NEW CASE SETUP

1. Click on “New Case”
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Welcome to Juris Doc Pro.

You can efther create a new case or open an existing one. To create a new case simply click on the "New
Case..." button. The new case wizard will wak you through entering in some basic information, to get started
quickly.
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Click “New
Case”; then

click “Next”

2. Enter appropriate info on Case interface screen
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Enter
appropriate
case info
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Office File No.:

Case Number:

fields are

Trial Date:

Court:

Judge:

Clerk:

Court Division/No.:

required

Case Style:

Case Type:
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Party”




3. Click to add client
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4. Choose client from client list, or, if new client, click “Add New

Person”
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If former client,
choose from client

list; if new client,
click “Add New
Person”

Kathy Ann Reliant
Jessica R. Adcock

Tristan Phouthavong




5. Add appropriate info for party
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First Name:
Wl Midde Name:  Ann
&

Last Name: Reliant

| Gender Female 4] SN ooxxx-3333| (X allowed)

8| Dateof Bith: 9/10/1980 v Death:

: Children: 22 Relationship: | Mother
[] Is Pregnant?
Other

ContactInfo | Address Info | Marriage Info | Employgent | Criminal Charges

Phone: (6207254444 | Cell: Fax:
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Add
appropriate

info for
party

All information does not
have to be entered on the
interface screen (in most
cases it can also be
entered on the form); but
it is a good idea to at least
enter some minimal data
for the parties, attorneys,
children, properties /

debts, BEFORE preparing a

law form

It is a good idea to
EXPLORE and become
familiar with each
interface screen, to see
where best to enter

information (on the

screen, or on the form),
and the type of info that
can be entered




6. After client data entered, choose party type, then save
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After client
data entered,

Please Addthe parties that are involved in this case. The 'Add Pary button w
existing people or add a new person

Order #

Last Name Party Type

- choose party
type, then click

Petitioner
Plaintiff
Respondent
Testator
Testatrix

x

First Name

Party Involved In Case

Person: John Bride

Party Type:
Cliert Type:

HO K”

7. Next, on Party Information screen, click on “Add Party” to add

info for opposing party.

Please Add the parties that are involved in this case. The ‘Add Party’ button wil allow you to choose from
existing people or add a new person

Fist Name Last Name Party Type

— ; Click “Add Party”

John Bride Petitioner
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8. Make sure you choose “Opposing Party” as the client type

Choose
Juris DOC Pro ssersees. moesing ' “OPPOSING Party”;
then click

magnifying glass

icon, and if party

not on list, then
“Add New
Person”

9. Enter appropriate party info, then save
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| ContactInfo | AddressInfo | Marriage Info Criminal Charges |

— party type;
= I then click

“OK”; then
click “Save”




10. Enter child info if appropriate for case

Click
Recent
Please Add the children that are involved in this case. The ‘Add Child' button wil allow you to choose “"
from existing children or add a new chid.
john,
First Name Last Name Paty Type  Order# |
a
delete Chil : I . I | ”
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11. Enter appropriate child info, then save

First Name: | Tommy

Middle Name:

Last Name:  Bride

gl S—— Enter child

Date of Bith: | 2/18/2011
] Desired Name:

Resid%Wﬂhi Penm.mer B} = Adoptad? i n fo ) t h e n

BirthInfo | Contactinfo | Address
Bitth Hospital:

I - o V24
= click “OK
BithCounty: | ¥

Birth Cert. No.:

Bith Number: | 0 %) Bitth Type:

Leave “Party
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then click
“OK”; then
click “OK”




12. Add attorney info

Click “Add
Party
JurlsOC Pro  fasterdocs. more biling Attorn eyn’_ if

Guardian ad

Attomey
.

Please Add the attomeys that are involved in this case. The 'Add Party Attomey’ or ‘Add Child Attomey”
buttons will allow you to choose from existing attomeys or add a new attomey. I e l I I

First Name Last Name Type For

involved, click
“Add Child

Attorney”

13. First add you as the attorney for your client

Choose your
client; then click

on magnifying

— — icon to choose

. |Penny Bride

attorney




Office Name:

Chautauqua Court...

list of attorneys,
highlight it, then
click “OK”; if not,
click “Add New
Attorney”

14. Enter new attorney info, if appropriate
Office is a required
field; select your

i _ office from office
;;_:m b i list; if not on list,
= click “Add New
E‘::M : Office” and

e - complete office
T e info; then complete
:::dmi = appropriate

e attorney info; then

“Save”
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Attomey: G. Harris

| e Choose involvement

other attorneys = type, then click “OK”

Guardian Ad Litem

involved; then
click “Next”
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15. Enter info on properties involved, if appropriate

Highlight property
type, then double click
and enter info on
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property; then save; if
specify the values.

—— ereom ety more than one item is

{Asset-Property Tr... $0.00

Bank Account $0.00 . roperty

Bequest-Cash $0.00 .

s i for same property
Business Venture $0.00

Cash On Hand $0.00

G —an___jan L type, click on “Add

Frnne
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Property” and enter

Cancel |

info; when all
property data
entered, click “Finish”




16. Enter additional info on case through interface screens
available from Case Explorer, or on the forms directly, as
appropriate

Enter additional info on case

through interface screens

B Atomeys

available from Case Explorer,

)£} Properties & Debts

@ Debts

i o = or on the forms directly, as
/ Damages & Discovery ion:
Biovive appropriate (ie, properties /

B Child Suooort Info
< n

ERCT e debts; income / expenses;

Case Income

Fare— info regarding child custody,

y Prepare Form
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visitation or child support);
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then click “Save”






