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Introduction

Documents created with Informs are interactive and automated. 

Informs assembles each document for you. You simply answer the questions as they appear in Informs’ prompt boxes. Informs inserts the information into the document; add and removes optional paragraphs and amends gender grammar where appropriate. 

All the information you enter is stored in Informs’ matter files. If the information is needed elsewhere in the document, or in a subsequent document/s, it is automatically inserted for you.

All documents are in Word format and can be saved, edited and shared like any other Word document.

Getting Started

Informs loads automatically when you start Word. The Informs menu is added to the start of Word’s standard toolbar:
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· Use the menu options or keyboard shortcuts to access Informs functions.

Templates

The Informs menu provides access to three kinds of document templates:-

General Templates
· These are your basic ‘one off’ document templates. 
· Informs handles the addressing and signoff but you type the body of the document.
· These templates are stored on your computer or server.
· Eg Letter to client

Firm Precedents
· These are your firm’s precedent documents. 
· They could include letters and faxes with body text or templates such as Wills. These templates will have either been created by your firm or purchased specifically for your firm. 
· These documents are stored on your computer or server.
· Eg Letter to client confirming exchange of contract

Court Forms
· These are templates that are commonly required by most firms and whose layout and content is regulated by a court or government department
· These documents are stored on Informs’ server.

· Eg Family Court Affidavit
General Templates

General Templates accessed from the top of the Informs menu.
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Selecting either the Letter or Fax menu items displays a dialog similar to the following:- 
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You select the party you wish to write to and Informs creates a blank new document for you to process, based on that party’s template.

Precedents
Your firm’s precedents are accessed by selecting Precedent from the Informs menu.

The Precedent selection dialog box is displayed.
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To open and close folders:

· Mouse – Click the folder once.
· Keyboard – Select the folder using <><> keys and then press <space bar>
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To open a precedent:

· Mouse – Double click the required precedent.

· Keyboard – Select the required precedent using <><> keys and then press <Enter>
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A copy of the precedent is opened in Word.
Court Forms

Court forms are accessed by selecting Download form from the Informs menu. The Download form selection dialog box is displayed.
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To open and close folders:

· Mouse – Click the folder once.

Keyboard – Select the folder using <><> keys and then press <space bar>
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To download a form:

· Mouse – Double click the required form.

· Keyboard – Select the required form using <><> keys and then press <Enter>
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The Download dialog will appear while the requested form is downloaded. The form will is then opened in Word. 

· All Download forms are Word documents created by Informs and incorporate extensive document automation.
Process
Select the Matter

After opening your General Template or Precedent or Court Form Informs will prompt you for the Matter (or File) being processed. 
This allows Informs to store your answers.
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You select the Matter using the Select Matter dialog box.  (See next page for details on Adding a New Matter)
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To select an existing matter:

· Mouse – Double click the matter.

· Keyboard – Select the matter using <><> keys and then press <Enter>
· The Matters grid supports incremental searching either by Number, Client or Description (eg to search by client, click on any client and start typing the client name. The closest match is highlighted as you type).

· You can sort the grid by Number, Client or Description by clicking on the relevant heading. Click again to change the sort order from ascending to descending or vice-versa.

To add a new matter:

· Mouse – Click the New Button on the Toolbar.

· Keyboard – Press <Ctrl>+<N>.
The New Matter dialog will be displayed
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· Enter the Number, Client and Description.

The Matter Number is a unique identifier - it can include numbers and alpha characters. The Client and Description fields are optional fields to help you identify the matter.
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· Use <Tab> to move between the fields. Click [OK] or press <Enter> when done.

The new matter will be added to your list of matters. 
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Answer the questions

Informs will now begin to process and assemble the document. Information previously entered and stored in the database is inserted into the document. 

· When new information is required the Prompt dialog is displayed:
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· Enter the relevant information and press <Enter> or click [Continue] to continue processing.
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Prompt Dialogs

As Informs processes a document, the Prompt dialog is displayed whenever information is required. The information entered into the Prompt dialog is stored in your database as a field and is used when required in this or other documents. 

The Prompt dialog varies depending on the type of information required.

TextLine
Enter information into a single-line text box.
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TextBox
Enter information into a multiple-line text box.

· Press <CTRL>+<Enter> for a new line.
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ListBox
Select answers from a list of options.

· These options support incremental searching (you can also select these options using the <><> keys on keyboard).
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ComboBox
Enter information into a single-line text box or select answers from a list of options
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Date
Select date from the drop down calendar or enter by typing the day, month and year.

· Press <F2> to clear the current date and leave a blank in the document.

· Informs automatically formats the date as required by the document.
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Money/Number
Enter a number or an amount.

· Don’t worry about dollar signs or commas. Informs automatically formats the answer as required by the document.
· Use the drop down calculator to make calculations (if required).
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Option
Select optional clauses/paragraphs from a list.

· Select the required clause either by clicking on the checkbox or by using <><> keys to highlight the clause and the <space bar> to toggle selection
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· Preview what is in the clause by double clicking the clause (not the check box). A screen similar to the following appears
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Comment
Provide necessary information or instructions relating to the document.

· Click [OK] or press <Enter> to continue processing.
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TypeText
Passes control to Word during processing to allow free typing.

· Read the instructions and Click [OK] or press <Enter>. You will be returned to Word with the cursor at the point where the typing is required.

· To resume processing when you have finished typing select [Process] from the Informs menu or press <CTRL>+<F12>.
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Prompt Buttons
Back
Go to the previous Prompt.

· Keyboard shortcut - <CTRL>+<F11>
· Button is greyed out when there is no going back.

Continue
Go to the next Prompt.

· Keyboard shortcut - <ENTER> OR  <CTRL>+<F12>
Skip
Skip the current Prompt. 

· Keyboard shortcut - <CTRL>+K
· ***Variable*** is inserted in the document as an editing marker.
· The question will be asked again when the precedent is processed again for that matter.

· Blank values are considered valid answers. If you leave a Prompt blank you will not be asked that question again.

Stop
Stops processing and returns control to Word. 

· Keyboard shortcut - <CTRL>+Q
· To resume processing select [Process] from the Informs  menu or press <CTRL>+<F12>
Ask All
This is a toggle switch. When selected (pushed in) Informs pauses and displays the Prompt dialog for all variables. When not selected (pushed out) Informs only pauses and displays the Prompt dialog for those variables for which it doesn’t yet have an answer. 
· Keyboard shortcut - <CTRL>+L
· If a variable is programmed as ‘Always Ask’ the Prompt dialog is displayed regardless of the state of the Ask All button 

Insert Pause
Use Insert Pause to assist with reviewing document variables.

Short documents are easy to review. You simply toggle the Ask All button to ON (pushed in) before selecting the matter. Informs displays the existing answer/s in Prompt dialogs as it processes the document allowing you to check or edit them.

For longer documents this may not be as convenient as it may mean clicking through many answers that don’t require checking before getting to the ones that do. In this situation insert a Pause command just prior to the variable/s which require checking. Process the document with the Ask All button OFF (not pushed in) and Informs will insert all the answers up to that point and then pause. You can then toggle the Ask All button to ON and review the necessary variables.
· To insert a pause, place the cursor in the necessary position in the document and select [Insert Pause] from Utilities on the Informs menu or press <Ctrl>+<F8>.
· The following text is inserted in your document - «PAUSE»

· After opening the precedent click [Exit] or press <Esc> on the Select Matter dialog to gain editing access to the document.

· Select [Process] or press <CTRL>+<F12> to resume processing once the Pause has been inserted.

Matter Manager

Use Matter Manager to manage the answers stored in Informs.
Most of Matter Manager’s functions can also be performed with the Select Matter dialog and whilst processing a document.

To load Matter Manager 
· Select Matter Manager from the Informs menu or press <CTRL>+<SHIFT>+G
· The Matter Manager dialog is displayed:
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· Select a Matter to display the matter’s fields (variables & answers)
Useful functions
Edit a Client Name or Description
· Double click the relevant Matter and edit

Delete a Field
· Select the relevant matter

· Select the field to delete

· Press the [Delete] button on the tool bar

· Delete a field to be asked that question again when you process a document with that variable

Global fields

Global fields are not related to a particular matter but are common to all matters. They include fields such as your firm’s name, address and phone number.

· Click [Global Fields]. The Global Fields dialog is displayed:
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Common Questions
Do I need to process the documents in any particular order?

No, process the documents as you require them.

I misspelt a name in a completed document. Can I correct it by editing the document?

Yes, but the name will remain misspelt in Informs.  If you think you will use the Matter again then correct the name variable by reprocessing the document (see Insert Pause above) or by editing the name in Matter Manager.

Can I stop a document half way through and finish it tomorrow?

Yes, you can stop processing at any time. Uncompleted documents can be saved. To finish the document open it again and select [Process] from the Informs menu or press <CTRL>+<F12>. Informs will remember what matter you were processing and will prompt you with the question that you stopped on.
I forgot to save the document I was working on. Have I lost my answers?

No, Informs save answers to its Matter File regardless of whether the document is saved or not. Run the precedent again and the answers previously entered will be automatically inserted.

I have finished my document but noticed a mistake with one of my answers. How do I go back?
You can’t. Informs saves answers and releases the document as soon as you click Stop or when the document finishes processing. Run the precedent again with Ask All selected to allow you to check and edit the answers previously entered. Use the Insert Pause command if helpful.
The Prompt dialog has disappeared and Word seems to have frozen. What do I do?

When you swap to another program the Prompt dialog may not reappear when you swap back to Word. Minimize the other program/s and the Prompt dialog will reappear.






























