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DOWNLOAD SETUP PROGRAM

1. Click on the “Download setup.exe” button on the Free Trial page of the Informs website.

2. The File Download dialogue is displayed:

[File Download

2/

Some files can harm your computer. [F the file infarmation below
looks suzpicious, or you do not fully trust the zource, do not open or
zave thiz file.

File name: setup.exe

File type:  application

Frarm: v, informs, conm, &l

S =k e i L L
{1y This tupe of file could harm pour computer if it contains
rmalicious code.

Wwiould pou like to open the file ar save it b your computer?

Open ] [ Save ][ Cancel ] [ bdore Info

You will be prompted with choices of: Open, Save, Cancel or More Info.

3. Select the ‘Save’ button and save the setup.exe document in a folder or directory that
you can locate easily after you have finished.

4. This document should take around 5 minutes to download.
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RUN SETUP PROGRAM

5. Locate where you have saved the setup.exe file from the download using Windows
explorer and double click on or open the document.

It is strongly recommended that you exit all Windows programs before running Setup.

6. The Welcome dialogue will be displayed:

Welcome

Welcome ta the Informs setup program.

It iz gtrongly recommended that you exit all Windows
programs before running Setup. Click Cancel to quit
Setup and cloze any programs you have running.

WARMING: Thiz program iz protected by coppright lav
and international treaties, Unauthorized reproduction or
distribution of thiz program may result is severe civil and
criminal penalties, and will be prozecuted to the marimum
extent pozzible under law.

Click Mext to contifiue with the getup,

Mext » | Caticel

Click [Next] or press <Enter>.

7. The Informs Software Copyright & Licence Agreement dialogue:

Software Cnpyfighi and Licence Agreemehf

Informs )
Software Copyright

Trial Licence Agreement
Movember 1, 2004

Thiz software iz the copyright of Inform Solutions Pty
Ltd and remaing the property of Informs Solutions Py
Ltd.

By inztalling thiz zaftware you, the user, abtain a 30
day licence to trial the zoftware only.

Thig software iz provided on an 'az is' baziz only. Mo
warranties are provided. In no event is Inform
Salutions Pty Ltd liable far amy lozs or damaage from
Informs pefformance of non pelformance in ang way,
Thiz agreement iz governed by the laws of the state
of New South wales,

1
(3]

< Back | Accept | Decline

Click [Accept] or press <Enter>.
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8. The Registration — Page 1 of 3 dialogue is displayed:

Registration - Page 1 of 3

To obtain a Free 30 Day Tral Begistration K.ey send an
email with paur Name, Firm Hame, Phaone Mumber and
Email Address to tialE@informs. com. au,

Firen M ame:

Phaone Murmber:

R egiztration Key

< Back | Mest » I Cancel |

Enter your Firm Name, Phone Number and the Registration Key provided by Informs
and click [Next] or press <Enter> (entries are case sensitive).

9. The Registration — Page 2 of 3 dialog is displayed:

h.egistratinn -Page 2 of 3

T obtain a Free 30 Day Trial Reagistration ey send an
email with your Mame, Firm Mame, Phone Mumber and
Email &ddress to triali@informs. com. au.

zer 1D

Fazzword:

F.eyp Date:

< Back I Mest » I Cancel

Enter your User ID, Password and the Key Date Key provided by Informs and click
[Next] or press <Enter> (entries are case sensitive).
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10. The Registration — Page 3 of 3 dialog is displayed:

Registration - Page 3 of 3

Pleaze select Licence Tope:

¢ Back

Cancel

Select your Licence Type and click [Next] or press <Enter>.

11. The Install Folder dialogue prompts for the location in which the program files should be
installed. The default location is:

(Fwerre ——— =
Install Folder

Setup will install the software ta the directony listed in the
biox Belaw,

Toinztall to a different directary, either type in the new
path or click Browsze to select another directon.

Inztall program files o thiz location:

I l IE “Fragram Files nfarms]
Browse. . I

Space required on drive: 11.7 MB

Space available on selected drive: 530 MB

¢ Back I Memt » I Cancel

Accept the default and click [Next] or press <Enter>.
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12. The Data Folder dialogue is displayed:

Data folder

Location of data and template files:

[edinfoms [

< Back I Mext » I Cancel

Accept the default location and click [Next] or press <Enter>.

13. The Ready to Install dialogue is displayed:

Ready to Install

Setup now haz enough information to gtart installing the
zoftware.

If wou would like to make any changes betore continuing,
click Back. To abart the installation, click Cancel.

“When you are ready to start installing the software, click
on the Install button,

< Back I Inztall I Cancel

When you are ready to begin installing the software, click on [Install] or press <Enter>.

The installation should take around two to three minutes.
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14. The Finished dialogue will be displayed:

f ™

Finished

Setup iz complete and your Informs software iz now
inztalled.

Click Finigh to end the Setup.

¢ Back I Finizh I Cancel

Click on [Finish]. You will be prompted by a dialogue:

r' Hotice ﬁ

In order to complete the inskallation, wour syskem musk be restarted,  Click OF to continue ar
Zancel if wou wish to reboot later,

ok I Cancel

Click on OK to reboot the computer.
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INFORMS SETUP OPTIONS

15. Once rebooted, start Microsoft Word. Click on the Informs button, select Utilities, Matter
Manager, then select Tools and Options. The Options dialogue will be displayed:

) I
-,

P
“= Informs - Options

General ] Save ] Prirt ] File Locations

Skip Options-
(" Leave field in document
" Delete field from document

f#" |nzert marker text

{“"”\-"arial:ule“*’“I

[ Uze Infarme Open

O, | Cahcel |

Select the required procedure to be carried out when skipping fields (prompts) whilst
processing an Informs document:

? Leave field in document (enables reprocessing if that field is skipped). The field
(prompt) remains in the document and is asked again next time you start

processing.

? Delete field from document (leaves a blank). The field is removed from the
document and you will not be asked for this information again in this document.

? Insert marker text (inserts specified text such as ***Variable***). The field is
removed from the document and the ‘market text’ is inserted. You will not be
asked for this information again in this document.
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16. Select the Save tab from the Informs - Options dialog:

B Informs - Options

..................

General | 9ave 1 Print | File Locations

W Usze Informs Save

I Auto Prompt

Level 1 Level 2 Lewvel 3
Auathor [None Haone
Typist Author Author
b atter Typist Typist
Drate b atter b atter

[rate D ate
Sample

chinformshdocumentzmattersdate. doc

¥, | Cancel

Enter the required saving options:

? Use Informs Save: automatically names and saves documents. If this item is not
selected, the standard Word save dialogue is used for saving documents.

? Auto Prompt: prompts you to save documents immediately after the Select Matter
dialogue is displayed (before you begin typing the document).

? Level 1, Level 2 and Level 3: nominate the auto-name convention for your
documents. As you make selections from these items, the sample document name

will update to provide an example of how documents are saved. It is not necessary to
choose an option from each leve. Some examples are:

0 Level 1 —date, Level 2 — none, Level 3 — none:
C:\030922-xx.doc

o0 Level 1 — author, Level 2 — matter, Level 3 — none:
C:\cjd\030001-xx.doc

o0 Level 1 — author, Level 2 — matter, Level 3 — date:
C:\cjd\030001\030922-xx.doc
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17. Select the Print tab:

B Informs - Options

File Locations

¥ Usze Informsz Erint -

Document:  Printer: Tray: Stamp:
Original; ]"-."-.SE['-.-'EH WHP Lazerlet 2100 SETiELj YWiord S ettings

Diraft: ]"-."-.SE['-.-'EH WHF Lazerlet 2100 SEFiE_T_J |.-'-‘-.ut|:| Select _T_J i
File Capy: J\'xserver1 SHP Lazerdet 2100 SE!riELJ I.-'-‘-.utn:- Select LJ v
Lopy: i\'xserver1 “HP Lazerlet 2100 SEFiELJ |.-'l'-.ut|:- Select LJ i
Envelope: |"'."~$erver'l YHP Lazerlet 2100 Serifﬂ “Wwhord Settings

Label: |"'."~server'| WHF Lazerlet 2100 Serifﬂ YWord Settings

Default Envelope Tupe; ] Ervelope DL LJ

k. | Cancel

Enter the required printing options:
? Printer: select the required printer for each document type.
? Tray: select the required tray for each document type.

o Original documents print from the Paper Source set for each individual
document. To change the paper tray for an original document, select
File then Page Setup then Paper Source from within Word.

? Stamp: select to print a stamp (draft, file copy, etc) on the documents when they
are printed.

? Default Envelope Type.
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18. Select File Locations:

1
-~

| B Informs - Options

General] Save1 Print

Docurnemts: |n:: hinformetdocuments', J
Templates: Jn:: hinformahternplatesh, __J
D ata: I-:: hinformzhdatal J

(] 4 | Cancel

Enter the location of files for:

? Documents: the location where created documents are saved using Informs save
eg. letters to clients.

? Templates: the location of internal template documents used in Precedents
dialogue.

? Data: where data is stored eg. Address Book data.

For more information on these Informs - Options settings, refer to the Informs User
Guide.

Informs Setup Guide - Installing the Software Page 11



CUSTOMISING SETUP DOCUMENTS

19. Informs contains a range of setup documents which enable the user to set their preferred
formatting for every document once only. These documents are as follows:

?

AccHdr.doc is the document which provides the formatting preferences for the
account or tax invoice.

FaxAB.doc is the document providing formatting preferences for the fax header
using the address book.

FaxAgent.doc is the document providing formatting preferences for the fax
header to the agent.

FaxClient.doc is the document providing formatting preferences for the fax
header to the client.

FaxMgee.doc is the document providing formatting preferences for the fax
header to the mortgagee.

FaxMgeeSol.doc is the document providing formatting preferences for the fax
header to the mortgagee’s solicitor.

FaxOS.doc is the document providing formatting preferences for the fax header
to the other party solicitors.

LtrAB.doc is the document providing formatting preferences for the letter header
using the address book.

LtrAgent.doc is the document providing formatting preferences for the letter
header to the agent.

LtrClient.doc is the document providing formatting preferences for the letter
header to the client.

LtrFt.doc is the document providing formatting preferences for the document
containing the formatting for the first page footer of the letterhead.

LtrFt2.doc is the document containing the formatting for the second and
subsequent pages’ footer of the letterhead.

LtrG.doc is the document providing formatting preferences for the letter header
for any document without an address.

LtrHd.doc is the document containing the formatting for the first page header of
the letterhead.

LtrHd2.doc is the document containing the formatting for the second and
subsequent pages’ header of the letterhead.

LtrMgee.doc is the document providing formatting preferences for the letter
header to the mortgagee.

LtrMgeeSol.doc is the document providing formatting preferences for the letter
header to themortgagee’s solicitor.
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? LtrOS.doc is the document providing formatting preferences for the letter header

to the other side.

?  SignOff.doc is the document providing formatting preferences for the letter

signoff.

?  Styles.dot contains document styles that are modified for example if a client
wants letters in a font other than times new roman.

20. Unless you want particular formatting for your letters, faxes, accounts and envelopes, you

can simply just change the header and footer for each document.

The documents

required to be edited for this are LtrFt, LtrFt2, LtrHd and LtrHd2. Simply:

?  Open the required document in Microsoft Word (in this example we will use
LtrHd.doc). The setup documents are located at C:\Informs\Setup.

? The changes are made to the actual document, not the header. Make your
preferred changes using your firm’s logo and formatting.

? Save and close the document over the old copy.

?  Editing any of the above mentioned documents is similar to the above.

21. To alter the Styles .dot document template:

?  Open the required document in Microsoft Word. The Styles.dot document

template is located at C:\Informs\Setup.

|
Ha BT thes Tamicburmet Todk Tl Mgl Lii _

] T |
mane [ @ H & F H Muttiry Styla ?_.Ec-
roarval * FranllnGothic Bool » 12w | B 3 OO

fern; [Horead
| =%] 7

G :'.'.'..L.l-g.l [ L LR | =5

| iyl for ok peragranh: | W Momad - .
e Formattrn
5 Franidin Gathic Baok L I I A | a_.-
=
; =E=s= [—==|m= =
)
; Fore: e ] Frankin Gothic Bank, L2 pt, Engleh (Arstya by,
= JusHied, Line spacing! single, "Wideworshan contral
3
7 ™ Add o hempleks | Auinmabcsly opdais
v rome: - | [ ] _coent |

?  To make changes to the default Font, simply select Format, then Style and select
the Normal font. You can then select Modify to make your required changes.

You are now ready to use Informs.
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