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I . Installation 
 
Before the program can be installed there a few pre-requisites that must be installed first. 
These include Microsoft .NET Framework 2.0 with Service Pack 2, Crystal Reports, 
Microsoft Data Access Components and an IP LegalForm 2007 custom pre-requisite. 
These pre-requisites are packaged in the install zip files you will download. It is not 
necessary to download and install them yourself. 
 
After double-clicking setup.exe from the extracted files, you should see a screen like this: 

 
 
This will install some required files for IP LegalForm Pro-Net to run correctly on your 
system.  Click Accept. 
 
You may see this window several times, once for each pre-requisite not already installed 
on your computer. Once all prerequisites have installed, you will be presented with this 
screen: 
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Upon clicking “ Install” , the program will begin installing as appears below: 
 

 
 
 
I I . New Version Improvements 
 

i. Multi-User Rules 
 

One of the improvements to the new product is the ability to share forms and data 
across multiple users concurrently.  There are limitations however.  Two users cannot be 
in the same form in the same matter at the same time.  A user must exit a form before any 
other user can view or alter it. 

 
ii. Common Data 

 
Another improvement to the program is the inclusion of “Common Data” .  Common 

Data is data which is stored and kept the same across all forms in a matter to ensure that 
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the data remains consistent.  If the data is changed in one form, it is changed across all 
forms within that matter.  Changes on the main screen will also affect the forms.  Which 
fields are considered common data is explained later on in the manual. 

 
iii. Updates 

 
Updates are conducted differently in this program.  Upon opening the program it will 

check to see if LegalStar has published a new version of the program.  If a new version is 
found, you are then prompted to download and install the update. If you choose to update 
you can still use the program while the update runs in the background. The program 
will have to be restarted before the update will take effect. There will be some 
settings you can adjust in the user options.  Updates should occur at least monthly, and 
possibly more often than that.  They will include updates to the program and to forms and 
fees. 
 

 
I I I . The Main Menu 

 
Below is a screenshot of the Main Menu of the program. This will be the first 

screen the user encounters when launching the program. It is how the user will gain 
access to all other parts of the program. Also below is a brief description of each link, 
further details will be given throughout the manual. 
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US Patent forms/ PCT forms: 

Takes you to the Patent/PCT Matter module where you can add/edit Trademark 
and Service Mark matters and forms. 
 
Trademark Forms/Service Mark Forms: 

Takes you to the TM/SM matter module where you can add/edit Trademark and 
Service Mark matters and forms. 
 
System Utilities: 
 Where the user can change the program options. 

 
Check for Updates: 

Will on demand check to see if an update is available. If one is you will have the 
option to download it. 

 
License Manager: 

Used to access the license manager. This is where you would enter your serial key 
upon purchasing or renewing your update service. 
 
Order Postcards: 
 This will bring up our website in your default web-browser to our “order 
postcards”  page. 
 
USPTO Schedules: 
 Gives user access to USPTO references (i.e. Fees or Goods and Services).  Click a 
link and you will be taken to the USPTO website in your default web-browser to view the 
relevant information. 
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Contact LegalStar: 
 This will bring up a window demonstrating the variety of support options we offer 
for the program. 

 
IV. Copy Protection 

i. License Manager 
 

To help manage our update services, we have included a license manager. When the 
product is purchased a year of update service is included. If your subscription runs out 
you can continue to use the product without subscribing, but you will be unable to 
download updated forms and fee changes to the forms. You would then need to purchase 
a new license code and enter it in the form seen below. 
 

  
 
Other functions provided by the License Manager include alternative avenues for 
activation, utilities to allow users to move licenses from computer to computer and 
deactivating a license. 
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V. Patent Module 
 
This is the Patent Module screen. It is where users will create and edit the basic 
information for each matter 
 

 
 The Patent Matter Screen 
 

i. Common Data/Saving Matters 
 
Common Data is data that will automatically be entered in any form when that form is 
opened.  Changes made – whether within forms or on the main patent matter page - are 
noted and saved across all forms within a matter.  Fields that are considered common data 
are:  Docket Number, Application Number, First Named Inventor, Applicant, Invention 
Title, Filing Date, Examiner, Small Entity Status, Deposit Account Number and Art Unit. 
As you can see some of this data can be entered in the Common Form Data section of this 
form, the others such as Examiner and Art Unit, would be set within forms that contain 
that data. 
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ii. Client/Applicants/Inventor buttons 
 

The Client Code… Button will bring up a list of client codes and their associated 
clients.  You can select the client you want by double clicking, or selecting it and clicking 
the “Select”  Button.  This will input the client code and client name on the Matter screen 
for you. The list of clients and corresponding codes that will appear is built as you use the 
program. 

 
The Applicants… and Inventors…  Buttons will open up a dialog to select an 

applicant or inventor to add to the applicant field. This pool of names the list pulls from is 
also built as you use the program. The list will contain all the Applicants or Inventors that 
have ever been entered in a matter containing the current Client Name. 

 
iii. File Cabinet 

 
The File Cabinet will display the form number and title for all forms added to this 

matter. The “Signed”  column indicates whether the form has been electronically signed 
yet. The “Copy”  column indicates the copy of the form, because multiple instances of 
each form can be added to a matter. You can double click to open a form, or select a form 
and click the “Open Form” button to open it.  If you click the “Copy Form” button you 
will be presented with a dialog to copy it to a new matter. When a form is copied to a 
new matter all non-common data is copied to the new matter. You can also click the 
“Delete Form” button to delete the form. You will be prompted to confirm your decision 
before the form is deleted. 

 

 
 The File Cabinet 

 
 
 
 
 



 11 

 
iv. Add Forms Button 

 
Below is a screen shot of the Add Forms screen 
 

 
 

The Add Forms Button will open up a new window so that you can select new 
forms to add to the matter. On the left edge of this screen, at the bottom will be panels for 
you to select different types of forms (i.e. Patent, PCT, etc.). You can only add Patent and 
PCT forms to a patent matter. At the top of the left side of the window is a list of form 
categories. Clicking on one of the categories will allow you to filter the forms that are 
displayed. In addition to this filtering the user can filter further using the Look for: and 
Search In: fields, as seen below. The Search In field allows the user to select a field filter 
by these include Form Title and Form Number. The Look For field allows the user to 
enter a phrase, for example “Declaration,”  if you then click on the “Find Now” button the 
lost will filter out any forms with the phrase “Declaration”  in the title.  

 

               
Look For: and Search In: fields 
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The user can select a form and click one of the three options at the top of the 

screen, seen below. These options are Add to Docket (Open Later), Add to Docket 
(Open Now) or Fill Out and Pr int Only. Add to Docket (Open Later) will add the 
form(s) to the matter but will not open them, instead returning you to the matter screen. 
You can ctrl-click or click and drag to select multiple forms to use with this option. Add 
to Docket (Open Now) can only be used on a single form, because the user can only have 
one form open at a time. This will add the selected form to the matter and open it 
immediately. Because these two options add the form to a matter, if you click the Add 
Forms button without an active matter those options will be grayed out. The last option 
Fill Out and Print Only will open a blank copy of a form that cannot be saved, as it will 
not be added to a matter. This will be the only option available to the user if a matter is 
not loaded before the Add Forms button is clicked. 
 

 
Selection Buttons 
 
 
Alternatively, from the Patent Matter screen, you can “quick add”  a form by 

entering the form number (e.g. “Sb05” ) in the Quick Add text box and hitting Enter as 
shown below: 

 

 
 Quick Add field in Patent module 
 
 The Quick add feature is not case sensitive so you can type “SB05” or “Sb05” 
into the field and the same form will be added to the matter. Also since the form will get 
added to the matter immediately you must have a matter loaded in order to use the Quick 
Add. 
 
VI . Trademark Module 
 

This is the Trademark matter screen. This is where the user will create new 
matters, edit existing matters and add forms to those matters. 
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 The Trademark Matter Screen 
 
 

i. Common Data 
 
Common Data is data that will automatically be entered in any form when that form is 
opened.  Changes made – whether within forms or on the main patent matter page - are 
noted and saved across all forms within a matter.  Fields that are considered common data 
are:  Docket Number, Serial Number, Mark, Express Mail Number, Applicant, Applicant 
Address, Registration Number, all Contact info, international classes, Registrant, 
Registrant Address, Registration Date, Owner, Owner Address, Notice of Allowance 
Mailing Date, Deposit Account Number, Domestic Representative, Address of Domestic 
Representative, Goods, Services, Prior Registrations, Standard and Stylized design 
format, First use of mark anywhere, First use of mark in commerce, Citizenship, State 
where organized, State of incorporation, Service Mark, Standard Format Checkbox, and 
Stylized Format Checkbox.  
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As you can see some of this data can be entered in the Common Form Data… section of 
this form, the others such as Goods, Services and Deposit Account Number, would be set 
within forms that contain that data. 

 
 

 
ii. Client/Applicants/Inventor buttons 

 
The Client Code… Button will bring up a list of client codes and their associated 

clients.  You can select the client you want by double clicking, or selecting it and clicking 
the “Select”  Button.  This will input the client code and client name on the Matter screen 
for you. The list of clients and corresponding codes that will appear is built as you use the 
program. 

 
The Applicants… and Owners…  Button will open up a dialog to select an 

applicant or inventor to add to the applicant field. This pool of names the list pulls from is 
also built as you use the program. The list will contain all the Applicants or Owners that 
have ever been entered in a matter containing the current Client Name. 

 
iii. File Cabinet 

 
The File Cabinet will display the form number and title for all forms added to this 

matter. The “Signed”  column indicates whether the form has been electronically signed 
yet. The “Copy”  column indicates the copy of the form, because multiple instances of 
each form can be added to a matter. You can double click to open a form, or select a form 
and click the “Open Form” button to open it.  If you click the “Copy Form” button you 
will be presented with a dialog to copy it to a new matter. When a form is copied to a 
new matter all non-common data is copied to the new matter. Therefore when you open 
the form in the new matter it will have the new matter’s common data and the original 
form’s non-common data. You can also click the “Delete Form” button to delete the 
form. You will be prompted to confirm your decision before the form is deleted. 

 

 
 The File Cabinet 
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iv. Image Button 
 
When a user clicks on the Image button a window will appear allowing the user to 

select an image to associate with this matter. Normally the user would select the image 
being trademarked. Currently the only time the use will see this image is if they then 
click on the Image button again. Further functionality is planned to allow the image to be 
input into Trademark and Service Mark forms that require an image of the mark. 

 

   
 Image window before and after image is selected 
 

 
v. Add Forms Button 

 
Below is a screen shot of the Add Forms screen 
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The Add Forms Button will open up a new window so that you can select new 
forms to add to the matter. On the left edge of this screen, at the bottom will be panels for 
you to select different types of forms (i.e. Trademark, Service Mark etc.). You can only 
add Trademark and Service forms to a patent matter. At the top of the left side of the 
window is a list of form categories. Clicking on one of the categories will allow you to 
filter the forms that are displayed. In addition to this filtering the user can filter further 
using the Look for: and Search In: fields, as seen below. The Search In field allows the 
user to select a field filter by these include Form Title and Form Number. The Look For 
field allows the user to enter a phrase, for example “Declaration,”  if you then click on the 
“Find Now” button the lost will filter out any forms with the phrase “Declaration”  in the 
title.  

 

               
Look For: and Search In: fields 
 

The user can select a form and click one of the three options at the top of the 
screen, seen below. These options are Add to Docket (Open Later), Add to Docket 
(Open Now) or Fill Out and Pr int Only. Add to Docket (Open Later) will add the 
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form(s) to the matter but will not open them, instead returning you to the matter screen. 
You can ctrl-click or click and drag to select multiple forms to use with this option. Add 
to Docket (Open Now) can only be used on a single form, because the user can only have 
one form open at a time. This will add the selected form to the matter and open it 
immediately. Because these two options add the form to a matter, if you click the Add 
Forms button without an active matter those options will be grayed out. The last option 
Fill Out and Print Only will open a blank copy of a form that cannot be saved, as it will 
not be added to a matter. This will be the only option available to the user if a matter is 
not loaded before the Add Forms button is clicked. 
 

 
Selection Buttons 
 
 
Alternatively, from the Patent Matter screen, you can “quick add”  a form by 

entering the form number (e.g. “TM01”) in the Quick Add text box and hitting Enter as 
shown below: 

 

 
 Quick Add field in TM module 
 
 The Quick add feature is not case sensitive so you can type “TM01” or “ tm01” 
into the field and the same form will be added to the matter. Also since the form will get 
added to the matter immediately you must have a matter loaded in order to use the Quick 
Add. 
 
 
VI I . Searching Matters 
 

Clicking the Search Matters Button from either the Patent or Trademark Matter 
window will bring up a Search Matter Screen as below for Patent Matters: 
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Or as below for Trademark Matters: 
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i. Last 5 matters 

 
Upon opening the search screens, the results list will be populated by the last 5 

matters the user has had opened.  
 

ii. Searching Fields 
 

You can search on any combination of fields shown in the search screen. When a 
value is entered in one of the fields the search will return any results it finds that begin 
with the entered value. For example, if a user enters the value “ABC” in the Docket 
Number field and clicks search, the results will display any matters where the Docket 
Number begins with “ABC.”  This includes “ABC1234” and “ABC11.”  When searching 
the user can use the “%” as a wild-card character. Using our example above if the user 
entered “%ABC” in the Docket Number field, not only would the results from above be 
returned but also would “123ABC and “1ABC11.”   For more information you can click 
the help button in the middle of the screen next to the Note. If multiple fields have values 
entered the search will AND them together and return matters that meet both criteria. 

 
iii. Accessing Matters 
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To access a search result (or one of the last five matters that appears by default) the 

user can either double-click the matter to open, or single click to select it, and then click 
the Select button along the right. 

 
VI I I . Form Filling 
 

 
 

i. Form Behavior 
 

a. Common Data 
 

As mentioned in the Patent and Trademark module sections, Common Data is 
kept consistent through all forms within a matter and on the main screen for that matter. 
The user will notice that any of the Common Data, specified in the above sections of this 
document, that was entered in the Common Form Data sections of the Trademark or 
Patent modules will be filled in already. The common data that was not entered at the 
matter screens will have to be entered once by a user, however will automatically fill in 
subsequent forms. 
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b. Calculations 
 

Most simple calculations will be done for the user by the form.  These can be 
overridden if you find them to be inaccurate or need to manually change them (ex: if your 
update service is cancelled).   

 
c.   Related Fields 

 
Sometimes a field will occur in multiple places on a form.  For instance, on 

LegalStar’s patent forms, we often have the Docket Number at the top of every page.  We 
strive to ensure that when you enter data into one of these fields or change the data, it is 
spread to each other field within that form so that you don’ t need to re-enter the same 
data multiple times. Users will also notice that when tabbing through the forms the tab 
order will skip over the second and later instance of these fields as they will already have 
been filled. The user can click into those fields and change the values, which would then 
populate through the rest of the similar fields.  

 
 d.  Signatory Box 
 
 On most of our LegalStar Patent forms, the signatory box can be found at the end 

of the form.  This is used by the selected signatory to sign the form.  The signatory must 
first be added to the program from the Patent Matter screen by selecting Utilities from the 
dropdown menu and clicking “Add Practitioners” .  Once added, the practitioner can be 
selected from the dropdown box on the form to populate the fields in the signatory box.   

 
 

ii. The Toolbar 
 

a. Save 
 

Clicking Save will save the changes you’ve made to the form. The user can also 
save by pressing Ctrl-S on the Keyboard or selecting ‘Save’  from the File menu. The 
form will remain open after saving. 

 
b. Print 

 
Clicking the print button on the toolbar will print the entire form to your default 

printer. If you wish to use another printer or change printing options you can also access 
a Print Dialog by pressing CTRL-P on your keyboard or by clicking ‘Print…’ from the 
File menu. 

 
c. Export to PDF 

 
IP LegalForm 2008 will work in conjunction with any installed PDF Print Drivers 

your computer has installed to print your forms into PDF form. You do so by clicking on 
the Export to PDF button on the form toolbar, pressing Ctrl-E on your keyboard or 
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Selecting ‘Export to PDF…’ from the File menu. If you have not already selected a PDF 
printer, this will bring up a dialog to do so: If you have selected a PDF printer previously, 
you will be shown your default PDF Creation screen (example applies for CutePDF): 

 
 
 
 
 

c. Zooming    
 

You can zoom in and out using the + and – controls, or by manually entering the 
desired zoom % or selecting a value from the zoom drop-down menu. The + and – 
buttons will increase and decrease the zoom in 10% increments. 

 

d. Page Controls  
 

The single arrow buttons will move you one page in that, while the Arrow/Line 
combination will move you to the first or last page in the form. 

 

e. Highlight Fields button  
 

The “Highlight Fields”  button will toggle a light shading of the fillable fields to 
easily identify editable sections of a form. The field the cursor is currently in will appear 
as a light yellow color to distinguish it from other fields. 

 
IX. User Options 
 

There are several options users can edit to alter how the program works. Some of 
these options only affect the user who changed them; some will affect all users of the 
program (Such as moving the database). It is important that users are sure of what they 
are doing when making changes, especially with the Data options. 

 
i. Data Options 
 
This screen provides many useful database management tools.   
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a. Set Database Path 
 

This utility sets the program’s database to the path you choose.  This should be set 
to the commonly shared database that everyone uses. When the browse button is clicked, 
a standard windows folder selection screen will appear. The user should then select the 
folder their database is stored in and click the OK button. The new path will appear in the 
field to the left. The user then clicks the OK button to save the changes made. NOTE: If 
the user selects a folder that does not contain a valid IP LegalForm Pro-Net database, 
they will be warned, but they can still set the database path to that folder. 
 

b. Move Database 
 

This utility will move the database to the specified location.  All users will then 
need to set their database path to the new location, as the database will be deleted from 
the original location. This is not something the users will do often and should not be done 
unless everyone is aware of the changes. Moving the database will automatically set your 
database path to the new location 

 
c. Backup Database 

 
This utility will make a copy of the database in the specified location.  Should you 

need to restore your database, you can copy the backed up file over the corrupted 
database.   
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Multiple data options can be chosen at the same time. Any field with a path in it will 
cause that action to be executed. If this is the case the order of operations will go to set 
the new path, then to move the database and then to copy it from the new location to the 
backup location specified. 
 

ii. User Settings 
 

This is another important and useful screen.  It is used to configure your program to 
your particular desires and company needs. 

 
 

a. Update Options 
 

Here you can configure your updates.  You can set the program to check for 
updates when it starts, and you can also set it to prompt you before it installs the update 
(or not as you see fit).  Finally, you can have the program notify you when you’ re nearing 
your update expiration. 

 
b. Program Mode 

 
The Program Mode determines the way the program saves and presents 

information to the user.  For example:  When Law Firm mode is selected on the patent 
matter screen you will see fields for Client Code, Client Name and Client Reference 
Number. When in Corporate Law Dept mode you will see fields for Department Code 
and Department Name. These choices do not affect any forms being filled out, as this is 
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not considered common data, it is just a different way for the user to see and search for 
data. This option should be set the same way for everyone in your firm/office. 

 
c. Zoom Level 

 
The default zoom level is the zoom level that all forms will start at.  You should 

find the zoom level you’ re comfortable with and set that to your default (Some people 
like to see the whole form, some people prefer larger text.  Find what works for you.) 

 
d. Search Matters 
 
If this box is checked, when you click the link to enter the patent or trademark 

module, it will bring up the appropriate search screen instead of a blank matter screen. 
 
e. Select PDF Writer 
 
When this button is clicked the form shown below will appear. On the left is a list 

of installed printers for the computer. The printer selected here will work in conjunction 
with the Export to PDF options described above in this document. You will click one of 
the printers in the list and then click the Set PDF Writer button. The “Selected PDF 
Writer:”  will be updated to reflect the one you just chose and that will be the PDF writer 
that will be used when exporting forms. 

 

 
 


