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Introduction

Welcome tdP LegalDock™ LegalStar'sfull-featured intellectual property docketing st Whether
you work for a corporation or law firm, large or alin with IP LegalDock you can easily manage and
track a variety of intellectual property matters amer 200 countries. The program automatically
calculates many due dates for you, but also allgousthe flexibility of entering your own actionsdan
due dates as well. You can track conventionaldahies as well as critical due dates, which we refer
as "statutory bar dates" or "StarBar" dates. Yam also program reminder dates for any action. Our
primary goal is to help practitioners avoid missidge dates associated with intellectual property
matters. To this endP LegalDock includes the patent-pendii@jarBar alert system. Whenever you
switch from screen to screen liR LegalDock the StarBar automatically scans the entire database of
StarBar dates, and displays a color-coded reprasemtof the most urgent actions. The most clitica
due dates are displayed in red, the next mostariire displayed in yellow, and a gregtarBar
indicates all is calm. The program is preprogramreegroduce a variety of docket and portfolio
reports, and you can easily create custom repertgefi. You can even udf LegalDockto measure
workload and productivity, and to better managekfiow.

Installing IP LegalDock™

To install IP LegalDock™ simply insert the CD into your CD ROM drive. Yocomputer should
automatically detect the CD and begin installatidhyour computer does not automatically deteet th
CD, selectStart, click onRun, and type x:/Setup, where "x" is the label of yGID drive.

System Settings Required FolP LegalDock™
Before you can rumP LegalDock you need to set the Display Properties on younpmgder to "Small

Fonts". ThelP LegalDockscreens contain so much information, that a sfoall display is required.
There are two different ways to set your compu@isplay Properties:

Method 1:

1. Right-click on your Desktop;

2. Select "Properties”;

3. A screen entitled, "Display Properties” will gap. Select tab labeled "Settings";
4, Click "Advanced ..." button;

5. Set Font Size to "Small Fonts";

6. Click "OK".

Method 2:

Click "Start" on Desktop;
Select "Settings”;

Select "Control Panel";
Select "Display”;

Follow Steps 3-6 above.

agrwnbE

You also must be sure that your system taskbidO$ set to "Always on top" or "Auto hide" (check
this by clicking on "Start", "Settings" and "Taskl&aStart Menu".



Opening IP LegalDock™ For The First Time

To openlP LegalDock Double-click the LegalStaricon on your desktop. Once launct
* the LegalStarmain screen shown below will appear, allowing yowhoose théegalStal
application you want to run. The first time you tilne program, you should select "System-
Utilities" to set up your home firm, users and passls.
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System Utilities

Before entering the program, you need to appoi8ystem Administrator. The System Administrator
has the highest security clearance level, and titieodaty to designate security levels of othersheT
System Administrator can also change any systene-wettings through the System Utilities screen.
Upon launching the System Utilities function frohetmain screen, the following Administrative Login
screen appears. Use the screen below to entestan$yassword, which enables initial program setup.
The first time you launch the program enter the wod LegalStar(exactly as shown) the System
Password. You can later change the System Password usen§yhtem Utilities to any word having 15
or fewer characters.

mﬁdministrative Login E3

Pleaze enter the System Pazsword:

(1] 4 I Cancel | Help I




Once the System Password is entered, the Systditietscreen shown below appears. Although there
are many different utility functions, there are yma few that you should set initially. These inaud
"User Manager", “Move Data Files” if you do not wdhe data files to be located in the same folder a
the application, “Set Data Path”, “Edit Home Firarid 'StarBar Settings".

Data System ‘User
Utilities Utilities Utilities

Import Data Files {88 Change Default Screen
M Export Report Data StarBar Settings Printer Settings

Repair Data Files & User Manager Set Data Path

Move Data Files Set System Password Version Information

Backup/Restore Files

User Manager

Click on the "User Manager" button to assign usames, passwords, and security levels and to edit
them when necessaryP LegalDockcomes preprogrammed with a five-user license. celepou will

be initially limited to five users. Additional kmnses can be purchased. The procedure for entering
Users is as follows. Upon clicking on the User Miger button, the following screen will appear. To
enter a new user, click on the "New" button. ErdgetoginName and Password and then Confirm
Password. (Initially, LoginNames and Passwordsaasggned by the System Administrator. Individual
users can and should later changes their passwaktgpasswords are encrypted. If a user loses or
forgets her password, that user must be deleted fh@ system and then re-entered.) The LoginName
and Password can be 15 characters or fewer anchotagontain spaces. In the screen shown below,
user Mike has been entered.



Once a User name and Password have been entesededessary to set the security level for tharUs
There are four Security Levels available. In dadagy order, the Security Levels and rights assedia
with those levels are as follows:

Docketing System Administrator: Full rights to enter, modify and browse data. @an
user access and rights. Can SerBar settings, modify home firm information, control al
data utilities, change system password. You musigdate at least one Docketing System
Administrator.

Docketing Data Manager: Same rights as Docketing System Administrator, bat
authority to chang&tarBar settings, home firm information or system password

Docketing Manager: Rights to enter information and change user gttsuch as default
screen, printer settings and view version infororati

Read Only User:Browse only capabilities (cannot change data).

In the screen below, user Karen has been enterbdesmignated as the Docketing Manager.



Once the user name and security level has beeclsstk the "Active" box and hit the "Save" button.
The newly entered user name will appear in the listebox as shown in the screen below, which also
shows the next user Bob being entered with a Redyl $2curity level.



Move Data Files

If you are runningP LegalDockon a single computer, non-networked, you can #kgp“Move Data
Files” and “Set Data Path” sections and go direitlthe “Edit Home Firm”.

If you are working on a network, the “Move Datadsil button is used to copy the data files to a
centralized folder on your server. Moving youraléites should be done fromsangle workstation
before any data has been entered into the progrEme. destination folder should be accessible to all
users. All users should also have full rights grssdl to the destination data folder. To move th= d
files, simply browse to find the new Target PathDatabase File(s) as shown below. Once you salect
data target destination path, simply click the "Moutton.



Set Data Path

After the data files have been moved, each uset seishis or her own data path to the central data
folder. You should check the data path the firaetyou log into the program by clicking on “Utiés”

and then selecting “Version Information”. To ské tdata path, click on the "Set Data Path" button
under the "User Utilities". The following screernllvappear. Select or enter the desired data path
click "OK".

Edit Home Firm

Click on the "Edit Home Firm" button to set up ydaw firm or corporate identity. The program will
place your home firm name on the program screed®arvarious reports.



StarBar Settings

The StarBar (described in detaihfra) is a color-coded graphical representation ofcdititcal (statutory
bar) due dates on your docket. The matters agedomth critical due dates are displayed as drlks
grid. The most critical matters appear in red #mase a little less critical appear in yellow. The
StarBar is preset to display red critical dates five (ysl before they come due, and yellow critical
dates thirty (30) days before they come due. Ghickhe "Chang&tarBar Settings” button to change
these settings. Changing tB&arBar settings will change the color-coded representatiball critical
dates in the system, including those entered aledleéed beforehe change was made.

Exit the Utilities Screen

Once you make the initial settings outlined aboxm should exit the Utilities Screen. Upon exiting
you will return to the Main Screen where you caedehe module you wish to use. If you also hive
LegalForm(the world's most popular electronic intellectpabperty forms program) installed on your
system, you can launch? LegalFormdirectly from the main screen. YollP LegalDockchoices
include IP LegalDock Trademarkex partg¢ (trademark applications and registratiori®);LegalDock
Trademark (inter parteg (oppositions and cancellationd LegalDock Patent(ex partg¢ (patent
applications); IP LegalDock Patent(inter parted (interferences and oppositiond LegalDock
Copyright(copyright applications and registrationi$);LegalDock Litigation(litigation matters); antP
LegalDock Genera{general matters). [Note that all modules areaparational in early versions &
LegalDock] For illustration, the following instructions demstratd P LegalDock Trademark (Ex parte)
as an example. Once you click on tReLegalDock Trademark (Ex part&utton, it is necessary to
verify your user identity in order to access thegram.
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User Verification

For security purposes, it is necessary to enter ysar name and password every time you enter the
program. In entering your name and password, ymuld first verify the date and time, since the
program keeps track of the date when records vesteshtered, and the user who last modified a decor
If the time and/or date are incorrect, you can geaerither of them by clicking on the "Change
Date/Time" button. You can also change your pasdwg clicking on the "Change Password" button.
Once your user name and password have been erdeckgpu have verified the time and date, click on
the "Login" button to accedB LegalDock Trademark (Ex parte)he following screen will appear:

11



Change User Password

If the current time and date are correct, enterr ydser Name and Password and click the "Login"
button to access the program. The first time a aseesses the program it is recommended that she
change her password. Note that, once the usewpekss changed, even the System Administrator
does not have access to the changed passwordhahge a user password, simply click the "Change
Password" button and the following screen will appe

Change Date/Time
If the date and/or time are not correct, you shalldnge them by clicking on the "Change Date/Time"

button. Note that changing the date and/or tim@ihegalDockalso changes the system clock on your
computer and therefore affects all other programs.

12



The StarBar Screen

The patent-pendin§tarBar shown below is the first screen you see uponnigitthe "Login" button on
the User Verification screen. TH&tarBar is a novel early warning system, designed to ajett to
impending due dates. Operation of 8tarBar is simple. TheStarBar is a grid containing many cells.
Each cell represents an intellectual property matié a critical due date (we call it a "statutdogr
date" or 'StarBar date") is within a first predetermined time perfooim the current date (e.g., 30 days)
the cell associated with the matter having $t@Bar date turns yellow and the matter number appears
within the cell. If aStarBar due date is within a second predetermined tim@@drom the current date
(e.g., 5 days) the cell associated with that matters red and the matter number appears withicehe
Cells associated with matters "under control”, withimpending critical dates appear in green (matte
numbers for these "green” matters do not appedninmibe cells). To access an urgent matter, simply
click on the cell and the program will take youeditly to the affected matter, where the action ireay
attention will appear in color (red or yellow) dmetActions screen. As a visual aid, egalStarstar
logo, which appears in the upper right on the Bild Actions screens, is also color-coded (redpyell
green) to tell you at a glance whether the matberare working on includes a critical due date.

13



Changing theStarBar Settings

You can change th8tarBar settings by selecting the Utilities screen andkatig on the button labeled
"StarBar Settings":

Upon clicking on the StarBar Settings" button, the following screen will appear

Simply input the nevstarBar settings you desire; and select "Save and Exit".

14



Special Notes Regarding th&tarBar

The StarBar refreshes itself every time you move from screesda®en inP LegalDock You must
view theStarBar every time you enter or exit the program. While $tarBar is a very useful tool that
can help you avoid missing due datiesgalStarrecommends that you also use freshly printed tspor
from IP LegalDockto ensure that you stay on top of your dockete StarBar is intended as an "alert”
system, and should not be relied upon as your pyipeactice management tool. In Version 1.QRf
LegalDock the StarBar displays critical due date alerts for all mattefsm wide. Future versions will
be programmable to display only matters for a paldr practitioner, or to display only particulgpé

of matters (e.g., patent or trademark, etc.).

*WARNING***
In Version 1.0 of IP LegalDock the StarBar is capable of displaying a MAXIMUM of 40 matters.
If all forty (40) cells on the StarBar appear in red and/or yellow, you should immediatel prepare,

print and analyze formal docket reports. You may le responsible for other matters, not
displayed, which require your urgent attention!

15



The Five (5) MainIP LegalDock Screens

To ensure user friendliness, there are only fiyen{&in screens itP LegalDock the "File", "Actions",
"Reports”, "Lists", and "Utilities" screens. Eastdescribed in order on the next few pages:

The File Screen

The File Screen is where all general informationudta matter to be docketed is entered. By default
this is the first screen loaded upon launch ofghmgram, although you can set another screen as the
default in the Utilities Screen. Although mosttbe fill fields are self-explanatory, each fill liteis
described herebelow:

Matter Number: Th docket number, matter numbeilerfumber used to identify the matter you
wish to docket.This is a mandatory searchable field (maximum 25 dracters).

Client Reference Number: A reference number used dient to identify a matter.

Client Code: An alphanumeric code used to iderdifrm client. This is a mandatory searchable
field (maximum 25 characters).

Client Name: The name of a client whose matteeiadpdocketed.

16



Owner Name: The owner of the intellectual propentyich is the subject of the matter being
docketed. Note that the owner may or may not bestime entity as the applicant, registrant or tlien
For example, a registrant may assign its trademegistration to another entity, in which case the
applicant/registrant and owner would be differentitees.

Applicant/Registrant Name: The applicant is thatgrthat applies for registration. The registramt
the entity listed on the registration certificatdNote thatlP LegalDockautomatically changes the
"Applicant” fields on the File and Actions screenswitch from "Applicant” to "Registrant” when a
registration number is entered.

Applicant/Registrant Address: The address fieldstli@ applicant/registrantBe sure that you
do not enter the owner's address in these fields, nless the owner happens to be the
applicant/registrant.

Mark: The trademark, service mark, collective mersbip or certification mark associated with the
matter being docketed.

View Mark:  This button enables you to enter, ediview a graphical representation of a mark.
Goods: The description of goods associated watark.
Date of First Use Anywhere: The date the mark was dised anywhere.

Date of First Use in Commerce: The date the mark fivat used in commerce. (In the U.S., this is
the date the mark was first used in commerce Cgsgran regulate.)

Source: The initials of the attorney who brougi thatter into the firm.

Responsible: The initials of the attorney respdeditr this matter.This is a mandatory field.

Billing: The initials of the attorney responsibler fbilling for legal services associated with this
matter.
Paralegal: The initials of the paralegal respomesibt this matter.

Register (US Only): This field indicates whethlee trademark application/registration pertainshie t
Principal or Supplemental Register.

Intent to Use: This check-box indicates whether #pplication is an intent-to-use (proposed use)
application.

Filing Date: The filing date of the application.
Serial Number: The serial number of the application
Filing Jurisdiction:  The jurisdiction (country/séatwhere the application is filed.

Priority Filing Date: The date of filing of an apgdtion upon which priority is claimed.
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Priority Country: The country where the prioritypdipation was filed.
Priority Serial Number: The serial number of thepty application.

International Class: The international class f& gioods or services. You may enter multiple ckasse
separated by commas.

National Class: The national class for the goodsewices. You may enter multiple classes
separated by commas.

Registration Number: The registration number.

Registration Date:  The date the registration issued

Responsible Law Firm: IlP LegalDockis used by a company, then this field is usechtticate
the outside law firm (if any) responsible for thatter. IfIP LegalDockis used by a law firm, this field

defaults to the home firm name. In the case afraidn filed application, this field is used to oed the
name of the foreign law firm responsible for thettera

The "Print", "Save", "Clear", "Search Matters", "De lete Matters", and "Exit" Buttons on the

File Screen

Print This button prints the current File Screen.

Save This button is used to save the currently activétena The "Save" button will not
be enabled until changes have been made to thes anatter. . Note that the program automatically

saves entered data as you move from field to fiekdso, all data is automatically saved (without
clicking the Save) whenever you leave the File &ttte access another screen.

Clear/Cancel Once changes have been made to the active maitebutton will read "Cancel”.
Clicking the Cancel button will cause the matteraweert back to its last saved state. If no chargee
been made to the active matter, the button wilt r&@lear”. Clicking the Clear button will clearl al
entered information from the screen.

Search Matters This button is used to search for matters witRil.egalDock

Delete Matter This button is used to delete the active matteaifoing all associated actions and
due dates from the database.

Exit This button is used to exit the program and retbenuser to the main screen.

18



The Actions Screen

The Actions Screen is where you enter the actiorsetdocketed. Much of the general information you
entered on the File Screen will automatically appedhe fields at the top of the Actions Screefou
may also enter data in all but the "Last Updatéeltd$ on the Actions screen, and these changedwvill
automatically updated on the File screen. In aadito the information which is common with that
entered on the File Screen, there are two unicdsfiat the top of the Actions Screen:

Last Updated By: The user name of the person valsb updated an action associated with this
matter is shown in this field.

Last Updated: The date this matter was last ugdatehown in this field.

Later on in the instruction manual, we will stepuythrough the actual docketing process. For nogv, w
define the column headings and field informationnfd in the table on the Actions Screen, readinmfro
left to right:

Action Code: For easy reference, all actions canabcessed by an Action Code, which is
usually an acronym for the Action description. lEaample, "FRA" is an Action Code for the Action

entitled "File renewal application”. Action Codare accessible via a drop-down box in the Action
Code column.

19



Action: An Action is a task that needs to be acglshed in a timely manner (e.g.,
"Reply to Office Action") or a historical event ¢e. Receipt of Acknowledgment Postcard). Action
descriptions are accessible via a drop-down bdkenAction column.

Base Date: The base date is the date from whendeeadate orStarBar date is to be
calculated (for actions to be taken) or the datenuphich an event occurred. The base date isténe s
date for calculations of due dates. Quite oftha,dase date is the same as the mailing date Offexe
Action from the Patent and Trademark Office.

No.: This field, immediately to the right of tiBase Date field, allows you to specify
the quantity of units (days, weeks, etc.) relatethe docketing of a reminder date.

Units: This field allows you to specify days, weemonths, or years. Note that you can
also enter "none" in this field and "0" in the prding "No." field to force a specific due date mtthan
to calculate a due date.

Reminder Date: A reminder date can be docketedetoind you that an Action needs to be
attended to before a due date. Reminder datebe@neprogrammed by the user (e.g., a reminder one
month after the base date) or can simply be enteydde user.

Due Date: The Due Date is the date upon which @A should be taken, or the date you
expect a historical event to occur. For exampbe, gould docket a response to an Office Action3for
months after the base date. You could also doekdédue Date for 3 weeks after mailing of
correspondence for receipt of an acknowledgmenicpaos (a historical event). Due dates may or may
not beStarBar dates (or statutory bar dates).

SBD No.: Quite often the Due Date is programmea@rasnternal date for accomplishment
of some task. The Due Date may not be the sanzecasical, "drop-dead"StarBar or statutory bar
date (these are all synonyms). If additional timpermitted beyond the Due Date, you can prognam a
extension beyond the Due Date by specifying thentityeof extension periods in this field.

SBD Period: The extension period (days, weeks, hgmtr years) beyond the Due Date is specified in
this field. Multiplying the SBD No. by the SBD Usj and adding this quantity to the Due Date result
in the calculation of th&tarBar Date.

StarBar Date: This is the critical, statutory bar, "drdpad” date. This is the date that appears
on the patent-pendin§tarBar screen. Somé&tarBar dates are automatically programmed for you,
while you may freely program others yourself. Sbdtoday's date” be within preset time periodsof
StarBar Date, the_egalStarlogo on the File and Action screens associated thihaffected matter will
change color (from Green to Yellow or Red, or frofellow to Red), the impending date will also
change color, as will a cell in ti&tarBar Screen itself. Once the Action is "removed”, tiegalStar
logo will change back to green. You can programappropriate "color-change" time periods from the
Utilities Screen.

Removal Date: This is the date an Action is accashpd or an event occurs. For example, this

could be the date an application is filed, a respois mailed, correspondence mailed, or an event
occurred. Removed actions do not appear ostagBaror on printed docket reports.

20



Comments: This free-form field is reserved to wllgou to record appropriate notes or
comments related to a particular action. For examymu might add a comment such as, "Send client a
copy of draft of response before filing."

The "Print", "Save", "Clear", "Delete", and "Exit"  Buttons on the Actions Screen

Print This button prints the Actions Screen.

Save This button saves all information on the Actionge®a that has changed since the last
save. If the Save button is enabled, this indecétat changes have been made to the screen.thdbte
the program automatically saves entered data asnyove from field to field. Also, all data is
automatically saved (without clicking the Save) wéeer you leave the Actions Screen to access
another screen.

Delete This button deletes the currently active cell ia #kctions table. If an entire Action row
in the table is selected, this button will deldtelates and comments associated with that Action.

Exit This button is used to exit the program and retoenuser to the main screen.

21



The Reports Screen

IP LegalDockprovides two general types of reports: Docket Rispand Portfolio Reports. A Docket
Report provides a listing (usually in chronologicatier) of actions to be taken to meet due dates.
Portfolio Report displays an inventory of intelleat property, either for an individual law firmgling

all client property or all property owned by a pautar client) or for a corporation. Thus, if yaant to
organize your workflow and ensure that you medtcali due dates, the docket report is your guitfe.
you want to see a listing of all patents, patenpliagtions, trademark registrations or trademark
applications in progress by your firm, you'll prepa portfolio report. A portfolio report can albe
used to display all intellectual property for atpgardar client.

IP LegalDockis preprogrammed to prepare and print both a MaStecket Report and a Master
Portfolio Report.

The Master Docket report lists all actions forraponsible attorneys in your organization. Thign
excellent way for the senior partner in a law fithee chief patent or trademark counsel in a cotpmra
or a docketing administrator to keep an overvievirai-wide matters in progress.

The Master Portfolio report lists all intellectyaioperty matters in th#® LegalDockdatabase. This is

an excellent way for you to perform in-house auditsl to measure productivity. In future versiofs o
IP LegalDock reports will be provided which further assist youmeasure productivity, workflow and
inventory. For example, law firm reports will tgtbu how many patent applications and trademark
applications were filed in a certain time periodwhmany patents issued, trademarks registered, etc.
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You will be able to track and measure activity byrge attorney and responsible attorney (to detemi
marketing data and workloads).

In addition to Master Docket and Portfolio Reponysu can customize both docket and portfolio
reports. You can assign docket report buttonstiividual responsible attorneys. At the press of a
single button, you can print a docket report forattorney. Similarly, you can program the indivatiu
portfolio buttons to print a report for a particutdient.

Using the "View" and "Print" buttons at the bottainthe screen, you can both preview and print your
reports. Clicking on either "View" or "Print" witisplay the Filter screen shown below:

The Filter screen enables you to limit your reporé specific date range, responsible attorneyntrgu
action or client. After setting your search cigeclick "Continue" to view or print your report.
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Print Preview

You may find it useful to preview your reports befgrinting them, especially when designing custom
reports. An example of a typical docket reportheven below. Note that in the report shown, Reminder
Dates are shown in normal font style; Due Datesshmavn in italics; andtarBar Dates are shown in
bold.

Header Title

Designing Reports

You can create your own custom reports by clickongthe "Design Reports” button. To design your
own report, begin by selecting the type of repbdttyou wish to design. Select either "Docket" or
"Portfolio”.
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When you click on the down arrow located on thepg®&e Name" title box, you will notice all of the
report names that you can modify. The report tildsalso appear on the buttons located on thenmai
report page. Located directly below the Reporiniditle box is a table which contains all of the
available items (goods, filing date, registraticate] etc.) that can be included in a custom repgdu
can then specify the column sort (horizontal aresngnt), column order (vertical arrangement) and
other report parameters as follows:

Column Sort — Clicking the check box next to theested item will cause the report to be sorted in
ascending order according to the selected itenthdrexample shown above, the report will be formed
by first performing a sort based upon due datéig(s the normal type of docket report.) Note @
can select only one item for sorting purposes.

Column Order — You can order the appearance oiténes on the report, from left to right, by setting
the field order. Items set to O will not appeartba selected report. For the example shown alibee,
column items, from left to right, would be as folle: All Due Dates; Action Description; Matter
Number; Client Name; Mark; Registration Number;i&edumber; and Responsible Attorney.

Item Name — This is a read only field which indesathe available report items.

Column Titles — Enter the column titles exactlyyas would like them to appear on the final report.
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Column Width — Set the column width in inches fog paper size you set under printer utilities dooht
for either portrait or landscape reports. If &m has a column width of O it will not appear ba final
report.

Advanced Report Design

To further refine the report click on the "Advanceektings" button located in the lower right of the
screen.

The following tools are available under "Advancétiggs":

Filters - IP LegalDockallows you to filter reports by date, responsibteorney, action, country and
client. Although the filters are preset in the neépiefinition, you can change the filters from tileer
screen which will appear on your screen immediasdtgr you select View or Print from the report
screen. Changing the filters will change them @aremtly for the selected report.

Breakout Reports — This will allow you to group @ategorize the items in the report according to
country, client, responsible attorney or action. &xample of this would be a breakout report for
countries which would list all actions for the WdtStates under a group header titled United States
Table Fonts — Use this setting to set the font aimkfont type for the items within the table cells
Header Fonts — Sets the size and type of the édo¢ tused for both the header and footer of thertep

Header & Footer Text — Unlike the report title, theader and footer text will appear at the top and
bottom of every page, respectively.

Report Title — The report title appears only on fingt page of the report. Use the justificatianttbns
located above the report title to position thestdh the page.
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Page Number Position — The page number can begkitin any corner of the report.

Page Borders - You can choose from no borders,bitiers, column borders and top and bottom
borders. See Appendix A for an example of each.

Page Orientation — Set the report to print in eithportrait or landscape orientation.
Special Settings
IP LegalDockis preset to print reminder dates in normal fdog dates imtalics and StarBar dates bar

dates inbold for docket reports where the "All Due Dates" fielem is selected. These special font
settings help the user differentiate betweerthhee types of dates on the report.
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The Lists Screen

The Lists Screen is where you can view and/or atel information to thi#? LegalDockdatabase.
You can add People, Clients, Actions, and Orgamaaf but you cannot add Countries. IP LegalDock

Premier Service will update the country list whestessary. Each of the individual lists is describe
herebelow:
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The People List Screen

The People Lists Screen is used to enter individisio the database. An individual can be an
applicant, inventor, attorney, paralegal, interoradil associate, etc. Upon entering the last naimee o
person, the program searches to see if that persdgarmation is already in the database. If #heord

is found, the "Found Person" button activates, thedrecord is retrieved for editing. If no matclaes
found, the "New Person" button activates, and togam assumes you are entering a new record. Once
an individual's information is entered, or founduycan print the screen using the "Print Scrn"dyutt
Once information is enteregou must click the "Save" button before exiting. If you make a mistake

in entering information, you can click "Cancel"revert to the previously saved record. If no clesng
have been made to the record, you can click "Cleaclear the screen and start again. You cakk clic
"Exit" to leave the screen. If you try to exit itut saving your data, the program will prompt you
save your data.

29



The Organizations Screen

The Organizations Screen is used to enter orgammzatnto the database. An organization can be a
client, corporation, law firm, etc. Upon enteritigg organization name, the program searches td see
that organization's information is already in ttegadbase. If the record is found, the record isenatd

for editing. If no matches are found, the prograssumes you are entering a new record. Once an
organization is entered, or found, you can prirg #treen using the "Print Scrn" button. Once
information is enteredyou must click the "Save" button before exiting. If you make a mistake in
entering information, you can click "Cancel" to eetvto the previously saved record. If no changes
have been made to the record, you can click "Cleaclear the screen and start again. You calk clic
"Exit" to leave the screen. If you try to exit inut saving your data, the program will prompt you
save your data.
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The Client Lookup Screen

Clients can be either individuals or organizatiohhe Client Lookup Screen enables you to add new
clients, remove clients, or edit clients in theadbatse.

Add New Client

To add a client, click on the "Add New Client" laritand the following screen will appear:

Designate the client as either a person or an agéon and then click "Continue”. The following
screen will appear:
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Simply enter the client information as shown abdyang sure to enter a client code (25 characters o
fewer). Note that the Client Code is mandatory. Next click "Save" to save the information. Next
click the yellow button labeled "Add below to théddt List". The client is now added to the datsda

Remove Client

To remove a client from the client list, simply hiight the row containing the client that you wigh
remove and click the "Remove Client" button. Nibtat the program will not permit you to remove any
active client, i.e., a client associated with arstter in the database. Therefore, to remove atch®u
must first delete that client's associated mattera the database.

Edit Client

To edit client information, simply click on the "EdClient" button on the Client List screen.
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The Actions List Screen

IP LegalDockis shipped with a number of predefined, preprograchmctions for many different
countries. These "system" defined Actions andrtheie settingsmay not be adjusted by the user.
Future updates t® LegalDockwill continue to add additional predefined, pregnammed Actions. In
the interim, and to permit flexibility in docketinthe user can add custom Actions in any countitye
only restriction is that "user" defined Actions nahuse the same Action Code or Action Descripéisn
"system" defined Actions.

How To Add User Defined Actions

Action Loading

To load a set of Actions for a given country, fisglect the country of interest, and then clicktlos
"Load Actions" button. A list of predefined "SysteActions" (which cannot be edited) and previously

defined "User Actions" will appear.

Action Defining
To define a "User Action" for use in the specifelintry, locate the first available row in the Actilist

and enter your Action Code, Action Description dne Quantity and Units for the Reminder, Due and
StarBar Dates.
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Action Activating

To activate an Action for use, place an "x" in dteeckbox in the "Action Applies to this Country”
column and click "Save".

The Countries List Screen

The Countries List Screen lists all the countrieghie|IP LegalDockdatabase. Associated with each
country is its official two-letter abbreviation, wte available. The country list is not user edé&abut
updates tdP LegalDockwill modify this list as necessary.
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The Utilities Screen

The Utilities Screen provides access to varioua,datstem and user utilities as described below:
Data Utilities

Import Data Files

This utility is used to import data from other detkmanagement sources irt® LegalDock This
utility is not operational in early releasesiBfLegalDock

Export Report Data

This utility exports report data to third party spdsheet applications. This utility is not openaai in
early releases dP LegalDock

Repair Data Files

In the event you receive a "data file corruptedbderclick on this button to repair the data files.
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Move Data Files

If you are working on a network, the “Move Datadsil button is used to copy the data files to a
centralized folder on your server. Moving youraléites should be done from sangle workstation
before any data has been entered into the progrEme. destination folder should be accessible to all
users. All users should also have full rights gresil to the destination data folder. To move tad
files, simply browse to find the new Target PathDatabase File(s) as shown below. Once you salect
data target destination path, simply click the "Mbtutton.

Backup/Restore Files

Although we strongly suggest that your data reside disk drive which is automatically backed up to
tape on a daily basis, this utility provides yomanual alternative to backing up your data file.
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System Utilities

Edit Home Firm

Click on the "Edit Home Firm" button to edit yowaw firm or corporate identity. The program will
place your home firm name on the program screed®arvarious reports.

StarBar Settings

Upon clicking on the StarBar Settings" button, the following screen will appear

Simply input the nevstarBar settings you desire; and select "Save and Exit".
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User Manager

Click on the "User Manager" button to assign usanes, passwords, and security levels and to edit
them when necessaryP LegalDockcomes preprogrammed with a five-user license. ceeyou will

be initially limited to five users. Additional kmnses can be purchased. The procedure for entering
Users is described in detalipraunder the headings "Opening IP LegalDock For Tingt Fime - User
Manager" (pages 3-6).

Set System Password

You can change the System Password with thisyutdieany word having 15 or fewer characters.

User Utilities

Change Default Screen

By default,IP LegalDockopens to the File Screen. You can use thisywtiitthange the opening
screen to either Actions, Reports, Lists, or Sydt#ilities.

Printer Settings

Use this utility to change printer settings.
Set Data Path
You should check the data path the first time yom into the program by clicking on “Utilities” and

then selecting “Version Information”. To set thatal path, click on the "Set Data Path" button. The
following screen will appear. Select or enterdlesired data path and click "OK".
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Version Information

This utility gives you certain Version and datatpaiformation.

Example Docketing Exercise

Now that you are familiar with all of the featurasd functions ofP LegalDock you are ready to start
entering matters into the program. To furthersisgou, we provide herebelow an illustrated step-by
step procedure for entering an example matter:

File Screen

Step 1 (File Screen) - Open new matter on FileScead begin entering data:

39



To begin entering a new matter, you should firstnplete the Matter Number field (25 or fewer
characters) as shown in the screen capture beldws is amandatory field which must be entered in
order to uséP LegalDock.You may optionally enter a Client Reference Number

Alternatively, you may search for previously entemaatters by clicking on the "Search Matters" hutto
at the bottom of the File Screen as shown below:
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The following screen will appear. Select the poegly entered matter you wish to edit by clicking i
the numbered cell to the left of the Matter Noldjéhighlighting the matter. Then click on the I&="
button to open the matter.

Step 2 (File Screen)

Next, select a Client Code and Client from the i@liest. Note that you can select a client thet haen
previously entered in the People or Organizatist Bicreen utilities, or enter a new client direétgm

the following screen. For law firm use, the "Clieis the entity that has retained your firm to tienthe
matter. For corporate use, you would enter yomngany in the Organization List Screen and then use
your own corporate name in this field. To sele@li@nt and Client Code from the list, simply cliok

the "Ellipse” icon to the right of the "Code" fieldhe following screen will appear:

You may select a Client Code and associated Chigritighlighting a name on the list. Once you have
made your selection, click on the "Select" buttbtha bottom of the screen as follows:

41



After clicking on the "Select" button, the Clienb@: and Client will appear on the File Screen as
follows:

Step 3 (File Screen)
The next step is to enter the owner of the intaligicproperty associated with this matter. Not the

owner may not necessarily be the same as the ,cdipplicant or registrant. To enter the owneckcbn
the "Ellipse” icon to the right of the Owner Naneld. The following screen will appear:

Select the type of Owner as "Organization” or "Betsand click "Continue". The following screen il
appear, where you can enter the pertinent Ownernrdtion:
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After entering the pertinent information, click ¢me "Save" button. A yellow bar containing thettex
"Select below as Matter Owner" will appear as shoeiow:

Click on the yellow text bar to enter the just-eateorganization as the owner for the matter yau ar
entering.

Step 4 (File Screen)

To enter the Applicant/Registrant, you have twoick® (Note that this field name is initially
"Applicant" but changes to "Registrant” when a émadrk registration number is entered.) First, you
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can click on the "Ellipse" icon to the right of tiAgplicant/Registrant name field. Alternativelyow
can click on the "C" button to the right of theidle icon as shown below:

The "C" is an abbreviation for "Copy", and clicking this button copies the Client information itie
pertinent Owner and Applicant/Registrant fields.

Step 5 (File Screen)
The next step is to enter the trademark or senviaek. For word marks, simply enter the appropriate

text into the trademark/service mark field. Toeznd design or logo, you can import a graphic by
clicking on the View Mark button as shown below:
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The following screen will then appear:

Select the graphic file name, file type and pathd atick "OK". The graphic image of the
trademark/service mark will appear as shown below:
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Step 6 (File Screen)

Fill in the rest of the fields in the file screall of which are self-explanatory, and have beeindd
previously in this manual.

Step 7 (File Screen)

The last field to enter on the File Screen is tResponsible Law Firm" field. For a law firm
responsible for handling a domestic matter, yould:@nter your own firm name in this field (default)
For a law firm docketing a foreign matter handlgddm international associate, you would enter the
foreign law firm here. For a corporation, you web@nter your own corporate name if the matter is
handled in-house, or the name of the outside law.fiTo select a law firm, click on the "Ellipselitton

to the right of the Responsible Law Firm name figgdshown below:

The following screen will appear:
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Law firms are organized by country and subsequpdates tdP LegalDockwill add law firm data for
thousands of law firms around the world. You ctso add your own list of associates by clicking on
the "Add New" button.

Accessing theStarBar from the File Screen
Note that you can access t8&arBar at any time from the file screen by moving yoursou over the

LegalStarlogo on the screen. Once the yell®tarBar text appears as shown below, clicking on the
logo will take you directly to th&tarBar.
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Actions Screen

Much of the information entered on the File Screghcarry over to the File Screen. The File Seree
also includes data fields to indicated who lastaipd the matter and on what date. There are tws wa
to select a System (predefined) Action for doclgtiryou can select the Action Code or the Action
description using a drop-down box as shown in thheen below:

Once an Action is selected, enter the pertinentsdatross the row associated with that Action. An

example matter which has been docketed to the pdifiing a Renewal Application is shown in the
following screen:

48



Note that the "Base Date" is the date from whicle Dates an&tarBar Dates are calculated. The Base
Date may, for example, be the date of mailing ofGifice Action from the Patent and Trademark
Office. Note also that the Reminder Date is NOIcuwated - it is a free-standing field. Finally,is
very important to note that tf&tarBar Date is calculated by adding together the timavbeh the Base
Date and the Due Date with the time entered foe&sibn Periods. (It is not calculated by addirgy th
Extension Time to the Due Date.)
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Deleting a Cell From the Actions Screen

You can delete any cell from the Actions Screerhigphlighting the cell and clicking on the "Delete"
key as shown in the screen below:

Deleting an Action from the Actions Screen

You can delete any Action from the Actions Scregnfitst highlighting the row associated with the
Action to be deleted. To select a row to delela¢gthe cursor to the left of the Action Codediahd
then left-click to highlight the row as shown iretecreen below:
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After the row has been highlighted, the "Deletey kell change to read "Delete Action". Click ongh
button as shown below:

Accessing theStarBar from the Actions Screen
Note that you can access tB&arBar at any time from the Actions Screen by moving yoursor over

the LegalStarlogo on the screen. Once the yell®tarBar text appears as shown below, clicking on
the logo will take you directly to thetarBar.
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Web Site

Visit our web site afvww.legalstar.conto find useful information about our products aedvices.

Technical Support

We have designetP LegalDockto be user-friendly and extremely easy to use.ouhyou need
assistance or technical support, send us an etrragmrt@legalstar.com

Instruction Manuals

Additional color copies of this instruction manwak available for $10. You may also download this
manual for free from our web site.

Trademark and Patent Information

LegalStar®andIP LegalForm®are registered trademarkslafgalStar 1P LegalDock IP LegalDock
Trademark IP LegalDock PatentiP LegalDock CopyrightlP LegalDock Litigationand IP LegalDock
Generalare trademarks dfegalStar. TheStarBar and color-coded due date alert system is protected
under US Patent No. 6,549,894.

LegalStar

Mailing Address:
5555 Main Street
Williamsville, New York 14221

Telephone: 716-626-1517 Ordering and Customer &ervi
Facsimile: 716-631-3428

E-mail: info@legalstar.com

Web site: www.legalstar.com
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