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Introduction

Welcome tdP LegalDockM, LegalStars full-featured intellectual property docketingsggm. Whether
you work for a corporation or law firm, large or alipwith IP LegalDocK™, you can easily manage and
track a variety of intellectual property matteroirer 200 countries.

The program automatically calculates many due diteyou, but also allows you the flexibility of
entering your own actions and due dates as welbu ¥an track conventional due dates as well as
critical due dates, which we refer to as "statutoay dates" orStarBar' dates. You can also program
reminder dates for any action.

Our primary goal is to help practitioners avoid simg due dates associated with intellectual prgpert
matters. To this endP LegalDocKM includes the patent-pendif®jarBar alert system. Whenever you
switch from screen to screenlid LegalDocKM, theStarBar automatically scans the entire database of
StarBar dates, and displays a color-coded representafidimeomost urgent actions. The most critical
due dates are displayed in red, the next mostariire displayed in yellow, and a gregtarBar
indicates all is calm. The program is preprogrammnegroduce a variety of docket and portfolio
reports, and you can easily create custom repsnigedl. You can even use LegalDockM to measure
workload and productivity, and to better managekiow.

ORGANIZATION OF THIS MANUAL

IP LegalDock™ Instruction Manual for Patents consists of fieetp and is summarized as follows:

PART SUMMARY PAGES

PART | - How to installlP LegalDockM 7-20
System settings requirements before docketing egmb

How to Login and important information regarding BtarBar
How to add Client information prior to docketingwmenatters

PART Il - Describes in detail the five (5) main screenfokegalDockM 21-51
- Section 1 defines the parts of the File screen

Section 2 defines the parts of the Action screen

Section 3 shows how-to set-up Reports and prosdegle Reports
- Section 4 provides how-to enter People, Organinati€lients and
Actions

Section 5 provides information for the System Adstiator and Usel

PART lll | . Step by step instructions of a docketing exerciséhe File screen and 52 - 69
the Actions screen
Shows an example of a docketed, pending U.S. aiic
How to use the Date Calculator featurd®l egalDockM

PART IV | . How to find Clients, Client Codes, Matters and Mihtters associated 70 - 71
with Client, by searching withitP LegalDockM

How to search by Serial Number, Patent Number aiwti®y Serial
Number

PARTV | . Contact information fotegalStar 72




PART |

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 rutP LegalDock™ you need to set the Display Properties on yourprder to "Small

Fonts". ThdP LegalDock™screens contain so much information, that a sroall 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.

arwnE

You also must be sure that your system taskbaO$ bkt to "Always on top" or "Auto hide" or the
bottom menu bar will not appear. Check this bykifig on "Start”, "Settings" and "Taskbar & Start
Menu".



Opening IP LegalDock™ For The First Time

To openlP LegalDock™, Double-click the LegalStaricon on your desktop Lessses

Once launched, theegalStarmain screen, as shown below, will appear allowiog to choose the
LegalStarapplication you want to run.

Getting Started

If this is your first time usingP LegalDocKM, there are four sections of the program whichdrieebe

set up prior to docketing. For the System Admiaistr, these include entering settings found under
“System — Ultilities™: Set Data Path, Move Data Ejl&dit Home Firm, Set System Password, and User
Manager. For the User, these include informatioth settings regarding thetarBar, and adding new
clients. Details regarding these four steps arerdesi below:

A. System - Utilities - (for the System Administrabr)

The first time you rudP LegalDocKM, select "System - Utilities" as shown below:

-

-

CegalStar -

IP LegalForm IJP LegalDock

Trademark (Ex parte) Trademark (Inter partes)

System

StarBar ¥ Patent (Ex parte) Patent (Inter partes)

-+ I

Utilities Litigation

Copyright

Before entering the program, you need to appoiystem Administrator. The System Administrator
has the highest security clearance level, and titleodty to designate security levels of othersheT
System Administrator can also change any systene-w@dtings through the System - Utilities screen.
The System - Utilities screen can only be accesisedigh a “System Password” which is initially set
by the System Administrator as shown below.



Set System Password

Click on the System - Utilities button from the maicreen, and the following Administrative Login
screen appearslhe first time you launch the program enter the wod LegalStar(exactly as shown)
as the system password.

E.ﬁ.dministrative Login

Please enter the zystem pazsword:

» I

Once the System Password is entered, the Systdtilities screen shown below appears.

E3IP LegalDock - Utilities

Set Data Path

User Manager

At this point, you may change the System Passworgbtir own choosing to any word having 15 or
fewer characters. To change the System Passwakl,ocl the “Set System Password” button and enter
a “New System Password”. Enter the password agaiactly as previously entered under “Confirm
System Password”, and then click on Set.



User Manager

Click on the "User Manager" button on the Systebtilities screen to assign User names, passwords,
and security levels and to edit them when necessktylLegalDock™comes preprogrammed with a
five-user license. Hence, you will be initially lited to five users. Additional licenses can be pased.

Entering/Editing Users

The procedure for entering/editing Users is aofedl. Upon clicking on the User Manager button on
the System - Utilities screen, the following screeth appear:

To enter a new user, click on the "New" button.teéEra LoginName and Password and then Confirm
Password. (Initially, LoginNames and Passwords assigned by the System Administrator. All
passwords are encrypted. If a user loses or ferget password, that user must be deleted from the
system and then re-entered.) The LoginName andv@eag<an be 15 characters or fewer and may not
contain spaces.
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Once a User name and Password have been entdsededessary 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 described and shown below:

Docketing System Administrator:
Full rights to enter, modify and browse data. Calniser access and rights. CanSttrBar settings,
modify home firm information, control all data utiiés, change system password. You must desigmate a
least one Docketing System Administratiorthe example screen above, “KRB” is being emtexe the
Docketing System Administrator.

Docketing Data Manager:
Same rights as Docketing System Administrator,nouauthority to chang8tarBar settings, home firm
information or system password.

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

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

11



Once the user name and security level has beeclsstk the "Active" box and hit the "Save" button.
The newly entered user name KRB appears in thesUstrhox as shown in the screen above (which
also shows the next user RPS being entered wittea Rnly security level).

Move Data Files

Single Computer

If you are runningP LegalDock™on a single computer, non-networked, you can gieg‘Move Data
Files” and “Set Data Path” sections and go direictlthe “Edit Home Firm”.

Network Computer

If you are working on a network, the “Move Datadsil button is used to copy the data files to a
centralized folder on your serveMoving your data files should be done from a singlevorkstation
before any data has been entered into the programTl'he destination folder should be accessiblelto al
users. All users should also have full rights gresil to the destination data folder. To move ta d
files, simply browse to find the new Target Path Batabase File(s). Once you select a data target
destination path, simply click the "Move" button.

12



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 by clickirglp About", at the top of the Main Menu screen,
the first time you log into the program. To set ttega path, click on the "Set Data Path" button ttwed
following screen will appear. Select or enterdlesired data path and click "OK".

13



Edit Home Firm

Click on the "Edit Home Firm" button to set up ydaw firm or corporate identity as shown below.
The program will place your home firm name on thegpam screens and on various reports.

Exit the Utilities Screen

Once you make the initial settings outlined abaset the System - Utilities screen by clicking dret
“Close” button at the bottom of the screen. Upoitimy, you will return to the Main screen where you
can select the module you wish to use. If you &lawelP LegalForm (the world's most popular
electronic intellectual property forms program)tailed on your system, you can lauriehLegalForm
directly from the main screen.

Your IP LegalDock™choices include:

IP LegalDock™ Trademartex partg (trademark applications and registrations)
IP LegalDock™ Trademarknter parte$ (oppositions and cancellations)

IP LegalDock™ Patenfex partg (patent applications)

IP LegalDock™ Patenfinter partes (interferences and oppositions)

IP LegalDock™ Copyrighfcopyright applications and registrations)

IP LegalDock™ Litigation(litigation matters)

andIP LegalDock™ Generglgeneral matters).

[Note that not all modules are operational in eadysions oiP LegalDock™

14



The following describes the User Login screen, howhange your password and how to change the
date and time. Also described below is informatiegarding theéStarBar screen and its settings that are
important to know prior to docketing. Lastly, infoation about adding new ClientsI#® LegalDock™

is explained below.

B. User Login - (for the User)
After completing the initial set-up under Systerdtilities as described above, the User may enter th

program by clicking on théP LegalDock™ Patenbutton. For security purposes, it is necessary to
enter your User Name and Password in order to a¢hesprogram, as shown in the screen below:

Once your user name and password have been entdigdd,on the "Login" button to acced®
LegalDock™ Patent

15



C. The StarBar Screen - (for the User)

The patent-pendin§tarBar, shown below, is the first screen you see upakiclg the "Login" button
from the User Login screen. Ti®&arBar is a novel early warning system, designed to alett to
impending statutory bar dates (we call thBtarBar dates or SBDs). Th&tarBar settings default to 30
days before &tarBar or SBD date to show a matter in yellow, and 5 dagfere aStarBar or SBD to
show a matter in red. These settings may be chamgmaiding to the preference of your organization o
User. TheStarBar is User based, so that each User can have ditfStarBar settings.

To begin docketing, click on "Continue”, at thetbat of the screen and it will take you directly
to the File screen.
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StarBar Filters

The buttons appearing at the bottom of 8tarBar screen are filters. The matters appearing on the
StarBar screen can be filtered by Responsible AttorndlySBD's, Patent SBD's, or Trademark SBD's.
Simply click on one of the buttons, ati® LegalDock™s StarBar will display only the type of SBD
matters you choose.

Operation of the StarBar

Operation of theStarBar is simple. TheStarBar is a grid containing many cells. To access annirge
matter, simply click within the cellP LegalDock™will prompt you as shown below, and then take you
directly to the selected matter, where the actemuiring attention will appear in color (red or lpel)

on the File and Actions screen.

Each cell represents an intellectual property mattedefined below:

— » Matter No.
—» StarBar/SBDdate
— > Patent Matter
—» Responsible Attorney

If a critical due date ("statutory bar date" &tdrBar date"), is within a first predetermined time pdrio
from the current date (e.g., 30 days), the celb@ased with the matter having tistarBar date turns
yellow, and the matter number, due date, type atengPatent or Trademark) and the initials of the
responsible attorney appear within the cell. StarBar due date is within a second predetermined time
period from the current date (e.g., 5 days) théasdociated with that matter turns red and thaenat
number, due date, type of matter (Patent or Tradénand the initials of the responsible attorney
appears within the cell. Cells associated with erattunder control”, with no impending critical éat
appear in green (matter numbers for these "greeattens do not appear within the cells).

Changing the StarBar Settings

The StarBar (described in detaihfra) is a color-coded graphical representation ofcifitecal (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 thase a little less critical appear in yellow. T3tarBar

is preset to display red critical dates five (5ysiaefore they come due, and yellow critical dabésy

(30) days before they come due.

Changing theStarBar settings will change the color-coded representatb all critical dates in the
User's system, including those entered and caknlila¢forehe change was made. (See also Page 50)
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To change thé&tarBar settings, from thé&tarBar screen, click, "Continue”. This will take you toet
File screen. Click on the "Utilities" button, loedton the menu bar at the bottom of the File s¢raen
the following screen will appear. Click on the lomtiabeled StarBar Settings" as shown below:

18



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

Simply enter the neWtarBar settings you desire, and select "Save and Exém&nber, th&tarBar is
User based, so that changes toSharBar settings affect only that User.

Special Notes Regarding th&tarBar

The StarBarrefreshes itself every time you move from screescteen ilP LegalDock™ You should
view the StarBar every time you enter the program. While StarBar is a very useful tool that can
help you avoid missing due datéggalStarrecommends that you also use freshly printed tegoym
IP LegalDock™to ensure that you stay on top of your docket.

The StarBar is intended as an "alert" system, and should eotetied upon as your primary practice
management tool. In Version 1.018fLegalDock™ theStarBar can display critical due date alerts for
all matters (firm wide), or display only matters @ particular practitioner, or display only pauier
type 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 200
matters. If all two hundred (200) cells on theStarBar appear in red and/or yellow, you should

immediately prepare, print and analyze formal docké reports. You may be responsible for other
matters, not displayed, which require your immediaé attention!
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D. Adding Client Information - (for the User)

Each Client entered itP LegalDock™requires a Client Codé& Client Code is a mandatory field
and can be up to a maximum of 25 characters longClients can be added tB LegalDock™in two
ways. They can either be entered all at one timer(po docketing a new matter), or added as you
docket each new matter.

Adding Clients Prior to Docketing

To add new Clients all at one time, from ®&rBar screen, click on "Continue" located at the bottom
of the screen. This will take you to the File screat the bottom of the File screen, click on "kist
Select the "Clients” button and refer to Page 43hia manual for entering new Client information.
Continue adding and saving new Clients from thésl@ient screen until complete.

Adding Clients As You Docket Each Matter
In the alternative, a new Client may be addellPtbegalDock™upon docketing a new matter. To begin

docketing a new matter, go to the File screen a&fer to Page 53, “Example Docketing Exercise”,
"Enter Client Code", for details.
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PART I

The Five (5) MainIP LegalDock™ Screens

There are only five (5) main screenslihLegalDock™ the "File", "Actions", "Reports”, "Lists", and
"Utilities" screens. Each is described in ordetloanext few pages:

1. 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 below:

Matter Number:
The docket number, matter number or file numbedus identify the matter you wish to docket.

This is a mandatory searchable field (maximum 25 dracters).

Client Reference Number:
A reference number used by a client or associadetttify their matter.
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Client Code:
An alphanumeric code used to identify a firm diefhis is a mandatory field (maximum 25
characters) which is also searchabl€**This number cannot begin with a zero.)

Client Name:
The name of a client whose matter is being dockete

Applicant:

The Applicant is the entity that applies for aguat Note that the Applicant may or may not be
the same entity as the inventor. For example, enlthited States, the inventor is the applicant eaer
in other countries the assignee is the applicanteNhatlP LegalDock™automatically changes the
"Applicant" field on the File screen to switch frdiApplicant” to "Patentee” when a patent number is
entered.

Inventor:
The name of the individual(s) who are identifiedtlae inventor(s) of the invention.

Application Type:
The description of the type of patent applicati@ing docketed. An example of a type of patent
application is a provisional application.

Responsible Law Firm:

If IP LegalDock™is used by a company, then this field is usedticate the outside law firm
(if any) responsible for the matter. IR LegalDock™is used by a law firm, this field defaults to the
home firm name. In the case of a foreign filedl@ggion, this field is used to record the namehad
foreign law firm responsible for the matter.

Title of Invention:
The title of the invention associated with the malieing docketed.

Source:
The initials of the attorney who brought this reathto the firm.

Responsible:
The initials of the attorney responsible for thmatter. This is a mandatory field.

Billing:
The initials of the attorney responsible for Ioidifor legal services associated with this matter.

Paralegal:
The initials of the paralegal responsible for tigtter.

Serial Number:

The serial number of the application. This is assearchable fielBe sure to be consistent
when entering these numbers into the database scasehes can be conducted properly
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Filing Date:
The filing date of the application.

Filing Jurisdiction:
The jurisdiction (country/state) where the apglmais filed.

Priority Filing Date:
The date of filing of an application upon whichapity is claimed.

Priority Country:
The country where the priority application wasdil

Priority Serial Number:
The serial number of the priority application. §h$ also a searchable fielde sure to be
consistent when entering these numbers into the dathase so searches can be conducted properly.

Patent Number:
The patent number. This is also a searchable. fiédsure to be consistent when entering
these numbers into the database so searches cancbaducted properly.

Issue Date:

The date the patent issued.

LegalStarStar Logo

Our LegalStarstar logo, which appears in the upper right onRihe screen, is color-coded (red, yellow,
green) to tell you at a glance whether the matber are viewing includes a critical due date. Yowma
also click on thd_egalStar star logo at anytime (before changes or after ghaiave been saved to a
matter), and it will take you back to t&¢arBar.
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The "Print", "Save", "Cancel/Clear", "Search Matter s", "Delete Matter", and "Close" Buttons
located on the bottom of the File Screen are desbed below:

Print:

This button prints a screen shot of the currerg Bdreen. We recommend using this feature to
print a hard copy of the File screen to be used d3rosecution Record Sheet" in the actual pageer fi
folder.

Save:

This button is used to save the currently activétena The "Save" button will not be enabled
until changes have been made to the active mafieould you move to another screen without clicking
the "Save" button after changes have been madeyadigeam will prompt you to save your changes.

Clear/Cancel:

Once changes have been made to the active maigehutton will read "Cancel”. Clicking the
Cancel button will cause the matter to revert btacits last saved state. If no changes have bestem
to the active matter, the button will read "CleaClicking the Clear button will clear all informan
from the File screen so that a new matter can beresh

Search Matters:
This button is used to search for matters witRin.egalDock™

Delete Matter:
This button is used to delete the active mattedfoting all actions and due dates associated with
the matter).

Close:

This button is used to exit the program and retbenuser to the maili® LegalDock™screen.
Should you click on "Close" without first savingyachanges, the program will prompt you to save your
changes.
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2. The Actions Screen

The Actions screen is where you enter actions @&ssacwith a matter to be docketed. Much of the
general information you entered on the File scnwéinautomatically appear in the fields at the tofp
the Actions screen. You may also enter data ibulithe "Last Updated” and "Last Updated By" feeld
on the Actions screen, and these changes will teatically updated on the File screen. In additmn
the information which is common with that enteredtloe File screen, there are four unique fieldhat
top of the Actions screen described below:

Last Updated By:
The user name of the person who last updatedtt@anaassociated with this matter is shown in
this field. This is a read-only field.

Last Updated:
The date this matter was last updated is showtmisrfield. This is a read-only field.

Examiner Name:
The name of the Examiner who has been assignegptieation.

Art Unit:
The examining group art unit number.
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Later on in the instruction manual, we will stepuytbrough the actual docketing process. For noav, w
define the column headings and field informationrfd in the table on the Actions screen, readinmfro
left to right:

Action Code:

For easy reference, all actions can be accessed Bytion Code, which is usually an acronym
for the Action description. For example, "FPA"as Action Code for the action entitled "File Patent
Application”. Action Codes are accessible via apddown box in the Action Code column or can be
simply typed inAction Codes are limited to a maximum of five charaters.

Action:

An action is a task that needs to be accomplisheal timely manner (e.g., "Reply to Office
Action™) or an historical event (e.g., Receipt ofkdhowledgment Postcard). Action descriptions are
accessible via a drop-down box in the Action column

Base Date:

The base date is the date from which a due datetanBar date is calculated (for actions to be
taken) or the date upon which an event occurrdte Base date is the start date for calculatiornmtes
in the Due Date oBtarBar/'SBD columns. Quite often, the base date is theesasnthe mailing date of
an Office Action from the Patent and Trademark €affi

No.:
This field, immediately to the right of the BasatP field, allows you to specify the quantity of
units (days, weeks, etc.) related to the calculatioa date in the Due Date column.

Units:

This field, two columns to the right of the Basat®field, allows you to specify days, weeks,
months, or years related to the calculation ofta dathe Due Date column. Note that you can atgere
"none" in this field and "0" in the preceding "Ndiéld to force a specific due date rather than to
calculate a date in the Due Date column.

Reminder Date:

A reminder date can be docketed to remind you dha&ction needs to be attended to before a
due date or &tarBar/'SBD date. Quite often a reminder date is prograchae an internal date for
accomplishment of some task. You could also doekee¢minder date for 1 month after mailing of
correspondence for receipt of an acknowledgmentpaas (an historical event). Reminder dates can be
preprogrammed by the user (e.g., a reminder 1 maitéh the base date) or can simply be entered by
the user. (see also, Page 64)

Due Date:

The due date is the date upon which an actionldhmitaken, or the date suggested under the
rules, or when you expect an historical event tcuoc For example, you could docket a responsa&to a
Office Action for 3 months after the base date. @he date may not be the same as a critical, "drop-
dead",StarBar or statutory bar date (these are all synonyms).
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SBD No.:
This field, immediately to the right of the Due tBdield, allows you to specify the quantity of
units (days, weeks, etc.) related to the calculatioa date in th&tarBar/SBD column.

SBD Units:
This field, two columns to the right of the DuetBdield, allows you to specify days, weeks,
months, or years related to the calculation ofta datheStarBar/SBD column.

StarBar Date (SBD):

This is the critical, statutory bar, "drop-deaditel TheStarBar date is calculated from the Base
Date, and appears when the quantity of units in 88D No. column is multiplied by the
day/week/month/year in the SBD Units column.

This is also the date that appears on the patmdipgStarBar screen. SomgtarBar dates are
automatically programmed for you, while you mayefieprogram others yourself. Should "today's
date" be within preset time periods oStarBar Date, theLegalStarstar logo on the File and Action
screens associated with the affected matter wainge color (from green to yellow or red, or from
yellow to red). The impending date within the éelthe StarBar column will also change color as well.
Once the Action is "removed" (see Completion Dateg] egalStarstar logo will change back to green.
You can program the appropriate "color-change" foeeods from the Utilities Screen (see Page 18).

Completion Date:

This is the date when an action is completed ogvant occurs. For example, this could be the
date an application is filed, a response is maibeédn event occurred. Entering a date within teié
will remove the action and, for regular Docket Repoprevent it from appearing on tBéarBar or on
regular docket reports showing dates due. (Howeaves, possible to set-up a special Docket Report
showing all Completion Dates.)

WARNING: Matters should always have at least one action with an open completiorate.
This will ensure that the matter will appear on a eport at some future time and initiate
appropriate action. To ensure this, when all Actios have been "completed", we recommend
entering a "Status Check" Action in the Action Field.

Comments:

This free-form field allows you to record appr@te notes or comments related to a particular
action (maximum 25 characters). For example, yghtradd a comment such as, "Final reminder sent
9/01" or "Reel/01234, Frame/0565."
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LegalStarStar Logo

Again, ourLegalStar star logo, which appears in the upper right onAbgons screen, is color-coded
(red, yellow, green) to tell you at a glance whethe matter you are working on includes an impegdi
critical due date. You may also click on thegalStar star logo at anytime (before changes or after
changes have been saved to a matter), and itakél you back to th&tarBar.

The "Print", "Save", "Clear/Cancel", "Delete", and "Close" Buttons located at the bottom on the
Actions screen are described below:

Print:

This button prints a screen shot of the currentohst screen. We recommend using this feature
to print a hard copy of the Action screen to bedusg a "Prosecution Record Sheet" in the actuarpap
file folder.

Save:

This button saves all information on the Actioneesn that has changed since the last save. If
the Save button is enabled, this indicates thahgds have been made to the screen. Should you move
to another screen without clicking the "Save" buttdter changes have been made, the program will
prompt you to save your changes.

Clear/Cancel:

Once changes have been made to the active ntaisehutton will read "Cancel”. Clicking the
Cancel button will cause the matter to revert biacks last saved state. If no changes have beslem
to the active matter, the button will read "ClearClicking the Clear button will clear all entered
information from the screen so that a new mattarbmentered.

Delete:

This button deletes data in the currently activeLICBn the Actions screen. If an entire action
ROW in the table is selected, this button will del¢he entire ROW and all dates and comments
associated with it.

Close:

This button is used to exit the program and retbenuser to the main screen. Should you click
on "Close" without first saving any changes, thegoam will prompt you to save your changes.
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3. The Reports Screen

View
Selecting a report button and clicking on “Viewhables
you to view a previously set-up report on the saree

Print
Selecting a report button and clicking on “Prirghables you to first view,
then print a previously set-up report.

Design Report
Selecting a report button and clicking on “DesiggpBrt”, takes you directly to the set-up screen for
creating or editing reports.

Docket Report Buttons

The name appearing on the docket report buttonsh@sn above, is the name of the report last aleate
or previewed. This means that once a customizeattrépcreated, you can view or print that partecul
report at any time, by simply clicking on the butté-or example, if you want to run a daily repant f
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attorney "RPS", click on the button labeled "PATERDCKET REPORT FOR RPS". Similarly, you
can assign a portfolio report button to view onpa customized report for a particular client gnee it
the name "PORTFOLIO REPORT PREPARED FOR LEGALSTAR:."

Types of Reports

IP LegalDock™provides 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 intelleal 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, paterpliaptions, trademark registrations, and trademark
applications handled by your firm or, for a partasiclient, you'll prepare a portfolio report.

Patent Docket Report

A Master Docket report displays all patent actidmsall Responsible attorneys in your organization.
This is an excellent way for the senior partnea ilaw firm, the chief patent counsel in a corpamtior
a docketing administrator to keep an overview whfivide matters in progress.

Portfolio Report

A Master Portfolio report lists all patent intelteal property matters in th® LegalDock™database.
This is an excellent way for you to perform in-heuwsudits and to measure productivity. In the curren
version oflP LegalDock™ customized reports can further assist you to aregsroductivity, workflow

and inventory. For example, customized reportstetiiyou how many patent applications or trademark
applications were filed in a certain time periodwhmany patents issued, trademarks registered, etc.
You can customize reports to track and measuregitychly source attorney and responsible attorney (t
determine marketing data and workloads).

Preprogrammed Reports

IP LegalDock™is preprogrammed to view and print both a MasteR Docket Report and a General
Portfolio Report. These two reports have been pggammed to provide you with a sample layout of a
general docket report or portfolio report. The pogpammed reports also provide a guide to general
formatting features. We recommend that you revidw standard settings found in the two
preprogrammed reports before editing them or argatny new ones.

Special Report Settings
IP LegalDock™is preset to print Reminder dates in normal fénte Dates intalics andStarBar/SBD

dates inbold for docket reports. These special font settingp tied user differentiate between the three
types of dates on reports, as shown on the follgvonr pages.
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Preview of a Patent Docket Report

Sample Printed Docket Report

A sample printed docket report appears on theviofig page. As you can see, the Patent Docket Report
orientation is set for landscape. The header inddion will appear on each page of the report. Sever
fields have been selected to appear in columngiariicular order across the top of the report ftefn

to right and have been renamed and formatted inag§. (Note that ALL fields appearing on the File
and Action docket screens may be selected to ammearreport.) Column widths and margins are pre-
set to fit across the page, and the report canesegded to include borders and shading for ease in
viewing.

The report can be filtered to group all dates drenfinder, Due DateStarBa¥SBD) to appear in one

column, in date order. Actions also appear in naéritelics and bolded font styles to identify wheth
the action is a Reminder Date, Due Dat&tarBaySBD date, respectively.
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Preview of a General Portfolio Report

Sample of a Printed General Portfolio Report

A sample printed portfolio report appears on thikovang page. As you can see, the portfolio report
orientation is set for landscape. Header row inftraom appears on each page of the report. Several
fields have been selected to appear in columngiariicular order across the top of the report ftefn

to right and have been renamed and formatted icagds. The field names have been renamed and
appear in all caps. Column widths and margins agespt to fit across the page, and the table irdud
borders in a shaded style.

The report is also filtered by clieritdgalStan, and matters for client are listed in order byriy.

33



34



3.A. Creating or Editing Reports

There are three screens for creating and editipgrte They are General, Titles and Filters. Thheee
screens enable you to set up and format each &tha meport. They can be accessed by clickinghen t
buttons located at the bottom of the screen. Betdithe three screens are discussed below.

The Cancel button will return you to the Reportsen.
The Preview button will display your report on gween.
The Print button will print your report.

3.A.1. Reports - General Screen

The General Screen, shown above, enables you &tecaenew report or edit a pre-existing one. Field
information found on the General screen, startiit Wine Button Caption includes:

Button Caption:

Entering a name in this field will either bring @ppreviously set-up report, or allow you to
create a new report. To create a new report, siraplgr a name for the report and hit the tab kdly. A
the fields on the General screen will clear so gani set up a new report.
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To edit a previously set-up report, simply entee #xact name of the report as it was entered
previously, and hit the tab key. All the previousht-up fields and formatting will appear. You ¢han
edit as needed.

The name entered in the Button Caption field wiiptay on the Button located on the
Reports screen (as shown on Page 29). The namaragpen the Button does not print on any reports.
The Button Caption is merely descriptive of thearpvhich is saved and created in the Generaleditl
and Filters screens.

Tables:
In this version of IP LegalDock™ you can select either patents or trademarksdar able. If
creating a new report, click either patent or tradek.

Available Fields:

The fields which appear in this box are fields tt@atrespond to the Table selected (either patent
or trademark). Note that every field appearinghie File and Action docket screens for either paben
trademark will appear in this box as an Availahield:

Report Fields:

This is the area where you will select the fields your report. To bring select fields into this
box, first highlight a field from the Available Has box, and click the > button. The highlighteeldi
will appear in the Report Fields box. Continue dothis until you have all the fields that you wamnt
appear on your report. Use the < arrow to remoeleldifrom the Report Fields box. Use the ~ &hd
arrow buttons to change the order of the selegtddsfin the Report Fields box. The field at thp tf
the Report Fields will appear in the first columihyour report, the second field from the top of the
Report Fields will appear in the second columnafryreport, and so on.

As you add fields from the Available Fields boxthe Report Fields box, note that the field namdk wi

also be added to the columns within the formattwg (located under the Button Caption). As you
remove fields from the Report Fields box, they wiko be removed from the formatting box. Within

the formatting box you can set column titles, wsjthalignment, sort order and sort key, as further
described below:

Col. Title:

You may enter the column titles exactly as you wdike them to appear on the final
report, as column titles do not have to be the sasthe Available Field names. Column titles
will appear as row headers on the report. Whergasg] a column title, using all caps will help
make the row header stand out.

Col. Width:

Columns are measured in inches. Keep in mind thattotal printable area, in a
landscape orientation is usually a maximum of 9D5idches; for portrait orientation, a
maximum of 7-7.5 inches. That means the width @hesolumn, when added together, should
not exceed those amounts.

Align:
Selecting left, center or right will align the dataeach column of the report accordingly.
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Sort Order:
Selecting ascending or descending order will swtdata in the column selected as "Key
1" (see next, Sort Key) to sort accordingly.

Sort Key:

There can only be one column selected as "Key é@lecing a column and assigning it
"Key 1", sorts the data in your report by the imfi@tion in that specific column. The information
will then sort in ascending or descending ordee fsext, Sort Order).

When all the "date" actions are selected fromAkeilable Fields box (the Reminder,
Due Date and SBD Date), the "Key 1" sort key mustdeated in the "Reminder Date" column
in order for the Group Dates function (found on trters Screen in reports) to display all
actions, in one column, and in proper date ordear {urther details, see also, Page 39).

Data Type:
This is a read-only field and linked internallyttee docket database.

Allow Null:

The default for this is blank (or Yes), which allewull. This means that the data
appearing on a report will retrieve data fieldish or without a value. If Allow Null is set to
"No", it will only retrieve data fields with a vadu

Table Borders:
In this drop down box, you can select a bordempjpear anywhere within the table (or not at all).

Printer:
A window will pop-up where you may select your peinname. You will also need to select the
orientation of the printed report, to either Larajse or Portrait.

Margins:

A window will pop-up to set-up paper size, papeurse, orientation and margins (in inches).
Our recommended standard margin settings for asfedl report are: Left: 0.5", Right: 0.5", Top: '0.8
and Bottom: 0.8".

Page Numbers:
In this drop down box, you can select the positbrwhere the page number will print on the
report.

Pg# Position (in.):
This setting will determine, in inches, where treg® number will print within the margin. We
recommend a setting of 0.4 if printing from thetbot of the page.

Pg# Font:
A window will pop-up and allow you to select thenfpfont style and font size. We recommend
using a font size of 8.

Be sure to click on the Save button located atthtéom of the screen after setting up or editiredds
and formatting on the General screen.
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3.A.2. Reports - Titles Screen

Header-Title-Footer

There are three parts to the Title Screen - Heddlée,and Footer, as shown below. Information esde

in the Header and Footer boxes will appear onadleg of your report. Information entered in thdeTit
box will only appear on the first page of the répoClicking on the Header Font, Title Font and [Eab
Font buttons will permit you to set the font, fatyle and font size for each. We recommend using a
font size of 9 for the Header and Title in a fullesreport.

Be sure to click on the Save button located atkibttom of the screen after setting up or editing
information in the Titles screen.

3.A.3. Reports - Filters Screen
The power and flexibility of reports inP LegalDock™is provided by the Filters Screen. This is where
you select very specific information to appear eparts. Reports can be filtered by Source Attorney,

Responsible Attorney, Billing Attorney, Paralegabuntry, Clients, or by Action as shown on the next
page. Just click on the drop down boxes next tedlields and make your selection.
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Actions

It is important to note that the Actions availalite filtering within Reports, are only predefined,
preprogrammed Actions which are "system" defineserefined, custom Actions, added by the user
are NOT available for filtering.

Group Dates

When the "Report Fields" (located on the Generaé&y include, "Reminder Date, Due Date and/or
StarBar/'SBD" action fields, you may select date filters éach action, as shown above. You may filter
these dates to a specific date range, for exardates within a particular month or week.

It is important to note, if previewing or printing report that includegll three date actions
(Reminder/Due Date angtarBar/SBD - see General Screen), to place a check mattkei box "Group
Dates" box, located in the bottom left hand cowfethe Filter Screen, as shown above. This willugro
all three dates due intne column(the Reminder Date columr) on the report, where they will appear
in date order. This is also important to note whdding Column Titles on the General Screen. Yol wil
want to give the "Reminder Date" action a differeolumn title, for example, DATES DUE.

Once again, be sure to click on the Save buttoatéacat the bottom of the Filters Screen afteirgptt
up or editing information in the Filters screen.
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4, The Lists Screen

The Lists Screen is where you can view and/or aabal information to thH? LegalDock ™database.
You can add People, Clients, Actions, and Orgammm@at but you cannot add CountriesIP
LegalDock™Premier Service will update the country list winecessary.

Each of the individual Lists screens are descrioethe following pages.
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A. Lists - People Screen

Entering People

The People Screen is used to enter individuals ilodatabase. An individual can be an applicant,
inventor, attorney, paralegal, etc. Upon entetirglast name of an individual, the program sear¢be
see if that individual's information is presenthie database. In order for the program to findaéchy it
must be entered exactly as previously enteredhdf record is found, the "Found Person" button
activates, and the record is retrieved for editin.no matches are found, the "Add New" button
activates, and the program assumes you are enteneg record.

Once an individual's information is entered, orrfduyou can print the screen using the "Print Scrn”
button. Once information is entergahu must click the "Save" button before exiting. If you make a
mistake in entering information, you can click "Cali to revert to the previously saved record.ndf
changes have been made to the record, you can'Clielr" to clear the screen and start again. dau
click "Exit" to leave the screen. If you try toiewithout saving your data, the program will pranypu

to save your data.
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B. Lists - Organizations Screen

Entering Organizations

The Organizations Screen is used to enter orgammzatnto the database. An organization can be a
client, corporation, law firm, international assatei, etc. Upon entering the organization name, the
program searches to see if that organization'snmdtion is already in the database. In order fer th
program to find a match, it must be entered exaaslypreviously entered. If the record is found, the
record is retrieved for editing. If no matches &rend, the program assumes you are entering a new
record.

Once an organization is entered, or found, youprant the screen using the "Print Scrn” button.c©n
information is enteredyou must click the "Save" button before exiting. If you make a mistake in
entering information, you can click "Cancel" to eeivto the previously saved record. If no changes
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 idtut saving your data, the program will prompt you
save your data.
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C. Lists - Clients Screen

Clients can be either individuals or organizationhe Client Screen enables you to add new clients,
remove clients, or edit clients in the databaséen® can either be added under the List screem o
the alternative, when docketing a new matter utiter=ile screen (see Pages 53-54). For law firm use
the "Client" is the entity that has retained yaunfto handle the matter. For corporate use, yould
enter your company in the Organization Screen hed tise your own corporate name in this field.

Add New Client

To add a client, click on the "Add New Client" laritand the following screen will appear:
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Designate the client as either a person or an agéon and then click "Continue". The following
screen will appear:

Simply enter the client information as shown abdyaing sure to enter a Client Code (25 characters o
fewer). Note that the Client Code is mandatory. Next click "Save" to save the information. The
client is now added to the database.

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 arptter 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 "Eclient" button on the Client Screen.
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D. Lists - Actions Screen

Predefined, Preprogrammed Actions

IP LegalDock™is shipped with a number of predefined, preprograchrActions for many different
countries. These "system" defined Actions andctileulated settingsay not be adjusted by the user.
Predefined, preprogrammed Actions are identifiedabpink background. User defined actions are
identified by a white background. Future updatesPtd_egalDock™will continue to add additional
predefined, preprogrammed Actions.

User Defined Custom Actions

To permit flexibility in docketing, the user candadustom Actions in any country. User defined
Actions must have different Action Codes and Actescriptions from predefined, preprogrammed
Actions. User defined Actions are identified by bite background.

**WARNING: User defined Actions are NOT available on Repodsaafiltering option. Only
predefined, preprogrammed Actions are availablidtass on Reports.
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How to Add User Defined Actions

Load Actions
To load a set of Actions for a given country, fistlect the country of interest, select patent or

trademark Action Type, and then click on the "Lo&ctions" button. A list of predefined "System
Actions" (which cannot be edited) and previouslfirded "User Actions" will appear.

Add User Defined Action
To define a "User Action” for use in the specifiemlintry, locate the first available blank row ireth
Action list and enter your Action Code, Action Deption and the Quantity and Units for the

Reminder, Due an8tarBar Dates. Remember, the Action Code (maximum ofdatters) and Action
Description must be unique.

Action Activating

To activate an Action for use, place a "x" in tHeeckbox in the "Action Applies to this Country"
column and click, "Save". The Action screen wilresh with a red checkmark in the box.
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E. Lists - Countries Screen

The Countries Screen lists all the 200+ countnethelP LegalDock™database. Associated with each
country is its official two-letter abbreviation, wte available. The country list is not user edé&abut
updates tdP LegalDock ™will modify this list as necessary.
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5. The Utilities Screen

The Utilities Screen provides access to variousaD&ystem and User Utilities. Data and System
Utilities should only be set by the Systems Adntnai®r. User Utilities can be changed by the
individual user as needed. The Utilities screesteiscribed in more detail below:

A. Utilities - Data Utilities (for System Administrator)

Import Data Files

This utility is used to import data from other detknanagement sources il LegalDock™ This
utility is not operational in early releaseslBfLegalDock™

Export Report Data

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

In the event you receive a "data file corruptedderclick on this button to repair the data fileShis
utility is not operational in early releaseslBfLegalDock™

Move Data Files

Please refer to Page 12 for instructions.
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.

B. Utilities - System Utilities (for System Adminisrator)
Edit Home Firm

Click on the "Edit Home Firm" button as shown beltaedit your law firm or corporate identity. The
program will place your home firm name on the pamgrscreens and on various reports.
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StarBar Settings

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

Simply enter the newstarBar settings you desire; and select "Save and Exitl. iore details
regarding theStarBar, see Page 16.

User Manager

The procedure for entering Users is described itaildsupra under the headings "Openin@
LegalDock™For The First Time - User Manager" (Pages 10-11).

Set System Password

You can change the System Password with thisyutdieany word having 15 or fewer characters.
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C. Utilities - User Utilities
Change Default Screen

By default,IP LegalDock™opens to the File screen. The User can use tility to change the opening
screen to one of the 5 maiR LegalDock™screens: Actions, Reports, Lists, or Utilities.

Printer Settings

Use this utility to change printer settings.

Set Data Path (for System Administrator)

The user should check the data path the first yiouelog into the program by clicking on “Utilitiesind

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".

Version Information

This utility gives you certainP LegalDock™Version and data path information.
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PART Il

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. The tveannscreens for docketing are the File Screen laad t
Actions Screen. Information can be added in anyeoah the File and Action screens by using the
mouse to click within each field or by using thebTkey to jump from field to field.

To further assist you, we provide below an illustdastep-by-step procedure for entering an example
patent matter:

Docketing on the File Screen

Step 1 - Open New Matter
- Open a new matter on File Screen and begin egteata:
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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

Step 2 - Enter Client Code

Next, enter a Client Code and hit the Tab keyh# Client Code and Client were previously entered
under "Lists - Clients Screen" (see Page 44), trenCname will appear in the Client field. Optidiga
you may add a new Client Code on the File Screed,then hit the Tab key. A window will appear,
asking, "Create a New Client". Follow the stepsuattined on Page 43, "Adding New Client".

In the alternative, to select a previously enteZéidnt Code and Clierftom within a list, simply click
on the "Ellipse"” icon to the right of the "Clienb@e" field as shown below.
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The following Clients list screen will appear:

You may select a Client Code and associated Ghgitighlighting the row where the name appears on
the list. Once you have made your selection, abckhe "Select" button at the bottom of the scragn
follows:

After clicking on the "Select" button, the Clienb@: and Client will appear on the File Screen asvsh
below:
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Step 3 - Enter Applicant

The next step is to enter the Applicant or entigttapplies for a patent. Note that the Applicaayrar

may not be the same entity as the inventor. Fomei@ in the United States, the inventor(s) is/are
regarded as the Applicant(s), whereas in many daraountries, the assignee is regarded as the
Applicant. To enter the Applicant, click on the ligée" icon to the right of the Applicant field. h&
following screen will appear:

Select the type of Applicant as "Inventor" or "Omgaation" and click "Continue”. The screen on the
following page will appear, where you can entergkeinent Applicant information:
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After entering the pertinent information, click ¢me "Save" button. A yellow bar containing thettex
"Select below as Applicant” will appear as showowah Click on the yellow text bar to enter the just
entered organization as the Applicant for the matbe are entering.

In the alternative, if the Applicant was previoudgtered, a window will appear with the Applicant
listed. Simply highlight the row and click on Sdlethe Applicant name will appear on the File soree
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Step 4 - Enter Inventor(s)

Entering the Inventor(s) information is similar @atering the Applicant. First, you must click ore th
"Ellipse" icon to the right of the Inventor(s) fiklA window will appear as shown below:

Either "Add New Person", or choose a previouslyermd name by clicking on the row where the name
appears, and click on "Select". The Inventor's naitidoe added to the File Screen.

If adding a "New Person", be sure to click the "&awtton, and the new name will be added to tte li
Continue clicking on the row where the new or poegly entered name appears on the list, and then
click on "Select”, until all the inventors have headded. You will see each Inventor's names being
added to the File Screen. Click on the "Canceltdsutvhen complete.

To remove an Inventor, go to the File screen, ligghthe Inventor's name, and click the Delete
key.
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Step 5 - Enter Filing Jurisdiction

Under the Filing Jurisdiction field as shown belalpose the country of filing. Note that the typés
protection change (located in the box to the rightthe Inventor field) when a different Filing
Jurisdiction is selected. After a country of filing selected, use the mouse to choose the type of

protection desired by clicking the appropr@:t

Step 6 - Enter Application Type

Next, select the Application Type by clicking oretdrop down box as shown below. Click on the type
of application and then hit the Tab key.

Step 7 - Enter Responsible Law Firm

Next, enter the "Responsible Law Firm" field. Fodaw firm responsible for handling a domestic
matter, you would enter your own firm name in thedd (default). For a law firm docketing a foraig
matter handled by an international associate, youldventer the foreign law firm here. For a
corporation, you would enter your own corporate eahthe matter is handled in-house, or the name of
the outside law firm. To select a law firm, cliok the "Ellipse" icon to the right of the Respotsib
Law Firm name field. The screen on the following@avill appear:
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Law firms are organized by country and subsequpdates tdP LegalDock™will add law firm data

for thousands of law firms around the world. Fsstect the Country, and click on "Load Associates".
This will bring up all associates related to thatu@try. Choose the row where the Associate's name
appears, and click on "Select", then "Cancel"h# Associate does not appear, you may add your own
list of associates by clicking on the "Add New" tout at the bottom of the screen. Associates addéd w
appear for that particular country.

Step 8 - Remaining Fields on the File Screen

Fill in the rest of the fields in the file screal| of which are self-explanatory and have beenngef
previously in this manual (see details startingPage 21).

Deleting a Matter from the File Screen
You can delete any Matter from the File Screenllmking on the "Delete Matter" button located a¢ th
bottom of the screen. Please note that selectiisgbtitton will remove the Matter and all actions

associated with it The Matter will no longer exist and will not agpeon any reports. The program will
prompt you to confirm the deletion.
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Accessing theStarBar from the File Screen

Note that you can access tB&arBar from the File Screen by moving your cursor ovex ltkgalStar

logo on the screen. Once the yell@tarBar text appears as shown below, clicking on the lagb
take you directly to th&tarBar.
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Step 9 - Docketing in the Actions Screen

Some of the information entered on the File Scneghcarry over to the top of the Actions Screen.
Notice that the Actions Screen also includes falditgonal data fields not found on the File Screen.
"Last Updated By", shows the user initials (setumgler User Manager - see Pages 10-11) and Last
Updated. These fields are read-only fields whiahdate the person who last updated this mattettzand
time and date when the record was last changed.

Examiner and Art Unit

Examiner and Art Unit are the other two additiofialds appearing on the Actions screen. Simply type
in the Art Unit number in the "Art Unit" box as skio above.

Examiner information is entered by clicking on tlglipse" icon to the right of the Examiner field.
window will appear as shown on the following page:
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If an Examiner was previously entered, simply cleott® row where the Examiner's name appears, and
click on "Select" then "Exit". The Examiner's namiéd appear on the Actions Screen.

If adding a new Examiner, click on, “Add New”, afill in the appropriate information, click “Save”.
Then simply choose the row where the new Examineaimie was added, and click on “Select” then

“Exit”. The Examiner’s name will appear in the fiel
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Step 10 - Adding Actions

There are two ways to select an Action for dockgtiryou may select the Action Code or the Action
description using a drop-down box as shown in thheen below:

Once an Action is selected, use the Tab key tor éhéepertinent dates across the row associatdd wit
that Action. (See Pages 26-27 for more informatinrentering dates).

Using the Tab key will ensure that any Reminder/Dudate/StarBar/SBD actions, which have
pre-defined dates associated with the Action, wipproperly calculate.

LegalStarrecommends using predefined Actions whenever pob& since reports will not filter
by User defined Actions.
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Example Matter with Docketed Actions

An example matter which has been docketed, is stmlow:

Base Date Information

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 unless a Reminder Date a#sred under the Lists screen as a User defined
Action, the date entered directly on the Actioreseris a free-standing field.
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Finally, it is very important to note that tis¢arBar Date is calculated from the Base Date and not from
the Due Date. See the example shown below:

Vo,

In other words, th&tarBar date in the above example is calculated by ad@imgnths to the Base Date
of September 3, 2001, resulting in an SBD of MaB¢2002. (The SBD date is NOdalculated by
adding 6 months to the Due Date).
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Deleting Data Within a Cell From the Actions Screen

You can delete any data within a cell from the éws screen by highlighting the cell and clicking on
the "Delete" key as shown in the screen below.nQhé alternative, double-click within the cell dare-

enter the data.
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Deleting a Row 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;

After the row has been highlighted, the "DeleteY keill change to read "Delete Action” as shown
above.
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Accessing theStarBar from the Actions Screen

Note that you can access tlarBar from the Actions Screen by moving your cursor oties
LegalStarlogo on the screen. Clicking on the logo willeafou directly to th&tarBar.

Date Calculator

The Date Calculator is a special featurelBf LegalDock™which enables you to enter a base date and
then plug-in arbitrary numbers and units to detasva date in the future. For example, you may want
know a future date by calculating 60 days from sebdate, or you might want to know whether your
due date falls on a weekend or a weekday. ClickimgDate Calculator" on the File screen will brung

the window on the following page:
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To begin with a particular Base Date, simply clackthe arrow buttons next to the desired montm the
click on a particular day. The date will appeattia Base Date box. Enter an Amount and Unit in the

boxes above and Tab through. The Due Date and Vigeial calculate and appear in their respective
boxes.

In future updates ttP LegalDock™ the Date Calculator will be preprogrammed withioral holidays.
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PART IV

Searching inIP LegalDock™

There are six (6) ways to conduct searches uihgegalDock™discussed briefly below:

1. Matter Number

You may simply enter the matter number on the &decen and press the Tab key. If the matter
was previously entered it will appear on the Filereé®n. In the alternative, you may search for
previously entered matters by clicking on the "Skdvlatters” button located at the bottom of the Fil
Screen. Highlight the row where the Matter numipears, and click Select.

2. Find Client Code
Open a blank File screen. Click on the Ellipse itmthe right of the Client Code field. This will
bring up a window where you can scroll throughsadif Clients and find a Client Code.

3. Serial Number
Open a blank File Screen. Click in the Serial nunfieéd and enter the serial number. Press the
Tab key. The entire Matter will be retrieved if therial number was previously entered.

4. Patent Number
Open a blank File Screen. Click in the Patent Nemfield and enter the patent number. Press
the Tab key. The entire Matter will be retrievethié patent number was previously entered.

5. Priority Serial Number

Open a blank File Screen. Click in the Priorityi&eNumber field and enter the priority serial
number. Press the Tab key. The entire Matter wall rbtrieved if the priority serial number was
previously entered.
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6. All Matters Associated with Client
Open a blank File Screen. Click in the Client €diéld, enter a Client Code, and press the Tab

key. A window will appear listing all Matter numliseassociated with that particular Client. Or in the
alternative, click on the Ellipse icon to the rigiitthe Client Code field, find and highlight a €it, and
then click on "Select". The Client will appear metClient Code box. Press the Tab key and a window
will appear listing all Matters associated withttparticular Client as shown below:
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PART V

Web Site

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

Technical Support

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

Instruction Manuals

Additional color copies of this instruction manwak available for $25. 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 14221-5406

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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