www.microsoft.com Courtry: USA - Business  (452) T06-7329 B
Info http://moneycentral.msn.com/d  zip/Postal Code: 930527329 B EMail 1
Business  info@microseft.com B
City, State Redmond, WA g Internet
Web site www . microsoft.com
Info ht'tp:f.frnuneycentral.msn.cun'lrdetaih'stulz‘ -
I
Close
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Contact Persons
Click on the “Contact Persons” button or Double Click on the Contact X Caned
Person in the list and the Contact Person Dialog will show up. From the ) Addresses...
Contact Person Dialog you control every aspect of the Contact Person. & Contact Persons\\| | g Add Contact Person |
% Edit Contact Person

You can assign Address Codes, EMail, Telephone and Fax numbers as well o |g
as notes. Specially defined fields like Birthday etc. are also available.

Delete Contact Person

Cancel

You can assign individual address codes to every contact person.
an thi on, . you wi Eereas .. e =
You can even assign this contact person to a location, i.e. you will only

see this contact person in context with this location in the address. A Mr /Mrs [Address Codes... |
Contact Person that is assigned to a location will show up yellow in the T
Address List and you will only see the Contact Person under this Location. Frst Steve
If the Contact Person is not assigned specially to a Location, this will be
shown as a red icon in the Address List. This Contact Person can there-

fore be used in the Address of any Location (when creating a letter etc).

Last Name: Ballmer

Job Title: <

Initials: 5B [m]
B Tel

Private (019) 999 9999
El EMail

Location: m Steve.Ballmer@microsoft.com|

Salutation Dear Steve Ballmer

B Misc. MNotes...

b Friend of MR
Birthday

=] Address I = H&search| £ Cortact Persons |

Mame ¢ | Initials | Function =l Tl
Ballmer Steve 5B Prn.ra.te (619) 859 Q
Gates Bil BIEL

Private Steve.Ballmer@microsoft.com E‘
< I 3
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Locations (Sub Addresses)

You can have more locations (addresses) to one contact, like other
offices / branches.

Select the desired address in the Address List. In the Address Win-
dow click on the button “Modify”, click on button “Addresses...”,
select “New Location”.

Modify or Delete a Location

Select "Manage Locations...”, then in Selected Locations click on
the Location. Click another time, and an edit window will show up.
Now you can change the Location hame.

You can also change the order of the Locations. Select a Location,
use the arrow buttons to move the Location up or down.

Automatically create a Project from the Address

WinYou Law can create a new Project based on the Address data
when you save a new address. WinYou Law proposes the name/
first name or the company name and the city as project name.
You can modify or just confirm the project name. The new project
is immediately listed alphabetically in the project list and opened.
In the Document Control Center the entered Address is automati-
cally assigned to the new Project as a client address.

Click “No” if you want save only the address.

ConTAcTs / ADDRESSES 30
£ Contact Persons... [5] Mew Location... L\\g
@Tel.-’FaxKEMail_._ @ Manage Locations...
@ [=] Change Address View...
fanral
o I ==
Canada
(=] Canada | & Contact Persons
Street: 7455 Birchmount Road = Tel
Business  1-800-263-3394 [eer]
= EMail
Courtry: Canada Businese  info@apple.com E‘
ZIF/Postal Code: L3R 5G2
City, State Markham, OM
Existing categories Selected Locations
Branche Address
Private Canada

[Other]

-

-

WinYou® Law 2010 ‘

i .
@] Do you want to create a project with this Contact?

S5
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= ?E ¢ Favorites m
*f Filter

View Contact Contact P Show
Contact Details Network w Refresh  onpjap

View

View

Timesheet  Document Calendar

/> Moaity gg @
b etete

£ Import_ail
} seaurity | Export Merge
....... nt| Tools

ConTAcTs / ADDRESSES 31

B+ N

Biling  Tools o

View Contact

&=

View
Contact

Select the contact / address which you want to view.

8 —
Engish -
weoMs v
Title: 4]
First Name: A

Last Name:  Gore

Job Tile: Jr.

Greeting ine:  Dear Albert Gore

[~ Address | & Contact Persons

Al Gore Jr.

85 Modiy

2817 West End
Nashwille, TN 37203

Abert Amold Jr. Gore
Board of directaors: Apple I

OutLook

JL

il " 3

Street 2817 West End Avenue

Country: USA

ZIP/Postal Code: 37203

City, State MNashwille, TN

= Internet

Website  www.algore.com
Website  www.algore.org

[EE]

Contact Details

.'(_

Contact
Dretails

The register "More Details” shows other details about this con-
tact / address like birthday or branch codes etc. In the security
fields you have the internal address number, status (can be
changed to inactive address), who created this address and
date, last changed by and date. This fields can be customized.

6] Contact: Al Gore X
[ 83 Adreso fomaton | ] More Detes
= Misc.
Birthday 3/31/1948
= Special
Eranch Mewsletter
Masdag
= Security =
2 109
Status Active =
Created by ca
Created on 14.05.2008
Last changed by sa i
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32

Contact Network

Contact
MNetwork

1.
2.

3.

If you want to display the links of an address, select the desired
address in the address list and click on the button “Contact Net-
work” (or on the tab in the address view). The Address Network
/ Client Relation Manager offers you a comfortable graphic over-
view over the relations between addresses and Projects/Clients/
Cases/Matters. This can be an Address to Project or an Address
to Address link.

Project related addresses are automatically listed in the Client
Relation Manager with their links.

Create additional links:

Double click on the contact / address in the Contact
Explorer where you want to create a link. This contact is
shown on top.

Select the type of link in the field Type of Links, e.g. “Em-
ployer of” and double click it. The link type is how auto-
matically assigned.

Select the address/project you want to associate in the ad-
dress/project explorer and Drag & Drop to the created link
(e.g. “Collaborator of”)

The definition “type of links” can be customized, check with your
Administrator.

5| Contact: Apple Inc. X

4k x

=] Address Information | More Detai\5| & Contact Network |

# Apple Inc.. Cupertino, CA
£+{8l Board of Directors
¢ 8 Gore Al Nashwile, TN

{z)) Cliert
~ ) Acme Corporation
~ ) Acme Corporation / Widget Manufacturing
~ ) Acme Corporation / Acme Share Purchase
~ ) Acme Corporation / Acme Share Furchase / Contracts
~ ) Acme Corporation / Widget Manufacturing /test
Era) Other

i || Acme Comoration

= Contact Link Types:

[

]§§| Emplayer of

@3 OneWayLink

@3 Acquaintance

-8 Address link from
-8 Address link with
@3 Contact person

@3 Contact person for
-8 Board of Directors
-8 Memb. of Board of Dir
| Project Link Types:

Cliert

Invoice address
Contractaors

Insurance

Eank

Counterparty

Lawyer of countempart,

Link Infomation:

L5

Other

4 n 3

Favorites

E':i' Favaorites

Clients / Cases / Projects

Contadts

Activity Log / Journal

TimeSheet Document Calendar

]’ |ARename T Move l i User ll:] A summary B Expand all Levels
: o Securtiy 3 Insert " [ keywords ¥ SFFilter  Te=Collapse all Levels
Mew  MNew Open General Quick -
Client Case ¢ Favorites = 2 Delete Project ) Security info & Refresh

Add Management Properties View

Billing  Tools

a x

[B| § Contact Explorer
i [

g

5

| Project Explorer | 5| Contact Explorer

Search: [E,Q Search ]
-85 Contacts  Addresses =+ Board of Directors
-l Apple Inc., Cupertino, CA - Gore Al, Nashwille, TN
Gore Al, Mashuille, TH (=), Client
Microsoft Corporation, Redmond, WA i+ || Acme Comporation

-l Steve Ltd, San Diego, California

2

QuickFilter:

5| Contact: Apple Inc. X

85| Address Information | [ 7] Mere Detaiis | % Contact Network

[# Apple Inc., Cupetino, CA 8

|| Acme Comporation / Widget Manufacturing
i+ 1) Acme Comporation / Acme Share Furchase
i+ || Acme Comporation / Acme Share Furchase / Contracts
+ ) Acme Comporation / Widget Manufacturing / test
=)/ Other
.-} cme Comporation
{8 Contact person

\N—

—

@) Other

i ) Acme Comporation

=il Contact person
L /8 Steve Ltd, San Diego, Calfomia
Link Information:

- <

BEEEEEEE

=l Cortact Link Types:
{8l Employes of
&l Employer of
-8l OneWaylink
-8 Acquaintance
-8l Address link from
-l Address link with
-8l Cortact person
&=l Cortact person for
&=l Board of Directors
&l Memb. of Board of Dir
|| Project Link Types

Client

Invoice address
Cortractors
Insurance

Bank
Counterparty

Lawyer of counterpart

Other

[0

r

Copyright @2010 JL Inc. All rights reserved. www.winyou-law.com Registered for 5 User(s) Workgmup{gl
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ConTAcTs / ADDRESSES 33
Filter Apply Filters on the Address Lists
You can create personal filters for the address lists. The user de-
“ Filter termines the criteria and the project and address list are filtered o= = =
3 . . roject / Address Filter
as defined. This means, that only the project and addresses that
correspond to the selected criteria are listed. Erzes
i . . Status [[r'lotspeciﬁed]
Info: All criteria are cumulative, except the Status. Aesoonsble:
Office
[[not goerified) [#] aktiv
Favorites [ aktiv
o]
Address:
Refresh The Contact Explorer list will be refreshed (re-read from the
database). This can also be done by using the F5 key.
& Refresh
Copyright ©2010 JL Inc.
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. ConTAcTs / ADDRESSES 34
Show on Clicking this button will display for the address on Google Maps. o
Map The map display can be customized, please contact your r Help| Sign in
Administrator admond, WA USA Search Maps | Show search oofions
1f interest

© —

Show it main_|
on Map I

S|
I ==iq:
) (O
¢ |E==0]
T ” I
= ‘Z—llllE\:w’Esrl

Y | | — |

ey
3N MY La0kE

;:‘“ill:lgc o

[-Dﬁ' -|1 J

NET
B
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1™ Modify

x Delete

s Ml@aNagement

Modify Click here to modify the selected Contact / Address.
| Modify
Delete Delete selected Contact / Address.
?{ Delete
Security Here, you can display all the information about who has created
this Contact / Address and who has modified it last.
fh Security

e

Import  Mail

Export Merge
Tools

Import / Export

P

Import
Export

Import / Export

['Import and Export” on page 135

Mail Merge

Mail / Merge
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Log / Journal
Introduction

All Activities (like Fees, Documents etc.) for the opened project
are displayed in the Project Activity Log / Journal (electronic
dossier). All Activity Log-entries are registered here - all with
the same procedure!

To open an Activity Log entry, you can double click it or right
click in the Activity Log and select Modify / Open from the con-
text menu.

You can display the detailed information about a project and
its properties with a mouse click. In the detailed project infor-
mation you can define the basic data, e.g. Project language,
Office, Users and their functions (e.g. project manager) and
project specific rates, VAT or Sales Tax, Keywords etc. The
client address with all the accompanying information is directly
visible in the Activity Log.

You can customize these views yourself and make windows
and columns invisible / visible or dissemble and group differ-
ently.

Sample Minimal:

Copyright ©2010 JL Inc.
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36

-'/qj:‘lz\ Ee %Dv_‘ﬁv ) = WinYou® Law 2010 for Lance & Partner - Project: Acme Corporation |5|le
— Clients / Cases / Projects Contacts TimeSheet Document Calendar Billing Tools (7] @
E:;I’] ™ Open Modify 2 Copy % Link Contact L Summary |E:‘= @

75 Delete & cut 3 Remove Link Properties =8/
Quick - - ) L = Export  Print
Add~ w Refresh Bl Paste 5] LinkInformation || G Category ™ || tg Excal  +
Management View Tools
% Project Explarer 1 x Project: Acme Corporation X dbx
§ J Project Explorer | -] Contact Explorer Acme Corporation =
@
Search: Properties | Description Contacts | Info Contact | Tel / Fax / EM... @ =
=) Cﬁenis | Cases [ Files | Projects Project Start 7/14/2009 @ Client -~ ~ |l search Text 0| -
L Favorites _ ) Language English = »ﬁ Apple Inc., Cupertino, CA |g| = — =
|| Acme Corporation / Widget M Office Headoffice _| [@ Invoice address = | " Unfitered | E
;adﬂq:st:;rporaﬁon Rezponsible John Lance 2 i:ontracmrs ) |d;:: Quick Add = |
| broiectlo 3 - || [ Insurance = —_—
t 0o Date Type Info O.. |=|Text L
L= 10/10/2009 Motes L Lunch with Brown
A 300 Deadline i Draft Contract
& 172972010 Task L Tel Mr Brown
] ]1/19/2000  [+)DocVersions  Ver.2 LO00014d.doc JL (1 Contract =
] T1/19/2010 Document X0000141.pdf JL (=) 2010-01-14 &
$  10/10/2009 340 hrs 680.00 JL Contract
‘?F_h 10/9/2009 Appointment 08:00 JL Directors meeting
& s 10/5/2009 Travel expens... 20000 JL Contract
& “y 10/5/2009 Phone calls 67.00 JL Contract
& 10/3/2009 Task i Draft letter of intent
] 4971772009 Email X0000140.msg  IL Outlock Sent: Draft Contract (Email dragged fr...
] 9/3/2009 Motes L Telephone Call with Mr. Rilman
a 8/31/2009 L+ Bill 3525.00 R1000136.d... JL Bill #136 (Bill generated as a word document)
| 1, D B] @81’15#’2009 Document L0000139.dec L Draft Contract (Document created in Word) =
QuickFilter: v]
Copyright ©2010 )L Inc. All rights reserved. www.winyou-law.com Registered for 5 User(s) Workgroup| %
Project: Acme Corporation X 4k x
o | Date Type Text =<
§ 3/4/2010 Deadline Draft Contract 2
= 11/29/2010 Task Tel Mr Brown
i 1/19/2010 i+ DocVersions Contract g
) 1/19/2010 Document 2010-01-14 5
10/10,/2009 Notes Lunch with Brown
©110/10/2009 340 hrs Contract
Z ||10/9/2009 Appointment Directors meeting
& ||10/5/2009 Travel expenses  Contract
10/5/2009 Phone calls Contract
10/3/2008 Task Draft letter of intent
9/17/2008 Email Outlook Sent: Draft Contract (Email dragged from Outlook)
9/3/2009 MNotes Telephone Call with Mr, Rilman
8/31,/2009 1+ Bill Bill #136 (Bill generated as a word document)
8/15/2009 Document Draft Contract (Document created in Word)
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Project Information

Project Information

Here are all the most important project information such as project
name, project properties, information boxes, address links, along with
the display of address and telephone / email. Next to these windows
we have a dynamic text search, filtering, and a button for quick add of
entries.

On the right side, there are other functions such as filtering and view
configuration. Just go with the mouse over it and the corresponding
window opens. All these windows can be set individually.

Project Properties:

Project Start Date
Language
Office / Location
Responsible
Project number
Status

Contact and Address Links:
¢ Client Address
Billing Address
Contractors
Counter party
Lawyer of counter party
Diverse
You can easily create links with drag and
drop from the Contact Explorer. These
link types are customizable.
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Project: Acme Corporation X
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Dynamic Search in Journal / Log with “Search Text".

Acme Corporation

Properties | Description Contacts | Info

Contact | Tel /Fax/E.. (7]

Project Stad 7/14/2009
w Language English

Office Headoffice

Responsible John Lance

[ Client

m. | »

[2) Invoice address
[# Contractors

Project Mo 3 - || () Insurance

(- Apple Inc., Cupertino, CA EI

+ | Apple Inc.
=|| 1 Infinite Loop
Cupertino, CA 85014

Dear Sir/Madam

Search Text @l
E| | unfiltered

20 Quick Add ¥

i »

Corresponding address and phone /
fax / email or web links are immedi-

ately visible

With the button to the right «[...]»

you can make calls directly or cre-
ate an email or start an internet
browser with the web address

Contact | Tel / Fax / EMail

!

Quickly adding en-
tries in journal / log

= Tel
Business
Assistant

= Fax
Business

= EMail
Busingss

(877) 4127753 |
(B77) 412-7753....| _

(877) 412-7744...|

in fu@apple.curg i

R R T Ao

Fee

Expense
Periodical Fee
Document
Import Document
Mote

Task /To Do
Appointment
Deadling

Bill

Payment
Request Payment

Eill Reminder

s

Filter entries in journal / log.

Filter R X

[Eipugall
=+ $

Fee

$ [not specified]
9] 3 Internal

& Expenses

9 Periodical Fee

= Request on Account

L Reminder
= Bill

3 Clients accounts

#-[¥]_] Document

[EIF 7 Yall sers|
[

Date Range: Al -

From: 8/15/2008 [~

To: 3 42000 [~
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Columns in Activity Log / Journal LoG / JOURNAL 38

Columns in Activity Log / Journal

= Text

Draft Contract
. Tel Mr Brown
E _ . ; Contract
~~ Additional Information -
When you point to this icon with the
mouse, additional information like the

| ++Version 2: JL added Version 2 (L0000144.doc) at Tuesday, January 19, 2010 11:42 AM Foncnenens
(From Version 1 - L0000143.dog)...
Contract

Directors meeting

o content of the imported email attach-
[ [ :
— Typand = SubTyp ment, or email, content notes, fees, etc. S—
. m 1l
Example of symbols for documents: will be shown. I 2 —
Imported EMail (JL: 24.01.2010):
J 1L [ Folder: Old / Inbox / Software...
Document . . . L
By double-clicking on the icon, a dialog
# | Word Document appears with all the contents:
T PDF ++Version 2: JL added Version 2 (LO000144.doc) at Tuesday, January 19, 2010 11:42 AM
— (From Version 1 - LO000143.doc)
Removed GD
= EMail ++Version 1: 1L added Version 1 (LD0D00143.doc) at Tuesday, January 15, 2010 11:41 AM
(From Version 0 - LO000142.doc)
etcl Added GD

The advantage of the 2 levels is that you can sort them, filter or group
them.

:

Prlorlty' t 0 Date Type Info 0. = Text v

e ! .| 10/10/2009  Notes L Lunch with Brown
1 (gi 3/4/2010 Deadline JL Draft Contract
High & 1/29/2010 Task L Tel Mr Brown o

[ #1]1/19/2010  [x]DocVersions  WVer.2 10000144.doc JL (=) Contract = ? Flag- ShOWS
Normal [ T51/19/2010 Document X0000141.pdf JL (=) 2010-01-14 &= o ' ’
$  10/10/2009 340 hrs 68000 L Contract
J]r G 10/9/2009 Appointme.., 03:00 JL Directors meeting i )
Low @ )2 10/5/2009  Travel expe.. 20000 0L Contract © Document imported
&y 10/5/2009 Phone calls 67.00 JL Contract -y
. 3 10/3/2008  Task )L Draftletter of intent v ~ " Document created in WinYou Law
'_]USt CIIFk Onthe bOX by the entry [ =19/17/2009 Email X0000140.msg  JL OQutlook Sent: Draft Contract (Email dragged... .
in |Ogl in WhICh you want to Change o]  9/372009 Motes I Telephone Call with Mr. Rilman Fee b|||ed
the priority, a selection will be 8/31/2009 [z Bil 352500 R1000136.docx L Bill #136 (Bill genersted as s word document) ./
dlsp|ayed: [ €] 8/15/2009 Document L0000139.doc  JL Draft Contrac[t\([}ocument created in Word) = ‘ B|” pald
Low "
Normal Task done etc.
d ' o When you point to the icons with the
Select the appropriate priority. mouse the relevant information will be
The log list is sorted accordingly: shown.
entries with high priority appear

first.
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Sorting and Grouping

Sorting and Grouping

| Project: Acme Corporation X

Acme Corporation

Properties | Description

4k x

Contacts | Info

Project Start 7/14/2009
Language  English

m | »

[#) Client

»

Apple Inc.

- Apple Inc., Cupertino, CA LI 1Infinite Loop

m

Cupertino, CA 35014

Contact | Tel/ Fax/ EM... (7]

malp,

Search Text @l
E| | unfiltered

18y

[

LoG / JOURNAL 39

) ) . ) i |Z| Importance
When you right-click a title column, it displays the [V] tcontype
columns context menu: ——ePp |[/] TonsubType
|i| Date
® The column will, depending on whether with a check [V] Type
mark or not, be visible / invisible |v] mfo
® You can choose whether you want to sort or group by :%: Owner
Info
the selected column. (V] 7ot
® Show the grouping field. [V] rag
LogMao
Drag a column header here to group by that column.
t O [ Date Type Inf Ow... = Text W
¢ | 10/10/2009  Motes \ L Lunch with Brown
gi 3/4/2010 Deadline JL Draft Contract
. g 1/29/2010 Task JL Tel Mr Brown

AN N '#M“—"-!*

Grouping field:

You can drag the column title with drag and drop to the
grouping field:

In the example below, we have the column heading

“owner” as the first drawn into the grouping field, this is
grouped by the initials of the owners.

In the second column, we have “date”.

Office Headoffice [z, Invoice addrass
Responsible John Lance [l Contractors Dear Sir/Madam
ProjectNo 3 ~ || ) Insurance Z /
t 0 Date Type Info / L
Columns 3 =
¢ .| 10/10/2009 Notes _ /
& 3200 Deadline sortfscending = Info /
& 1/29/2000 Task Sort Descending -» Info
3 [=41/24/2010 Document 000024 Group by this field Info R- =
a @J 1/19/2010 [l DocVersions Ver.2 LO0O Group by box =
3 T119/2010 Document X0000141.pdf JL =) 2010-01-14 {=
$  10/10/2009 340 hrs 68000 L Contract
G 10/9/2009 Appointrent 09:00 L Directors meeting
& s 10/5/2009 Travel expe... 20000 JL Contract
& 7y 10/5/2009 Phone calls 67.00 L Contract
& 10/3/2009 Task L Draft letter of intent s
| [=1917/2009 Email #0000140.msg L Outlook Sent: Draft Contract (Email dragged from ...
| 9/3/2009 MNotes L Telephone Call with Mr, Rilman
8/31/2009 |4 Bill 3525.00 R1000136... JL Bill #136 (Bill generated as a word document) s
B @J 8/15/2009 Document L0000139.doc JL Draft Contract (Document created in Word) =
-«
! O D Type Info 1 Text v
@ 7y Phonecalls 67.00 Contract
= Owner JL
=) Date: Today
] &4 Document X0000246,msg = EMail &
(=) Date: This Month
] @] [#] DocVersions WVer.2 L0O000144.dec ) Contract =
(17T Document ¥0000141.pdf () 2010-01-14 &
(=] Date: Older
L Motes Lunch with Brown
& ;. Travel expenses 20000 Contract
& Task Draft letter of intent of
L] a L mil VAANNA AN e Mhblmnle Comds Neaft Tandeact (Demail deamn-. B LA T A
Copyright ©2010 JL Inc.

This makes the Activity log / Journal also a quick analysis
/ reporting tool. If you also use the filter function and /
or the search, you will receive individualized, very compre-
hensive information!

Of course, you can print out the result - see also

You can save these settings, see also ['View / Modify Pref]
Erences” on Page 47
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Filtering

Filtering

Click on the button «Filter»

LoG / JourRNAL

TIP: Permanent Filter window

always kept open

When you click on E the window is | Filter X
Al
27§ Fee
s [not specified]
3 Internal

The filter dialog is divided into type / subtype, owner and

date

i I x
) Filter

N
-
X

Search Text §|

$ [not specified]
% Internal
----- & T

| Unfiltered |\

7] 0P Quick Add  w

Search Text

=7 Quick Add

The button “Filtered” appears in orange when a filter is

active.

'O Diate Type

..... = s Periodical Fee

-] & Payment

[x]

ICTEN BTN

----- [, Reminder
..... [ 5] sin

----- [ 52 Clients accounts

-

----- = (ﬁ Deadline
----- D L-x] Motes
7 #-[7]_] Document

----- Dl' Request on Account

Search Text : EiF’ YAl users)
..... L
e @444 = -

ﬁ;,Jdec&dd -~ ] e ps

4

From: &/15/2008 [~

To: 3 32010 [~

Info Ow... = Text ki

s 10/10/2009 3.40 hrs

748.00 JC Contract

& 5 10/5/2009
&~y 10/5/2009

Phane calls

Copyright ©2010 JL Inc.

Travel expenses 20000 L

Contract

6700 JC Contract

Typ / Subtyp

Corresponds to the various log types and log subtypes

TIP: If you click on the text (after
the icon) then only this will be : E;U'

$
selected. $ Lot specifed]
3 Internal
|:| d Expenses
i Ds‘Periodial Fee

Owners (Users)
All users who have made an entry in this activity log / jour-

__—>"nal will be shown here.

Date

Here the date is automatically displayed:
the date of the oldest entry to the latest
entry date.

Use the button “Date Range” to make a
quick selection.

Date : Al -
Date Range: Al

Last Week
This Month
Last Month
This Year
Last Year

40
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Text Search in Activity Log / Journal

Text Search in Activity Log / Journal

Enter Search Text (either initials or a word / word
fragment) in the “search text” field

After each letter, the messages in the activity log / journal
are immediately filtered, ie only entries which contain
these letters are shown.

All columns are searched.

Copyright ©2010 JL Inc.
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t 0 Date Type Info Ow... = Text L
¢ Gl 10/10/2009 Motes L Lunch with Brown
& 172772010 Task IC Tel Mr Brown
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View / Modify Preferences

LoG / JOURNAL 42
View / Modify Preferences

Properties 1 x

Project Start  7HM4/2008 -

Language English .:
Office Headoffice |

Responsible:  John Lance
4 b x Project Mo 3 il
=
1] : N, 5 ” s - - . ..
el = Click on "view” or just move the Window layout within the activity log
SearchText @ mouse over it: /jOUrnal:
| The "view” window opens. You can save or enable different layouts.
—— ' Select “*Windows Caption” to move the
View 2 x window, group or to delete them.
¥ @ TIP: Use the "button dock™: If you start Properties =
Panes: to move a window, it appears automati- PropctStart | 71412009
CaHY- Language English
Office Headoffice
= [C1Enable Window Caption Responsiple:  John Lance
(to move, combine or Project No 3
remove windows) -
Status Active
Activity Log:
|| Show Group By Box
H Save Settings
[7]Bill / Doc grouping Layout of the activity log / journal
table:
Here you can save your own layout or
restore the original ones.
4 n 3
Copyright ©2010 JL Inc.

WinYou Law® 2010 Manual



View / Modify Preferences - Quick Add

Quick Add

Cuick
Add~

You can insert entries directly in the activity log / journal:

Click on “Quick Add”

Clients / Cases / Projects

Management

7 Open Modify 5z Copy % Link Contact

7< Delete & cut B Remove Link

z Refresh |:| Paste [5] Link Information

Contacts Activity Log / Journal TimeSheet
—| |
= L

Ix:

Print

Tools

Copyright ©2010 JL Inc.
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Contacts Activity Log / Journal

2 &8

Tl s e ®

Fee

Expense
Periodical Fee
Ciocument

New Document Version
Import Document
Note

Task /To Do
Appointment
Deadline

Bill

Payment

Request Payment
Bill Reminder

Trust Account

@

Search Text :

| ELP Quick Add

-

|
[
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View / Modify Preferences - Quick Add

$ Fee

Date: Select the desired Date (click on the small date icon or type it directly,
standard display is today’s date).
User: The login user is proposed automatically.
From: You can enter a time period from
To: You can enter a time period to,
or minutes
Hours: Here you can enter the time in decimal hours (0.5 = 30 minutes)
Type: If there are various types of fees you can select the desired type here.
Rate: Can be modified for an entry. Standard display is the hourly rate of the

current User or Project.

Total: Is calculated automatically according to the time period and the rate.
Can be overwritten.
You can also enter a flat fee without hours or a time period.

Sales Tax: Standard display is the Sales Tax or VAT Rate of the project. Can be
modified for an entry.

Text: The corresponding text. You can use text shortcuts.

Internal use: Internal text, will not be shown on the bill

e If you want to enter several fee entries in a row, press SHIFT while
closing with the OK-button. The fee entry is saved and a new Activity
Log Fee entry dialog is opened.

® You can enter fees and expenses in the Timesheet.

Copyright ©2010 JL Inc.
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44

Fee

e T —

1242000 [~ [30hn Lance -]
From: To: Hours: Type:
o0 S - omoo S 0 | |[notspecified]
Rate: Total: Sales Tax:

350.00 0.00

Text:

Internal use

L0 e R EE @ 8w

Expense
Periodical Fee
Crocument
Import Document
Mote

Task /To Do
Appointment
Creadline

Eill

Payment
Request Payment

Eill Reminder
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View / Modify Preferences - Quick Add

LoG / JOURNAL 45
'H s Fee
Expenses o=
? Periodical Fee
@] Document
@ Import Document
| Mote
& Task/To Do
"1?5 Appointment
Date: Select the desired Date (click on the small date icon or type it directly, P F [~ | Deadiine
standard display is today’s date). 3 | s
. . . Date: 1/24/2010 (R User: [John Lance v] [ QK ] & | Payment
User: The login user is proposed automatically. |2 Request Payment
Expense: Select the type of expense you want to enter. | Bill Reminder
Miles: If you have selected travel expenses, type here the number of miles. Phore cals e 5 o '
The expenses total is automatically entered in the field Total. i

Reimbursement V] 1.00

Travel expenses Number:

Sales Tax:

Number: If you have selected Total Copies, you enter the number of copies. The

expense total is automatically entered in the field Amount. ot Amount

Amount: Type here the total amount of the selected expense.

Sales Tax: Standard display is the Sales Tax or VAT Rate of the project. Can be
modified for an entry.

Text: The corresponding text. You can use text shortcuts.

You can enter fees and expenses in the Timesheet.
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View / Modify Preferences - Quick Add

#® Periodical Fees

An overview over all periodical fees for this project will be shown.

Press “New...” to create a new entry.

From: Type the starting date.
To: Type the ending date.
Period: Select the desired periodicity.

Amount: Type the amount you want to be invoiced.

Tax: Select the desired Sales Tax or VAT-rate with the arrow-key.

Owner: Select the desired user with the arrow-key.

Type: Select the desired type of periodical fee with the arrow-key.

Description: Enter the text to be displayed.

LoG / JourNAL

(S5

Period Description Amount

Annually

Close

[ Modify...

Ewvery two months

Half a Eear
Once

Quarterly

46

Fee

Expense

Periodical Fee

Preagsder @Elels «

From: To:

1/24/2010 (R 1/24/2010 E
Period:
Amount: Cwner:
— om
Sales Tax: Type
[ *| (ot specified] -
Description:

Document
Import Document
MNote

Task /To Do
Appointment
Deadling

Bill

Payment

Request Payment

Periodical fees

To:

_X [ax:

E

3/ 12012

Owner:

T o

Type

Close with the “OK” button - and, in the following window,

. Period Description Amount
with Close.
ot 0.0

This periodical fees will show up automatically in the corre-
sponding Billing

~ | [[ot specified]

7]

Close btion:

\gement Fee|

Copyright ©2010 JL Inc.
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View / Modify Preferences - Quick Add

J Document

Create Document

WinYou Law changes to the document control center:

1. Select a document template —

2. Select a Contact / Address
Select the Project Related Address (or
in this case directly the Contact Person).
In the Address window you will see how
the Address will exactly be shown in the
document. You can also drag a contact /
address with the mouse from the Contact
Explorer directly to the address window A
(Drag & Drop)

3. Title / Subject

The Title will be shown in the Activity Log
Document Entry for the project. The Sub-
ject will be shown in the document.

4. Click on the button «Create»

Word opens with the corresponding template as a new document
All bookmarks in the template are filled in (address, subject etc.)
The document is saved automatically

It adds a corresponding entry in the activity log / journal

If the «Automatic Fee» is enabled, a fee will be generated automati-
cally

See also ['Create Document” on Page 7§

Copyright ©2010 JL Inc.
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| Project: Acme Corporatior

Project: Acme Corporation

Document Templates:

DocCenter X

B--& Standard
Bl
-| ] Short Letter

Facsimile

Empty Document

-| ] Save current Word Document
EMail
Powerpoint

Project - Contact Links:

@) Client
=-E Apple Inc., Cupertino, CA

[=¥] Canada: L3R 5G2, Markham, ON
@ Invoice address

@ Centractors

@ Insurance

[#) Bank

@ Microsoft Corporation, Redmend, WA
@ Counterparty

7. Lawyer of counterparty

=1 Nithar

4b x s Fee
a Expenze
’ Periodical Fee
—
Address l @ Crocument
= | Apple Inc. -E Import Document
Steve Jobs A | wot
1 Infinite Loop ore
.|| Cupertino, CA 95014 | Task/To Do
"1'13 Appointment
- @ Creadline
| il
= Payment
[';g Request Payment
i . |3, | Bill Reminder
Language: Address # | Trust Account
e ~] [standard -
H Address Options:
By Registered Mail || By Telefax
By Express Mail Delivery
Personal / Canfide [ By Courier
Options:
e Save Automatically Automatic Fee

Title: Contract

Ref: 1L

Subject: Contract

o

| Home I e gl e Developer  Acrobat @
% ||/ Arial <11 = —
‘ 2| [B L e % X | 4aBbCel AaBb( |AaBbCel| % ‘
[[SFest i | i Cha | |Editi
o F - A- A Emphasis  Headingl | THNormal | — styﬂ|:ff ting

Clipboard = Font £l £ Styles

Apple Inc.
Steve Jobs

1 Infinite Loop
Cupertino, CA 95014

January 24, 2010
Document! JL/ JL

Contract

Dear Steve Jobs

‘Yours sincerely

John Lance

Page:1ofl | Words:25 | &  English (United States) | 7 |
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View / Modify Preferences - Quick Add

LoG / JourNAL

2 External Document (Import/Link)

Import or link a Document in WinYou Law

You have different possibilities to import an external document (or link):

e

@ Import via Dialog

Action: -

Cosi Document to Win'You Law Document Folder |

@ With Drag & Drop directly in activity log / journal window
(from an email, email attachment, windows explorer, desktop etc.)

@ Using the “Copy” / “Paste” Buttons see also [Copy” on Page 59

Copyright ©2010 JL Inc.

Action: [Copy Document to Win'You Law Documnent Folder

Date: 1/24/2010 [E~

Title:

48

Fee
Expense
Periodical Fee

Ciocument

Import Document

e Es e E|ER e s w

Note

Task /To Do
Appointment
Ceadline

Eill

Payment
Request Payment
Bill Reminder

Trust Account

Select the external document

Contacts | Activity Log / Journal L
E:i::l f Open Modify 5z Copy n Link Contact g Summary

x Delete .#’ Cut K Remove Link Properties
Addlf & Refresh U:l Pastmﬂ Link Information | BH category - ”

Clients / Cases / Projects

Managemen View
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View / Modify Preferences - Quick Add

sl Note

Date:

User:
Title:
Note:

Select the desired Date (click on the small date icon or type it directly,
standard display is today’s date).

The login user is proposed automatically.
Enter the title that will be displayed in the Activity Log.

You can enter as much text as you like. You can use Text Shortcuts (Au-
toCorrect)

When opening the project, the note may appear as a warning message when the
button “"Show when opening the project” is enabled.

Copyright ©2010 JL Inc.

Note

Date:  10/10/2009

Title:

[ERd

User: [John Lance

[ show on open Project

LoG / JOURNAL 49
s Fee
a Expense
s' Periodical Fee
@ Document
@ Import Document
IE Note
Tﬂ Task/To Do
"1[-; Appointment
éi Deadline
[—&3—| % Bl
=+ Payment
'] [ o | |5 Request Payment
Cancel % Bill Reminder

Lunch with Brown |

Note:

WinYou Law® 2010 Manual



View / Modify Preferences - Quick Add

@ Task / ToDo

Date: Select the desired Date (click on the small date icon or type it directly,
standard display is today’s date).

User: The login user is proposed automatically.

Reminder: Enter the number of days. During this period the Activity Log entry is
displayed in a warning color.

Done: Activate check box, when the task is finished — color display in the Activ-
ity Log changes automatically.

Note: Enter here as much text as you like. This text will be displayed in the
Activity Log.

Outlook  If checked then task is automatically entered in Outlook.

Copyright ©2010 JL Inc.

LoG / JOURNAL 50
s Fee
& Expense
s‘ Periodical Fee
@ Document
@ Import Document
o] Mote
l & Task/ToDo
1@9 Appointment
éi Deadling
#  Bill
=+ Payment
[Q Request Payment
L | Bill Reminder
StartDate:  1/27/2010 E~  Owner: ’JamesCohen v] [ oK ]
Reminder 1 Days before [7] completed Cancel
Subject [ Motes: Outlock

Tel Mr Brown
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View / Modify Preferences - Quick Add

® Appointment

Date:

User:
Subject:
Location:

Time:

Select the desired Date (click on the small date icon or type it directly,
standard display is today’s date).

The login user is proposed automatically.
Subject
Location

Time of the appointment.

Completed: Activate the check box, when the appointment is done the display

color in the Activity Log changes automatically.

Reminder: Activate the check box, if you want to be reminded of the appointment.

Hours

Note:
Category:
Show as:
Outlook

Enter here how long before the appointment you want to (before app.):
be reminded.

Enter here as much text as you like.

Category.

Show as in Calendar: (Free, Tentative, Busy, Out of Office).

If checked then appointment is automatically entered in Outlook.

Copyright ©2010 JL Inc.
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s Fee

& Expense

s‘ Periodical Fee
@ Document

@ Import Document

Note
Task / To Do

bl
i
l Eﬁ Appointment
ﬁ Deadling
#  Bill
=+ Payment
lé Request Payment
L | Bill Reminder

# | Trust Account

Date: 10/ 92003 (R Owner: [James Cohen hd ] [ oK ]
Subject: Directors meeting - Cancel
[T Completed

Location:

Time: 09:00 S - 1000

Category:

7

Outlook

["1Reminder  00:00 S Hours before.

Show as: [Free

WinYou Law® 2010 Manual



View / Modify Preferences - Quick Add

& Deadline

Date: Select the desired Date (click on the small date icon or type it directly,
standard display is today’s date).

User: The login user is proposed automatically.

Reminder: Enter the number of days. During this period the Activity Log entry is
displayed in a warning color.

Done: Activate check box, when the deadline is finished — color display in the
Activity Log changes automatically.

Note: Enter here as much text as you like. This text will be displayed in the
Activity Log.

Outlook If checked then deadline is automatically entered in Outlook.

Copyright ©2010 JL Inc.

e 22w ==

Deadline Date: 3/ 3/2010 E~

Reminder 0 Days before

Subject f Notes:

LoG / JOURNAL 52
s Fee
& Expense
8‘ Periodical Fee
@ Document
@ Import Document
o] Mote
| Task/ToDo
"ﬁ Appointment
(ﬂ Deadline
# | Bill
=+ Payment
[Q Request Payment
L% Bill Reminder
¥
Owner: (Peter Simon [ ok |
[ completed Cancel
Outlook

Draft Contract
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View / Modify Preferences - Quick Add

LoG / JOURNAL 53
- s Fee
Bill & o
The program switches automatically to the Invoice overview. This overview _ Rl FPerocicol Fee
shows open work, expenses and advance payments entries. L . . i % Document
Import Document
Tenplt: o)
Ez4/2010 [~ |Detaied v| @oraft @ il ol | Note
Cancel & Task/ToDo
Date: Select the desired Date (click on the small date icon or type it W Appointment
directly, standard display is today’s date). Date: 7/26/2009 - 8/22{2008 usD (outy Rates 4 Deadiine
Hourly Rates
Template: Select the invoice template you want to apply. The standard Fes - 10.00 hour 3,500.00 l _ﬂ E'” :
template, that was chosen for this project, will automatically be (Epereon | = e
dispIaYEd Emepeecs |£5 Request Payment
- Telephone, Fax, Postage, Travel, etc. 25.00 ;_?5 Bill Reminder
Draft / Bill:  Select between Draft and final Bill. The Draft Bill selection cre- || |Tots wenses 200 _w
ates a document in Word without saving it. The Word document _— S
. . - . . o r . .
for a definite Bill is saved in the project. RLRFECY
usD -
PERIOD: In this field you can define the period during which the work is
bllled ** Total Amount 3,525.00 Exch. Rate:
) 0.0000
RATES: Overview of the persons, who have registered work, including the TEEE) - o yEor o W = =re %
- o \ b i B J(docx [Lompatibili ode] - ICrosor O
rates and the tOtaIS' You Can mOdIfy the rates and the amounts' E’J/ Home Insert Page Layout References Mailings Review View Developer Acrobat @
TAX: In this field you can adapt the Sales Tax or VAT rate for this in- Y J |A:|x I =2':=| i sambcer AaB b |nsBbce| AN B
voice. Pete o | e A - Aar A o] (& Emphasis 7 Heading1 | TMNomal | _ EP,T::’.’ Editing
Clipboard Font F] Paragraph Styles ]
EXPENSES: Enter the expenses total per type of expense. T R g&udé ------- R C
« g . 5 129g,anrest
DOCUMENTS: Show all documents of an existing bill. : San Diego, Califoria 92113
R . [ indudsf
CURRENCY: Change the currency (Optional) Text: :
EXCHG RATE: Change the currency rate (Optional)
CALCULATE: If you press this button, the system calculates the new amounts Wew Yok, January 24, 2610
and displays them automatically. : :
Text: Enter here an individual Activity Log text.
- BILL
Include non billable hour: Activate the check box if you want the non-billable -
hours to be displayed. 8 Gt Contret
. Period: 7/26/2009 through 8/22/2009
Interim Bill: Activate the check box if you want to create an Interim Bill (Op- :
tIOI"I.) . 5{?51’2009 Setup Meeting
= 713012008 Meeting with Client and Mr. Rilman
See also [Final” on Page 08 ; GEL SRl
- Total fee
- Out of pocket expenses
. - Copies
; Balance due in our favour
:" We kindly ask you to transfer the amount due within 30 days.
l;agslofl | Words:89 | English (United States) | 7 |
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= Payment

Payment, a Write Off or an Advance Payment

Date Select the desired Date (click on the small date icon or type it
directly, standard display is today’s date).

Type Advance Payment / Payment / Write Off

Open Invoices A list of all open bills

Currency Actual currency of the project

Amount Amount

See also: 'Payment on Bill” on Page 103

Copyright ©2010 JL Inc.

LoG / JOURNAL 54
s Fee
& Expense
s‘ Periodical Fee
@ Document
@ Import Document
o] Mote
Payment A [ & Task/ToDo
Tﬁ Appointment
Date: 1/24/2010 (IR [Paymenton account v] | oK I éﬂ Deadline
Open Invoices: Cancel g] Bill
MNumber Date Amount Amount .
Accounting program I =+ Payment
281 24.01.2... 3,525.00 3,525.00 o (& Request Payment
z L | Bill Reminder
] T 3 e n

Currency: Exch. Rate:

m Inwv.

Amount

Text:

0.0000 | Amount

Project:

WinYou Law® 2010 Manual



View / Modify Preferences - Quick Add

= Advance Payment Request

Date: Select the desired Date. Standard display is today’s date.

Amount: Insert the amount. If some work has already been recorded, a proposal
is displayed. You can overwrite it.

Tax: Select the Tax-rate by clicking on the corresponding field.
Text: Enter in this field any text you want. You can use shortcuts.

The document is now created in Word and can be edited. It is saved automatically
and registered in the project

Copyright ©2010 JL Inc.
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55

D R

Date: 1242010 [~ E
Sales Tax: Cancel

Fee

Expense
Periodical Fee
Document
Import Document
Note

Task /To Do
Appointment
Deadling

Bill

Payment

Amount: [ - ] I

Request Payment

CHP| s EH N EE QB e

s

Bill Reminder

Trust Account

() iﬂ -5 )= KV000161.docx [Compatibility Mode] - Microsoft Word E@

| Home | mnsert Pagelayout  References  Mailings  Review  View AddIns  Acrobat

@.

4aB5CcL AaBh( | AaBbCel | M

Emphasis  Headingl | TNormal |_ Change
Styles ~
=

% || Arial M PRI
Paste Bl EETEE f’ x*|
A A ST PN
Clipboard ™ Font e Paragraph Tl Styles

#

ez

Brown Ltd
123 Queen Strest
Albany, New York 12343

November 15, 2007
KV000161.docx JSIIS

Brown

Dear Sir/ Madam

We kindly ask you to transfer the amount described below as an advance payment towards
anticipated legal cost  _ _

& =
Advanced Payment CHE 500,00

Yours sincerely

Page:1ofl | Words: 51 | ¢  English (United States) | | SRR
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View / Modify Preferences - Quick Add LoG / JOURNAL 56

- - s Fee
% Bill Reminder & oo
s‘ Periodical Fee
@ Document
@ Import Document
o] Mote
& Task/ToDo
Date: Select the desired Date. Standard display is today’s date. ——— — = % Appointment
. éﬂ Deadline
Amount: Enter the amount. N e B 3|
Type: Select the type of reminder by clicking on the field and on the corre- — & Payment
sponding line (selection possible, if several types have been installed.) C:;’;”“” - pch. Rate:_ ’“""“"tg _ 2 Request Payment
Deadline: Insert the Deadline in the corresponding field. Amounts T rype: (1 Remnder 7] I f B'"Rem'”d”

Text: In the text field you can enter any text you want. You can use shortcuts. Deadine:
Text:

The document is now created in Word and can be edited. It is automatically saved
and registered in the project.

See also kBill Reminder» on Page 109
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View / Modify Preferences - Quick Add

# Trust Account

Third Party Funds / Clients’ Account Entry (option)

Date: Select the desired Date. Standard display is today’s date.

Third Party: Select the currency— standard display is the project currency.

Funds: Enter the amount in the next field. Payment: If you want to enter a pay-
ment, you register the amount with a minus-sign in front,
e.g. —10°000.00.

Text: In the text field you can enter any text you want. You can use shortcuts.

In the summary window you will always see the actual status

Payment on Invoice / Clients’ Account for advance payments

Date: Select the desired Date. Standard display is today’s date.

Third Party: Select the currency in the field Total Third Party funds

Funds: The amount is listed in this currency.

Text: In the text field you can enter any text you want. You can use shortcuts.

Amount: Enter the amount in the project currency, it will be automatically con-
verted in the appropriate currency.
If you want to enter the amount in the foreign currency, press the field
Currency Adjustment at the right of the field Amount.

Calculate: Enter the amount in the displayed currency and press the tabulator key.

The amount will be automatically converted in the system currency and
listed in the field Amount. Close with the ok-button.

CREATE PAYMENT: Press the button «Create Payment»- the payment/advance
payment is created automatically (see Payments kPayment on Bill» on|
Page 103)

See also ['Trust Account” on Page 106

Copyright ©2010 JL Inc.

Clients account

Date: 1f 5/2010 E~

Currency:  Amount

5,000.00 (]

Text:

LoG / JourRNAL

57

e |

Accounting:

Bank:

Account:

Fee

Expense
Periodical Fee
Document
Import Document
Note

Task /To Do
Appointment
Deadline

Bill

Payment
Request Payment
Bill Reminder

IFrlsEel @FE @ E &

Paymenﬂ

Payment on Invoice | OnAccount:
Credit

Balance: usb

Amount: USD 0.00 ||...

Create Payment...

1,358.00

OK

A
i
Cloze
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View / Modify Preferences - Management LoG / JOURNAL 58

™ Open Modify |2 Copy Ry Link Contact
7€ Delete & cut 3 Remove Link

QUKE & Refresh El paste 5] Link Information
———— ' Management
Quick Add Quickly add an activity log entry B rer
a Expense
% ’ Periadical Fee
@ Cocument
Quick 1l | Mew Document Version
Add - @ Import Document
o] Mote
| Task/ToDe
"15 Appointment
@ Deadline
H | il
& Payment
[Q. Request Payment
L% | Bill Reminder
# | Trust Account
Open Modify Modify / Open selected activity log entry
| Open Modify
Delete Delete selected activity log entry
x Delete
Refresh Refresh the activity log / journal (reread from database)
& Refresh
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View / Modify Preferences - Management

LoG / JOURNAL 59
C Copy selected entry in activity log / journal to the windows clip-
opy boapl?ld Y ty 9 /J P t 0 Date Type Infe Ow... ] Text k'
& 1/27/2010  Task JC Tel Mr Brown
= Copy @ Entries can be inserted into the same WinYou Law Project ] #]1/24/2010  Document ~ L0000274.doc JL ~  Contract N =
(entry will be dup"cated) ] 91/24/2010  Decument X¥0000246.msg L [ EMail by &
@ Entries can be copied into another project ﬂ\ S0
6‘ '5 ey B i UE™
® Document Entries can be copied to an outlook email as e Clients / Cases /Projects  Contacts | Activity Log/ Journal
an attachment. Here, the document name is automatically I%_j I Open Modity Bz, Copy| Ry Link Contact [ Summeny
renamed: Title + unique document number. T X Delete & cut [ Remove Link B Properties
E‘;J:jcf 2 Refresh El Paste ] Link Information H Category ~
Select the Document Entry in activity log / Journal I Management View
1. Click on the button «Copy»
2' Create a new EMaII in OUt|00k Message Insert Options Format Text Develaper OutlookSpy Adobe PDF Text Lightning @)
3. Within the text in email right click to get the iR Sy [ ) (2 e comaseoneie: ()| 8 & v )| A5
= B B u File Original Message Too
context menu and select “Insert” e | g 3 T wemes 7 optons soeiing
® You can also copy Document entries to the Windows desk- — — e ———— —
top or in Windows Explorer (we supports Windows stan-
dards)_ e Calibri (Bor = |11 = A" 2" Ay FF
Subject: BIEY A-F =
e Ea
I 3 -
TIP: You can also do this directly with drag & drop! 'f‘ :‘t N
= ;aragraph..‘
i= Bullets >
i=  Numbering 3
g Hyperlink...
=
Send
[Coce.. |
Subject: :-f
Attached: | B contract 00002741.doc (24 KE) b
Cut Cut selected entry in activity log / journal to the windows clip- Fa
board.
4 cut In this case the entry is moved. =1 |
[+
TIP: You can also do this directly with drag & drop!
(keep “SHIFT” on the keyboard pressed)

Copyright ©2010 JL Inc.
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LoG / JOURNAL 60

Paste

El Paste

Paste from the windows clipboard to WinYou Law activity
Log / Journal. Possibilities:

® WinYou Law entires

Documents in Windows Explorer
Documents from Windows Desktop
An EMail from Outlook:

1. Use the Outlook Menu “Edit / Copy”
(Context menu doesn't contain any copy command)

In WinYou Law use the button “Paste”. The entry
is inserted in the activity log / journal as a
document entry

An Attachment from an Outlook EMail:

°
°
°

2.

1. Right-click on the attachment in Outlook to get
the context menu

(Either in Outlook Explorer preview /

reading pane or in an open email)

In context menu select “Copy”

In WinYou Law use the button “Paste”. The entry

is inserted in the activity log / journal as a
document entry

N

The EMails are stored as separate documents (msg) in the WinYou Law
Documents Folder (AutoDoc). This means you have a separate copy

of these emails in the WinYou Law activity log / Journal!

TIP: You can also do this directly with drag & drop!

|
: File Edit View Go Tools Actions Help Adobe PDF Type a question for help o
i3iNew - @ X  (CaReply (% Forward | [ Send/Receive ~ £ it @Back @ Ch[H[Q ]| g Messages =LY
Mail « |2 mbox Contract Brown.doc &
Favorite Folders # |[[search Inbox P~ % (| size ke 4
H Foliow Up Arranged By: Date Newest on top |A futher L e
[ 0. ToDoWaitRead Last changed:  Sunday, January 24, 2010 [w]
i s =S [
L LS # || Today [ Message ‘:“Contlad Brown.doc (24 KB @
2] All Mail Ttems ~ || 51 Info Winvou Law 7:41 PM Preview =
it Sample EMail with a document ... You should only preview files from
= £ Dell i B A v pi Open
(& Deleted ltems Previewing the file might not show t Print file. To see the most iz
@ Drafts complete, up-to-date content, open l,z
[ Inbox Save As... =
GjunkE-mai\ Remove :g
[ Outbox =N 5 @ B
B3 Copy
[ Sent items L Always warn before previewing tf =
.... £} Select Al v
B -
|- Mail 2
5
= =
(] Calendar 2
7
Contacts g
o] Tasks —
Dayid 2 U & Sample EMail with a document attac... ==
|| Notes 1 i) — -
IMessage | Developer | Evernote | Evemote | QutlookSpy | Adobe POF | Text Lightni| (@)
3@ - || i reply Ij; ™ KnowHow Support x &g v &
Reply to All
1ltem = File In Delete Junk ||Options|| Find
g Forward || Folder~ B | Email~| - - =
Respond SpeedFiler =/ adions |
File name: Contract Brown.doc
Size: 24 KB
Author JL
Last changed:  Sunday, January 24, 2010
|4 Message \;(unu.m Brown.doc [24 KB}
Preview
m You should only preview files from a Open
Previewing the file might not show th Print ile. To see the most
complete, up-to-date content, open t -
Save As...
-m Remove
Always warn before previewing th 52 Copy
B Select Al

BN

&R

N

W

Quick

| Activity Log / Journal

E Summary
Properties

Clients / Cases / Projects Contacts

|7 Open Modify 52 Copy % Link Contact
/< Delete & cut % Remove Link

Copyright ©2010 JL Inc.

I Add~ z Refresh ||:| Paste[gj Link Information Category -
Management View
t O [ Date Type Infe Ow. ) Text ki
& 1/27/2010 Task Ic Tel Mr Brown
1] i&]uzmom Document X0000283.doc  JL | | Contract Brown Q:*
| Be)1/24/2010 Document L0000274.doc JL Contract =
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View / Modify Preferences - Management LoG / JOURNAL 61

Link Contact 1. Select the link type in the contacts window.
1 Contacts | Info
W " . £ Client "
%y Link Contact The button “Link Contact” is now activated. -8 Appe nc, Cupertio, CA 2|
[2)) Invoice address
2 I} Contact Explorer 1 x
IE Insurance =
. . Project Expl i -| Contact Expl
2. Select the desired Contact / Address in the Contact Explorer 1L Proect Bplorer 8 ContactBplorar]
Search:

=85 Contacts / Addresses

@ Apple Inc., Cupertino, CA

2 Gore Al, Mashwille, T

@ Microsoft Corporation, Redmond, WA

- @ Steve Ltd, San Diego, California L\\_,)

3. Click on the button “Link Contact”

The desired contact / address is now linked with the current
project. This link is also visible in the Document Control Center -
see also ['Link Contact” on Page 81|

% Link Contact

Contacts | Info

[#) Client

(-l Apple Inc., Cuperting, CA
@) Invoice address

[7)) Contractors

R J5teve Ltd, San Diego, Calil[E|

My

Remove Link 1. Select the desired contact / address in the Contacts window
2. Click on the button “Remove Link”

#% Remove Link _ ) ) )
The contact / address is no longer associated (linked) with the

current project. Link Information [

Also in Project Brown!

Link Information | Here are link information which are visible only in this link com-
[E] Link Information bination.
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LoG / JourNAL 62

- [Fnous L2010 o Lonce B Pornela Pt e Corporaten
g summary oo ooy heet

Properties 7 Open Modify (2, Copy % Link Contact
Koeete £ ar BR
quia

[~ [=] - = \X ZrRefesh [ Paste 2] linkInformatiof
Lm Category - Management
View J

Summary An overview over Hours, Fees, Work in Progress etc.
Summary - Project: Acme Corpomtiun

s Type Armount

E Summary Hours 340
Fees 680,00
Expenses w/o Flat Exp. 267.00
Sales Tax 0.00
Total Work in Progress 94700
- Payments on Account 0.00
- Wirite Off 0.00
Work in Progress net 947.00
Invoiced 3,525.00
- Payments received 0.00
*WIP + A/R 4,472.00
Client's Account 0.00

Properties Properties of the selected activity log / journal entry.

Detailed information about log entry e

Properties
Log | Securty

Company: 1 Lognumber: 246
Project no. 3 Date: 1/24/2010

Diebit: [[] No accounting
Credi:

Invoice: VAT:
0 l
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View / Modify Preferences - View

LoG / JOURNAL 63

Category

EE Category =

Date:

Subject:

Location:

Time:

Category:

e —

0f gj;008 [

To assign a category to an entry in the journal / log, click on the
button "Category”. In the Sub Menu, select your category.

Choose “Modify Category / Color” to change your own catego-
ries.

In the dialog “Categories / Color» select the appropriate catego-
ry. You can not change the category name in certain categories
(first 6 are fix), but the last 5 are available.

Directors meeting

Completed

09:00

[ outlook

[|reminder 00:00 = Hours before.

S - w0 =2

[Free

Show as:

Important

EE Category ']

. Important

Red
Yellow
Highlight
Read

"," Clear Category

Modify Category / Color

Narmal

Done

Invoiced

Cue

Provisional entries

Category:

e 3
[Whoe e 8

Valid for column:

Edit Category: Important

Red
Yelow
Highlight
Read

Foreground Color:

Background Color:

AsBbCcDdEeFfaq. ..

Sample:

Cancel ]| Apply

Category: ’\"eﬂow

Valid for column: ’whde Line

Edit Category: Yellow

Foreground Color:

Background Color:

Sample:

Copyright ©2010 JL Inc.
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View / Modify Preferences - Tools

LoG / JourNAL

] (| for Lance
x5 o =
—-L] = 7 Open Modify (2, Copy % Link Contact 7 summar E;__‘ @
Export  Print o Koeee g Kremowewns | Propend 2 TF
= | e Zrefresn [ Paste T unkinformation | B3 Categorll || to pueel | -
liEeExel s ver P S
Tools

Click on the button “Export to Excel” to export the current view
in the journal / log to Excel.

Export to Excel

Existing filter / search text in activity log / journal are active.

Export
to Excel )
il 1 - -
| Home I Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat @ - =2 X
@ # Calibri - % E*- General | kﬁ @ g:lnns:: = T = ﬂ [ﬁ
elete -
=== == R é",',‘n?ééf;?i ACT TN [ |<z- e s
Cll.pbna.rd | Font Alignment B | MNumber Styles Cells Editing
Al ~ @ Jx | Acme Corporation ¥
A | 8 | c | D | E |l r | s Ho [ o 0]
1 [Acme Co!rporation Lance & Partner - IL - 1/24/2010
2
3 [ mzmmm
4 10/10/2009 JL Motes Lunch with Brown
5 3/3/2010 Ps Deadline Draft Contract - - - - -
6 1/27/2010 IC Task Tel Mr Brown - B B B -
7 1/24/2010 IL Document  X0000283.doc Contract Brown - - - - - =
8 1/24/2010 IL Document LO000274.doc Contract - - - - -
9 1/24/2010 IL Document  X0000246.msg EMail - - - - -
10 1/19/2010 I DocVersions Ver.2 L0000144.d Contract - B B B -
11 1/19/2010 IL Document X0000141.pdf 1/14/2010 - - - - -
12 10/10/2009 IC Fee 3.40 hrs 748.00 Contract 3.40 748.00 - - -
13 10/9/2009 JC Appointment 09:00 Directors meeting - - - - -
14 10/5/2009 IL Expenses Travel expenses  Contract - B 200.00 B -
15 10/5/2009 IC Expenses Phone calls Contract - - 67.00 - -
16 10/3/2009 IL Task Draft letter of intent - - - - -
17 9/17/2009 JL Email X0000140.msg QOutlook Sent: Draft Contract (Email drag - - - - -
I 4 » M| WinYou® Law 2010 .~ Sheet? ~Sheet3 /%31 4 T ITE— i
Ready | P | B St
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LoG / JOURNAL 65

You have three different possibilities to print from
the activity log / journal:

Clients / Cases / Projects Contacts Activity Log / Journal TimeSheet Document
I:ll%:' | Open Modify E’é Copy % Link Contact ﬁ Summary [' -1
x Delete é" Cut x Remove Link Properties =
Quick i . BO Export | Print
Add~ @ Refresh El Paste 3 Link Information || Om Category™ || to Excell  ~
L&k ment View To @ Print View

¢4 Print Selected Entry

=4 Print List

14k x

| Project: Acme Corporation X |
Acme Corporation
Properties | Description Contacts | Info Contact | Tel/Fax/E.. (7]
Project Starl 7/14/2008 ~ /@ clent +| steveLta + | Search Text @
Language English Hl {#l Apple Inc., Cuperting, CA @ 12 S. Forest
Office Headoffice (7). Invoice address San Diego, California 9211 Unfiltered

Responsible John Lance [2) Contractors

a2 -

"l SteveLtd, San Diego, Calil ~

g | mag

Dear I ‘1"}3
-

[ Print

]lNadPageHPrevPagellTwnPage|[Zonmh ][Zomm][ Close ]

tDfoe T

low_ |G| Tea

P L] MODE Naes £

3 # =l 3 100% 00: 00 Close

<FindText>

Lance & Pariner

Acme Corporation

1/24/2010 JIL
EMail

Imparted EMail (1: 24.01.2010):
Folder: Old / Inbox / Software

Lunch win Brown

33200 Dedire PS5 Dt Cortrazt
1z Tak 5 Tel Mr Brown
1200 Doament

U0 D¢ A G2 Contract Brown
Confrt

Document

Document

X0000246.msq

ﬁn‘m Preview ==

Copyright ©2010 JL Inc.

Main
4 - Acme Corporation

Lance & Partner

Acme Corporation
hn Lance (IL)

aL

1/24/2010
20:06

10/10/2009 Motes

Lunch with Brown

3/3/2010 Deadline

Draft Contract

1/27/2010 Task

Tel Mr Brown

1/24/2010 Document [X0000283.doc

Contract Brown

|From:
(Sent:
To:
CC:
|BCcC:

Hi

Umported EMail Attachment(JL: 24.01.2010):
\Folder:

[Subject: Sample EMail with a2 document attachment

lAttached you will find

Dell / Inbox

Infe WinYeu Law [info@winyou-law.com]
24,01.2010
sales@winyou-law.com

1/24/2010 Document [LO000274.doc

Contract

1/24/2010 Document |X0000246.msg |[EMail

[Falder:
(From:

fmparted EMail (JL: 24.01.2010):

Old / Inbox [ Software
WinZip Computing [winzip-anneunce@winzip.com]

WinYou Law® 2010 Manual
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TimeSheet

Introduction

In the TimeSheet you enter your work and expenses as con-
tinuous text, just as if you would write it down on paper. You

can work with your usual abbreviations (AutoCorrect for Text or
Shortcuts for Fees and Expenses) WinYou Law completes the text
immediately and integrates it in the selected project. With indi-
vidual shortcuts, that register several entries in one step, you can
win precious time. Of course the classical way of entering Fees
and Expenses is also available.

You have different ways of entering your entries. You can enter
minutes (e.g. 45m), decimal hours (e.g. 0.5h) or amounts directly
(e.g. Total Fee: tf250.00). In the TimeSheet you can enter time
periods “from - to" or stop/start your working time. Expenses are
entered in amounts, e.g. (5.50co for 5.50 copies).

Copyright ©2010 JL Inc.

|| Project Explorer | 6] Contact Explorer |

B :
Al

p
@ NN - WinYou® Law 2010 for Lance & Partner - TimeSheet (=[E=] = ]
< Clients / Cases / Projects Contacts Activity Log / Journa TimeSheet ocument Calendar Billing Tools (7] @
‘\ ﬁ\ " Edit @ ﬁ [Tl: Daily ‘u"\ew] Show Hours & Refresh = Print | Show Legend
' L .
/5 Delete = Weekly View Show Amounts Q save View [r;‘ Export to Excel [ Totals only
TimeSheet Open Fee Expense
Project “J Monthly View (¥ Billed Entries ﬂ Restore H Save Position
TimeSheet Add View Print / Export Legend
Project Explorer 1 x

Search:

=+ || Clients / Cases [ Files / Projects

[-5,¢ Favorites

|| Acme Corporation / Widget Manufacturin
El-[[) Acme Corparation

[+ ) Acme Share Purchase

Bl ) Widget Manufacturing

i) test

[ | ] McKinsey

o T ] »

QuickFilter: |

Project: McKinsey
1/22/2010 (B

Quick Data Entry Field (using Fee and Expense Shortcuts [ AutoText / normal Text):
Tel -

Date:
Owner:

Sales Tax:

Language: English

T  Rate: 350.00

Day
Project

|Week I Month | Woarking hours | Halidays ‘
Type

Fee

Frem To Hrs Amount Expenses Text

500 1,750.00
100 350,00
050 175.00

00:00
00:00
00:00

00:00
00:00
00:00

Acme Corporation / Wi...

Study of files
Contract
Tel

Acme Corporation Fee

McKinsey Fee

Copyright ©@2010 JL Inc. All rights reserved.

www.winyou-law.com Registered for 5 User(s) Workgroup
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Overview

TIMESHEET 67

Currently selected (highlighted) project

in the Project Explorer Enter Fees and Expenses with the

traditional dialog

TIP: You can toggle (switch) between the Project: McKinsey
Project Explorer (select another project) and Date: 1/22/2010 [
the Timesheet with the “Tab key” Owner:
Quick Data Entry Field (using Fee and Expense Shortcuts [ AutoText [ normal Text): Sales Tax: Propertles for actual PrO]eCt
. i o Tel “  Language: English
Data input (different possibilities): - |l e The project language is displayed in the
Normal text (full text) Day |Week | Month | Working hours / Holidays | Timesheet. When an Autotext is detected,
s Bra oew o e Anemd Epmss T this will be replaced automatically in the
Autotext / Shortcuts Acme Corporation / Wi... Fee  00:00 00:00 500 1,750.00 Study of files proJect |anguage
Acme Corpoeration Fee 00:00  00:00 1.00  350.00 Contract . .
Enter defined Autotext e.g. “sof”. This is McKinsey Fee 0000 0000 050 17500 el The Sales Tax / VAT of the project is

displayed in the Timesheet. The rate will
automatically be taken in account for fees
and expenses.

The fee rate is also displayed. If a spe-
cial fee was defined in a project, this will
be displayed.

converted into “study of files.

TimeSheet Shortcuts

Specialized shortcuts for entering fees (hours,
minutes, From - To, etc.) or costs (see follow-

ing page)

You can combine these 3 different input types

Example:
* “Meeting with Mr Brown 3h” All entries are shown for selected
Timesheet generates a fee entry 3.0 o «Date» - : :
Hours with the text “Meeting with Mr Dabm:  rus B~
o <<OWner>> Erfassen fir:

Brown”
e “sof Contract 25m”

Timesheet generates a fee entry 25
minutes with the text “Study of files”
("sof” is a autotext for “Study of files”)
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TIMESHEET 68

Introduction to TimeSheet Shortcuts

o NN - -
If WinYOU LaW TimeSheet recognizes a TeXt ShortCUtr |t WI" aUtomaticaI' —/ Clients / Cases / Projects Contacts Activity Log / Journal TimeSheet Document Calendar Eilling Tools
ly insert the corresponding text. You can combine these text Shortcuts N @ a [ Daity view| [ | snowHours 2 Refresh (4 print show Legend
Wlth normal teXt and / or Wlth TImeSheet ShortCUts' S 2 7, Delete 3 Weekly View Show Amounts lg Save View [f;' Export to Excel’ otals only
TimeSheet Cpen Fee Expense ) ) ) -
Project “J Monthly View (V| Billed Entries g Restore [ save Position
TimeSheet Add View Print / Export Legend

Fee Shortcuts
m Minutes (45m = 45 Minutes)
h Decimal Hours (1.5h = 1:30 hours)

int Internal Hours without fee and rate (.5int = 0:30 hours) The WinYou Law Shortcuts are shown

fr Override the automatic Fee Rate (90fr = temporarily Fee Rate of in the Legend

$90)
. . ImMesnee’

tf Enter Total Fee directly without Hours (tf400 = Total Fee of THour:h : —

$400) Fees 2,275.00
Expenses 0.00

Timer Shortcuts —

sta Starts the Timer (sta = Actual system Time will be entered in sta” Fee tme ffom
the From field) You can continue with text or just save with the sl “m';“f;“'
ENTER Key. it
Enter the Start Time (sta09.20 = 09:20 will be entered in the Expenses ShOFtCUtS m  Minutes of fee
From field). We are using the military 24 Hrs clock i.e. 01:30pm = ca Carriage (13ca = $13 Carriage) ss* Start/Stop
13:30 tf*  Total fee

co Copies (13co = $13 Copies) “ca Carriage

ss  Stops and Starts the Timer: Stops the Timer in the previous *co Copies
Project, starts a new Timer in selected Project. Select a project f Fax (13f = $13 Fax) F_JFax
(A), type sta and press enter in TimeSheet Data Entry (check the mis  Misc. (13mis = $13 Miscellaneous Expenses) o ::;i'j;i::‘:nt
From field, of course you can also enter text or text shortcuts) . ) % relephone
After finishing working with project A you want to work with re Reimb. (13re = $13 Reimbursement) “t Travel expenses
project B: Select Project B, type ss and press enter (of course t Tel. (13t = $13 Telephone)
you can also enter text or text shortcuts). In project A the timer
is stopped, hours are calculated, and the fee entry is updated. In tr Travel (13tr = $13 Travel Expenses)

project B a new timer is started (use TimeSheet Shortcut sto to
stop the last Timer)

sto Stops the Timer (sto = Actual system Time will be entered in the
To field) You can continue with text or just save with the ENTER
key. Enter the Stop Time (sto11.45 = 11:45 will be entered in
the To field, Fee will be calculated) We are using the military 24
Hrs clock i.e. 01:30pm = 13:30
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TIMESHEET 69

-TimeSheet

inYou® Law 2010 for Lance & Partner

Expenses Shortcuts - TimeSheet

L ﬁ |7 Edit
L oy
: 7 Delete
TimeSheet Open -
[imeSheet

TimeSheet

TimeSheet Show TimeSheet
j\
TimeSheet
Selected Project in the TimeSheet list will be opened.

Open Project

@

Open
Project
The selected entry from the Timesheet list is read into the data

Edit
|7 Edit entry window again, and can be modified.

Delete The selected entry from the Timesheet list will be deleted.

7% Delete

WinYou Law® 2010 Manual
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Expenses Shortcuts - Add

$ @

Fee Expense

TIMESHEET

Fee

9]

Fee

The traditional fee dialog is used:

Date:

User:
From:
To:

Hours:
Type:
Rate:

Total:

Sales Tax:

Text:
Internal use:

Select the desired Date (click on the small date icon or type it
directly, standard display is today’s date).

The login user is proposed automatically.
You can enter a time period from

You can enter a time period to,
or minutes

Here you can enter the time in decimal hours (0.5 = 30 min-
utes)

If there are various types of fees you can select the desired
type here.

Can be madified for an entry. Standard display is the hourly
rate of the current User or Project.

Is calculated automatically according to the time period and
the rate. Can be overwritten.
You can also enter a flat fee without hours or a time period.

Standard display is the Sales Tax or VAT Rate of the project.
Can be modified for an entry.

The corresponding text. You can use text shortcuts.
Internal text, will not be shown on the bill

Date: User:
12402010 [~ [30hn Lance ~|

From: To: Hours: Type:

ooon 2 - 000 2 T | |[notspedfied]

Rate: Total: Sales Tax:

0.00

Internal use

Expense

Expense

-HExpense

The traditional expense dialog is used:

Date:

User:
Expense:
Miles:

Number:

Amount:
Sales Tax:

Text:

Select the desired Date (click on the small date icon or type it
directly, standard display is today’s date).

The login user is proposed automatically.
Select the type of expense you want to enter.

If you have selected travel expenses, type here the number of
miles. The expenses total is automatically entered in the field
Total.

If you have selected Total Copies, you enter the number of
copies. The expense total is automatically entered in the field
Amount.

Type here the total amount of the selected expense.

Standard display is the Sales Tax or VAT Rate of the project.
Can be modified for an entry.

The corresponding text. You can use text shortcuts.

Date: 1/24/2010 B~ \User: ’John Lance

Misc, expenses

Fh Il i i)
Pogir:gem s Miles: 0 Sl
Reimbursement i} 1.00
Travel expenses b

Sales Tax:
Total Amount:

Copyright ©2010 JL Inc.
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Expenses Shortcuts - View
i TIMESHEET 71
21 Daily View: Show Hours & Refresh

™ Weekly View Show Amounts H Save View
F]Monthly\)’iew /| Billed Entries ﬂRestore - n::?’s:« mm 1 — e
View
Day Tab «Day» is shown: Day |Week | Month | Working hours,JHolidays|
Project Type From To Hrs Amount Expenses Text
il Daily View Acme Corporation / Wi... Fee  00:00 00:00 5.00 1,750.00 Study of files
= Acme Corporation Fee  00:00 00:00 1.00 350,00 Contract
McKinsey Fee  00:00 00:00 050  175.00 Tel
week Tab «Week» is ShOWn: |Da\|I | Week |Monﬂ'1 |Working hours,IHolidays|
Project18.01.2010 - 24.0... Mon Tue Wed Thu Fri Sat/Sun " Total
: Weekly View Acme Corporation 000 000 000 000 1.00 0.00 1.00
Acme Corporation / Wi... 000 000 000 0.00 5.00 0.00 5.00
MeKinsey 000 000 000 000 0.50 0.00 0.50
Total Hours 000 000 000 000 6.50 0.00 6.50
Month Tab «Month» is shown: [Day [ wesk | Month [ working hours / Holidays |
Project 01.01.2010 - 31.0... Hrs. Fee Flat Fee  Ng.. ** Hrs, = A,
™ Monthly View Bdernal
Acme Corporation 1.00 350,00 0.00/ 0,00 1.00 350,00
Acme Corporation [ Wi, 500 1,750,00 0.00 0,00 5.00 1,750.00
McKinsey 050 17500 0.00/ 0,00 0.50 175.00
** Total external 650 227500 0.00/ 0,00 6.50 2,275.00
Hours Shows Hours in the Weekly list
| Show Hours *** Total 6.50 2,275.00 0.00 0.0 6.50 2,275.00
Amounts Shows Amounts in the Weekly list
| Show Amounts
Billed Shows billed entries in the daily list.
%' Billed Entries
Refresh Refresh the TimeSheet List (reread from database)
ﬂ Refresh
Save View Save actual view.
[ save View
Restore Restore default View of TimeSheet list
i Restore
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Expenses Shortcuts - Print / Export

= Print

@. Export to Excel

et Print / Export

TIMESHEET

Print
X Exportto Excel

print/ Export

“ Timesheet

Print Displayed List in TimeSheet will be printed.

=4 Print

‘= Print Preview

A a=gvw 00: 00

Main
4 - Acme Corporation
i.Page 1
Acme Carporation /W
: i.Page 1
4 -McKinsey
i.Page 1

Lance & Partner

Acme Corporation

TimeSheet 22.01.2010 John Lance (JL)

aL

1/25/2010
744

[ 1.00 hrs]|

0.00

350.00/Contract

[ 1.0]

0.00][  350.00]

Acme Corporation / Widget Manufacturing / test

[ 5.00 hrs|

0.00  1,750.00 Study of files

[ 5.0]

0.00][ 1,750.00]

McKinsey

[ 0.50 hrs]|

0.00

175.00/Tel

[ 0.5]]

0.00][  175.00]

6.5

0.00][ 2,275.00]

Displayed List in TimeSheet will be

Export to Excel
exported to Excel.

(2 - 0=
i I
-x E!{pl:l-rt tﬂ E“:EI Home 1 Insert Page Layout Formulas Data Review View Dreveloper Add-Ins Acrobat @ - =2 X
o - = - -
:; Calibri -l - General - ﬁ E ;:'"sm ﬁr [ﬁ
E Delete ~ =
Paste B I U~ &y - - $ - 9% [ %0 50  Conditional Format  Cell 5 Sort & Find &
- | = || A' | | ” LU Formatting ~ as Table = Styles = @F‘"mﬂt' 27 Filter~ Select~
Clipboard ™= Font F] Alignment F} Mumber L} Styles Cells Editing
Al ~( e | 1/22/2010 - John Lance ¥
A B | c | D [ e | F | 6 | ulp
Lanc}

1/22/2010 - John Lance

LW e

L]

Acme Corporation 1 00 hrs 350.00 Contract 1.00 350. 00
Acme Corporation / Widget Manufacturi Fee 5.00 hrs 1750.00  Study of files 5.00 1,750.00 -
McKinsey Fee 0.50 hrs 175.00 Tel 0.50 175.00 =
4 » M| WinYou® Law 2010 .- Sheet?  Sheet3 %1 J[[I—
EElE]] = Y

Reacy | 27

* ;
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Expenses Shortcuts - Legend

¥ Show Legend
[ Totals only

“=" Legend

Save View | X Export to Excef

Add View Print / Eport. Legend

Show Legend

Y| Show Legend

TimeSheet Legend window will be shown.

TimeSheet

Hours 6.50
Fees 2,275.00
Expenses 0.00
*r Feerate

sta® Fee time from

sto® Fee time until
*h  Hours of fee
=nt Intern
Minutes of fee
Start/Stop
Total fee

Carriage

g %4

*to Copies
Fax

4 4

Miscellaneous
*re Reimbursement
Telephone

*tr Travel expenses

A4

Totals only

[ Totals only

Only the total amounts will be shown in the Legend.

TimeSheet

Hours 6.50
Fees 2,275.00
Expenses 0.00

I ————————— | |

Save Position
il save Position

The position of Legend Window will be saved.
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Introduction

Document
Introduction

The tab «Document» contains all the process-
ing possibilities for documents

Copyright ©2010 JL Inc.

DocuMENT 74
Clients / Cases / Projects Contacts Activity Log / Journal TimeSheet Document . Calendar Billing Tools IE‘ @
GE, ﬁ @ L’} [ Change Title 8] Import Document & @ 2 Link Contact 2| Comment
— - = 2] Properties  [# Show Documents LE #% Remove Link o} Revert
Create  Create Send Cpen Search Show View ew
Document EMail Documents | Document Documents (4 Security | (} Explore Folder DocCenter Contact —| Link INformation || yersion 2| Delete
Create Management Document Control Center Wersion Management | |
B Project Explorer 1 x | | Project: Acme Corporation x] 4k x
@ -
Tﬂ* J | Project Explorer | | Contact Euplorer| Acme Corporation ;
o
Search: I search | Properties | Description | Cm] Info | cﬂ] Tel / Fax/ E... (7] |i
= |_| Clients f Cases [ Files / Projects [ Project Stad 7/14/2009 - _@ Client - _Apple Inc. = | Search Text El =
E : Flavorites . _ . Language English E| @ Apple Inc., Cuperting, CA @ 1 Inﬂni‘t_e Loop | %
i Acme Corporation / Widget Manufacturin Office Heado fiice [ Invoice address Cupertino, CA 85014 E| | =38
B .B_l | Acme Share Purchase Rer?IJDnsmle .::rhn Lance Il @ ..... %n:;it:rl_std, San Diego, Cali = Dear Sir/Madam il SR Quick Add
¢ bl Contracts riect N
| Widget Manufacturing * 01 [ Date Type Info Own | Text '
B ) McKinsey + .| 10/10/2009  Notes i Lunch with Brown
(ﬁ 3/3/2010 Deadline PS5 Draft Contract
& /2772010 Task I Tel Mr Brown
a @1!24;"2010 Document #0000283.doc  JL = Contract Brown &
|_] @ 1/24/2010 Docurment LO000274.doc IL Contract =5
[ =9 1/24/2010 Document #0000246.msg  JL =1 EMail &=
$ 1/22/2010 1.00 hrs 35000 JL Contract
a @lﬂgﬂﬂlﬂ [+|DocVersions Ver.2 1000014.. JL [ Contract =
a -Zfllﬂgflﬂlﬂ Document X0000141.pdf JL (=) 2010-01-14 &=
$ 10/10/2009 340 hrs 74800 JC Contract
% 10/9/2009 Appeintm... 09:00 JC Directors meeting B
& o 10/5/2009 Travel exp... 20000 JL Contract
'ﬂ "} 10/5/2009 Phone calls a7.00 JC Contract
l I | » Z  10/3/2000  Task JL Draftletter of intent s
QuickFilter: ’ '] 3 =2917/2009 Email X¥0000140.msg  JL Outlook Sent: Draft Contract (Email dragged fro... -

Copyright ©@2010 JL Inc. All rights reserved.

www.winyou-law.com Registered for 5 User(s) Workgroup

WinYou Law® 2010 Manual




Introduction - Create

DoCcuMENT 75

W,

B

3 = e o
Create Create  Send | e rene sera | flo o y "™ show  view
‘ Document EMail Documents | e ‘ s Do CankoI il
Create J

Create Docu- | WinYou Law opens the Document Control Center: | Project: Acme Corporatior

ment Project: Acme Corporation
Document Templates: Address
- 1. Select a document Template = 2 Standard Apple Inc.
= | Steve Jobs
= W] Short Letter 1 Infinite Loop
Create Cupertino, CA 95014
rm Empty Document
_ICo L rm Save current Word Document
2. Select a Contact / Address i _
[F] Powerpairit
Select the Project Related Address (or
Create EMail as shown, dlrectly the ContacF Person). Progect - Contact Links:
In the Address window you will see how B Client
the Address will exactly be shown in the -l Apple Inc., Cupertino, CA
document. You can also drag a contact i & Jobs Steve [5]] Errrs e
from the Contact Explorer directly in the 3 ”Ee E:;‘raed; L3R 5G2, Markham, ON [~ [stndard
Create address window A (Drag & Drop) [ Contractors Address Options:
i By Registered Mail [] By Telefax
ErAail 2. Insurance ) )
@ Bank By Express Mail DE|I\¢'EW
é Microsoft Corporation, Redmond, WA Persanal / Confide (] By Courier
. 3 [# Counterparty Options:
3- T|t|e / SU bJeCt [7) Lawyer of counterparty Save Automatically Automatic Fee

=1 Mithar

The Title will be shown in the Activity Log
Document Entry for the project. The Sub-
ject will be shown in the document

Titte:  Contract Ref: 1L

Subject: Contract

& | |arial el -
| o 2 | [BeeER i e[
| [ A A

Clipboard & Font

a8

Faragraph

£} Styles ]

4. Click on the button “Create” to create
the document

=] | AeBSCCI AaBhb( |AaBooer| L)
\ﬂl || Emphasis Heading 1 T Normal = E:;a.:?f [ Edl!illg

Apple Inc.
Steve Jobs
1 Infinite Loop
Cupertino. CA 95014
e Word opens with the corresponding template as a new document :
e All bookmarks in the template are filled in (address, subject etc.) : 2aeany 3%
® The document is saved automatically Contract
e It adds a corresponding entry in the activity log / journal Dear Steve Jobs
e If «Automatic Fee» is enabled, a fee will automatically be generated I
Yours sincerely
John Lance

||| Page:1of1 | Words:25 | <&  English (United States) | *3 | BB E= (S ()
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Introduction - Create

DocuMENT 76
- . ! [ [ Date Type Info O.. | Text K
Send Docu 1. Select one or more Documents in the Ac- u BAT/373000 " Bocument K000383 doc L Contract Brown &
ments tivity log / journal that you want to send ) [ @1/24/2010  Document L0000274.doc )L Contract =
Wlth Emall | =11/24/2010 Document X0000246.msg  JL (= EMail &=
g $ 1222000  100hrs 35000 JL  Contract
] ©)1/19/2010 [+ DocVersions Ver.2 L0000144.d.. JL [ Contract =
=" [ TH1/19/2010  Document K0000L4Lpdf JL =) 2000-01-14 &
$  10/10/2009 340 hrs 74800 JC  Contract
Dof:r’:]‘:nts 2. Click on “Send Documents”
The dlaloq «Create EMaiI» Opens Linked Contacts with Acme Corporation
E] Client EMail Addresses for selected Contact:
- Apple Inc., Cupertino, CA Bl
& Invoice address Business info@micresoft.com
@ Contractors .
Steve Ltd, San Di , Califor
3. Select Contact / Address 2 8 sreve Lt Son g0 e
H ank
1 " SeIGCt the EMaII Address @ Microsoft Corporation, Redmond, WA
A - - @ Counterparty
2. Click on Button «To ->» or «Cc ->» ) Lanyer of counterparty
or «Bcc =>» to ass|gn the EMall Ad_ =1 Other Select an email address and dick on To - or Cc-= to add
dress to the respective fields info @apple.com
. . info@microsoft.com
Repeat this for more email addresses.
Bec -=
Documents:
i Original % Document Name (modify directly here)
@){0000283.:10( <= Contract Brown Criginal
_lgjvﬂ.z L0O000144.doc = Contract Latest Version
@ You can change the document name
® Send word documents as PDF:
If your version of Word supports “save as
PDF”, you can convert the documents auto- 7 Ll e -
matically to PDF. [ cresteemal | [ cance |
4. Click on the button «Create EMail» “J| Message | Insert  Options _ FomatTot ©
The Outlook email dialog opens, email ad- 5 e (S99 e 12 DO ¥ || 47
dresses, subject, title, and all attachments are Paste || ioo A_' = = Names| | Follow | g | speiing
= o = == = p~ =
aUtomatlca”Y Inserted- Clipboa.., ™ ; Basic Text SpeedFiler I | Include ™ || Options ™ Praofing |
Here you can assign more email addresses —q | (o) [ufoemsecon |
from your Outlook address book. ‘ e [ ) [nfommoscficom |
[Ac(ount'] [ Bee... ] | |
Subject: |Acme Corporation |
|

Attached: | Contract Brown Original.odf (4 KBl; &) Contract Latest Version.pdf [ KB

» 51

Dear Sir;‘Madaml

Copyright ©2010 JL Inc.
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Introduction - Management
. DOCUMENT 77
J . | Change Title 8 Import Document

2] Properties ﬁShow Documents
Open Search

Document Documents (3 Security |(h Explore Folder
Management

Open Document The selected document is opened in the activity log / journal
with the appropriate program.

|

Open
Document

Search Docu- Here you can search all the documents in the current project
ments with full text search

B

o
H @Uv|p » Search Results in 000003 » - | +y | | brown ® |

search Organize = @ Open = Share with « Save search Print E-mail Burn =« 0 @
Documents
\ . H -
3¢ Favorites Documents library Arrange by: Top results ~ Apple Inc.
Bl Desktop Search Results in 000003 Steve Jobs
& Downloads 1 Infinite Loop
S5 Recent Places Contract Brown Original.pdf Date modified: 25.01.201013:26  Cupertino, CA 95014
D + AppleInc, Steve Jobs 1 Infinite Loop Cupertino, CA Size: 442 KB
# Hocuments 95014 January 25, 2010 Documentl JL /IL Contrac... Authors: JL
ChUsers\JL\My Documents\WinYou Lawh\Decuments\AutoDec\000000-00050040000...
o Libraries
= Documents = Contract Brown.doc Date modified: 24.01.2010 14:12 January 24, 2010
- =1 Apple Inc. Steve Jobs 1 Infinite Loop Cuperting, CA  Size: 23.5 KB Document? JL/JL
o Music 95014 January 24, 2010 Documentl JL / JL Contra...  Authars; JL
[ Pictures ChUsers\JL\My Documents\WinYou Law\Documents\AutoDoc\000000-00050040000...
B videos Contract

Search again in:
Dear Steve Jobs

1M Computer @ Documents [ Libraries (8 Computer Custorn... (@& Internet
“! Network
Yours sincerely
John Lance
-
EY
3
LE j Contract Brown.doc Date modified: 24.01.2010 14:12 Tags: Add atag Title: WinYou Law Letter
— | Microsoft Office Word 97 - 2003 Document Authors: JL Size: 23.5 KB
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Introduction - Management

DoCcuMENT 78

Change Title

| Change Title

Modify the document title of the selected document

Confract Browr1|

Properties

2] Properties

Properties of the selected document

ot P T

1
General |Ie<:ny I Custom I Details | Premous\lersot15|
]

=

KO000283 doc

Type of file:  Microsoft Office Word 57 - 2003 Document (.doc)
Opens with: E"‘ Microsoft Office Word
Location: CiUsers'J L' Documents ' Win'You Law\Auto Doc\D0
Size: 23.5 KB (24,064 bytes)
Size on disk:  24.0 KB (24,576 bytes)
Created: Yesterday, January 24, 2010, 7:47:32 PM
Modified Yesterday, January 24, 2010, 7:47:32 PM
Accessed: Yesterday, January 24, 2010, 7:47:32 PM
Security Tab Security from the properties dialog arbutes: []Readorly [ Hidden
4] X0000283.doc Properties [
'ﬂ Security [ al | Securty | @ustom | Details | Previous Versions |

Import Document | Import or link external documents

@Impor’c Document

TIP: You can also do this with drag & drop

Import Document to Acme Cnrpm

Object name:

GI’BLIP ar user names:
S ASYSTEM
2 JL(MB400L)

%Administﬁnors (ME400"Administrators)

C:\Users'JL\Documents ' Win'You Law'AutoDochl

u To change pemmissions, click Edi.

Permissions for SYSTEM Allow Deny

Action: | Copy Document to WinYou Law Document Folder

Date: 1/25/2010 [E~+

Title:

Full corntral
Modify

Read & execute
Read
Wite
Special pemissions

Cosé Document to WinYou Law Document Folder |

Copyright ©2010 JL Inc.

For special permissions or advanced settings. —
click Advanced. fady

Leam about access control and permissions

[ ok [ cancal J[ spy |
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Introduction - Management

DoOCUMENT

79

Show Documents

ﬁ Show Documents

Select one or more documents in the Jour-
nal / Activity Log and click on “Show Docu-
ment”. WinYou Law shows the physical
documents in an Open dialog of Windows.
From here you can copy or move (with
drag and drop) to other locations.

)| | « 000000-000500 » 000003 v [+ ]
0 v T

Faverite Links
E| Documents

I My Web Sites
[l Downloads
=a DATAPARTL (D)

N

=
MName

@I

Date modified Type

L0000274.doc
Micrasoft Office Word 97 - ..
235KB

#0000246.msg
Outlook Item
205 KB

& 0500
B Desktop
%—l‘_ Recent Places

1% Computer

More »

Folders

o

File: name:

Explore Folder

| (| Explare Folder

WinYou Law opens the Windows Explorer with the AutoDoc
Folder for the selected Project.

Tz

| ‘ Organize ¥
Favorite Links
& os0
E Documents
b My Web Sites
l Downloads

Maore »

Folders
1. WinYou Law
o AutoDec

1. 000003
J. 000112
1. 000115
. Databaze
.. Templates

File Edit View Toels Help

1. 000000-000500

Fa
Mame

E,F:I"' Contract Brown.doc

@ Contract Brown Original pdf

@ Contract Latest Version.pdf
L0000142.doc
L0000143.doc
L0000144.doc
L0000274.doc
1-1 X0000246.msg
] %0000283.doc

Date modified

1/24/2010 2:12 PM
1/25/2010 1:26 PM
1/25/2010 1:26 PM
1/19/2010 11:40 AM
1/19/2010 11:40 AM
1/19/2010 11:40 AM
1/24/2010 2:12 PM
1/24/2010 1:02 PM
1/24/2010 7:47 PM

Type

Microsoft Office ...
Adobe Acrobat D...
Adobe Acrobat D..
Microsoft Office ...
Microsoft Office ..
Microsoft Office ...
Microsoft Office ...
Qutlook Item
Microsoft Office ...

Copyright ©2010 JL Inc.
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Introduction - Document Control Center

3 —| % Link Contact
4 82

%5 Remove Link
Show Wiew

e e mnens—. DOCUMENt Control Center

DoCcuMENT 80

4+ x The Language is automati-

cally the same language as

the project language. You
can change the language for
the document here.

Various forms of address
can be defined, they are
automatically detected from
the template.

Address Options

You can combine one or
more address Options.
These are customizable.

Save Automatic:
Document is saved auto-

matically

Automatic Fee:

A fee will be automati-
cally saved in the selected
project.

Show Doc- | With the Document Control Center you can create different documents
Center on the basis of word templates or documents. Any bookmarks will auto-
matically be filled in with text like address, title etc.
e Selected project in the Project Explorer ) Project: Acme CorporatiozZ \actantens:
Doiréimer ‘ Project: Acme Corporation @
Document Templates Document Templates: Address ++
~| Apple In a
You can customize these templates with slt’:v: ]oﬁs
Word. 1 Infinite Loop
| Cupertino, CA 95014
Project - Contact Links: >
You can easily create links with drag = .
and drop from the Contact Explorer. U Excel _ -
These link types are customizable. Project - Contact Links:
@ Client - -
=-E Apple Inc., Cupertino, CA \
| - s EEEE B2 e 3
Select an Address from the Project =] Canada: L3R 562, Markham, ON
q . @ Invoice address Address Options:
- Contact Link List: [#) Centractors [C] By Registered Mail 7] By Telefax
You can Select one or more addressesl e @ Steve Ltd, San Diego, California I:‘BY Express Mail DDE“VEI";‘
Hold Button “Ctrl” while clicking on the B o ronce e e W
Bani .
second and subsequent addresses. You ..E; Micrasoft Corporation, Redmond, WA ST _ _
can also use drag and drop. You will see @), Counterparty v)| | ESave Aviomaiicaty B Autsmatic Fee
the addresses in the “Address” window Tite:  Contract Ref.: 1L
immediately. Subject: Contract
|
or Select an Address directly from
the Contact Explorer:
You can drag the addrefs directI’Y with Title will be saved in Jour- Ref. - user initials for the
drag and drop into the “address” win- nal / activity Log actual logged in user.
dow. You will see the addresses in the
“Address” window immediately
‘ Subject will be inserted
into document. Normally
Select a CC Address: e
You can select one or more addresses.
Hold Button “ALT” while clicking on the
second and subsequent addresses. You
can also use drag and drop. You will
see the addresses in the “"CC"” window
immediately.
Copyright ©2010 JL Inc.
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Introduction - Document Control Center

2. Select the desired Contact / Address in the Contact Explorer

3. Click on the button “Link Contact”

The desired contact / address is now linked with the current
project. This link is also visible in the Project - Links - see also

é Microsoft Corporation, Redmond, WA
(@ Counterparty

(@ Lawyer of counterparty

[#) Other

é Apple Inc., Cupertino, CA

DocuMENT
View Contact Selected Contact / Address will be opened.
View
Contact
Link Contact 1. Select the link type in the contacts window.
Project - Contact Links:
A\Y I '/ H E FliEl"lt .
%, Link Contact The button “Link Contact” is now activated. B Aopc Inc, Cupertin, CA _
&) Contractors Contact Explorer 1 x
@ Insurance | Project Explorer | |85 Contact Explorer
Gl Bank

Search:

=182 Contacts / Addresses

v Apple Inc., Cuperting, CA

Q Gore Al, Nashwille, TH

@ Microsoft Corporation, Redmond, Wa

Remove Link

#% Remove Link

1. Select the desired contact / address in the Contacts window
2. Click on the button “Remove Link”

The contact / address is no longer associated (linked) with the
current project.

P | steve Ltd, San Diego, California %

@/ Invoice address
2 Contractor:

@) Insurance S%E
[@) Bark

Project - Contact Links:

[ Apple Inc., Cuperting, CA
2 Invoice address
[#)) Contractors
-

[/ Insurance L\\)
Bank

@ Microsoft Corporation, Redmond, Wa
[# Counterparty

@) Lawyer of counterparty

[7) Other

-#k Apple Inc., Cupertina, CA

m

Link Information

] Link Information

Here are link information which are visible only in this combina-
tion.

Project - Contact Links:

a Apple Inc., Cupertino, CA
@) Invoice address
@) Contractors

@) Insurance
@) Bark

@) Counterparty
@) Lawyer of counterparty
[#) Other

]j Apple Inc., Cupertino, CA

a Steve Ltd, San Diego, California

é Microsoft Corporation, Redmond, WA

Link Infarmaticn

Also in Project Brown!

Copyright ©2010 JL Inc.
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Introduction - Version Management

?| Comment
ﬁ Revert

Mew
Version g | Delete
Version Management

New Version

9

Version Management

Here you can create new versions of a document.

From the selected Document, a new version will be generated.
These are continuously (Ver 2, 3, etc.) renamed, the title remains
the same.

Comment:
Without Brown

Mewr Previous Info:
e In the comment, you can add any text or comments to the new S e S . L
version. Removed 6D aoe
. . . . ++Version 1: JL added Version 1 (L0000143.doc) at Tuesday, January 19, 2010 11:41 AM
In the activity log / journal, the latest version of a document is (From Version 0 - LODO0142.doc)
displayed, the previous versions are visible when you click the
sign [+].
¢ [0 [P Date Type Info 0... |E | Text &~
] @flmll) =] DocVersions Ver.3 10000286.doc JL | | Contract =
[ E)1/19/2010 DocVersions  Ver.2 L0000144.doc JL (=) Contract =
| E]1/19/2010 DocVersions  Ver.1 L0000143.doc JL [ Contract =
[ E)1/19/2010 Document L0000142.doc JL Contract =
Comment Modify any comments for selected version.

o
kd Comment

Revert Revert any selected version to the newest version.
.;_:’E Revert
Delete The selected document will be deleted.
7 | Delete
Copyright ©2010 JL Inc. WinYou Law® 2010 Manual




Introduction - View

Calendar
Introduction

There are two main windows: a calendar view, and a list of tasks, e

Document

Clients / Cases / Projects Contacts Activity Log / Journal TimeSheet

CALENDAR 83

Tools lE‘ (7]

Task Calendar Task Appointment Deadline
List

g“‘ 4 B &

Insert

appointments and deadlines.

|l Save Filter
=

[E4 Close all slarms
Task Calendar

List

Wiew

View

Task List

Task
List

Displays all appointments, tasks and deadlines in chronological
order.

Tasks / Appointments / Deadlines
Type . Project Name Description

Appointment Acrne Corporation / Widget M., Review
Appointment Acme Corpoeration / Acme Shar.. Meeting with Lang
Deadline Acme Corporation / Acme Shar... Contract (Draft)
Appointment Acme Corpoeration / Acme Shar.. Meeting Smith

———
A Appointment: 09:00 - Acme

ration

Directors meeting

Copyright ©2010 JL Inc.
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Introduction - View
CALENDAR 84

Calendar Overview Calendar
User / Owner:

Insert: You can select one or more users simultane-
E’ Select the desired time section, select ously and view their entries.
Calendar “Insert” and the corresponding date / task /

deadline dialog is shown

James Cohen
John Lance
Peter Simon

% Mew Appointment

@ New Task / ToDo s [[] Thomas Stevens

di Mew Deadline =T
Today

2 Resource Editor

Entries for \

I
° .Eastlsl'/ To Do S ‘WinYou Law Calendar
L4 eadilines
o Insert |J|_
are always shown at the top ‘ 1 vay |E‘"ﬂ* ‘ 7T work week ‘ ] montn | ) vear | 7y mmesnd ‘
of the day. 1 -
...\4. Monday, January 25 Tuesday, January 26 Wednesday, January 27 Thursday, January 28 Friday, January 29
‘ ¢ ‘ | : : ﬁ@ TZI Mr Bro:n ﬁg C:ntract (E:‘raﬂ:} . Y ( 1 e 20 ’
SMTWTEFS .
e A int t 70 2728203031 1 2 calendar
ppointments — 134567839 Navigation
10 11 12 13 14 15 16
\ 8o 417 18 19 20 21 22 23 Pane
BFZ25 25 27 28 29 )
. o ¢ 31
92 Review Meeting Smith February, 2010
SMTWTEFS
00 § 123456
10 178 910111213
£ 14 15 16 17 18 19 20
110 £ 5|21 22 23 24 25 26 27
| 28
. . 12m ':;}LMeoeﬁng with Lang March, 2010
TIP: You can move entries with the ot SMTWTES
mouse, change the start time or end 1% b I
time, or move the entry to another user/ ={14 15 16 17 18 19 20
~00 121 22 23 24 25 26 27
owner o |28 29 30 31
3 e ® . Appointment April, 2010
\1
5 \) Project: Acme Corporation | Acme Share Purchase “%
o 4 S L EREEM
8 ilv] | . Message: Documents! 111213 14 15 16 17
— : s 5o Time: 12:00pm-2:30pm 7|18 19 20 21 22 23 24
g oo |[review — (25 26 27 28 29 30 1
gﬂ Review H = 2 3 4506 78
b 100%™ L - .
1000 - Tooltip with the main information
110 112 ] * to the entry
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Introduction - New Appointment

® New Appointment

Date:

User:
Subject:
Location:

Time:

Completed: Activate the check box, when the appointment is done the display color
in the Activity Log changes automatically.

Reminder: Activate the check box, if you want to be reminded of the appointment.

Hours

Note:
Category:
Show as:
Outlook

yd

Appointment

B A
7

Project: Press any key to search for a project oK
Date: | 1 B+ Owner:
Subject: - [ Completed

Location:

["|Reminder:  o0:00 % Hours befare,

Time: 1Z00PM 2 - DZ30PM |2

Select the desired Date (click on the small date icon or type it directly,
standard display is today’s date).

The login user is proposed automatically.
Subject
Location

Time of the appointment.

Enter here how long before the appointment you want to (before app.):
be reminded.

Enter here as much text as you like.

Category

Show as in Calendar: (Free, Tentative, Busy, Out of Office)

If checked then appointment is automatically entered in Outlook.

Copyright ©2010 JL Inc.

Search for Client / Case / Project

Eﬁf Insert % MNew Appointment
l#] New Task/ ToDe
@ Mew Deadline
Today
52 Resource Editor
-
Search for Clients / Cases / Files / Projects I =X
[Enter Search Text [¥] Dynamic Search
477 Favoritas
i e l) Acme Corporation / Widget Manufacturing
Recent
Acme Corporation
Acme Corporation / Widget Manufacturing
Acme Corporation / Widget Manufacturing / test
|0 Acme Corporation / Acme Share Purchase
; -, Acme Corporation / Acme Share Purchase / Contracts
- f2 Search Result
Search for Clients / Cases / Files / Projects I [

brown

Dynamic Search

[ -5.¢ Favorites
[~ ¥ Recent
4 -}~ Search Result

- || McKinsey / Contract / Brown

(=)
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Introduction - New Task / ToDo

vl New Task / ToDo

Search for Client / Case / Project

Project: Press any key to search for a project

Date: 1282010 [Ev Owner:

Subject: - Completed
. [[]outiook

inder: o L=l
Reminder: 0 = Days

Date: Select the desired Date (click on the small date icon or type it directly,
standard display is today’s date).

User: The login user is proposed automatically.

Reminder: Enter the number of days. During this period the Activity Log entry is dis-
played in a warning color.

Done: Activate check box, when the task is finished — color display in the Activity
Log changes automatically.

Note: Enter here as much text as you like. This text will be displayed in the Activ-
ity Log.

Outlook  If checked then task is automatically entered in Outlook.

Copyright ©2010 JL Inc.

CALENDAR 86

+ Insert G _New Appointment
I &4 Mew Task/ ToDo
ﬂ New Deadline

Today
52, Resource Editor

[Enter Search Text Dynamic Search

4707 Favorites

;- | Acme Corporation / Widget Manufacturing
_ﬁ Recent

. Acme Corporation

| Acme Corporation / Widget Manufacturing
| Acme Corporation / Widget Manufacturing / test
| Acme Corporation / Acme Share Purchase
J
5

. Acme Corporation / Acme Share Purchase [ Contracts
- f2 search Result

brown Dynamic Search

[ -3¢ Favorites
[~ & Recent
437 Search Result

-+ || McKinsey / Contract / Brown

WinYou Law® 2010 Manual



Introduction - New Deadline

& New Deadline

Search for Client / Case / Project

Project:  Press any key to search for a project

dae e G
Subject: - [7] Completed
i [Joutiook

- )
Reminder: 0 = Days

Date: Select the desired Date (click on the small date icon or type it directly,
standard display is today’s date).

User: The login user is proposed automatically.

Reminder: Enter the number of days. During this period the Activity Log entry is dis-
played in a warning color.

Done: Activate check box, when the deadline is finished — color display in the
Activity Log changes automatically.

Note: Enter here as much text as you like. This text will be displayed in the Activ-
ity Log.

Outlook If checked then deadline is automatically entered in Outlook.

Copyright ©2010 JL Inc.

CALENDAR 87
m} % MNew Appointment
| [#1_New Task/ToDo
(ﬁ MNew Deadline

Today

Resource Editor

Enter Search Text Dynamic Search

4 5% Favorites

- | Acme Corporation / Widget Manufacturing
4 ﬂ Recent

-4 Acme Corporation
- | Acme Corporation / Widget Manufacturing
|| Acme Corporation / Widget Manufacturing / test
|| Acme Corporation / Acme Share Purchase
M
5¢

Acme Corporation / Acme Share Purchase / Contracts
earch Result

brown

Dynamic Search

I -5,¢ Favorites
- # Recent
437 Search Result

- || MeKinsey / Contract / Brown
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Introduction - New Deadline

Calendar Views

CALENDAR 88

j == i B T PG R

1] Day

The example shows the day-view with two users:

G vanvou v caence R ) oot the day.
(& weert | oL |

1 oay ‘Em |m Work Week | m o |fcj Year | 3y Timecrd ‘ Bold Date means that en-
* L tries are present.

Wednesday, January 27 Wednesday, January 27

Err 3 2010
{_}:Lﬁ Tel Mr Brown I J s Manl:lrar\:’, TF 5’

78293031 12
14567838 /
10 1112 13 14 15 16

3
2
3
SE 417 18 19 20 21 22 23
'{‘_;\LDirednrs meeting | 24@25 £7428 29 30
E

| »

7%

o 31
9— February, 2010

SMTWTEFEFS
10E 123456
1%

78 910111213
1415 16 17 16 19 20
2122232425 26 27
23

12ﬂ "L;Meeting with Lang {Hotel) | March, 2010
Documents! SMTWTEFS
10 ® 123456
— 1 w7 8 9101112 13
1 1z 14 15 16 17 18 19 20
ZE 1221 22 23 24 25 26 27

| - 428 29 30 31
=

3E i) Appointment April, 2010
Project: Acme Corporation f Acme Share Purchase SMTWTFS
4 0o Subject: Meeting with Lang 4 123
T Location: Hotel 54 56 78 910
Message: Documents! 15 11 12 13 14 15 16 17
5 o0 Time: 12:00pm-2: 30pm 17/ 18 19 20 21 22 23 24
=25 26 27 23 29 30 1

m

B omowm oo om

= 2 3 45678

TIP: You can move entries between
users.

Copyright ©2010 JL Inc. WinYou Law® 2010 Manual



Introduction - New Deadline

Week

WinYou Law Calendar

CALENDAR 89

mwmwm |ﬁ Month | 7] vear | dr:nu(hd‘

=3

EE@

[ msert ] L
1 | Day EW&I{ ‘mwﬂwmlﬁﬂonth|jwaa|éﬁimﬁ ‘
L -
Monday, January 25 Thursday, January 28
9:00am 11:00am Review j(ﬁ Contract (Draft) 4 < ;ﬁﬂl_-lra":; Zs_lﬂF . »

Tuesday, January 26

9:00am 10:30am Meeting Smith

Friday, January 29

Wednesday, January 27
7__}’@ Tel Mr Brown

12:00pm  2:30pm 75 Meeting with Lang (Hotel)

Saturday, January 30

Copyright ©2010 JL Inc.

Sunday, January 31

12723293031 1 2

February, 2010
SMTWTFS

123456
78 910111213
1415 16 17 18 19 20
2122232425 26 27
23

B oo w o om

March, 2010
SMTWTFS
) 123456
w7 8 910111213
14 15 16 17 18 19 20
2122232432526 27
428 29 30 31

L

April, 2010
SM TWTFS
u 123
5 456 78 910
#1112 13 14 15 16 17
7|18 19 20 21 22 23 24
122526 27 28 29 30 1
¥ 2345678

Select one week:

Bold Date means that en-
tries are present.

WinYou Law® 2010 Manual



Introduction - New Deadline

Work Week

CALENDAR 90

m Work Week ﬁ Month |

Veil'l@]’lneﬁid‘

wntor e camve . o
—_— Select one work week
[ mmsert | [iCL (2]

= .
"E o |Em¢ ‘m ok ek ‘ ] et | Jr= | 6 Tmeend ‘ Bold Date means that en-
ic 1 - A
Mon, Jan 25 | Tue, Jan 26 Wed, Jan 27 Thu, Jan 28 Fri, Jan 29 | Mon, Jan 25 | Tue, Jan 26 Wed, Jan 27 Thu, Jan 28 Fri, Jan 29 ’7 trles are present'
ETTS ETTH 4 January, 2010 »
__;TeIMrBr- AContract SMTWTEF S
7/ 12723293031 1 2
234567839
310 11 12 13 14 15 16
g% 417 18 19 20 21 22 23 /
7 Directors EBEY25 25 27 28 29 ]
9 oo meeting Review Meeting ¢
= Smith L February, 2010
| SMTWTEFS
100 8 123456
77 8 9101112 13
214 15 16 17 18 19 20
119% =] 5212223 22 25 26 27
0 28
12& gmﬁﬁmg H March, 2010
Lang || SMTWTFS
10 (Hotel) 1) 1234565
- Docume [ u 7 8 910111213
nts! | 214 15 16 17 18 19 20
200 =(21 22 23 24 25 26 27
28 29 30 31
30 Apri, 2010
SMTWTFS
400 | 123
_ 5 456 78 910
T ||s[11 12 13 14 15 16 17
g oo 7|18 19 20 21 22 23 24
2252627282930 1
® 2345678
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Introduction - New Deadline

=1 Month

CALENDAR 91

ﬁ Month

T vay | [ wesk 7] work week |

Copyright ©2010 JL Inc.

Manday Tuesday Wednesday Thursday Friday Saturday /Sunday

December, 28 29 30 3 January, 1 2

3

4 5 [ 7 8 A

10

11 12 13 14 15 16

17 E|

13 19 20 21 22 23

24

23 i) 27 28 29 30

9:00am Review 7__3?@ Tel Mr Brown 7__3‘@ Contract {Draft) 9:00am Meeting Smith

12:00pm 7 Meeting with 31

February, 1 2 3 4 5 [
7

4  December, 2009 »
SMTWTFS

#2930 1 2 3 435
= 6 7 8 9101112
= 13 14 15 16 17 18 19
=220 21 22 23 2425 26

8 27 28 29 30 31]

January, 2010
SMTWTF

February, 2010
SMTWTFS
7 8 910111213
1415 16 17 18 19 20

212223242526 27
23

B oo om o om

March, 2010

SMTWTFS
19 1234568
u 7 8 91011 12 13
1415 16 17 18 19 20
221 22 23 24 25 26 27
428293031 1 2 3
i 4 5 6 78 910

M

Select one Month

Bold Date means that en-
tries are present.

&
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Introduction - New Deadline

A Year

CALENDAR 92

Tm‘f Ew@k |D:|_I|]WorkWeek |‘E‘j Month | e | C Tlne(iid‘

E|S |S|M |~

= x| 3
January G (M 4 December, 2009
SMTWTFS
I Wm0 12335
February = 6§ 7 8§ 9101112

o

13 14 15 15 17 18 19
0212223242526
27 28 29 30 31

]

March

January, 2010
SMTWTES
12
34567889
101112 13 14 15 16
17 18 19 20 21 22 23
2426 272829 30
3
T February, 2010
SMTWTFS
123456
78 910111213
14 15 16 17 18 19 20
21222324 25 26 27
23

Apri

May

mon W ke

July

August

B oo w ouom

September

March, 2010
SMTWTFS
2| 123 45¢8
w7 8 910111213
1z[ 14 15 16 17 18 19 20
32122232925 26 27
#28293031 1 2 3
4 5 8 910

October

November

[

December
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Introduction - New Deadline
CALENDAR 93

T o [ [ e 5 s | e [

S TimeGrid

The example shows the time grid of two users

EEET—— . s

dp nert | 161 -

‘|EI|DW |Em |mw«km |-ﬁﬂmﬂ1 |’jm ‘ 6 TimeGrid ‘

Wednesday, January 27, 2010 Thursday, January 28,
7:00am |3:00am |%:00am | 10:00am |11:00am [12:00pm [1:000m [2:00pm [3:00pm [4:00pm 5:00pm [6:00pm |7:00pm [s:00pm | [7:00am  &:00am s

[ [ [ [ [ [ [ [ I [ [ [ I [ 4 December, 2009  p
7 Directors meeti SMTWTFS
930 12345
678 9101112
13 14 15 16 17 18 19
2021222324256
2728 29 30 31

i

]

i

i

January, 2010
SMTWTEFS

12
34567389
1011 12 13 14 15 18
17 18 19 20 21 22 23
24[25] 26 FF] 28 29 30
31

ic

[ S )

February, 2010
SMTWTTF S5
123 4568
78 910111213
141516 17 13 19 20
212223242526 27
= 23
= 4 Appointment
)
Project: Acme Corporation [ Acme Share Purchase March, 2010
= Subject: Meeting with Lang SMTWTF S
Location: Hotel 10| 123456
Message: Documents! o
AT 78 9101112 13
Time: 12:00pm-2:30pm 214 15 16 17 18 19 20

13021 22 23 24 25 26 27
#28293031 1 2 3

F2E (& Tel Mr Brown
7:;’ Meeting with Lang (H&te[}

Bow w4 om

s 4 56 78 910

TIP: You can move entries be-
tween users.
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Introduction - View

CALENDAR
@ QSa\reFitte:

Close all Alarms
Task Calendar

* o View

Save Filter Saves user settings for the tasks list

Q Save Filter

Close all Alarms Closes all Alarm Windows.

A\ Appointment: 09:00 - Acme Corporation u
——
E Close all Alarms

Directors meeting

Done DpenPro)ect] [ Modify... ] l Close I

Copyright ©2010 JL Inc.
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Introduction - Insert

v B3 8

Task Appointment Deadline

| Clier Jec
Close s sl ¢
Tk Cona
Insert I ls( !r

CALENDAR 95

Task / To Do Date: Select the desired Date
User: The login user is proposed automatically. — - 4w
@ Reminder: Enter the number of days. During this period trtDote: 1mE B+ | Owner: iz ]
Task :::ge ?Oclg\:lty LOg entry IS dISplayed In a warn- Reminder 0 Days before [ completed
. Subject / Notes: CuizTs
Done: Activate check box, when the task is finished [ -

— color display in the Activity Log changes
automatically.

Note: Enter here as much text as you like. This text
will be displayed in the Activity Log.
Outlook If checked then task is automatically entered
in Outlook.
Appointment Date: Select the desired Date Appointment T )
User: The login user is proposed automatically. bate:  Ml2s/m0 O] Owner:  [3ohnLance S
F1_@ Subject: Subject o )
Appointment Location: Location roten Outlook
Time: Time of the appointment. Tme: 0000 S - 0000 3 [JReminder  00:00 3 Fours before.
Completed: Activate the check box, when the appoint- e o |

ment is done the display color in the Activity
Log changes automatically.

Reminder: Activate the check box, if you want to be
reminded of the appointment.

Hours Enter here how long before the appointment
you want to (before app.): be reminded.

Note: Enter here as much text as you like.

Category: Category.

Show as: Show as in Calendar: (Free, Tentative, Busy,
Out of Office).

Outlook If checked then appointment is automatically

entered in Outlook.
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Introduction - Insert

CALENDAR 96

Deadline

-

Deadline

Date:

User:

Reminder:

Done:

Note:

Outlook

Select the desired Date (click on the small
date icon or type it directly, standard display
is today’s date).

The login user is proposed automatically.

Enter the number of days. During this period
the Activity Log entry is displayed in a warn-
ing color.

Activate check box, when the deadline is

finished — color display in the Activity Log
changes automatically.

Enter here as much text as you like. This text
will be displayed in the Activity Log.

If checked then deadline is automatically
entered in Outlook.

Deadline

Deadine Date:  1/25/2010 E~  Owner: [John Lance

Reminder 0 Days before || Completed

Subject / Motes:

Copyright ©2010 JL Inc.
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Under this tab, bills are automatically created according to your

specifications.

BILLING

Clients / Cases / Projects Contacts Activity Log / Journal TimeSheet Document Calendar Billing Tools IE' '@
I LA R ol sk
T = w - L
E =S|I S 7% Delete
Draft Final Invoice Payment Advance Write-Off | Payment Bill Trust  Periodical P Billing
Manager | onBill Payment Request Reminder Account  Fees - Refresh
Billing Payment Management Properties

- Telephone, Fax, Postage, Travel, etc.
Total Expenses

*Total

**Total Amount

Date: Template:

E242010 [ | [Detaied | @oraft © 8l

Date: 7/26/2009 - 8/22/2009 uso
Fee - 10.00 hour 3,500.00

3,525.00

Include non-billable hours:

[ tnterim Bill

Copyright ©2010 JL Inc.

References  Mailings

Home Insert

Review View

Developer  Acrobat @

Page Layout
Arial

B 7 U -she x

B - A Aar

Font

daBbCcL
Emphasis

AaBb AaBbCcl) M
THeadingl | THNormal | — sty
es -

Styles M

Steve Ltd
12S. Forest
San Diego, California 92113

‘New York, January 24, 2010
1R1000281 docx JL/JL

- BILL
. Invoice-No - 115/R281
~ Client: Contract
- Period: 7/26/2008 through 8/22/2009
Fee
- 7/26/2009 Setup Meeting 2.50h $875.00
G| 7/30/2009 Meeting with Client and Mr. Rilman 400h $1,400.00
. 8/2/2009 Telephone Call to Mr. Brown 0.50h $175.00
8/7/2009 Draft and research 3.00h $1.050.00
= Total fee 10.00h $3,500.00
- Qut of pocket expenses
. - Copies $25.00 $25.00

- Balance due in our favour

We kindly ask you to transfer the amount due within 30 days.

Page:1 of1 | Words:89  English (United States) [ |

EEE]
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- Billing

DL

Draft  Final Invoice

BILLING

\WinYou® Law 2010 for Lence & Pariner - Project: Acme Corporatio

Aditylog/Joumal _ TmeSheet _DocmentCoendar | 5iling |_Tous o

2 y ik 17 Open Modity f R Rates
= = E—fb K Delete
mert Advance Wite.Oft | Po “ siing
e wn
f

s Contads

......
nBil Payment Rec 2 Refresh

Payment

roperties

Draft
E [
g:
Draft

Final

= =
| Manager |
| Billing | I I I Iq
-

Template: This is the default template
for the selected project. You may select a
different template.

2

Final

Overview of all open fees,
expenses and advance pay-
ments. If you double click

Normal
Bill
Date: Template:
El24/2010 B [Demied -

@) Draft

¢ Final: The bill is saved, all related records
(fees, expenses, payments) are assigned
to this bill and marked as billed.

e Draft: Bill is generated but not saved. The
draft bill creates a document in Word with-
out saving it. All entries remain “unbilled”.

Date: 7/26/2009 - 8/22/2009

Fee - 10.00 hour

- Telephone, Fax, Postage, Travel, etc.
Total Expenses

on an item, then this item is
disabled in this bill.

*Total

*=Total Amount

Indude non-billable hours

Text:

' 0 Date Type Info Ow... [ Text w
@ 1/24/2010 Request ... KV000282.docx JL
1/24/2010 - Bill 3525.00 R100028..,  JL

& (18/22/2000 | Copies 2500 1L W)

$ 872009 3.00 hrs 105000 JL Draft and research o

$ 8/2/2009 0.50 hrs 17500 JL Telephone Call to Mr. Brown 4

$  7/30/2009 4.00 hrs 140000 JL Meeting with Client and Mr. Rilman o

$  7/26/2000 250 hrs 87500 JL Setup Meeting o

@il
Cancel
uso
Hourly Rates
RI000781 docx [Compibilty Mode] - Micrasoft Ward e [ o
References Mailings Review View Developer Acrobat @
25.00
25.00 =) AzB5CcL A a B b |AaBbCcl| M a
Emphasis THeadingl | TNormal |- Change Editing
| | |
3,525.00 Currency: il | Paragraph o) Styles il ~
[N IR R TR RN BCRCRY SO AR SO IR SRR ORI 2N N 1
ush - =
3,525.00 Exch, Rate: fomia 92113
0.0000
ary 24,2010 |
BILL
o 115/R281
[ interim il Contract
7/26/2009 through 8/22/2009
-
Setup Meeting 250h $875.00
Meeting with Client and Mr. Rilman 4.00h $1,400.00
Telephone Call to Mr. Brown 050h $175.00
i Draft and research 3.00h $1.050.00
10.00h $3,500.00
Out of pocket expenses
-Copies $25.00 $25.00
Balance due in our favour $3,925.00
We kindly ask you to transfer the amount due within 30 days_
Pagei1of1 | Words:89 | English (United States) | =] | EEEEE v

Copyright ©2010 JL Inc.
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- Billing

BILLING 99
Period Automatically all open fees and expenses are shown. Before you
] define the time period for the work you want to invoice, decide
whether you want the Non-billable Hours (entries with rate 0 and
amount 0) to be included or not, by activating/deactivating the —
check box. Ew e
Date from:  Enter the desired date for the first billable entry. Date 7612009 @~
Documents
Date to:  Enter the desired date for the last billable entry. Date 3222008 L~
Cuu;:nm- Close with the OK button.
Em;:;; WinYou Law displays immediately the selected time period and
the corresponding entries.
Hourly Rates In this dialog you can change the fee rate and the fee total for
the selected time period. The number of hours cannot be modi-
fied. If you want to include the Non-billable Hours, you have to
activate the check box.
1. Press on the button Hourly Rates and the window Modify LT . )
S Rates is dISplayed User Hours Rate Fees
2. Select the user, whose rate or fee you want to change and John Lance [11]
N perform the changes in the field Rate or Fee at the window bottom. || |%ames Cohen 1] 300 220.00 660.00
=T 3. If you want to modify the total amount, select the line Total Workin Progress 10.00 3,110.00
Ems'f;; *Total and enter the new amount at the window bottom.
— The rates and fees of the users are adapted automatically
and the previous Total remains listed as a piece of information. [ Inciude non-billable hours i
= = — Modi -
Close with the ok-button. Dy b ol e~ ™ Rate: 50,00
H I R t ; f . (o t_ ) entries of thiz invoice Frz 2,450.00 E] oK
ourly Rate in a foreign currency (Option Total 00 ) (]
: -Cancel
You can modify the rates and fees per user in the project currency.
Proceed as follows:
1. Press the button next to the fields Fee or Total and the Dialog
Currency Adjustments is displayed. Currency Adjustments
2. Modify the amount in the project currency by overwriting it. Punfest Gueenys L2 Amaurt:
. . . . System Curency:  USD Amount: 935.00
3. Press the OK-button and the modified amount is listed in the
system currency in the window Modify Rates. Conced | [ 0K |‘ J
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Sales Tax / VAT Press the button “TAX” and the dialog Change Tax is displayed.
Press the arrow-button and select the new VAT-rate. Attention:
e ou cannot undo this modification. -
y Change Sales Tax K E
Close with the ok-button. A
_Expenses‘.‘ e sales tax rate below is applie I oK I
All the Tax-rates are changed except the fixed Tax-rates of =l entries regarding ths invoice —
eXpenses. Ieea;foﬁstd;:;”:x default rate in
currency: v]
ust -
Exch. Rate:
0.0000
Expenses In this dialog you can modify the total amount per type of ex-
pense. The overall total cannot be modified, you have to change
the different type of expenses.
= # ==
1. Press the button EXPENSES s
. —
. nses oun
2. Select the type of expenses you want to modify and type q
the new amount in the field Amount.
S —— Phone calls 7.00
3. Close with the ok-button. 32.00
Currency.
usD -
"
Exch. Rate: Modfy E] 0K
0.0000 Amaount: 25,00
[concd ]
Documents Shows all generated bills with the actual bill number and you can
. .
open the bill document directly. s
| p ) . . Y ’.v | < 000000-000500 » 000115 - Search 2
If the bill document exists with several templates, e.g. Normal
= R0000374.doc and Detailed = R1000374.doc, WinYou Law »
displays a selection dialog. ) Documerts 8] Mozt O Word .
— Ju My Web Sites 155KB
Wl Downloads R1000288.doex
— E ZEISPARTI ©) = ﬂl‘;ri_:acft0ff|ce'¢".‘crdDccu”.
Bl Deskiop
Currency % Recent Places
usD b 18 Computer
More »
Exch. Rate: Folders ~
0.0000
File name: R*288 doc* ~ | Word Files ("doc) -
Open |» Cancel
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BILLING 101

Currency

Period
Hourly Rates
Sales Tax

Expenses...

Documents

Currency:
usD -

Exch. Rate:
0.0000

Bill with foreign Currency (Option)

If a foreign currency has been selected as project currency,

it is automatically displayed, when you create an invoice. The
amounts are listed according to the standard exchange rate of
the corresponding currency.

To change currency or exchange rate, you have to adapt the fol-

lowing fields:

Currency:

Exch. Rate

Calculate:

Standard display is the project currency. Se-
lect the desired currency.

You can overwrite the displayed exchange
rate in this field.

If you press this button, the system calcu-
lates the new amounts and displays them
automatically.

The advance payments are not concerned by exchange rate
modifications at the creation of a bill.
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Invoice Automatic Billing (Option) Different Eilters:
Manager  ith the Invoice M il be assisted i billing. I t
I € Invoice Manager, you will be assisted In mass Dilling. In one step, ® Responsible
you create invoices for all open, non-billed services. You decide the num- e Date from to
Ii_ﬂj ber of copies printed, and whether you want to print draft or final bills. e Amount
E
. e Office
Invoice e Language
Manager
e Interval
InvoiceManager @
| Dl]f[ene, nicht verrechnete Leistungen T
Projekt - | Verantw...|« Von |- Bis ~| Offen |=|/RechFomu.. || Drucken |Bearbeitung - Y Filter-
Amacher 4G, Basel il 2601.2002  25.01.2008 51760 Detailliert i .
Bere Jiirg, Mantingen 45 03062009 03.05.2009 46,75 Detailiett DR
Bemer Lisa, Ziiiich I 15112009 1511.2009 565.00 Normal 4]
Berer Peter, il 5G / Unterschlagung CK 04.04.2007  08.05.2007 1'223.50 Detailliert Leistungen von:
Brozel Markuz, Marstetten Dorf / brozel general JL 06.03.2006  06.03.2008 813.00 Detailliert m v
Cl Treuhand A, Baar JL 27102006 16.01.2007 933.00 Detailliert - Leisturigen bis
Eqgli Erika, Wetzkon ZH A% 23052007 01.06.2007 1'750.00 Detailliert v
Fabu AG, Ziirich / Beratung AS 17.11.2009  17.11.2009 405.00 Detaillert E .
.. - . . Betrag grosser als:
Fabu AG, Ziirich / Sachbeschidigung JL 17.03.2006  15.12.2008 7'409.10 Detailliert E
Geissbiibl Christa, Riimlingen WAl 26.01.2007  21.03.2007 798.75 Detaillert 0
Gloor AG, Dattlikon il 25022003 03.06.2003 103.40 Detailliert Standort:
Haus 4G, Hirzel / Stockwerkeigertum 85 03.06.2009  03.06.2009 31650 Detaillert
Kaobler Linus, Berikon Wl 21.03.2007  21.03.2007 43.75 Detailliert Lrache
Liithy Roza, Waohlen Al Wil 21102008 21.10.2008 81.90 Detailliert '
Muster Ralf, Ziiich / Ehescheidung CK 29062007 30.08.2007 399.00 Detaillert — - -
Ehavfter A5, Tangeninal 7 Grundstickiauf P 20032006 28032008 390.00 Detailiert
<ille> v
) ) ) > 06.03.200E | < 17.11.2003 1#E47.00 -
Various commands directly avail- ~ | ' €1 Aktuaiieren
able |z‘ Bearbeiten: [ _F,: Projekt dffnen ][ ﬁ Anzitze éndarn” =7 EMail senden ]L@ Liste drucken ] EE Alles HEE Selektion] u )
C aryrreeerererereeeesesee 2 Rechnungen
Stauffer AG, L hal 7 Grundstiickkauf: erstellen:
Durchschnittiche Stundenansatze pro Erfagser: Letzte Rechnungen / Mahnungen:
Erfazser Stunden Betrag @ HSatz Std. HSatz D atum Test Betrag
I 20 =80 19500 1m0 28032006 Rechnung [Bezahit) 733856
Anzahl Exemplare 1
diucker
Total pra Auslagetyp: Worauszahlungen:
Ausglage Betrag D aturn Teut Betrag _@ Abbrechen
[ Immer im Vordergrund
I rt t D t I f h / W Schliessen
mportant Detalls Tor eac
Project
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Payment Advance Write-Off

on Bill Payment
Payment J a

ment

BILLING

Payment on Bill
e Payment: If you select Payment or Write
=1 Off, the window Open Invoices will be en-
&= abled. With a double click on the selected
Bill, all data like Amount and Bill No. will
Payment . . .
on Eill be automatically filled in. If part payments
have already been done, WinYou Law will
automatically fill in the difference.
Advance Payment Date: 1252010 [+ [Payment
Open Invoices:
Overview over all open bills Number Date  Amount  AmOUNt| o nting program » Advance Payment
w D If you select Advance Payment / Payment
Advance ¢ on Account, you just fill in the Amount.
Payment ‘ i This will be automatically recognized in the
Currency: Exch. Rate:| 0.0000 | Amount | next Bill.
Write-Off Amount  3,142.00  Inv. 283 [ o Write-Off
M Text:
Write-Off
* [ [ Date Type Info Ow... 5 Text il -
1/25/2010 - Bill 3142.00 RO0D... JL o
= [0 1/25/2010 Payment 314200 JL
& “y 1/25/2010 Phone calls 700 UL v
& (1 8/22/2009 | Copies 2500 L o
s B/7/2009 3.00 hrs 66000 IC Drraft and research o
s 8/2/2009 0.50 hrs 17500 JL Telephone Call to Mr., Brown o
$ 7/30/2009 4.00 hrs 140000 JL Meeting with Client and Mr. Rilman o
$ 1/26/2009 2.50 hrs 87500 L Setup Meeting o
[ 1./242M0 Remnest nn EWNNN2R2 Anev I S
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B3 3
= 3 ¥
Payment Bill Trust Periodical

Request Reminder Account Fees
Management

[ Open Modify

7% Delete

> Management

Payment Request

Payment
Request

Create an advance request in a Word

Document

Date:

Amount:

Tax:

Text:

o omerrenen I ==
1j25/2010 [~

Sales Tax:
2,000,00 =

Amount:

Text:

(o |
=

Select the desired Date. Standard display is
today’s date.

Insert the amount. If some work has already
been recorded, a proposal is displayed. You
can overwrite it.

Select the Tax-rate by clicking on the corre-
sponding field.

Enter in this field any text you want. You can
use shortcuts.

The document is now created in Word and can be edited. It is
saved automatically and registered in the project.

\-lf_“y| Home | Insert

Page Layout

References

Mailings ~ Review  View  Developer

Acobat @

@& Arial -l -
EE) I U - abe x, X

A A »

Paste

Quick Change | Editing

N McKinsey / Contract
= Dear SiriMadam|

anticipated legal cost.

Advanced Payment

n

7 ||[#- A Aav|[A° A ! Styles ~ Styles =
Clipboard " | Font =) Paragraph £l Styles =)
§1 Ce3e IR R 45\5
. Steve Ltd
125, Forest

San Diego, California 92113

January 24, 2010
KVD00282.docx JLAIL

We kindly ask youto transfer the amount described below as an advance payment towards

§ 2.000.00

L
| Page:10f1  Words:50 | 45  English [United States) | |

EEEBEE
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Bill Reminder —— 4 =3
- T o)
é:& Date: Select the desired Date. Standard e [ ] [ewm)
Bill display is today’s date. 55100 Type: 1o R 3

Reminder
Amount: Enter the amount. Deadine:

Text:

Type: Select the type of reminder by clicking |
on the field and on the corresponding
line (selection possible, if several types
have been installed.)

Deadline: Insert the Deadline in the corresponding field.

Text: In the text field you can enter any text you want.
You can use shortcuts.

@7 W 27‘ M1000292.docx [Compatibility Mode!MmmnﬂWn:h (o [ ]
o)

© —
‘Homel Insert Page Layout  References Mailings Review  View Developer  Acrobat @

The document is now created in Word and can be edited. It is ‘m' _ 2 n‘ | A M (2 i
. . . - S ||B U vabe x, x|
automatically saved and registered in the project. e A B Qe crnae | cotng
Clipboard & Font ] Paragraph K] Styles G

StevelLtd
12 5. Farest
‘San Diego, Calfomis 92113

New York, January 26,2010
100023 docx UL

Reminder | McKinsey | Confract

DearSivhadam

My we remind you that the bill no 288 & lea: yourover-
due accountwilh the enclosed psyment siip within the next 10 dsys.

If you have alresdy remitted payment, please disregerd this letter.

Thank you foryour attention to this mstter.

Yours sincarely
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Trust Account

¥

Trust
Account

Third Party Funds / Clients” Account Entry (optional)

Enter the amount in the amount field. Payment: If you want to
enter a payment, you enter the amount with a minus-sign in
front, e.g. —10'000.00.

In the summary window you will always see the actual status.

Payment on Invoice / Clients’ Account for advance payments
Activate the check box “Credit”. Enter the amount.

Click on the button “Create Payment". The payment / advance
payment is created automatically.

Clients account

Date: 1/ 52010

Currency:  Amount

Text:

5,000.00 Q

Accounting:
Bank:

Account:

Payment]

Payment on Invoice f OnAccount:

Credit

Balance:

Amount; USD

Date: 1/26/2010 El+ Accounting:
Currency:  Amount Bank: -
usb - 0.00

[:] Account: =

Text:
Our Bill 238|

Payment on Invoice | OnAccount:

Credit

Paying own Bills —_—

usp 4,500.00

Balance: oK

3,142.00 [ [ create Paymant...l{\\ [ G|
Close

Amount:  USD

Current balance ~ ———>"

usD 1,358.00

o ]

Create Payment...

Filter X

Date: 1/26/2010

[Eihg [Paymenton account

Open Invoices:

=[O A

|| & Expenses
[ g Periodical Fee

D[é Request on Account
] Reminder
D Bill

-3
|:| ’1[1-,‘ Appointment
-] (& Task

[0 @ Deadline
[ |o] Notes

[

Number  Date Amount

Amount

LT $ [not specified]
] 3¢ Internal

-] & Payment

s

-] ] pocument

Accounting program

D

T -

YAl Users|
N

Summary - Project: McKinsey... \
Type Amount

Heurs 7.00

Fees 245000

Expenses w/o Fl... 8.00

Sales Tax 0.00

Total Work in Pr... 245800

- Payments on A... 3,142.00

- Write Off 0.00

Work in Progres... -684.00

Invoiced 314200

- Payments recei... 0.00

WIP + AR 2,458.00

Client's Account 135800 || -

Date Range: All -

Currency: Exch.Rate:]  0.0000 | Amount | 0.00 | From: 1 5010 E
Amount  3,142.00  Inv. [ o] | - To:  1sf2010  [@v
Text:
Payment from Clients' Account
t O Date Type Info Ow... = Text ¥

= 1/26/2010 Clients a... -314200 UL Bill 288

o4 1/13/2010 Clients a... -500.00 L Cash

¥ 1/5/2010 Clients a... 500000 JL Payment
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Periodical Fees

Periodical
Fees

An overview over all periodical fees for this project will be
shown. Press “"New"” to enter a new periodical fee.

From: Type the starting date.

To: Type the ending date.

Period: Select the desired periodicity.

Amount: Type the amount you want to be invoiced.

Tax: Select the desired Sales Tax or VAT-rate with the
arrow-key.

Owner: Select the desired user with the arrow-key.

Type: Select the desired type of periodical fee with the
arrow-key.

Description: Enter the text to be displayed.

Overview Periodical Fees - [

Period Description

e ==

From:

1/26/2010 B~ 12/31/2011 (IR

Period:

Annually
Every tho months

Half a year

Vi — oncs Accounting:
o B e —

oy w000 (ot v] |

Sales Tax: Type

[ v) [potspece  ~]
Description:

Fee|

c |

imrE B e - [

Period Description Amount

Delete...
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f Rates

BILLING

Cllents / Cases / rojects _ Contacts

\WinYou® Law 2010 for Lance & Partner - Project: Acr poratio

Aditylog Joumal _ Timesneet _ Document_ Coendar_L_uing |_ons o

| Billing | - % % mm‘ﬁawﬁn %K w;% 3’ @ ;;::::LMNW r{rum
[ il Payment Request Remi 2 Refresh o
e Properties o il
Billing With the different billing properties you have the possibility for
different settings.
<A
Detailed information [Contract] ‘
Eilling
| General | User | Biling | Rates | Keywords | Securty |
Houry rate: Type of bill:
000 [individual -]
Price per copy: Bill form
0.00 [Detailed -]
Price per mile: Gales Tax
0.00 [EIBS ax ]
Budget:
Invoice Interval:
Intemal Project [Weeldy v]
[INo Accourting Cumency:
[ Billed / Locked -] | Apply |
Rates Change the default rates for the users within selected project.
r‘ Rates
Detailed information [Contract] - [
| General | User | Biling | Fates | Keywords | Securty |
User Rate User...

Possibility to define individual rates for this project only.
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Clients / Cases / Projects Contacts Activity Log / Journal TimeSheet Document Calendar Billing Tools IE‘ '@

IntrOdUCtlon DJ- lﬁ }’2” ' L j =] Login 4 AutoText | g Save Layout as - Lol Q_‘&Homepage

g}| Password B Options ‘t& Activate Layout Support  Order WinYou Law

Assistant Find " Conflict KnowHow || Reports " Fivot @Aumlmstlatm l:",)Accountmg Relp |— EMail Support | %% Registration Keys
. . . : v Check T
Here are the different functions, they are independent of a proj- - S U Wm . S

ect, eg find, reporting or program options.

Copyright ©2010 JL Inc. WinYou Law® 2010 Manual



Introduction - Tools
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ontacts

Activity Log / Journal

ToolLs 110

uuuuuu

Assistant  Find Conflict KnowHow ﬁ § o) v 18 :| qtugm »gnunﬂm Esammm;v @(?FAQ %Humepage
- Check (h Password ] Options Adtivate Layout - ] Support Order WinYou Law
Tools e s s e e ) et
Find Standard The Search was specially created for comfortable and quick
search procedures. In standard mode, you can search accord- Search - [E=REER |

3

Find

ing to predefined criteria, in Expert, Conflict Check and Full
Text Search (Option) you can search with individual criteria.
Those criteria can differ from our description, depending on
the settings in your database.

Searchcriteria

Standard | Expert I Conflict check

Praoject: Name:
bro

Number:

Standard

Expert
Conflick Check
Fulltext Search

o &b

i

Address: Company:

You can work with WinYou Law and Search at the same time.

Name:

@ In the Project fields you can enter the following criteria:

Project Number Enter the project number. No../ DocumertMo. / Bilto.

Project Name Enter the project name or parts of it (e.g. int.)

[ open  |[ eit. |[ Egot. |

@ In the Address field you can enter the following criteria:
[=)- Projects

i+ Logentries

[ hdgdresses I}

Company The search is performed in: company name or first name.
Enter the company name, or, in case of a personal
address, the first name.

Name The search is performed in: second line of the company
name or last name.
Enter the second line of the company name or the

last name of a person.

@ In the Activity Log field you can enter the following criteria:

You can use wildcards. The character “%" or “*” allows
you to search for text parts. Thus the statement, “%a"”
found in the Project Name field, all projects that contain

“a’ in the name

Enter the invoice number
(e.g. 2381 for 10002381)

Document Enter the document number
(e.g. 5691 for LO005691)

Activity Log entry Enter the Activity Log number (e.g. 356)

Invoice

After having entered the desired data you click the button “Search” or use the “enter” key. Select and double click the desired entry or click on
the button “Open”. The Project is automatically opened in WinYou Law and selected.
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Find Expert 1. Select and double click a search criteria (you can use
the arrow-key.) Your selection is displayed immediately.
[?a 2. Select the conditions. The conditions vary according to the Search BE - S
criteria. They can signify e.g. a selection Searchariteria
Find (address codes, language, search words etc.), a date or a [Stendard | Expert | Corflict chedk | Full Tex Search
time period (between... and ...), a text etc. o0 s iliase - Lo
£ 03 Cortact Person
3. To start the search you press the button Search. e o
4. Select and double click the desired entry or click the button | Iy
i8] Standant Open”. ;;; G Lopasaul et
33 Bpert 5. The desired item is automatically highli in Wi | o
. y highlighted in WinYou Law and - 05 P
,Q Conflict Check can be opened by a double click. P +| [[Save ][ Dekte
\2| | Fulltext Search Info: If you want to deactivate a search criterion or delete it, [ open  J[ pint. ][ espor.
select it in the window and click on the arrow-button. If you re— A
want to deactivate all the search criteria, click the double- e e carporation -
poration - Acme Corporation
arrow-button . 02.08.2008: 0,50 hrs - Telephone Call to Mr. Brown
07.08.2009: 3.00 hrs - Draft and research
E.g., if you are looking for a telephone number, you can enter é.jﬂiﬁgzj;;23:;::;:;‘:;%9 .
it with a percent-sign in front and behind: %211 05% (in the ~30.07.2003: 400 hrs - Meting vith Client and Mr. Riman
. . . = Contract - McKinsey f Contract
Access-version, instead of the %-sign, you type a star *.) £--02.08.2009: 0,50 hrs - Telephone Call ta Mr. Erown
#25,01,2010: 7.00 hrs -
B - - i 26.07.2009: 2,50 hrs - Setup Meetin | 4
comblne searCh crlterla 30.07.2009: 4.00 hrs—Meethg wiih?:lientand Mr. Rilman
. . . . . .. =l McKinsey - Mckinsey
You can combine certain search criteria, e.g. in the Activity Log ©2201.2010:0.50 brs -Tel 3
section: date of a Activity Log entry and Activity Log text. Ready.
Save Expert Search
You can save your single search configurations. Proceed as follows:
1. Select and double click a search criterion (you can assign it with
the arrow-key.) Your selection is displayed.
2. Select the conditions.
3. In the field at the left of the button “Save” you enter the title of
the search.
4. Click on the button “Save”.
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Search

Conflict Check

3

Find

L |

Standard
Expert

Caonflict Check

Fulltext Search

| &

Select the type of search in the field “Type”.

In the field “Search” enter the search criteria.

Click on the button “Search” to start the conflict check.

P WN PR

. Select and double click the desired entry or click the button
\\Open"'

5. The desired item is automatically selected in WinYou Law
and you can open it with a double click.

You can combine the search criteria for a conflict check indi-
vidually, e.g. following the proposals of the Administrator.

S

Searcheriteria

Confic ceck [ Ful Tt Searh

Type: [Standard 2

Search for: brown

Standard 2 (Address, cortact person, project, logtexd)

open | [ print. |[ Export.

[=-Projects
e Brown - McKinsey [ Contract / Brown
- Logentries
| - Acme Corporation - Acme Corporation
.-02,08,2009: 0,50 hrs - Telephone Call to Mr. Brown
10.10,2009: Motes - Lunch with Brown
+-24,01,2010: Document - Contract Brown
¢ .-27.01,2010: Task - Tel Mr Brown
i = Contract - McKinsey [ Confract
: ..02,08.2009: 0.50 hrs - Telephone Call to Mr. Brown
(- Addresses
... Brown Peter - Steve Ltd, San Diega, California

Ready.
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3

Find

Standard
Expert
Conflict Check

Clo & &

Fulltext Search

2. Enter the search definitions in the field “Search for”. You can
find examples for these entries in the Full-Text Search mask.

3. Click the button “Search” to start the search.

4. Select and double click the desired item or click the
button “Open”.

5. The desired item is automatically selected in WinYou Law
and you can open it with a double click.

Print the search result

You can print the search results in a list-template by clicking
the button “Print” after the search is performed.

Searchcriteria
[ Standard | Epert | Corfict check | Ful Text Search |

Type: [Standard v]

Search for: brown

Standard
Zeile2

Mei™ / "Hans Me™ OR "Hang M0™ / gold OR silber / gold AND siber /
gold AND NOT siber / Meier NEAR gold

open | [ pint.  |[ Export.

E| P(ojeds

i ieBrown - McKinsey / Contract / Brown
- ogentries
5. Acme Corporation - Acme Corporation
. 02,08,2008: 0,50 hrs -Telephone Call to Mr. Brown
10.10.,2009: Motes - Lunch with Brown
24,01.2010: Document - Contract Brown
27.01,2010: Task - Tel Mr Brown
[=- Contract - McKinsey / Contract
i .-02,08.2008: 0,50 hrs - Telephone Call to Mr. Brown
[ Addresses
.. Brown Peter - Steve Ltd, San Diega, California

Ready.

TooLs 113
Fulltext Search Full-Text Search (Optional)
1. Select the search type in the field “type”. Zeach . e
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B O

Reports Pivot

Clients / Cases / Projects Log/Jounal  TimeSheet  Document  Calendar  Biling | Tools @ @

. @ PlL T, G-
)
M ihpassword [ Options
Assistant Find  Conflict knowHow [l Reports Pivot I
- Check @ Administrator = Accounting
Tools Reporting Administration
| - —

T e @ & @, Home Page
Tl Adtivate Layout - Support P Order Winou Law
P e support | S Registration Keys
Layouts support Win¥ou Law

Reporting

Reports

-

Reports

ST (R Total Fees per Project

Total Fees per Praject

Detailed Fees per Project Gelect Period: From: Tor

Deetaled Fess per Dy ‘ear to Date - 14 12m0 By AzEene By

Projects

Select Fee Dwnerz)
[IC.JLPS. T8

List of Projects

Select Fee Status:
|Dpen Fees, Billed Fees

Select Project Status

|Active, Inactive, Internal, External

Generate Repart

Sree
= )
Main

[=)- Aeme Corporation

- Aeme Corporation /% Total Fees per Project
¢ iePagel

E| McKinsey

i i-Pagel

- McKinsey / Contract
.. Page 1

Lance & Partner

Fees

350.00
1,750.00
175.00
2.450.00
4,725.00

Acme Corporation

Acme Corporation / Widget Manufacturing / test
McKinsey
McKinsey / Contract
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3 Login A AutoTest
4 Password Options

Clients / Cases /Projects  Contacts A

Galendar_ Billng | Tools | E'
[} Administrator  © Accounting Ad m i n ist rati O n AS;M @ mmgnw R‘L IEE 2 @ g::,.m 5 }
P £ > Check L5 Lt 29 ccountin ek (=] EMail Support || % Ree

Login Allows the user to login to another Database.
E lugin WinYou Law Login

User: L ¥ ~

Server: WinYouLaw

Pt |WJ200)"DEMO | [ cancel |

Password: |"""" | I Lagin ]

Save as default
Password When this feature is activated, the user has the possibility to change

his password himself.
;:?1 Password
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Administrator

@Administratnr

Administrating WinYou Law

= =
Administration WinYou Law EL

- Introduction

- Languages

- User Management

4 Document Templates

.. Template Directory

- AutoDoc Directory

- Database Security

4-Billing

- Sales Tax / VAT
Currency

- Updates

Welcome to WinYou Law administrator.

Here you can change default program settings, add new users, templates etc
Depending on your WinYou Law edition you will automatically see the
possible options (ie if you have purchased the Personal Edition with one user,

you cannot add more users). All the other options are grayed out but you stil
will see them.

WinYou Law Workgroup Edition
0ODBC Datasource: C:\Users\JL\Documents\WinYou Law\Database\WinYoulaw.

Database Folder ] [ Template Folder ]

Copyright ©2009 JLInc. ODBC Datasource: C:\Users\JL\Documents\WinYou Law\Database \WinYoulLaw, MDB
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AutoText

43 AutoText

You can use shortcuts in all Text fields of WinYou Law and in the
TimeSheet. You can use the same shortcut for all languages. The
shortcut is automatically entered in the correct language (project
language). The shortcut text can contain up to 255 characters.

Select the language with the button “Language”.

Create Shortcuts
1. Type the new Shortcut in the field “Replace”
2. Type the full text you want to be displayed in the field “With”
3. Click on the button “Add” to save the new shortcut

You can change the language of the shortcut you want to create with the
button “Language”.

Modify Shortcuts

Double click the desired shortcut in the list. Modify the shortcut and/or the
text in the “Replace” and “"With” field

Save the modification with “Modify”.

Delete Shortcuts

Select the desired shortcut and click on “Delete”.
Personal Shortcuts

Activate the check box “Personal AutoCorrect” Now you will
see your personal shortcut list.

The personal Shortcut overrule the system shortcuts. To add or
change personal shortcuts proceed as described above.

Your administrator can disable the modify of system shortcuts.

AutoCorrect

N W -

tef

Telephone call from

[ Personal AutoCorrect Language: [Engish | [ Fmsn |
Shortout Text -
Conference with dient

ft Fax message to =

ls Legal study

It Letter to m

sof Study of files

<

4

I
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Options: File filing If you want to register a new project as a link document,
General you can enter the path in this field.
Check Reminders Type the interval for checking the reminders.
Options . . . ~ General — — )
¢ Messages Deactivate the check box, if you want to get more detailed | | F'S-Sﬁ"”g ottt of soered vt o Check Reminders
Messages. Start ave Shor of opened Proje = every
Outlook Path: [I] 15 min.
Processes System configuration. Do not modify. roject/Open address S —_—
Show Company Name Activate the check box if you want Favorites [7] 5uppress Information Messages [ Multitasking
the Company name to be displayed, e.g. in the Category / Color .
Document Control Center, TimeSheet etc. Word [l Show Companyame
Save Window Position when Exit: If you activate the [Esave Window Positons when Exit
check box, the window position is saved when you
close the program. [ ok | Apply
Save now: Click here if you want to save the current window position
of WinYou Law.
Options: Activate the check boxes of the desired options.
Start ., ==
General By starting Application these windows will be opened
L"'-" '—4 [T Project Details
Outlook [C]Log Details
) I:‘Surnn'lal'\‘-I
Project/Open address [ Tasks / Appointments | Deadlines
Favorites [ short information project
Category / Color
Word
Copyright ©2010 JL Inc.
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Options: Out- | Select the Activity Log-types (Appointment, Deadline or Task) you p—— B . o)
look want to be transmitted to Outlook.
General These Entries will be transmitted to Outlook
Start [T Appaintments
I'l-&ﬁmk __‘4 [ peadines
[ Tasks
ProjectfOpen address
Favarites
Category [ Color
Word
Options: Search is Case Sensitive Activate if you want the exact
Project /Open typing-mode to be considered.
Address If marked, show SubProjects Activate if you want the T T ==
subprojects to be displayed automatically.
Hide SubProject when switching  Activate, if you want the senerd Ef:;:f“k;c:::jﬁ;‘::m
subprojects to be hidden, when you go to another project/ | **" e ScbPraject when ewiching to another Project
Cutlook )
Show latest entries Activate, if you want the most [ — z:::"d:af;f;:['::j’:;f‘”t°’de"
recent entries to be displayed on top of the Activity Log. — 7] Integrated mode
Search on first level only  Activate if you want the search Category / Color o me_ ijem_nw _
to be performed always in the first project level, only. word :::: i::j:ﬁ:;l"::fj;m:::w
Integrated mode Activate for integrated project overview.
Show one Project  Activate if you want only one project to
be opened.
Show ProjectName Activate if you want to display the project
name in the Activity Log window.
Show ProjectDetails Activate if you want to display the project
details (name, address etc.) in the Activity Log window.
Copyright ©2010 JL Inc. WinYou Law® 2010 Manual
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Options: Fa-
vorites

Options: Cat- | Press the button Color to select the color. In the following window

egory / Color | you mark the desired color and confirm with OK. e . =5

In the field “Sample” a preview is displayed. Gereral
Category: ’Norrnal ']
You can assign a color to the following items: sert alid for column: [ whole Line ~
Outlook
Activity Log status  Select the desired Activity Log status -
ty Log . . ty Log Project/Open address Edit Categary! | Mormal
e.g. invoiced. .
Favorites
valid for column Select the desired item - e.g. Whole Line. [caiegaryicoor ]| | Foreoround coior: (NN ~ |
o d color:
Example Preview with selected color. erd Beclaround Coor

Sample: AaBbCcDdEeFfGg...

Color of text Activate check box to apply the color on the text.

Background color  Activate check box to apply the color on [ ok | Apply
the background.

Options: All configurations are predefined - normally there is no need to

Word modify them . =

General

‘Word Processing

Start Program Name: winword. exe

Cutlook Fath: C:\Program Files\Microsoft Office\OFFICE [:]
Project/Open address Template-Path Ci\Wsers\IL\Documents\WinYou Law'Ter E]

Favorites

Category / Color DDE-Commands

s ﬁ4 File new: [FileNew . Template ="%s"]

Open file: [FileOpen .Name="%s"]

Copyright ©2010 JL Inc. WinYou Law® 2010 Manual
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Gy Save Layout as- ==
q'; Actvate laynul' Clients / Cases / Projects cons Aml'it'lulﬂlluun\il l':nmﬁ::: Du(:ﬂn m(altm!ll ISIIIII|;r Tools I - ~
Da Ry BB O, G | O bt Lo
ayo u S e HM Co""m ‘"MHW e el (&% Administrator = Accounting | ' Qm.alsmm it 3 Registration Keys
Save Layout You have the possibility to save and activate different layouts
(including the color scheme). “Start layout” is used when the Press and hold the left mouse button
gy Save Layout as - program starts. on a header (in this case the contact
| Project Explorer | &= Contact Explaser Explorer). Drag the header to the

new desired location. Miscellaneous
= _ - “arrows” appear as a tool for the
Clients / Cases / Projects ~ Contacts  Activity Log / Journal TimeSheet  Document  Calendar  Billing Tmls Apple Inc., Cupertino, CA move_ You can draw directly On these

Gore Al, Mashwille, TN

E"e & | B ’g:::.::: Eiﬁ.";!:,‘m ;Zﬂf,,m e Microsoft Corporaton, Redmond, WA arrows, or place the window directly.

E Start Layout [ Administrator = Accounting. || EMail Support || ‘3% Registration Keys Steve Lid, San Diego, California
qh My Layout 1 Support WinYou Law

9 Mylayout 2

f Mylayout3

TimeSheet  Document  Calendar  Biling | Taols |

= | {3 Login 4 AutoText g Save Layout as - @ & @, Home Page
— |k Password [ Options ‘L Activate Layout ~ ] Support P Order WinYou Law
Hel
& Administrator = Accounting =2 || EMail Support || ‘3t Registration Keys

Layouts Support WinYou Law

)] lients / Cases { Fikes [ Projects
¢ Favorites
1} Acme Corporation / Widget Manufacturing

Acme Corporation
Mckinsey.

[l Apple Inc., Cupertino, CA
i § Gore Al, Nashwile, TN
+-- {8l Microsoft Corporation, Redmond, WA
*-- (g steve Ltd, San Diego, Calfornia

Clients / Cases / Pn

Search: ES&"

Aute Hide

(=) 4] Contacts / Addresses . . ‘ 0
Apple Inc., Cupertino, CA e E——
Gore Al, Nashwille, TH Open ! Copyright ©2010 ghts reserved, Wy
Cllen‘t Case i
Add
| search:

oF Ny Te— TIP: Use “Activate Layout / Re-
.5¢ Favarites store Settings” to return WinYou

4} Acme Cor Law to the original state.
Acme Corparz

Minimize the window, e.g. as a
tab on the side

[X] closes the window

Copyright ©2010 JL Inc. WinYou Law® 2010 Manual
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leferent V|ews You can also “undock” the —
window — (Fiseac

sw 2010 for Lance & Partne . £-[1} Clients / Cases /Files { Projects

E1-9¢ Favorites
.1} Acme Corporation { Widget Manufacturing
Acme Corporation

N . McKinsey

¢ Favorites = X Delete Project
| Project Explorer | 8- C
=) Clients [ Cases / Files / Projects QuickFilter: | v]I

51 Favorites

|| Acme Carparation / Widget
Acme Corporation

MciGnsey

=) Clients / Cases / Files / Projects
E-5¢ Favorites

m Acme Corporation / Wid
Acme Corporation
McKinsey

E-[1} Clients / Cases / Files / Projects
B5¢ Favorites

]| Acme Corporation / Widget Manufacturing
Acme Corporation

Copyright ©2010 JL Inc. WinYou Law® 2010 Manual
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Activate Layout

"_[:} Activate Layout =

Start Layout
My Layout 1
My Layout 2

My Layout 3

Wiederherstellen

Farbschema

WinYou Law Standard View

Here you can activate the different layouts of WinYou Law
or restore the default view.

| Clients / Cases / Projects l Contacts Activity Log / Journal Time5heet Document Calendar Billing Tools IE‘ @
|4 Rename T Move i User lD 3 summary B Expand all Levels
4 Securtiy T, Insert » ﬁ Keywords » “ Filter B Collapse all Levels
Mew  New Open General Cuick
Client Case ‘ﬂi Favorites ~ xDeIete Project d Security Info ;," Refresh
Add | Management Properties ] View |
B Project Explorer B % || Project: Acme Corporation X | k%
W -
?ﬂ* J | Project Explorer | %] Contact Euplorerl Acme Corporation E
1]
Search: I search | Properties l Description | Contacts l Info | Contact l Tel / Fax / E... (7] ‘i
=8 I_'| Clients / Cases [ Files | Projects [ Project Starl T/14/2009 - _@ Client - _Apple Ine. » | Search Text |g| =
‘r‘;:i’ Favorites . . . Language English E| &=l Apple Inc., Cupertina, CA @ 1 Infinite Loop ‘ =
- i' Acme Corporation [ Widget Manufacturin Office Headoffice [# Invoice address Cupertino, CA 95014 E| | =
: Contractors : i
:j Mckinsey g:ep:tn:::le ;Dhn Lance 8 @ Steve Ltd, San Diego, Calil ~ Dear Sirfliadam - Dt
* [0 [ Date Type Info Ow... 5| Text o
v o] 10/10/2.. Motes L Lunch with Brown
(ﬂ 3/3/2010 Deadline Ps Draft Contract
¥ 1/27/2010  Task L Tel Mr Brown
% 1/27/2000  Appoint.. 0830 JC Directors meeting
[ ] §1/25/2010 (4] DocVersi.. Ver.3 L00002.. JL = Contract =
|j @lﬁdﬂﬂlﬂ Docume... X0000283.doc IL = Contract Brown &= E
3 @ 1/24/2010  Docume.. L0000274.doc JL Contract =
] £91/24/2010  Docume..  X0000246.msg JL (= EMail &
$ 1/22/2010  1.00 hrs 35000 L Contract
|j -Zf‘lflgflﬂlﬂ Docume... X0000141.pdf JL [ 2010-01-14 &=
$ 10/10/2... 340 hrs 74800 IC Contract |
& o 10/5/2009  Travel ex... 20000 L Contract
@ ©y 10/5/2009  Phone c... 67.00 JC Ceontract
Ll m | » 2 10/3/2009 Task )L Draft letter of intent <
QuickFilter: ’ '] |3 £9917/2009  Email X0000140.msg  JL Outlook Sent: Draft Contract (Email dragged from ... -

Copyright 22010 JL Inc. All rights reserved, www.winyou-law.com Registered for 5 User(s) Workgroup
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COIOr Styles @:@ AN WinYou® Law 2010 for Lance & Partner - Project: Acme Corporation [EIEET=)
~ Clients / Cases / Projects  Contacts  Activity Log/Jounal  TimeSheet  Document  Calendar  Biling  Tools 7] @
[ﬁ y (3 Login A AutoText 0 save Layoutas~ || 4% @FFaq 8, Home Page
LE& Activate Lavout = b o — ¢ Password 23 Options 3, Adtivate Layout~ || B Order WinYou Law
¥ sistant Find  Conflict KnowHow || Reports Pivat Help N
- C @Admmistrator ounting - [=*| EMail Support || % Registration Keys
Tools Reporting Administration Layouts Suppart Win¥ou Law
£, start Layout @2@ 20 ol B ) s WinYou® Law 2010 for Lance & Partner - Project: Acme Corporation =[E] = ] apx
._Ea MY LE}'OLIt 1 - Blue ~ Clients / Cases / Projects Contacts Activity Log / Journal TimeSheet Document Calendar Billing Taols E \Q\J =
5
HE
[t AutoText Save Layout as - FA Home P;
G, My Layout 2 Black Eﬁ ; y S Elknh Gk s Loyout oz @ @; < 8, Home Page E i
N “} Password [ Options ) Activate Layout ~ 51 Support o Order WinYou Law + | Search Text |0‘
; Assistant Find Conflict KnowHow || Reports Pivat || Help : = B
'1-':& My Layout 3 Silver B heck 157 Administrator Accounting + —'|EMail Support || St Registration Keys L =
- £ | Unfiltered | B
‘G Restore Settings Aqua | b quick add v |
BW -+ N W 2010 for Lance & Partn g Project: ACME Lo rporatio 4k x %
Styles 4 Scenic S I
Client /Projects  Contacts  Activity Log /Journal  TimeSheet [T  Calendar  Biling  Toals 3 ||
; E
White (i & i t' ”} ~ L2 Change Title g Import Dacument Yo g | Swink Contact 2 Comment @ |2
System = = _ t] Properties ¥ Show Documents tE 7 Remove Link J ¢}l Revert SearchText ()
Create  Create Send Open Search Show View New Loop s
Document EMail Documents || Document Documents () Security |t Explore Folder DocCenter Contact —| Link Information || yersion g Delete 0, CA 95014 7 Unfitered S >
P Quick Add ¥ &
& e ] BE- A = WinYou® Law 2010 for Lance & Partner - Project: Acme Corporation =[E] = ]
Clients / Cases /Projects  Contacts  Activity Log /Joumal  TimeSheet  Document  Calendar  Biling | Toals ¥ @ [=|
ﬁ y 1 =] Login 4@ AutoText ‘1‘.@ Save Layoutas @ FAQ % Home Page Info Contact BRI . n
b e [ (b Password [) options L4 Adtivate Layout - ] Suppoert B Order WinYou Law Apple Inc. i
tant Find Conflict KnowHow | Reports Pivot . 5 oo I o s
r [Z3 Administrator unting [—*| EMail Support | 3 Registration Keys [nc., Cupertine, CA 1 Infinite Loop | T 5 » A rom O
Cupertino, CA 85014 E Unfilte £ Imail dragged from Ou...
Tools Reporting Administration Layouts Support WinYou Law dress upertne. = e = 99
s
B Project Explorer T x Project: Acme Corporation X dbx - | Deer Siadam - o Qu * rd document) o
@ 3
E::; i Project Explorer | &3] Contact Explorer Acme Corporation < |Ow |LJ‘Text |‘?| hg ted in Word) =
Search: 2 ;
ear Properties | Description Contacts | Info Contact | Tel/Fax /E... @ = A | |tunchwith Brawn |2
E o ;?"E”':‘i::;? /Files { Projects Project Star 14.07 2009 Client Appiz e ~ SearchText @ - L Draft Contract . r | Thursday, January 21, 2010
a Language  English {#l Apple Inc., Cupertino, CA 1 Infinite Loop = L Tel Mr Brown " . b
;m':zn;;:;p;::mn [wget Manfacturig Dffice Headoffice Invoice address | Cupertino, CA 85014 _Y Unfiltered S [he.. L = Controct raft Contract (Email dragged from Ou...
: Responsible John Lance Contractors Dear SinMadam & Quick Add T pdf L = 2010-01-14 with Mr. Rilman
ProiectNo_ 3 Insurance 00 L Contract nerated as a word document) ¢
! |D |‘ Date ~ |Type |Info ‘Crw ‘L:IlText “?‘ B00 L Directors meeting Document created in Word) =
? o] 1041072 Notes I Lunch with Brown 00 L Contract
44 342000 Deadline L Draft Contract Foo L Contract | Thursday, January 2L, 2010
3 1292010 Task L Tel Mr Brown L Draft letter of intent 2 =
[ @]1/19/2010 [ DocVersi.. Ver.2 L000014.. JL (= Contract i)
] TH1/19/2010  Document  XDOOOL4lpdf JL (= 2010-01-14
$  10/02. 340hs 62000 L Contract Projects  Contacts  Activitylog/Journal  TimeSheet  Document  Calendar  Biling  Tools [d (&
T 10/9/2009  Appoint... 09:00 L Directors meeting a3 Project: Acme Corporation X 4k x
& 01052000 Travel ex... 20000 JL Centract o
slit Date ~ |T Infi Owner || Text \d
@ ,10/5/2009  Phone 6700 )L Contract g Diffoste > |type i | [52] ‘ |rg
gl
2 1053200 Task I Draftletter of intent sffr il 10102009 Notes At | |Lunch with Brown =
) 49/17/2009  Emnail X0000140.msg L Outlook Sent: Draft Contract (Email dragged from Ou...| | & & 300 Deadiine L Draft Contract =
z o
L] 9/73/2009  Notes JL Telephone Call with Mr. Rilman 3 Bl U2/210  Task L Tel Mr Brown | &
5 &AL2000 @Bl 352500RI000L.. JL  Bill#136 (Bill generated as a word document) h 2] zeLorPu1O e/ Dacversions]|ve e 00O 41 g g 1 Contrecd =
= 01
) 8152000 Document  L0000139doc )L Draft Contract (Document crested in Word) L H1AY/A10 | Document X00014Lpdf L 22 2010-01-14 *
e $  10/10/2009  340hrs 63000 L Contract
QuickFiter: - 8 % 10/9/2009  Appointme... 0900 1L Directars meeting
Copyright ©2009 JL Inc. All rights reserved. www.winyou-Law.com Registered for 5 User(s) Workgroup | Thursdlay, January 21, 3§ & @ ) 10/5/2009  Travel expe... 20000 L Contract
s @ “3 1052009  Phone calls 6700 L Contract
5
@ 2 10/3/2009  Task L Draft letter of intent )
[ (219/17/2009  Email X0000140.msg  JL Outlook Sent: Draft Contract (Email dragged from Outlook)
k]  9/3/2009 Motes L Telephone Call with Mr. Rilman
8/31/2009 [+ Bill 352500 RL000136...  JL Bill #136 (Bill generated as a word document) o
| §9]8/15/2009  Document L0000139.doc L Draft Contract (Document created in Word) =

Copyright ©2010 JL Inc.

WinYou Law® 2010 Manual



Introduction - Support

@B FaQ
G
Support
- |=|EMail Support
Support

WinYou® Law 2010 for Lance & Partner - Project: Acme Corporation

Contacts  Activity Log / Journal

TimeSheet  Document  Cals

S oAy

L (S togin B AutoText
b Password [ Options
Reports Pivot ||
@ Administrator = Accounting
Reporting Administration

Gy save Layout as
Ck Activate Layout

B, Home Fage

CER
.m P Order WinYou Law
Hsln = EMail Support 5% Registration Keys.
Support Win¥ou Law
e——

Layouts

First Steps Guide
Win¥ou Law Manual
COnline Video Tutorials
FAQ

Support

Email Support

Show Quick Start

Tip of the Day

About WinYou Law

ol € [ e & (E b
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FAQ

&3 FAQ

Support

,;ﬁ Support

EMail Support

|="| EMail Support

Send an Email to WinYou Law Support
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2, Home Page P 8 A s
B Order WinYou Law b Clients / Cases/Projects  Contacts  Activity Log / Journal Timesheet  Document  Calendar  Billing | Tools | @ @
. 1 S togin hautoTert gy save Layout as+ @rq @, Home Fage
% Registration Keys - S Eﬁ I64 ' - j ¢hPassword  [13 Options. ) Activate Layout ~ £ support P Order Winvou Law ‘
WinYou Law I n Ou aW . F‘?d (f,:‘:gf KnowHow ) [Reports " Eivot @ Administrator = Accounting HS“’ || EMail Support l§ 4% Registration Keys
Home Page Home page of WinYou Law
& Home Page
Order WinYou Law
- Order WinYou Law
Registration Keys Here you can enter your registration keys
wrorow N =
ﬁ} Registration Keys

Final steps of licensing WinYou Law:

1. Markand copy (CTRL + C) the registration
information in the emai we sent to you.

Use the copy / paste function on your keyboard (CTRL + C)
or rightdick on the highlighted text and select Copy in menu.

2. [ Paste Registration Keys ]

Click button to automatidy fill in the fields

Check that the fields below have been
filed out:

& Registration Keys:

Company Name: Lance & Partner

Serial Number: e
Master Keys: g; WS NS NS e
1 W
2: BRI MR S e
3. ’ [H Save Registration Keys ]

Click button to save the information.

4. Close this dialog and restart WinYou Law
to activiate your licensed version.

Copyright ©2010 JL Inc. WinYou Law® 2010 Manual
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Add On’s
DropZone

) T T
DropZaone WinYou Law

DropZone is a window where you can almost drop anything to be inserted (and copied) in WinYou Law.

Just select an object (e.g. email..

Drag from Outlook

.) with the mouse and drag it to the DropZone window and release here.

DropZone WinYou Law
T8 Jobs Steve, Califomia

BE=]

©2010.L Inc.

DRroPZONE 128

DropZone WinYou Law

@
@2010 L Inc
Drag from
Outlook
- Emails
- Attachments
- Appointments
- Tasks
-Notes
- Contacts
Explorer or Desktop
-Word Documents
- POF Documents

¢ E-Mails (including attachments) =
- Internet Links

e Attachments (Documents, excel, pdf etc) to this window (tem il be imported o selected rofectn Wi

e Past Appointments (will be inserted as fee in WinYou Law) e R T s

e Future Appointments (will be inserted as appointments in WinYou Law)

e Tasks

* Notes HECE Inbox - info@winyou-law.com - Micrasoft Outlook ’ TR [E=SE=R-=)

° ContaCtS File: Home | Send/Receive  Folder  View  AddIns ."‘ k a @

. - . . \-7 —
Outloo!< e-mails are cpplgd into the_ document folder as S G fjlf.::uw X QD Boeen s G .’.q\ 5 QO Y m&;::a;m =T
.MSG files (message file) into the WinYou Law document O = S A | e R A
folder (AUtODOC). E-Mails can be Opened with a double click New Delete Respond Quick Steps n_“. Move Tags ®ind Send/Receive
- - <
and are Opel’led within Outlook. Search Inbox (Ctrl+B) Rayment information (share-it! order no. 348489615) .:, 4 November2010 )
. A b Arrange By: Date MNewest on top ‘ﬁ| Sales WinYou Law <sa|es@wmyou law.com > ...I Su Mj T: W; T: Fsr S:
TIP: E-Mails and Attachments can also be dragged directly * nfo@uinyorriaw om + oty et | @ otmneures it mege wre o ot 78 onwnnn
to the work screen in WinYou Law. 5 sentiems S —— S A | SendaLEi0osT AN RS Bijs 2 o 2 % 2
(] Deletedtems :armz:t':m"fatmn {ehare:it order n0: 3;?5 Ag | Message "L|INV_348485615_22886_201009301301. pdf W.E].- =EE
Drag from WindOWS (deSktOP, explorer) L3 Conversation Action Settings = F:‘.'EJsl’a\,-‘r:eztuin:;urnmt\-:n (share-it! order ne... 0 T TermsAndConditions.PDF (122 KB)
2] s Enrsr [-=J Sales WinYou Law 9:34 AM -

Word Documents

PDF Documents

Excel Spreadsheets
Powerpoint Presentations
Internet Links

(3 outbox
[,o search Folders

[ Mail
73] calendar
8=| Contacts
7] Tasks
bl Ce @ -

FW: VeriSign 2048-bit Root Upgrade Completed
L Sales WinYou Law 9:07 AM

FW: Payment information (share-it! order no.., @
4 Support Win¥ou Law 9:07 AM

FW: How to Choose a Good Index Fill Factor

B L L L T T S L T

e

share-it! order number: 348489615

P

FEEEEEEEFEFERTFEERRTEET

This e-mail was generated by a mail handling system. Please do not
reply to the address listed in the "From" field.
Please read the CUSTOMER SERVICE section for answers to your

questions.

B LT T T T T S T T T T

e

Dear Valued Customer,

Thank you for placing an order with share-it!.

Your credit card (MasterCard) has been debited with EUR  69.00.

Please note that your card statement will list
"DRI*WWW.ELEMENTS.INFO"

You will receive detailed information on the delivery in a separate e-
mail that was sent at the same time as this e-mail.

@ See more about: Sales WinYou Law.

No upcoming appointments.

Arrange By: Flag: Due Date =
Type a new task

There are no items to show in this
view,

=

A
3

Ttems: 5

Unread: 3 ‘ 4 Reminders: 6 ‘

|[O]es 100% (=)

Copyright ©2010 JL Inc.
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Drag Outlook E-Mails and Attachments

1. Open the corresponding project in WinYou Law.

2. Drag E-Mail or attachment to the DropZone Windows
3. Click OK on the import Document dialog

Document is inserted in the work screen (in selected project)

DRroPZONE 129

==

9 o @ n

Message Attachments : « @
& = (5N x Y hy
D
e &
Open Quick Save  Save All Remove Select  Copy Show :
Print As  Attachments Attachment All Message -
Actions Selection Message | %
*
File name: INV_348485615_22586_201009301301.pdf .’
Size: 6 KB o |
o
*

1 Message E]w,}am&ms,m&,mm«moum.pum 2| TermsAndConditions.PDF (122 KE)

Previewing the file might nat show the full content of the file. To see the most complete, up-to-date content, open the

£il.

/iy, You should only preview files from a trustworthy source.

- — ™
o] O Inbox - info@winyou-law.com - Microsoft Outlook B Dropzone Winvou Law | =8
ann®
Home | Send/Receive  Folder  View  AddIns [N - @
. .
— = < ; = 3 A y .
. j @ % lgnore x =Y g ;.% B Meeting 23 Move to: 7 = To Manager .ﬁﬁ‘ Ly (NE Q DJ Y i Contact
%= Clean Up ~ - & Team E-mail « Done ol e 9—‘1 maﬁdress Book
New  MNew Delete  Reply Reply Forward B - Move Rules OneMote | Unread/ Categorize Follow Send/Receive
E-mail ftems+ | & Junk~ All < More S Reply &uDelete  “y Create New #.71= - -  Fifler email = | i Folders
New Delete Respond Quick Steps ‘o° 2 Move Tags ®ind Send/Receive
a He < .‘L' 4
Search Inbox (Ctrl+B) | payment information (share-it! order no. 348489615) -, 4 November2010 )
[ o SuMo TuWe Th Fr Sa
’ Arrange By: Dote Mewest.on top ‘._’ﬂ Sales WinYou Law <sales@winyou-law.com=> . S 2B 45 &
4 info@winyou-law.com P o-® © Extra line breaks in this message were removed, 7 8 910 11 12 13
[ nbox 3) ..,.!,‘ - Sun 11/21/2010 9:57 AM 14 15 16 17 18 19 20
[=) Sent Items | sales WinYou Law Ay *STAE i |10 + . 2 23 24 25 26 27
P: t information (share-it! order no. 348... -
(5 Deleted ems ‘ayment information (share-it! order no o Message @INVjMME551szlmﬁjﬂmﬂgiﬂliﬂl.pdfm 230
=4 Sales WinYou Law 9:55 AM
[ Conversation Action Settings FW: Payment information (share-it! order no.., O T TermsAndConditions.PDF (122 KB)
l__a [l [-=J Sales WinYou Law 9:34 AM -
[3) outbox FW: VeriSign 2048-bit Root Upgrade Completed Ne upceming appointments
[ Search Folders 11 Sales WinYou Law %:07 AM S A R R R A AR EE S LA AR R R R EEEE
FW: Payment information (share-it! order no.., @ [,
4 Support WinYou Law 9:07 AM share-it! order number: 348489615 L
FW: How to Choose a Good Index Fill Factor sssssssssssssssssssstesssstatatstatasssssasssssasssss || | Amange By Flag: Due Date -
RS EEEEEERESEEEEESEEE Type a new task
This e-mail was generated by a mail handling system. Please do not There are no items to show in this
reply to the address listed in the "From" field. view,
Please read the CUSTOMER SERVICE section for answers to your
questions.
AR AR AR R AR LR E AL AL AL AR LR EEE
sEsssEssssEEasssEEnsas
Dear Valued Customer,
Thank you for placing an order with share-it!.
Your credit card (MasterCard) has been debited with EUR  69.00.
d Mail Please note that your card statement will list
"DRI*WWW.ELEMENTS.INFO"
ﬁ Calendar s M
Import Document to Acme Corporation / Widget Manufacturing u nfarmation on the delivery in a separate e-
&= Contacts same time as this e-mail.
-
z Tasks C:YWsers\IL\AppData\Local \Temp\tmpC212.msg [E =
WinYou Law. ~
= Action: | Copy Document to WinYou Law Document Folder | . S
Items:5  Unread:3 | 4 |[O]es 100% (=) v,
- Date: 11/21/2010 [E~ -~
Title:  Outlook Inbox: Payment information (share-it! order no. 343489615)
p oy
Type Info Q.. ) Text k1
] = 11/21/2010 Document X0000171.pdf JL EMail Attachment: Payment inf (sh.. ¢
3 =411/21/2010 Document #0000168.msg  IL Outleok Inbex: Payment information (share-i... &=

Copyright ©2010 JL Inc.
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Drag Outlook Appointments

1. Open the corresponding project in WinYou Law.
2. Drag the appointment to the DropZone Windows
3. Click OK on the import dialog

TIP: If the appointment is in the past, WinYou Law
will automatically insert a Fee else an appointment is
inserted.

Copyright ©2010 JL Inc.

A
w Send /Receve  Folder

YEIEEE]L

View

DRroPZoONE 130

E! DropZone WinYou Law !_

Add-Ins

ﬁ%

BB EaR $ i

14 15 16 17 18 19 20
[2]22 23 24 25 26 27
8293 12 3 4
56 7 8 91011

4 [l My Calendars

On My iPad

Oct 31- Mov 6

Mow7 - 13

Mow 21- 27

@Mﬂ

[&=] contacts

Tasks

New MNew Today HNext7 Day Work Week Schedule Open  Calendar E-mail Share  Publish  Calendar Add to t
Appointment Me:tmg Hems - Days Week View | Calendar~ Groups~ | Calendar Calendar Online~ Permissions '- Evernote 40 | gt
MNew GoTo IF} Arrange % | Manage Calendars Share Find e Evernote ;
4 MNovember 2010 » d l:- .
SuMo TuWe Th Fr Sa 4 » November 2010 :. ::\s;arm Calendar (Ctrl=E] ,o\
31 1 2 3 4 5 6
7 8 910 11 12 13 Sunday Monday Tuesday ‘Wednesday Thuléy .ﬂday Saturday

500pm Microsoft

8:00am Meeting SQL; L)

Future
appointment

Total: Sales Tax:
350.00 350.00 -
Text:
e —
Appointment: Jobs Steve, Californi
Dats: 11/23f2010 [Fv Owner: [._ ,] o I
Subject:  Qutiook Calendar: Meeting SQL| e Cancel
Location: [l completed
[[]—> Outlock
Internal use Time: 08:00 = - 1up0 X [@|Reminder  00:15 = Hours before.
Outiook Calendar:

\Dll\we o e mie |Ow... [ Text kd
W 11/23/2010  Appoin..  0&00-11:00 JL Outlook Calendar: Mesting SQL

WinYou Law® 2010 Manual
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n’s - WinYou Law DrROPZONE 131
Drag Outlook Tasks

EE Oropzone Winvoulaw o

-
. . . . A— o[ List - Mty -
1. Open the corresponding project in WinYou Law. |2 2 &= L Sl
Home Send / Receive Folder View Add-Ins [~ 0
2. Drag the task to the DropZone Windows M & W | R D Y Buens| Trew ¥ e [ ¢ N @ Finda Contact -
. . . New MNew New  Delete | Reply Reply Forward B more - Mark  Remove vi:m_mmmeNUDate To-Do pm”.nm :.%Gve OneNote cmgoriz:! e Add to
Task  E-mail Items ~ Al Complete from List - - Evernote 4.0
3. Click OK on the import dialog v . o &
MNew | Delete | Respond | ManageTask | Follow Up | Current View .’- | Actions | Tags | Find | Evernote |
< P
4 Mvaasks ‘gemh To-Do List [Ctri=E} }J\ e u&?ﬁ 5 days. ’ q November 2010 3
To-Do List .
- - - - . A By: Flag: Due Dat Tod: t -l ,.«B]ed: Add Language DK SuMo TuWe Th Fr Sa
Task is inserted in the work screen (in selected proj- & Tsis nange By Pl Due Dete VINID Pl v Stars on 1112672010, due on 1172672010 C123sse
[Tvpe a newtask - " | Status ot started Friority: Normal 7 8 910 11 12 13
eCt) 4 ¥ This Week ‘,‘i.°- Owner: i 14 15 16 17 18 19 20
-t . 4] [21]22 23 24 25 26 27
7] Add DK ) N 282930 1 2 3 4
56 7 B 91011
Tuesday
Meeting SQL
8:00 AM - 10:00 AM
cA
Amange By: Flag: Due Date| = &
Type a new task
4\ This Week
Add Language DK N
[~ man
5] calendar
Contacts
‘@ Tasks |
Ll Ca @ - = - 3
Filter applied ‘ 3 Reminders: 6 | ||?f3 w00% (=—0—(%) é!‘

Task: Jobs Steve, Californi E

Date: 162010 O+ usert [1 ) [ o |
Subject:  Outlook To-Do List: Add Language DK i Cancel

! | [Floone
Reminder: 0 days [[)—> outiookc

¢t [0 [9 Date Type Info Ow... & Text hd
T e sk L Gutiook To-Do List: Add Language DK ]
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Drag Outlook Notes

DRroPZONE 132

1. Open the corresponding project in WinYou Law. |2 === e Do O oo -
Home Send / Receive Folder WView Add-Ins [~ 0
2. Drag the note to the DropZone Windows o N = T === o EE—
| .7\‘ _, o [} Address Boak o o
Note Hems~ ! =] " Evernote 4.0 .f- -
3. Click OK on the import dialog T i S A S
New | Delete | Current View Actions | Tags | Find | Evernote 'I."'-.-

Note is inserted in the work screen (in selected proj- R E

t SRTY 7 8 91011 12 13
ec ) Pasemardel 14 15 16 17 18 19 20

FasTworSs: [2]2z 33 24 25 26 27
%2830 1 2 3 4

56 7 8 91011
Tuesday

Meeting SQL

8:00 AM -10:00 AM

CA

Amange By: Flag: Due Date| = &

Type a new task

4\ This Week

Add Language DK \'d
[~ Mmail
5] calendar
Contacts
ﬁ [ - Date: 11202010 v User: |1 s [k -
Hems:1 | % Reminders:6 | [ ] Shaw on apen Project Cancel e ()88 z00s (=i B

Title: Print...

Outlook Notes: My Passwords|

Note:

My Passwords .

All secret

t D Date Type Info Ow... =) Text L
o] 1172172010 Notes JL | Outlock Notes: My Passwords

Copyright ©2010 JL Inc. WinYou Law® 2010 Manual
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Drag Outlook Contacts
1. Drag the Contact to the DropZone Windows

TIP: Imported Contact is shown in bold in the Win-
You Law Contact Explorer until next refresh.

Copyright ©2010 JL Inc.

DRroPZONE

EE DropZone WinYou Law ]

[ Mail
] catendar

Clients / Cases / Projects Contacts

-
DS o m@ e~ R Mcrorort Cutloot
ﬁ Home | Send/Receive  Folder  View  Add-Ins
3 x LE E & Forward Contag® [} Y % Find a Contact =
- &E 5
B LE % - =5 A Share Congs L [E Address Book
New New Contact New | Delete | E-mail Meeting More card Phone Move Mail OneNote TN Categorize Follow Private Add to
Contact  Group  Items~ - M *  Merge Iﬁl‘}pe‘.hared Contacts up~ Evernote 4.0
New Delete Communicate ‘ Current View Actions &% " Share Tags | Find ‘ Evernote |
.
< s
4 Ny Contadt: = >
My Contacts [search Contacts (Ctri=E %% P Jobs, Steve (  MNovember2010 )
Suggested Contacts - win/@jl.a O R SuMo Towe T Fr S
. % 123
g"m‘mt’dc itz | e 30123 4 56
Y uggested Con s - info@win . a 7 8 910 11 12 13
Steve Jobs . ®
....-_'." i 14 15 16 17 18 19 20
Jobs@apple.com us LS [21]22 23 24 25 26 27
1 Infinite L ‘ 282930 1 2 3 4
Infinite Loop £
Cupertino, CA 95014 d 26 v E e
e
5
No upcoming appointments.
9
h

‘Work Screen TimeSheet Document Calendar

Billing

L Amange By: Flag: Due Date] = =

J Type a new task

K There are no items to show in this
| view.

m

n

ap

q

Tools

_B Rename

Tasks Open
Client Case

Add Management

‘t Mave
4 Permissions . Insert

5§ Favorites = 2 Delete Project

] i User ]D
¥ T keywords ’
£ Security

Properties

7 Filter
2 Refresh
View

General Quick

Info

7 summary B Expand all Levels
== Collapse all Levels

Items:1 | 3 Remin

| Project Explorer

Search:

2 x Contact: Steve Jobs X

[85] Address Information

[] More Details | % Contact Network

Person -

& Contacts / Addresses
[l Acme Corp,
[ Apple Inc., Cupertino, CA
8 Gore Al, Nashwille, TN
Jobs Steve, Cupertino, CA
Jobs Steve, California
E Microsoft Corparation, Redmond, WA

[0 Search a

English -
Wr. / Mrs.

Tile:

First Name

Last Name:

Job Title

Greeting line

(=1 Business | & Contact Persons

Steve Jobs

1 Infinite Loop
Cupertino, CA 95014
United States of America

OutLook JL

L F—Tr—

Street: 1 Infinite Loop

Courtry: United States of America

ZIP/Postal Code: 95014

Ciy, State Cupertino, CA

QuickFilter:|

= EMail

Private Jobs@apple.com

Copyright ©2010 JL Inc. All rights reserved. www.wi

for 5 User(s)
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Drag Documents, Files, Links...

1. Open the corresponding project in WinYou Law.
2. Drag the document to the DropZone Windows

DRroPZONE

. . . Organize v (W] Open ~ Share with = Print E-mail Bum Mew folder 2 =~ 0 @
3. Click OK on the import dialog . -
¢ Favorites = Documents library - P
Bl Deskiop Includes: 2 locations :-
S PR : : : & Downlaads Hame ’ Datemnmﬁeg Type Size B
Document / file is inserted in the work screen (in selected project) S Recent Plces B e o210 e £ e
) ) 1 WinYou Law 11/18/20488:27 AM  File folder
& Libraries | [ ADDR_EXPORTS 10/21010:00 .. Text Document 1kB
3l Documents 7| EL Bookl.csv 10:372010 10:40...  Microsoft Excel C... 1KB
o Music ) Bookesv.csv S R0N7/201010:41 .. Microsoft Excel C... 1KB
=) Pictures || cktemplates.ckt ".” 11/6/20109:35PM  CKT File 8 KB
[ videos % Default.rdp Any document .."." ' 10/21/201010:02 ...  Remote Desktop ... 0KB
T DoctS.pdf W 10/16/2010 5:05PM  Adobe Acrobat .. 2KB
) Homegroup B Letter.docx 10/17/201010:55 ... Mlicroseft Word D... 27 KB
& WinYoulaw.sqldoc 11/7/2010 5:24 PM Red Gate SQL Doc 139 KB
1% Computer 2 Win¥ouLaw_Empty.exe 11/10/2010 A5 PM  Application 508 KB
TIP: You can also drag a document or file direct to the work screen. In the & os©) WinYoulaw Empty.sqlpk 11/14/20109:23 AM_ SQLPKG File 19KB
. e X “ o DATAPARTL () ’—H—M—E i 500 KE
Import Dialog you have now the possibility to select the option “Create a Lo Do s =
. ”. . - - Letter.docx - ]
Link to Document”: The document is not copied to the WinYou Law folder, b Microsoft Word Document Au] | C-UBersVLiporuments.eterdoox (]
only the link to the physical document is inserted in the work screen. Acton Capy Doment fo Winou Low Doament Foter -]
Date: 11/21/2010 [E~
Tide:  Letter|
ok | [ conel |
WinYou® Law 2010 for Lance Law Office - Project: Jobs Steve, California ! O[5/ Date Type Info Ow... |21 Text k4
Contacts Work Screen TimeSheet Dacument Calendar Billing Teols ®Mey AR %] LVELELD PrEl | LA Sieen I Lzie &
. . JoRename T Move & User ll:] 2 summary e Expand all Levels
o Permissions | Insert D keywords " \FFilter T Collapse all Levels
Q,mt 2::: g ¢ Favorites = 2% Delete Project Generel ) Security ?:flsk 2 Refresh
Add y Management Properties View |
| ; Contact Explorer 7 x | Project: Jobs Steve, California X | a4 x
& | || Project Explorer | a3 Contact Explorer s S G T =
£ 05 Steve, - - |5.
Search: EC Search | Properties | Description | Contacts | Info Contact | Tel/ Fax/ E.. | @ =
=] s Contacts / Addresses Project Star 11/18/2010 - Client - Tel SearchText |-,
L Acme Corp. Language Englih = £ Jobs Steve, Califarria Ol -

{8l Apple Inc., Cupertino, CA

4

E|

Copyright ©2010 JL Inc.

L8 core A, Nt 70 Office.  Headoffice 2} Invoice address
i ore Al, Nashwille, " Contractors
R ioh JL @ QuickAdd ¥
|85 Jobs Steve, Cupertino, CA Pe%D:‘":I a7 - || @)/ Insurance - i
: a Jobs Steve, California e 0,
E Microsoft Corporation, Redmond, WA L8] Date Type Info Ow... Text b
bls
_____ | x]11/21/2000 Docum... Letter.docx L Letter &
x -
-%
| Lt LA
. : jI - an A
‘,l,-‘l_l_-.l,l.‘ A
Adobe|
_— M
e T B e i e s Califom_ [
C:\Users\LiDocuments\ etter. docx - [
Action: Create a Link to Document =l -
QuickFilter: - Date: 11/21/2010 [F~
- - - - Title:  Letter
Copyright ©2010 JL Inc. All rights reserved. www. law.com R d for 5 User(s)
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IMPORT AND EXPORT 135
Import and EXPOI‘t R BTN - WinVou® Law2010 FREE Trial Version  Contact: AlGore ‘ [E=TEER
YOU W|" ﬁnd the Wizard |n the menubar Contacts' —/ Clients / Cases / Projects | Contacts L Work Screen TimeSheet Document Calendar Billing Tools E @
= g Favorites ¢ " Modify Y
Import ﬁ D J - @ “ Filter 7% Delete gg -E=I
Person Company Cgﬁ:ct CE?;;?IC: IE:;.\EZ:I:( 4 Refresh oihMap [ Security gggrr“tt Mh::glnle
You can import data from Microsoft Outlook or directly from a file o Add = P R
database. Following formats are available:
e Qutlook Contacts (you have the possibility to select the
Outlook Contacts folder)
¢ File formats like csv, txt, doc (Word), xls (Excel), odt (Open Office),
htm, xml... T ——— = |
e Database formats like mdb (MS Access), Paradox, DBase, Advantage, mport and Export Wiz -
DBIsam, windows address book, Skype log or any other database via Choose an action to perform:
ADO Connection

Import Contacts to WinYou Law Contacts

Export WinYou Law Contacts to Excel

Export WinYou Law Contacts to Qutlook Contacts
Word Mail Merge with WinYou Law Contacts
Import Clients and Contacts to WinYou Law

You can control the result in WinYou Law directly and have the pos-
sibility to undo the import (keep the import dialog open). You can
import clients and contacts at the same time or generate clients
autmatically from your contacts ().

=

Description:
EXpOI‘t Import Outlook Contacts to WinYou Law from a spedfic
Cutlook folder
Following possibilities are available:
e From WinYou Law Contacts to Outlook Contacts (you can select the -
Outlook folder)
e From WinYou Law Contacts to Excel page 144 pe— [ — J ’ —
e From WinYou Law Contacts to Word Mail Merge (all automatic, you can
directly create the text and insert WinYou Law fields like name or address) - - g

WinYou Law contains much more fields as Outlook, therefore not all
fields in WinYou Law will be found in an Outlook Contact.

Copyright ©2010 JL Inc. WinYou Law® 2010 Manual
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Import Outlook Contacts

1. Select “Import Outlook Contacts
to WinYou Law Contacts”

and click on “Next”

Select the Outlook Contacts folder

Click on the “Import” button

Before you close this dialog, switch

to WinYou Law and check the

imported contacts. If you are not
satisfied you can switch back to the
import dialog (shown here) and click on
the “Undo Import” button to undo the
import.

Copyright ©2010 JL Inc.

e

Import Contacts to WinYou Law Contacts

Export WinYou Law Contacts to Excel

Export WinYou Law Contacts to Qutiook Contacts
Word Mail Merge with WinYou Law Contacts

Import Clients and Contacts to WinY: s
Import Qutlook Cor_

Choose an Outlook Contact Folder:

Description:
Import Outlook Contacts to Win'You

IMPORT AND EXPORT 136

Outlook folder - Deleted Ttems
- Inbox

- Quthox

- Sent Items

- Calendar

| Contacts |

- Journal

- Motes

»

Description:
Loading Cutlook Folders OK

Contacts have 3 Contact [tems
Contacts have 3 Contact Items

< Back H Next >

s

We are now ready to import:

Clients / Cases / Projects | Contadts [ Work Screen

TimeSheest  Document  Calendar  Billing  Tools

Journal: \A\IA =

++ Apple Inc. |:|
++ Micrasoft Corporation &= =
++Gore Al View Contact Co

Finished.

Hew  Hew
Person Company
Add

ntact

Contact Details Network &

View

¢ Favorites Q
Shi

7 Filter
ow
Refresh  on Map

7 Modify

7< Delete \g @I
; Import  Mail
¢h Security | Export Merge
Management Taols

Switch to WinYou Law f Contact Explorer

and check the imparted contacts before you

dose this dialog.
Click on "undo import™ to undo the import.

Search:

(=83 Contacts [ Addresses
Apple Inc., Cuperting, CA

8 core Al, Nashwile, TN

{8l Microsoft Corporation, Redmond, WA

@ WinYou Law Free Trial All functions are enabled (limited number of records). ‘ First Steps Gmde‘ ‘ Order WinYou Law ‘ ‘ Enter Registration Keys ‘ X
#x T

O E—

8] Address Information More Details | 53 Contact Network

Copyright ©2010 JL Inc. All rights reserved. www.winyou-law.com Free Trial Version ACTIVE

= = o Microsoft Corporation IFE| Modify
One Microsoft Way
Englsh - Redmond, WA 98052-7329
Name: Microsoft Cooration
Nasdaq: MSFT
Greetingline: Dear Sir/Madam -
[ Address | = Research | & Contact Persons
Street One Microsoft Way - [ETel ~
Business (452) 8828080 [
5 Fax
Courtry: USA - Business  (452)706-7329 =4
ZIP/Postal Code: 980527229 E] EMail 1
Business  info@microsoft com =
Ciy, State Redmond, WA 5 Internet
Webste  www.microsoft.com )
hnfo http-#moneycentral msn com/detailstock_aud...| +

WinYou Law® 2010 Manual
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Import Contacts from a file or database

e R

1. Select “Import Contacts to WinYou Choose an action to perform:
Import Outlook Contacts to Win'You Law Contacts

Law Contacts” and click on “Next” - . 't Contacts o Win¥ou Law Contacts

IMPORT AND EXPORT 137

Export Win'You Law Contacts to Excel
Export WinYou Law Contacts to Qutlook Contacts
Word Mail Merge with WinYou Law Contacts

[ Import Contacts ] |Undo import|

Description:
Import Contacts to WinYou Law dire
database (txt, csv, Excel, Word, Ad
Access, ¥ML...)

2. Click on “Import Contacts” button

[ <Bak ][ met> | [ cancal

L LT

File Format
This wizard allows you to specify details on how you would like to import data. Please select the file
format of the data you would like to impaort.

3. Select import format

ext file (= txt) ) Paradox file (*.db)
) Word file (*.doc) () DBase file (*.dbf)
) M5 Windows dipboard S Access database (*.mdb)

() HTML file (=.htm; =, html)
ML file (*.xml)
Windows Address Book (*

Calendar Data file {*.vecs
cel file (*.xs) dvantage table (*.adt) () Skype log (*.dbb)
() Lotus 1-2-3 file (=.wk1) () DBISAM table (*.dat)

PSS file (*.sav) File Name
penOffice spreadsheets (*.odt) Select the file that contains the data you would like to import.

() M5 Qutlook

< Impart from File:

4. Select file / folder (or database) i % el =
File Origin: Trim values:
[Nt (windows) - Nane -

[ < Back H Next = ][ Cancel

Copyright ©2010 JL Inc. WinYou Law® 2010 Manual
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5. Select delimiter (txt file)

6. Select data formats

7. In the file preview click on a

header and select a corresponding
field for the WinYou Law database

Do this for all fields that you want
to import

When finished click on “Next”

Copyright ©2010 JL Inc.

Text Settings

Delimited - Characters such as comma or tab that separate each field
(") Fixed Width - Fields are aligned in columns with spaces between each field

Field delimiter
) Tab
) Semicolon (G)

(") Other symbal:

[

Select the appropriate delimiter used to separate the fields in the data file.

Text qualifier: ~

Record separatnr:

-

Impo;

File preview

The wizard has made some guesses about where your field breaks occur, If they are not correct,
you can make adjustments now.

IMPORT AND EXPORT 138

e R =

Data Formats
Define additional options for the data file.

Firstrow: 1

Lastrow: Show file header

Dates, Times and Mumbers

Four Digit Years
Leading Zeros in Dates

Date Defimiter: f

Decimal Symbal: .

Thousand Separator:

Currency Symbal: §

Logical values: True False

Time Delimiter:

Field1 +

4
:

2 105
3 109

1
1
1

Field2

<

Gore

Field3 -+

Fielda +

Fields

- Fie

Field3

Number
Mr_Mrs
Title

Initials
JobTitle
Greeting

Street

!

Company
Firsthame
MiddleMName
LastMName

Line

Import Wizard

File preview

WinYou_Contacthlo
WinYou_ProjectNo

SR, R, —oEs

The wizard has made some guesses about where your field breaks occur. If they are not correct, you can make adjustments now.

B4 Field1

« N

2 105
3 109

~ Field2 ~ Firsthame ~ Lasthame -~ Company - Street ~ Field7 « Field8 ~ Field9
Apple Inc. 1 Infinite Loop 95014 Cupertino, CA  USA
1 Microsoft Corporation  One Microsoft Way 98052-7329 Redmond, WA  USA
1 Gore Al 2817 WestEnd Avenue 37203 Mashwille, TM usa

»

Specifications...

[ <Bacc | [ Mext> ][ Concel |

WinYou Law® 2010 Manual
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IMPORT AND EXPORT 139

Mappings
Set field mappings to specify the correspondence between fields in the source and destination files.

On the next screens you can
check the results. Use “back” to

Please check your data before importing.

H d Destinatio Sol
correct anything before the final nation urce %
import to WinYou Law (with the rber ,':
w " Mr_Mrs Company Firstiame Lasthame Street
Execute” button T =
e 1 1 Infinite Loc
o Fickd ~ 2 Marosoft Col One Microsot
FirstMame Field3 r 3 Gore al 2817 WestE
MiddleName r
Initials r Summary
JobTitle r We've gathered all the information the wizard needs to import your data. Please dick Execute to
i begin the import process.
Greetingline r
Street Fields r
Import mode

Append: add records to the destination table

Update: update record in destination with matching record from source
Append/Update: if record exists in destination, update it. Otherwise, add it
Delete: delete records in destination that match records in source

Copy: delete all records in destination, repopulate from the source

Append New: add records only if they are not in destination table

< dolon. e inor owenk o |
Before you close this dialog, switch '
to WinYou Law and check the

imported contacts. If you are not - LT
satisfied you can switch back to the - Ho of contacts found: 3

Importing:

import dialog (shown here) and click on ++ Apole Inc.

[ <Back | [ Mext> ||£| [ Eeate |

Clients / Cases /Projects | Contacts | \WorkScreen  TimeShest  Document  Calendar  Biling  Tools 7@

++ Microsoft Corporation 8= Hifectic Q R Mol 85 I@ .
the “Undo Import” button to undo the e Lo o
p T New  New View Contact Contact show || Import  Mail
. Finished, Person Company | Contact Details Network & Refresh onMap || i Security | Export Merge
Im port. Add View Management Tools
Switch to WinYou Law / Contact Explorer: ) i *
_ ﬁed ﬂ"le \mported contacts befwe you @ WinYou Law Free Trial All functions are enabled (limited number of records). | First Steps Guide | | Order WinYou Law | | Enter Registration Keys

dose this dialog. i Contact Expl & X ] Contact: Microsoft Corporation
; '] Contact: Microsoft Corporation X | 4rx
Click on "undo import™ to undo the impart. ? = ki =
Q | Project Explorer | &2] Contact Explorer (83 Adcress Information

More Detais | %3 Contact Network

Search: [0 search ”5’ \W\ Microsoft Corporation ad Modiy
{8 Contacts / Addresses G i — ©One Microsoft Way
il Apple Inc., Cupertino, CA Engish  ~ Redmond, WA 98052-7329
8 Gore Al Nashnile, TH
[ Microsoft Carparation, Redmand, WA
Name: Microsoft Comporation @
T NasdaqMsFT Codes Business. Newslet!

Greeting line:  Dear Sir/Madam -

[ Address | ) Research | & Coniact Pemons

Street One Microsoft Way NEEE -

A Business  (452) 882-8080 [=]

| Fax

Courtry: UsA M Business  (452) 706-7329 =4
ZIP/Postal Code: 960527329 = Enail 1

Business  info@microsoft.com [=)

Cay. State Redmond. WA =) o

Websts  www.microsoft.com (=)

. Info hitp:/imoneycentral.msn.comidetalistock_qud,..| ~
QuickFilter: -

Copyright ©2010 JL Inc. All rights reserved. www.winyou-law.com Free Trial Version ACTIVE _—_I
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IMPORT AND EXPORT

Import Clients and Contacts from a file or database

1. Select “Import Clients and Contacts
to WinYou Law” and click on “Next"”

2. Click on “Import Contacts and
Projects” button

3. Select import format

4. Select file / folder (or database)

Copyright ©2010 JL Inc.

e

Import Outiook Contacts to WinYou Law Contacts
Import Contacts to Win'You Law Contacts

Export WinYou Law Contacts to Excel

Expart Wi w Contacts to Outiook Contacts
ith WinYou Law Contacts

database (ty
Access, XML

File Format

This wizard allows you to specify details on how you would like to import data. Please select the file
format of the data you would like to import.

@ Text file (= txt) () Paradox file (*.db) (71 HTML file (*.htm; =, html)
ord fle (=.doc) (7 DBase file (*.dbf) ) XML file (=.xmi)

S Windows dipboard () M5 Access database (*.mdb) () Windows Address Book (*
() ADO connection () VCalendar Data file (*.ves

cel file (%.xs) () Advantage table (*.adt) () Skype log (*.dbb)

otus 1-2-3 file {*.wk1) () DBISAM table (*.dat)
uattroPro file {=.wg1) () Clarion table (*.dat)
P35 file (*.sav)

penOffice spreadsheets (% odt)

() M5 Outlook

L FR—

File Name
Select the file that contains the data you would like to import.

Specifications. .

Import from File:

140

,

C:\Users\IL\Documents \ADDR_EXPORT. txt

File Origin: Trim values:

[anst (Windows) - None

[ < Back H Next > ][ Cancel
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-
Import Wizard

Text Settings

5. Select delimiter (txt file)

6. Select data formats

() Other symbol:

Select the approprigte delimiter used to separate the fields in the data file.

)| Delimited - Characters such as comma or tab that separate each field
() Fixced Width - Fields are aligned in columns with spaces between each field

Record separabor:

Text qualifier: ™ -

i

Import Wizard

=

In the file preview click on a
header and select a corresponding
field for the WinYou Law database

Do this for all fields that you want
to import

When finished click on “Next”

Copyright ©2010 JL Inc.

mport Wizard

File preview

you can make adjustments now,

Ef Feldl -

+ O

2 105 1
3 109 1

The wizard has made some guesses about where your field breaks accur. If they are not carrect,

Field2

Data Formats
Define additional options for the data file.

Firstrow: 1
Last row: [ show file header

Dates, Times and Numbers

Four Digit Years
[ Leading Zeros in Dates

Decmal Symbol: .

Thousand Separator:

Currency Symbol: §
Date Delimiter: /

Time Delimiter: :

Logical values: True False

- Field3 riotaa — -
Field2 Phonedssistant

PhoneOther

ProjectMame
FaxPrivat

ProjectMumber
Gore ProjectFiling

FaxBusiness
Internetinfo
InternetWebSite
WinYou_ContactMNo
WinY¥ou_Projectho

Projectinfo
ProjectDescription
ProjectStart
ContactMumber
Mr_Mrs

Title

Company
FirstName
MiddleMame

[ LastName
Initials

JobTitle
GreetingLine
Street

Zip

City

State
CountryCode
Country

Motes
EMailPrivat
EMailBusiness
PhonePrivat
PhoneMobile
PhoneBusiness

WinYou Law® 2010 Manual
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8. 1In the next screens you can

check the results. Use “back” to
correct anything before the final
import to WinYou Law (with the

“Execute” button

If you do not have a Client Name,
keep the ProjectName field empty.

Import Wizard

File preview
The wizard has made some guesses about where your field breaks occur, If they are not correct, you can make adjustments now.

@ Field2 « LasthName » Firsthame » Company - Street - Zip

-

IMPORT AND EXPORT 142

City ~ ountryCod~ Gre

11 Apple Inc. 1 Infinite Loop 95014 Cupertino, CA  USA Dear|
21 Microsoft Corporation  One Microsoft Way 98052-7329 Redmond, WA  USA Dear
31 Gore Al 2317 West End Avenue 37203 MNashwile, TN USA Dear
4 [ 3
Specdifications... [ < Back ] | Hiend o | [ Cancel

TIP: If you leave the ProjectName (Client Name)

field empty, the import wizard will fill the
ProjectName automatically.

Copyright ©2010 JL Inc.
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we've gathered all the information the wizard needs to import your data. Please dick Execute to
begin the import process.

Import mode
Append: add records to the destination table

Update: update record in destination with matching record from source
Append/Update: if record exists in destination, update it. Otherwise, add it
Delete: delete records in destination that match records in source

Copy: delete all records in destination, repopulate from the source

Append New: add records only if they are not in destination table

E[ <Back || Mext> | [ Excate

2 3 WinYou® Law 2010 FREE Trial Version - Contact Microsoft Corporation

Clients / Cases /Projects | Contacts l Work Screen TimeSheet  Document  Calendar  Billing  Toals [ @

5 I = [Z Favorites 7 Modi
5 Ty
7 Filter 7K Delete
View Contact Contact show | . Import Mail
Contact Detsils Network @ ReffesN onhap | % Security || Buport Merge
View Management Toals

New
1 ] WinYou Law Free Trial Al functions are enabled flimited number of records). ‘ First Steps Guide ‘ | Order Winfou Law ‘ ‘ Enter Registration Keys

9. Before you close this dialog, switch | mport Contacts and Projects || Undoimort
to WinYou Law and check the . Tourmal
imported clients and contacts. If you are not \ P i
satisfied you can switch back to the piiiacuieanEsie)
import dialog (shown here) and click on Finshed.

Person Company
Add

Search G Microsoft Corporation 8 Modfy
,. Company  ~ .
(-85 Contacts f Addresses One Microsoft Way

8 Apple Inc., Cuperting, CA Engish  + Redmond, WA 98052-7329

A\ ” Switch to WinYou Law / Contact Explorer:
the “Undo Import” button to undo the e e Bonimmen
. I't Switch to WinYou Law Project Explorer:
im pO - check the imported dients e
before you dose this dialog. Name: Wicrosal: Corporation @
Click on "undo impert™ to undo the import. T MNasdag:MSFT Codes Business. Newsletl

Owner oL

Greetingline:  Dear Sir/Madam -

]
(=1 Address
Fini I [ [ Rescarch [ & Contact Persons
Street One Microsoft Way - [@Te ~
Business  (452) 332-3030 =
. T lam
Country: USA v | Busiess  (452)706.7329 = A
ZIP/Postal Code: 980527329 RIE== 1
Business. om =
Gy, Stete Redmond, WA 5
Websie  www.microsoft.com (=
info msn. d...|

Copyright ©2010 JL Inc. All rights reserved. www.winyou-lsw.com Free Trial Version ACTIVE
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Export WinYou Law Contacts to Excel

Choose an action to perform:

IMPORT AND EXPORT 144

oo

Import Outlook Contacts to WinYou Law Contacts

Import Contacts to WinYou Law Ci

1. Select “Export WinYou Law Contacts to
Excel” and click on “Next”

on
Word Mail Merge with Wi
Import Clients and Con

Description:
Export WinYou Law Con

2. Follow the instructions on screen

< Back

T I R el TR T e

ontacts
el

We are now ready to generate data:
Only with Addresscode: Outiook = JL

Generate Data

Journal:

e

We are now ready to generate data:
Only with Addresscode: Outiook = JL

Generate Data

Journal:
Deleting -
Selected all Addresses
Filing Table ADDR_EXPORT with data...
3 Records created
Finished generating data

ot

We are now ready to export:

Export and show data in Excel

Journal:
Ready to show 3 Addresses in Excel

e

W Insert Page Layout Formulas Data Review View Add-Ins Team Design & 0 = e 22
IE & Calibri 1 ov AN AT %] - S Wrap Text General - ﬁ @ =] :;,\ E AutoSum ~ %r [ﬁ I < Back I | Next = | [ Cancel
4 < - @ _
Pafte ) B 7 U- EE Merge & Center $ - 9 s | %00 IEcJOr':ndaltEII:%rl;al' af?;rﬂfet- st;?;- Ins'ert Delvete For'mat B@ErTs ;?tr:ra'a ;IeT:ct&-
Clipboard & Font [F] Alignment [F] MNumber [F] Styles Cells | Editing
AL - | v
A B & D E F G H I J K L M :
1p - hd hd hd Compa - ee hd PostalCodkd hdl Co hd Salutatio hd HomePhoikd B essPhorfd ob Phord A
B 102 1 Apple Inc. 1 Infinite Loop 95014 Cupertino, CA USA Dear Sir/Madam (877) 412-7753 (87
3 105 1 Microsoft Corporation  One Microsoft Way 98052-7329 Redmond, WA USA Dear Sir/Madam (452) 882-8080 =
4 109 1 Gore Al 2817 West End Avenue 37203 Nashwille, TN USA Dear Albert Gore
5
6
7
8
g
10
11 i
M < » ¥ | Sheet1 ~Sheetz . sheets . FJ o] I | v |

Ready

Copyright ©2010 JL Inc.
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Export WinYou Law Contacts to Outlook  (imporam o
epon oot Conmc IO

We are now ready to generate data:
Only with Addresscode: Outlook = JL

Generate Data

IMPORT AND EXPORT 145

Choaose an action to perform:

Import Outlook Contacts to WinYou
Import Contacts to WinYou Law Con
Export Win'You Law Contacts to Excy

Just follow the instructions in the dialogs

Import Clients and Contacts to WinY,

Description:
Export WinYou Law Contacts to a O
Folder

oo

We are now ready to generate data:
Only with Addresscode: Outiook = L

Generate Data

Journal:
Deleting e
Selected all Addresses

Filling Table ADDR_EXPORT with data...

3Records created
Finished generating data

oo

Choose an Outlook Contact Folder:
4 -jl@jd.ch

o
- Deleted Items F|
- Inbox =
- Qutbox

- 5ent Ttems
- Calendar

Export WinYou Law Addresses to Qutlook Cmml

We are now ready to export:
- Contacts
- Journal [ﬁ Export WinYou Law Addresses to Outlook leadi

Description:

Loading Outlook Folders OK
Contacts have 3 Contact Ite

We are now ready to export:

Journal:

i{eady to export 3 records : g

Journal:
Ready to export 3 records
++ Apple Inc.

++ Microsoft Corporation
++ Gore, Al

Net> Frshed

Contacts TMicosoftOutook L o )
Home  Send/Receive  Folder  View | Tasklist a @
: 1 3 4 B2l eeting J v;\ ¥ Today W Mext Week Categories ¥ Start Date N3y |,N" DD (& private
o - - = ¥ Tomorrow ¥ No Date = P T - "3‘—" I ¥ High Impertance
Open | Reply Reply Forward Hi e Mark  Remove —|| Move OneNote | Categorize
Al ko Complete from List | & This Week ¥ Custom Folder Tupe Importance |- # LowImportance
Open | Respond | ManageTask | Follow Up | Arrangement | Adtions | Tags |
<
4 My Contacts >
e [search contacts (ctri~E) P 4 4 November2010
fugeseee Tim SuMo TuWe Th Fr Sa
8 Contacts Apple Inc. Gore, Al Microsoft Corporation u a1 5 6
{83 Suggested Contacts § i "
Apple Inc. Al Gore Microsoft Corporation 2 ToE e i i
[B77) 4127753 Work [452) 882-8080 Work eh 14 15 16 17 18 19 20
Mobile Work Mobile 2122232425 2% 27
Home ) Mobile Home i-l %2930 1 2 3 4
(877) 4127752 Mrs. Smith Assistant Home Assistant e e 5 o
Assistant
infa@apple.com info@microsoft.com o
1 Infinite Loop One Microsaft Way
Cupertino, CA 95014 2817 West End Avenue Redmond, WA 98052-7329 uw
www.apple.com Nashwille, TN 37203 wwnw.microsaft.com No upcoming appointments.
xz
EEEEISIEILE S
ftems:3 | =T e —— L
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Word Mail Merge with WinYou Law Contacts
o e e

Follow the instructions in the dialogs.
The table with contact data is automatic

linked, just start to insert Merge fields.

Also the Address Block is automatically
filled!

Mid9-6= " Documentl - MirosoftWord

o ot o] ! _
Word Mail Merge
Import Outlook Cont] B

We are now ready to genes

E:

Word Mail Merge wit]

Import Clients and C

We are now ready to generate data:

Only with Addresscode: Outlook = IL

Desaription:
Word Mail Merge wit]

automated, you can) EEEREERE Export WinYou Law Addresses to Ward Mail Merge
in your document)
Journal: We are now ready to export:
Deleting

Selected all Addresses
Filling Table ADDR_EXPORT
3 Records created

Finished generating data

Ready to show 3 Addresses in Word Mail Merge -

I « Bagi ] | Next >

Home Insert Page Layout References Mailings Review View Add-Ins & 0
= g8 a4 = 5 5 oD | Errutes~ z W41 bW
= ks = =8 e . _— -
g Match Fields Find Recipient
Envelopes Labels = Start Mail Select Edit Highlight Address Greeting [Insert Merge Preview Finish &
Merge = Recipients ~ Recipient List | Merge Fields Block Line Field ~ 4] Update Labels | Results I% Auto Check for Errors | perge -
Create ‘ start Mail Merge | Write & In| AdrN | 5 = = =
e | H9-0l+ — Documentl —'M'ncmsnﬂWma_ E-Eh
Userhao
Home Insert Page Layout References Mailings Review View Add-Ins @ 0
LastMame
Firsthame = =R E7 D D D b [Ep rutes - H 41 oM
= ¥ L 58 [ B . . .
I + Match Fields Find Recipient
ampany Envelopes Labels | Start Mail  Select Edit Highlight Address Greeting Insert Merge Finish &
Strest Merge~ Recipients  Recipient List | Merge Fields Block  Line Field= (8] Update Labels 2 Aute Check forErors | perge -
PostalCad Create | Start Mail Merge | Write & Insert Fields | Preview Results | Finish |
ostalCode
«AddressBlock» city lix)
-
Country
Salutation
. HomePhone
«Salutation»
BusinessPhone
| MabilePhone
AssistantPhone
HomeEMail
Applelnc.
BusinessEMail
Webl Cupertino, CA 95014
Web2
Page:1o0fl | Words:2 | <3  English [U.5,)
Dear Sir/Madam
Page:1of 1 | Words:7 | <3  English [U.5) B s (=——0—(F)
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