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Introduction

v A WY AV

A
fssMacroSuite

Welcome to the fssMacroSuite program. The fssMacroSuite ribbon reorganizes Ribbon buttons and
adds new Groups and Buttons in order to give the user a full suite of productivity macros.

The fssMacroSuite-Home/Templates Tab (which can be renamed to reflect your firm name) is
designed as a replacement for the standard Word 2007/2010 Home Tab. We do no remowe the
standard Home Tab, it occurs as the third tab in the ribbon interface. However, you will find just about
every group of commands on the fssMacroSuite Home/Templates Tab plus the QuickDocs buttons,
the Template Selection and the Utilities groups.

Word 2010 Home Tab:

IE oufirntone HomeTempistes YouimName TOCTOAMUNbering | Home | Inset  Pagelayout  Refersnces  Mailings  Review  View a
=) i T nd *
& = ] I - | B EREE - | 3P A 4 Find
4 : Bookmanotds (14 v A A" | Aav | [E[IE-F MM aaBh 1. A2E a. AaB AaB] asbca AaBbC A 2, Replace
Paste - o - - A f=. | My~ tnal Change
S ormat pointer | [B) £ I * e %, X w.oA-EEam = 52 1 nz 5] T DocTitle . Ehomal [ ShGe| r
Cligboard . Font . Paragrapt : Stles 2| Editing

fssMacroSuite-Home/Templates Tab:

“ fsiMacrojuite-Home/Templates TrsMacrosuite-TOCTOAMuUmMbLring Hame Insert Page Layout References Mailings Review View
Letternead  Office Main = Templates = Bookman Olased~ 13+ i< § Agenr w2 inch Ay Quick stles + S AuaTent = 8§ crpara X Deletion 4 Fina 2y
Memo Dept. Lkigation = Templates = A7 &7 A~ %7- & #1401 1 inch M styies 5% symbols - h Unformatted & Clean up 25 Replace J
Fax Misc. Enwelopes = Templates~ B 7 U - abe x, % EEIE= &l Mormal F oatesrstamps - [ eright [ reveal [[Juitha [z Select~ et F Format Painter
QuickDocs | Template Selection (v.12d) Font 5 Paragraph ] Styles Insert Utilities Editing Clipboard

As you can see from the two images, both tabs contain

Font, Paragraph, Styles, Editing, Clipboard

but the fssMacroSuite-Home/Templates tab adds QuickDocs, Template Selection, Insert, Utilities
Many office users constantly have to create letters, fax covers, memos or other standard documents.
The QuickDocs Group gives each office user the ability to define the "hot" three quick documents that
they need. The label and the template are definable.

With the Template Selection tab, you can easily design a folder structure to hold your firm's
templates. You have three definable categories (by default they are named: Office, Dept., Misc.) and

you can create an unlimited number of choices and templates to go in those categories.

The second tab of the fssMacroSuite contains tools for working with Tables of Authorities (TOA), Table
of Contents, Discowvery and Paragraph Numbering.

fsshacroSuite-Home/Templates fssMacroSuite-TOCTOAMUMbering Horme Insert Page Layout References Mailings Reviews Wiew
1-24 D Insert TOA A Insert TOC r1T Field Shading 9% Separator  { Delete TOC Fields ~ ® Sequence® @ Response 12 3 45
Edit Category | | ¥ Update TO :,; Select All 4 Hidden Para ® Special Interr, # @ Response 6 7 3 9
Mark . )
cite = Upda yGotoToC  {dToggle fields i miark Entry 4 G Select
TOA TOC-Standard TOC-Fields Discovery Numbering
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Introduction 7

Use the fssMacroSuite_UserGuide.pdf for information about each option on the fssMacroSuite ribbon.

So, again, welcome to the fssMacroSuite with tools to make your use of the Word Ribbon interface more
efficient and productive.

Note: Our demo samples use the legendary law firm of Dewey, Cheatham and Howe. We
recently learned that the genesis of Dewey, Cheatham and Howe was a Three Stooges comedy
routine. No offense isintended.

Roger Ellis
President
Fee Simple Software

© 2012... Fee Simple Software
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Installation overview

We recommend that a copy of all templates used by fssMacroSuite be kept on each user's C:\Program
Files\Fss\fssMacroSuite folder. This awids contention and increases load speed.

The fssMacroSuite installer will create the standard folders for our Demo setup. That folder structure
should be modified to match the requirements of your firm.

Templates should be added to the template folders. Once the program has been build up with enough

templates and the |etterhead list has been filled in you should use Group Policies or RoboCopy to set up
a method for copying the folder/templates structure to each station.

Obtain a Client ID before you begin

The fssMacroSuite Ribbon and templates will not work without being
registered. Registration for testing is free.

The first time that you run Word after installing the demo files you will be
prompted for a Client ID.

If you are doing a test of fssMacroSuite, we can set a time period for you to test.
Please contact Fee Simple Software at 205-823-7439 and provide contact
information for your firm. We will be happy to set up a demo and will not call
you unless you give us permission.

If you are working with an authorized dealer, you can ask them to obtain a
Client ID for you.

Run the installer

Verify that Microsoft Word 2007/2010 is not running; also verify that no instances of WINWORD.
exe are running in the background.

Press Ctrl+Shift+Esc.
Check the Processes tab to see if WINWORD.exe is active.

If Word is not currently running but WINWORD.exe exists in the Processes tab,
click End Process and close the Task Manager.

If you have downloaded the fssMacroSuite installer from http://www.feesimple.net then double click it to
run the install.

The installer will create a program group called fssMacroSuite and create an uninstall selection there.

© 2012... Fee Simple Software
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l fesMacroSuite
fEd Uninstall FssMacroguite

The install creates a series of folders on "C:\Program Files\fss". This location must not change or there
will be problems with code references. The following dialogs are shown by the installer.

© 2012... Fee Simple Software



10 fssMacroSuite-Installation Guide

4.1  Firstinstall dialog (be sure to close Word)

The installer will copy a template to your global Word startup folder. For this reason, be sure
to have Word closed before your start the install.

EF|setup - fssMacroSuite =101 |

Welcome to the fssMacroSuite
Setup Wizard

This will install FssMacroSuite version 12e on wour computer,

It is recommended that wou close all ather applications before
conkinuing.

lick, Mext o continue, or Cancel to exit Setup,

Mexk = I Cancel

© 2012... Fee Simple Software
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4.2  Second install dialog

Since the location of the demo file folders must be "C:\Program Files\fss" there is no dialog to select the
install location.

Bl Setup - fssMacroSuite | =10 x|

Ready to Install - —

Sekup is now ready to beqgin installing FssMacroSuite on your computer, A
I3z Macroduitc

Click Install ko conkinue with the installakion,

© 2012... Fee Simple Software



12 fssMacroSuite-Installation Guide

4.3 Final install dialog

The installer is finished.

ExlSetup - fssMacroSuite =101 x|

Completing the fssMacroSuite
Setup Wizard

Setup has finished installing FssMacroSuite on your computer,
The application may be launched by selecting the installed

icans,

Click. Finish ko exit Setup,

© 2012... Fee Simple Software
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4.4  Start Word and Enter your Client ID

W D
Hame Insert Page Layout References railings Rewiew Wiewy Developer
s Cut — Gas g el (hleednes
= ‘K ¥ el & || Al WElie EmiEes FESRES g
5 53 Copy
Reste B 7 U -ae x, x W-A- E===|l= |55

- fFu:urmat Painter

Clipboard Register Client _||:||5| Paragraph

[ ¥~ A = Product Code:  fzshacoSuite

(L] Client 1D: || T
Cancel | Regizter |

; A

Enter your Client ID.

441 Ifyou did not obtain a Client ID

If you start Word before you have obtained a Client ID, you will be prompted 4 times in succession for
the Client ID, then Word will load and the Ribbon will display this fssMacroSuite Status tab. You may
obtain a Client ID and then click the Validate button to enter the ID.

You may uninstall fssMacroSuite and reinstall it at a later time. There is no problem in repeated installs
and uninstalls since all that happens primarily is file copying.

fsshMacrosuite Hame Ihsert Page Layout F‘l

Your license has a problem, Contact Fee Simple Sofbware, Walidate
Phone: 205-823-7439
Ernaili Roger@Feesimple.net

fisMacrosuite Status

- =

ere.

5 Word Versions supported (2007 and 2010)

The Ribbon interface was first added to Word in the 2007 Edition. fssMacroSuite will work with Word
2007 and Word 2010. Since we connect to Outlook for Address List information with our special
templates for Letterhead, Memo and Fax Cover Letters, you must be sure to use a version of the "Main"
template that has been compiled for your version of Microsoft Office.

Word will resolve the code reference to Outlook aslong as you start with a copy of the
fssMacroSuite_Main.dotx "Main" template that has been saved in a compiled state for Office
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14 fssMacroSuite-Installation Guide
2007.
If you open the "Main" template in Word 2010 and then copy it to an Office 2007 station you may create
a problem. So always use the "Main" template that is shipped from us and is compiled into Office 2007
format when you post a copy of the "Main" template for copy to other stations.
If you are totally Word 2007 or totally Word 2010, this will not be a problem.
We set a code reference to the fssMacroSuite_main.dotm template. Because if this we require
that you place the "main” template in the global Word startup folder. See fssMacroSuite Main
During the normal Demo install, we place a copy of the fssMacroSuite_main.dotx template in the
global Word Startup folder for you.
6 The fssMacroSuite folder structure
Each folder that is created during the install is explained below.
6.1 Root Folder "C:\Program Files\fss"
The root folder for our install is c:\Program Files\fss
[ =10l ]|
|°k = | )~ Computer ~ Local Disk (C:) - Frogrom ke = fss ~ » & [Searchtss )
Organize v Inchdeinlbbrary *  Sharswith +  Bumn  New folder = » ) &
«| Documents ;| Mame - I[mnrm-flud |va¢ Iﬁwr | I
)| FssiacroSuite
o usic . FasMacnoSute FNSJ2012 10:02 AM File: Fioldar
B Pictiras || License IM9[2012 6:55FM  File Folder
@) Recon
B videos
) Homegroup
1 Comnputer
£ Local Disk {C:)
s P Mods (51)
=i
Two folders are created below c:\Program Files\fss:
They are fssMacroSuite and License.
6.2 License Folder "C:\Program Files\fss\License"

The license folder contains the following files:
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The fssMacroSuite folder structure 15

s » Local Disk (C:) = Program Files = fss = License

raty *  Sharewth =  Burm  Mew Folder

Mame = [rate modified Type Size

= FssMacroSuite.=mil 3/25/2012 159 AM XML Document 3KB
|| FASSecurity . dll 311402012 6:01 PM Application extension 18 KB
| | Fs55ecurity, pdb H14/2012 &01PM PDE File 30 KE
|| Fs5security Hh H14/2012 601 PM  TLE File 3KE
[E] registerFS55ecurity, cmd F12/2012 922 PM Windows Command .., 1 KE
[E] UnRegisterFSSSecurity, cmd Hf24/2012 246 PM  Windows Command ., 1 KE

The file RegisterFSSSecurity.cmd will register the FSSSecurity.dll if the file was not registered during
the install. If you ran our installer, the file was registered.

FSSSecurity.pdb and FSSSecurity.tlb are support file for FSSSecurity.dll.
The fileu UnRegisterFSSSecurity.cmd will unregister the FSSSecurity.dll.

The file fssMacroSuite.xml contains encrypted values that are used by the FSSSecurity.dll. It is
created after registration and if deleted will be recreated by registering again.

You may register the same computer multiple times with no issue of duplication in the security
database.

6.3 Base Program Folder "C:\Program Files\fss\fssMacroSuite"

tker = Local Disk (C:) = Program Files - fss = FssMacroSuite =
library =  Sharewith *  Burm  Mew folder
Mame * Drate modified Type
) Dept 392012 1002 &AM File Falder
) Docurmentation 31252012 11;23 &AM File Folder
) FasMacrasuite_Main 3192012 1057 &AM File Falder
Letterhead_Lisk 312412012 &:50 AM File Folder
J Location 392012 1002 AM File Falder
J Misc 392012 1002 &AM File Folder
) QuickDocs 3232012 927 &M File Falder
SkyleSheets 3232012 956 AM File Folder

All of these seven folders are created during the install. The names must not change.

Four of the folders are used as template repositories (Dept, Misc, Location, QuickDaocs).

Each folder will be discussed below:

© 2012... Fee Simple Software



16 fssMacroSuite-Installation Guide
6.3.1 Alias the three Template root folders
" | S
Label your category folders then select the “Default™ folders for your category folders. The three folders
must be named "Location”, "Department”, and "Misc" but can be labeled as needed.
"Lacation" Falder Label I OFfice I Psin G |
"Departrment folder Label I Dept. I Litigation i |
"Miscellaneous" Folder label I Mlisc, I Ervelopes i |
There are three "hard-coded" top level root folders that you can use to categorize your firm's templates.
You many not change the folder name but you may alias it to some other name as shown on the
configuration dialog above. For more information see the Configuration section of this Install Guide.
Once you set up a folder structure for each of the three category folders, you copy the appropriate
templates into those folders. There is no limit on the number of folders or the number of templates in a
folder. Practically, you would not want to have more than 20 to 25 templates per sub-category so that
all templates are listed in the dynamic menu list and scrolling is not necessary.
NOTE: Due to limitations with control over Ribbon labels, we suggest that you use short names
for your three template folder labels and that they be somewhat the same length. See image
below:
YourFirm-Haome/Templates Your
Office Main = Templates =
Dept, Llitigation = Templates =
Misc, Labels mTemplates *
Tem Erwelopes [v.12g]
= Labels
7| Tahbs
The Category folders were named Office (Location Folder), Dept. (Dept folder) and Misc. (Misc folder). In the
dropdown list of sub-category folders for Misc. you see Labels, Envelopes, and Tabs. So use as brief aname
that you can that serves the purpose. This is to conserve Ribbon space.
The names of the templates themselves can be more expansive. If you wish to sequence the names in a
particular order, you will need to prefix them with aletter or number to sequence them, otherwise they will
appear in the list in alphabetical order.
6.3.1.1 Location folder (Templates root folder)

Many law firms have branch offices, so the "Location" folder is often used for templates that could vary
by office location.

© 2012... Fee Simple Software



The fssMacroSuite folder structure 17

st = Local Disk (C:) = Program Files = fss = FssMacroSuite = Location -

rary *  Sharewith =  Burm  Mew folder

Mame * * | Date modified Type
J Branchl IN9Z01Z 10:02 AM File Folder
) Branchz 39 2012 10:02 AM File Folder
| Main 319/2012 10:02 &AM File Folder

If your firm has locations in Chicago, New York, and Los Angeles, you might name the three folders
under Location accordingly.

Note: If you don't have branch offices, then you may alias the Location folder for another
purpose, like Practice.

6.3.1.2 Dept folder (Templates root folder)

The Dept templates root folder was designed for sub-folders for practice areas or departments in a law
firm. If you do not have multiple offices then you could use the Location folder for Practice and the Dept
folder for Departments.

s = Local Disk (C:) = Program Files = Fss = FssMacroSuite = Depk -

rary *  Sharewith *  Burm  Mew folder

Mame * Date modified Type
. Adrin 392012 10:02 AM File Falder
. Litigation IMNIZ01Z 10:02 AM File Folder
. Patents 392012 10:02 AM File Folder

6.3.1.3 Misc folder (Templates root folder)

The Misc templates root folder was designed to be a repository for templates that are somewhat
universal in nature and that fit in the other categories.

© 2012... Fee Simple Software



18 fssMacroSuite-Installation Guide
 + Local Disk (i) = Program Files = fss = FssMacroSuite = Misc =
rary *  Sharewith =  Burn  Mew Folder
Mame * Date modified Type
Envelopes 31902012 1002 AM File folder
Labels 31902012 10:02 AM File folder
Tabs 3/19/2012 10:02 AM File Folder
6.3.2 Documentation folder

6.3.3

6.3.4

6.3.5

The fssMacroSuite User Guide (fssMacroSuite_UserGuide.pdf) and Installation Guide (
fssMacroSuite_InstallGuide.pdf) are copied here during the install.

fssMacroSuite_Main

During the install, a copy of fssMacroSuite_main.dotm was placed in the appropriate Word Startup folder
based on your Windows Version. If you are doing a manual install then follow these guidlines:

We set a code reference to the fssMacroSuite_main.dotm template. Because if this we require that
you place the "main” template in the global Word startup folder. See the table below:

Go to:C:\Program Files\fss\fssMacroSuite\fssMacroSuite_Main\

Copy fssMacroSuite_Main.dotm to the Word global startup folder.

Windows 7 |Word 2007 |C:\Program Files (x86)\Microsoft Office\Office12\STARTUP
Word 2010 |C:\Program Files (x86)\Microsoft Office\Office14\STARTUP

Windows XP |Word 2007 |C:\Program Files\Microsoft Office\Office12\STARTUP

Word 2010 [C:\Program Files\Microsoft Office\Office 14A\STARTUP

Note: The global Word startup folder is usually included in Word's trusted locations. Many firms may
use Roaming Profiles. There is nothing user specific about the fssMacroSuite_main.dotm template.
Any user specific configuration choices that are made in the Configuration step are stored in ini files by
user name and details about those files follow below in User specific INI files.

Letterhead_List

This is the location for the document named fssMacroSuite_Letterhead_list.docx. This is a fixed
location. Neither the file name nor the folder name may be changed. For more information see the
configuration section Letterhead List below.

QuickDocs

There are three buttons that can be defined at each computer station to open templates. We use the
term "QuickDocs" for the Ribbon Group that contains the three buttons. You may place more than three
templates in this location if certain users will want a different combination of three templates. Typically
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the three buttons are labeled and configured for Letterhead, Fax Cover and Memo. See Configuration for
more details.

6.3.6 StyleSheets

This is a fixed folder name and it must not be changed. Our Numbering routine makes use of the style
sheets that are stored here. See the User Guide for more information about the paragraph numbering
ribbon group.

6.4  User specific INI files

The fssMacroSuite uses ini files to control user settings. These ini files are saved in AppData under the
User's name.

For a Windows 7 user the path would be:
C:\Users\someusername\AppData\Roaming\fssMacroSuite
For an Windows XP user the path would be:
C:\Documents and Settings\someusername\Application Data\fssMacroSuite
If your firm uses roaming profiles then each user will maintain their settings.

The ini files are named fssMS_Local.ini and fssMS_Global.ini. In testing, ini files were faster than
registry entries, so they were utilized.
fssMS_Global.ini contains settings that are typically consistent from station to station in a

network.
[ config]
St art Fol der=C:\ Program fil es\fss\fssMacroSuite\
Dept _Def aul t =Li ti gation
Loc_Def aul t =Mai n
M sc_Def aul t =Envel opes
Home_Tab_Def aul t =Your Fi r mMName- Home/ Tenpl at es
TOC_Tab_Def aul t =Your Fi r mName- TOC/ TOA/ Nunber i ng
Locati on_Label =Offi ce
Dept _Label =Dept .
M sc_Label =M sc.

fssMS_Local.ini contains settings that can be variable by user, such as who is the default
letterhead attorney for this station and what QuickDocs are assigned for this station.

[Attorney]
Key=Cheat ham W Il I.
One=Cheatham WII 1.
Two=W I1 |. Cheat ham
Three=I nsi ncerely
Four =W Cheat ham@ich- | aw. com
Five=(212) 444-3335
Si x=W C
Seven=Attorney-at-| aw
Ei ght=W | Cheat ham
[ Qui ckDocs]
QDLabel 1=Lett er head
Qui ckLetterhead=f ssMS_Deno_Letterhead_12e. dotm
QDLabel 2=Menmo
Qui ckMermo=f ssMS_Deno_Meno_12e. dot m
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7.1

QDLabel 3=Fax
Qui ckFax=f ssMs_Deno_Fax_Cover _12e. dotm

Configuration

If you wish to test fssMacroSuite with your own list of attorneys and templates, you will need to do some
configuration. Contact Fee Simple Software for information on training and template creation/
modification.

For demo purposes, ery little configuration will be necessary. See the User Guide for more information.

User by User Configuration

Start Microsoft Word 2007/2010. In the Template Selection group, click the dialog launcher icon:

YourFirmMame-HomeTemplates YourFirmMame-TOCTOAMUmMbering Haome Inisert Page Layout References

Letterhead Office Main = Templates = Bookman Old 5l ~ 13 = =~ éE' 15_—_' )}z’i DI /2 inch _&‘ Quick Styles =
Memo Dept. Litigation  ~ Templates - | A" a7 A - 387 &, i #1€Dllinch <4 Styles
Fax Misc, Erwelopes = Template B J U-~ahe x, X° = Mormal

Quickbocs | Template selection a2 fff | | ont ' ragraph G Styles
—_—

The following configuration dialog displays
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Configuration 21

Configure the FssMacroSuite Template Folder Path and Default Template Ea'teg -: 3 ﬂ

First time setup: You must first use the browse button to browse to the templates “parent™ folder. If you
do not know the location of your templates “parent folder” ask someone in your support staff.

Templates path: I :\Program Files\fss\fssMacraSuite’] Browss ...

J

Label your category folders then select the *“Default™ folders for your category folders. The three folders

must be named “Location”, “Department™, and "Misc” but can be labeled as needed.

"Lacation" Folder Label I Office I Main Browse |
"Drepartrnent Falder Label I Diept. I Litigation Browse .. |
"Miscellanecus" Falder label I Misc, Envelopes Eirawse |

You must click on the "Refresh™ button to see choices for the Default Attorney. |

Default Attarmey for Lettarhaad Templates: I Cheatharn, Wil I, j Refresh
Label each Quickdoc on the left and then browse and select the Quickdoc template. |
Guickdecs Label 1 I Letterhead I fes1S_Demno_Letterhiead_12e.dotm EEEE

Guickdocs Label 2 I Merno I fesMS_Drarno_Merno_12e .daotm Browse ...

4

Guickdocs Label 3 I Fan I fesMz_Demo_Fax_Cover_1Ze.dotm EEEE

Finally change the name of your 5Ms Home Template tab and TOC,/TOA tabs if you wish. |

YourFirrn-Horne, Termplates

Your narme Far the HomeTemplates Tab:

Your narne For the Table of ContentsTable of

FourFirm-TOCTos Mumberin
AuthoritiesMumbering Tab: I R ki x

Be sure to hit "“Save Configuration Settings™ and then "Close™. ¥alidate Security is rarely used. |

¥Yalidate Security Save Configuration Settings Close |

Under Template path, click the Browse button and select the Macro Suite top level "root" folder. With
a normal install the folder will be named: c:\Program Files\fss\fssMacroSuite.

Note: You can add or rename the folders under the Department, Location, and Miscellaneous folders
Under Default folder for the Department Templates, select the appropriate folder, e.g., Admin.

Under Default folder for Location templates, select the appropriate folder, e.g., Main. You may wish
to rename the “Main” folder to the name of the city of your primary office.

Under Default folder the Miscellaneous Templates, select the appropriate folder, e.g., Misc.
Under Default Attorney for Letterhead Templates, select an attorney specific to that particular user.

Optional: You may change the first tab in the ribbon to display the firm name instead of Macro Suite-
Home/Templates:

Under “ Your name for the Home/Templates Tab” enter the [Firm Abbreviation] in front of the word
“Templates.”
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22 fssMacroSuite-Installation Guide

Under “ Your name for the Table of Contents/Table of Authorities/Numbering Tab” enter the [Firm
Abbreviation] in front of the phrase “TOC/ToA/Numbering.”

Browse to the Quick Docs section. Select and Label each Quick Doc in turn. Short labels are
recommended since the label can take up a lot of Ribbon space.

Click “Save Configuration Settings.”
Click Close.

Exit and restart Word.

7.1.1 Configuration INI files

Note: The values that you set in the configuration dialog are automatically stored in ini files in these
locations, depending on your version of Windows:

Windows 7 |Word 2007 |C:\Users\YourUserName\AppData\Roaming\fssMacroSuite\
Word 2010 |C:\Users\YourUserName\AppData\Roaming\fssMacroSuite\

Windows XP |Word 2007 |C:\Documents and Settings\yourusername\Application Data\fssMacroSuite
Word 2010 |C:\Documents and Settings\yourusername\Application Data\fssMacroSuite

7.2 Letterhead List

fssMacroSuite provides templates that connect with Outlook to provide "To" data.

The Letterhead List is a Word document that contains a table of staff names for the "From" data.
Typically the letterhead list will be populated with all firm attorneys. Some firms also include the firm's
staff members. To do this, they use column Eight and put in the staff member's name and a soft return
followed by the staff member's title.

To update staff names in the letterhead list, please follow these steps:

1. Open: C:\Program
Files\fss\fssMacroSuite\Letterhead_List\fssMacroSuite_Letterhead_list.docx

fssMacroSuite-Staff Letterhead Listing

bkmFrom_O | bkmFrom_T | bkmFrom_T | bkmFrom_Fourl to | bkmFrom | bkmFrom_ | bkmFrom_ | bkmFrom_ [ bkmFrom_ | bkmFrom
nel to wol to hreel to bkmFrom_Four4 _Fivelto | Six1 to Sevenlto | Eightl to Ninel to _Tenl to
bkmFrom_O | bkmFrom_T | bkmFrom_T bkmFrom | bkmFrom_ [ bkmFrom_ [ bkmFrom_ | bkmFrom_| bmkTen4
ne4 wo4 hreed Ene _Fived Six4 Seven4d Eight4 Nine4
Mandatory |

Last,First Signature Closing Direct Initials Title Letterhead Optional
Mandatory Mandatory | Madatory Dial Mandatory Optional Name Optional

Phone Optional

Mandator

y
Cheatham, | Will I. Insincerely | WICheatham@d | (212) 444- [ WIC Attorney- | Wil
Wil 1. Cheatham ch-law .com 3335 at-law Cheatham
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Dew ey, John Sincerely | JRDew ey@dch- | (212) 444- | JRD Attorney- [ John R.
John R. Dew ey law .com 3334 at-law Dew ey
How e, Andy Warmly AKHow e@ dch- | (212) 444- | AKH Attorney- | Andy K.
Andy K. How e law .com 3336 at-law How e

2. Input the names, titles, and preferred letter closings. You should consult with your fssMacroSuite

contact about the use of the columns. Those fields marked "mandatory" must be used as directed

in order to work with the associated Letterhead/Memo/Fax templates.

3. Use the Sort tool on the first column in the table to sort by Last Name, First Name. Note: The sort

button only appears when you are in a table. It appears in the Table Tools tab as shown below.

m Design Layout

0| 2l B

Cell Sort Fepeat

argins Header Rowws
Data

Corwert A
fo Text

4. Sawve and close fssMacroSuite_Letterhead_list.docx.

8 Versioning

fssMacroSuite uses a simple two digit year plus a letter to create a version string. Every attempt will be

made to keep templates and future versions of the fssMacroSuite compatible. The beginning version

that you must have to attain backward compatibility is version 12e. All letterhead, memo and fax

templates that were created prior to version 12e should be updated.

The version of fssMacroSuite is shown on the ribbon group Template Selection in parenthesis as seen
on the screen shot below. If your version of fssMacroSuite doesn't show a version number at this

location, then it predates the 12e version and you should obtain an update.

YourFirm-HameTemplates

1 Office Main * Templates =
Dept, Litigation = Templates =
Misc, Enwelopes = Templates =

3 Template Selection [v.12e)

YourH

9 Best Practices for Deployment

See details below:
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9.1

Make the fssMacroSuite Root folder a Trusted Location for

Word

Open Word and click on the File Menu, then select Options

(W]

H Sane

Sawe As

[j Qpen

|'_j" Close

Info

[ e
Print
Save & Send

Help

3 Dptiani

.i. Yo urFirn‘I

Pick Trust Center on the Left hand pane, then click the Trust Center Settings button
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Word Options [Ine d

General
@ Help keep your documents safe and your computer secure and healthy.
Display
Proofing Protecting your privacy
Save Mickasoft cares about your privacy, For more infarmation about how Microsoft Ward helps to protect your privady, please
see the privacy staterments,
language . ’
Show the Micrasaoft Word privacy statement
Advanced Office.com privacy statement

Custamer Experience Improvement Program

Customize Ribbon

Quick Access Toolbar Security & more

Add-Ins Learn more about protecting your privacy and security fram Office.cam.

Trust Center Microsoft Trusbwarthy Computing

Microsoft Word Trust Center

The Trust Center contains security and privacy settings. These settings help keep your computer .
secure, We recommend thatyou do not change these settings. Trust Center Settings.., |

Click on Add New Location and then fill in the dialog. Be sure to save your settings.

Trusted Publishers

Trusted Locations

e Warhing: &l these locations are treated as trusted sources for apening files, If wou change or add a lacation, make sure that
the new location is secure,

Trusted Locations

Trusted Documents

Path | Description | Date Modified = |

Add-ins

Cihiles E6\Microsoft Office\Office 144 STARTUR, 3f22/2012 12:53 PM
Ch WERppDatayRoamingMicrosoffiTemplates),  Word 2010 default location: User Templates

ChProgram Files [xE6\Microsoft Office’\Templatesy,  Woard 2010 default location: Application Templa...

L AppData\RoamingyMicrosoftwWord\Startupy,  Word 2010 default location: Startlp

Microsoft Office Trusted Location 2|

Warning: This location will be treated as a trusted source For opening Files. IF vou

Activer Settings
hacro Settings
Protected Wiew

Message Bar

File Block Settings change or add a location, make sure that the new location is secure,
Pakh:
Privacy Options |C A\Pragram Files\fssiFssMacroSuite

Browse. .. |

¥ Subfolders of this location are also trusted
Descripbion:

FssMacroSuite kemplates

Date and Time Created:  3{29/2012 11:13 AM

K I Cancel

Path: CyProgram Files [x86]yMicrosoft Office’\Office LASTARTUR,
Description:

Date Modified:  3/22/2012 12:53 PM
Sub Faolders: Drisallowed

Add new locgtion,. | Rernowve | Modify... |
i Allowe Trusted Locations on my hebwaork [not recammended) ﬁ
|- Dizable all Trusted Locations

K | Cancel |
Z
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9.2
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9.2.2

Create a Server Drive Copy of the Templates

Because of contention for shared files and for speed considerations, we recommend that all
fssMacroSuite template files be stored on each user's c: drive.

To make administration easy, maintain a copy of the templates and folder structure on a server drive and
use Group Policies or the free utility from Microsoft, Robocopy, to copy down changes to each user
during Windows startup.

See details below:

Use Group Policies to Copy Server Templates to each Network Computer

Use Group policies to copy fssMacroSuite templates to each network user. (to be developed)

Use RoboCopy to Copy Server Templates to each Network Computer

If your firm is not familiar with Group Policies, then a good alternative is to use the free file copy utility
named Robocopy.

Robocopy.exe is part of a large group of utilities provide by Microsoft.

http://www.microsoft.com/download/en/details.aspx?displaylang=en&id=17657

Documentation for Robocopy can be found at this site.

http://technet.microsoft.com/en-us/library/cc733145(WS.10).aspx

These are the switches that we recommend, where D:\D_Source is your server drive folder that contains
your fssMacroSuite folders that you want copied to each user's station and C:\C_Target most likely
would be our standard C:\Program Files\fss\fssMacroSuite.

robocopy "D:\D_Source" "C:\C_Target" *.* /s /w:0 /r:1 /log:C:\mRoboCopyLodgfile.txt
/s = Copies subdirectories. Note that this option excludes empty directories

Iw:0 = Specifies the wait time between retries, in seconds. The defauit value of N is 30 (wait time 30
seconds).

Ir:1 = Specifies the number of retries on failed copies. The default value of N is 1,000,000 (one
million retries).

/log: = Writes the status outpuit to the log file (overwrites the existing log file).

After you have created a robocopy .cmd file and installed robocopy on the user's station, place .
cmd file in Windows Startup folder. Each time you start Windows Robocopy will copy any
changed files from the server to the user's fssMacroSuite folder. All that you will need to do to
disseminate changes is to place new templates in the server directory.

For more information about the Windows Startup folder see this article:  http://www.sevenforuns.
com/tutorials/1401-startup- progranms-change.html

© 2012... Fee Simple Software


http://www.microsoft.com/download/en/details.aspx?displaylang=en&id=17657
http://technet.microsoft.com/en-us/library/cc733145(WS.10).aspx
http://www.sevenforums.com/tutorials/1401-startup-programs-change.html
http://www.sevenforums.com/tutorials/1401-startup-programs-change.html

Best Practices for Deployment

27

© 2012... Fee Simple Software




Back Cover




	Introduction
	Installation overview
	Obtain a Client ID before you begin
	Run the installer
	First install dialog (be sure to close Word)
	Second install dialog
	Final install dialog
	Start Word and Enter your Client ID
	If you did not obtain a Client ID


	Word Versions supported (2007 and 2010)
	The fssMacroSuite folder structure
	Root Folder "C:\Program Files\fss"
	License Folder "C:\Program Files\fss\License"
	Base Program Folder "C:\Program Files\fss\fssMacroSuite"
	Alias the three Template root folders
	Location folder (Templates root folder)
	Dept folder (Templates root folder)
	Misc folder (Templates root folder)

	Documentation folder
	fssMacroSuite_Main
	Letterhead_List
	QuickDocs
	StyleSheets

	User specific INI files

	Configuration
	User by User Configuration
	Configuration INI files

	Letterhead List

	Versioning
	Best Practices for Deployment
	Make the fssMacroSuite Root folder a Trusted Location for Word
	Create a Server Drive Copy of the Templates
	Use Group Policies to Copy Server Templates to each Network Computer
	Use RoboCopy to Copy Server Templates to each Network Computer



