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Pathagoras

One Page Quick Start Guide

Insert variables into document for
automated replacement.

Open the document that you wish to 'Pathagorize.’
We will call this document the ‘source’ (original)
document. Put [square brackets] around each word
or short phrase that you want to serve as a 'variable.'
(A variableis a'holding place' for what later will be
personal text. Eg.: [Client Namge].)

Create multiple choice variables in a similar fashion.
Listing all choices within the square brackets (as
above), but separate each choice with aforward (/)
slash. (See exarmples below.)

Enclose text that you want to be “optional” within
{curly braces}. (See examples below.)

Close and save the document into an appropriate
forms folder.

Hints & Tips:

The variable should have a ‘variable sounding,’
reasonably descriptive name. “[Date of Letter]” is more
meaningful than just “[date]”. Use “[Name of
Customer]” instead of plain “[Name]”.

Don't save source document with .dot (template)
extensions. Use standard .doc extensions. 'Plain’
documents are much easier to work with.

Example:

This is an example of a'Pathagorized' letter:
Dear [Customer Namg].

Thank you for your order placed on [date of
order] for [quantity] [red/blue/assorted] [product
namej.

We will ship your order within 5 business days.

{Please note. Due to the special pricing of
these items, all sales are final.}

[Sales Representative Namg]

Assign data to variables

Open or create the document that contains
variables. Press Alt-D (for ‘Database’) to display the
Instant Database screen. (It is called Instant
Database because you will be able to instantly save
the variable to data pairings to a database for reuse
with other documents.)

Type for each variable the appropriate value into the
textboxes. If you have created multiple choice
variables, select fromdrop-down list. Press the Tab
key to move to the next variable.

You may have several pages worth of variables.
Press the numbered buttons at the top of the screen to
move from pages to page. Press the >' button to
display addition pages beyond 4.

Press the 'Next' button when finished. You need not
conplete all variables. You can run Instant Database at
alater timeto fill in the remaining variables.

Libraries & Books; DropDown Lists

You should never use the original source text for
creating a personal document. You should only use a
copy of the source text.

Pathagoras makes it easy to implement this rule.
Pathagoras' ‘Libraries & Books' and 'DropDown List'
modules allow you this protection in asimple, but very
elegant style. Read more about these tools in the Your
First Systeml 121 pages of this Guide.

Creating a New Document:

1. Click the Document Assembly button. 2. Click the
radio button on the line of the book fromwhich
clauses are to be drawn. 3. Click '‘Next'. 4. Choose the
clauses/documents you wish to assemble fromthe left
colurm and move themto theright. 5. Click 'Next'. 6.
Press Alt-D to bring up the Instant Database screen. 7.
Press the Scan button to read the variables. 8. Type a
value to replace the variable. 9. Click 'Next'. 10. You are
done!

‘ii Pathagoras contains many features, options, buttons and alternative ways to accomplish any
goal you set. (This is similar to the program it augments, Microsoft® Word.) Do not be overwhelmed by
this. The above steps will get you into the meat of the program. The rest of this Manual will show you
more of the program's features. Once you feel comfortable with the basics, then explore the remaining

program features that interest you..
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'Pathagorize' Your First Document 5

‘Pathagorize' Your First Document

This Beginner's Guide is intended to give you a meaningful hands-on experience in the
basics of the program. It has been tailored to give you the most bang for the buck (the 'buck
here being time).

First, we will show you how to 'Pathagorize’ aform. Y ou will create 'variables and simple
‘optional text blocks' in a source document. We will also ask you to create several building
blocks of 'Pathagorized' text and, with those building blocks, we will show you how to
‘assemble’ a complete document.

We start each section with some brief explanations and definitions. Then we ask you to
practice the lesson by following the steps identified by " Your Turn:".

It should take you less than 90 minutes to complete the below exercises. If the document
with which you are working contains a lot of potential variables, stop 'Pathagorizing after
about 5 minutes. That way you can move on with the lesson and stay within the time
boundaries. (With Pathagoras, it is easy to pick up where you left off.)

Pathagoras “plain text” foundation allows anyone, regardless of prior word processing
experience, to create a fully functional, automated forms in very little time. Please note the following
basic information about 'Pathagorizing' a form:

¢ You will use only standard keys and keystrokes to create the 'automation’ sections.

(Indeed, you do not need Pathagoras installed on your computer in order to prepare a
document that Pathagoras can use.)

¢ No hiddenfields or behind-the-scenes codes are used to 'Pathagorize’ a form. Everything is
facial to (visible on) the document.

e Thereis no programming required. We promise!

We think this Beginner's Guide is a wonderful way to learn the basics of Pathagoras.
However, when there just isn't 'enough time' to devote more than a few minutes a day to
learning Pathagoras, we offer an aternative approach. Take a look at "The Pathagoras
7-Day Plan." This pamphlet requires but "15 minutes aday,” taking you through one
short daily exercise for aweek. If time is not your friend today, check it out.

Definition: A 'source document’ is any text that you (and Pathagoras) will use to create
additional copies of that text within a document assembly session without ‘touching the original
source. We refer to 'source document' frequently in the next pages.

2.1 Adding Variables

Definition: A 'variable' is simply a place holder. It is used reserve space for personal datato be
inserted later on. At document assenbly time, variables are replaced with personal or
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Pathagoras

client/customer specific informetion so that the final product is highly personalized for the client,
customer or patiert.

This 'replacement’ process can be made "autormetic' in Pathagoras. The only requirement is that
the various document variables must be enclosed within plain text, square brackets. [Thisisa
variable.]

Your turn:

1. Open the document you warnt to 'Pathagorize.’ Look for 'persona data in the document.
We are talking about names, addresses, dates, quartities, colors, etc. Anything thet is likely
to be different from one completed document to the next.

2. Surround each item of ‘personal datal with [sguare brackets]. Then, convert the text now
between the brackets to more 'variable sounding names. So John Doe in the original would
first become "[John Doe]". Then, you would change it to something like “[ Customer
Namg]”; "1221 Main Street" becomes "[1221 Main Street]" and then something like
"[Customer Street Addressl], etc.

That isit. The text now within the [sguare brackets] are automated variables. In alater
document assembly exercise, you will see how, injust a few clicks of the mouse, Pathagoras
will take these variables and place them onto and easy to complete input form

& Pathagoras offers a full range of tools to automeate the 'variable creation’ process described
above. The manual method which we describe above demonstrates how simple the process really
is. But when you have lots of replacements to make, you will want to know about the automated
methods available. When you are ready, check out the 'Create Variables Assstant. This link
will take you to the main Help Manual, with the page turned to the appropriate topic. But for
now, let's stick with the manual method.

Testing your work:

While we never want you to work on your original documents, it is inevitable as you are testing
what you have created. So, we start with a warning. Before testing, save your work in progress.

Alternatively, and this is a strong recommendation, copy the section of text you wart to test to
anew document. Test using that copied text.

With the text you warnt to test on screen, press the key combination <Alt-D>. This will call up
the Instant Database screen.

If AutoScanis on, your bracketed variables will autometically populate the screen. Otherwise,
click the Scan button.

Provide replacement values for each listed variable (or just a few of them, since you are just
testing).

Click the Next>> button. Pathagoras will quickly replace the variables with the values you
provided.

Review the results. DO NOT SAVE this now changed document. To fix what may need fixing,
close without saving the document. Reopen the last saved version and make corrections.
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'Pathagorize' Your First Document 7

In actual production use, Pathagoras will always present a copy of the source text, never the
original. Overwriting an original is not a concern. But as you are testing your setup, you likely will
be working from the original. Hence this additional warning.

2.2 Adding {Optional} Text

Definition: ‘Optional text’ is 'take or leave it' text that resides in a source document. When this
text is encountered during a document assembly session, Pathagoras will ask if the text should
remain in the documert.

Your turn:
1. Choose (or create) a sentence or paragraph that you warnt to be ‘ optional.’

2. At the beginning of the optional text block, type a“{” and at the end of the optional text
block, typea*“}” (No quotes, of course. These characters are called 'braces or a'curly
brackets.”)

Example:

{ Please call me at your earliest convenience so that we can discuss the various options thet |
have outlined in this letter.}

Testing your work:

We repeat the warning give on the previous page: be mindful as you are testing your work to
save the original work before running a test. Further, be sure not to save changes made after you
have tested.

Alternatively, and this is strongly recommended, copy the section of text you wart to test to a
new document. Test using that copied text.

To activate the processing of the Optional text block(s) you just created, place your cursor
immediately to the right of the closing ‘curly’ bracket (any one will do) and press <Alt-P>. (Alt-D
triggers the Instant Database. Alt-P triggers all other "p'rocessing functions, including the
processing of { Optional} text.)

Make your choices and review the results. DO NOT SAVE this now changed document. To

fix what may need fixing, close without saving the document. Reopen the last saved version and
make corrections.

In actual production use, Pathagoras will always present a copy of the source text, never the
original. Overwriting an original is not a concern. But as you are testing your setup, you likely will
be working from the original. Hence this additional warning.

2.3 Adding {Options} Text

Definition: 'Options text’ is muitiple-choice text within a source document that is processed
during the initial stages of a document assembly session. When encountered, Pathagoras will
present the options in a selectable list, and ask which among the available options you wart to
select. (The selected options remain in the document. The unselected options are deleted.)

Your turn:

© 2022 Innovative Software Products of Virginia, LLC



Pathagoras

2.4

1. Choose (or create) a group of alternative sentences or paragraphs that you want presented
as text options.

2. At the beginning of the group, type a curly brace “{” (no quotes).
3. At the end of the options text block, type a closing curly brace “}” (again, no quotes).

4. In between each option, type a simple forward dash plus the word OR. Like this. "/OR".
("OR" must be in CAPS.)Y ou can have up to 6 options.

Sample (with 3 options).

{Please call me at your earliest convenience so that we can discuss the various options thet |
have outlined in this letter./ORPlease send any questions you may have to me by e-mail at the
following address: info@pathagoras.com/ORPlease send us a fax with your order and
guestions.}

Thered coloring in the example above is for emphasisonly. It isnot required for an Options text block.

‘ Ii If you wish to test the action of the above sarmple, copy and paste it into any Word
document. (Remove any 'Enters from the pasted text to get the best 'effect.”) Then, click the
Pathagoras dropdown features menu, click the Process element and click "Process Page.”
Pathagoras will process the text and you can see how these options blocks work. (Y ou may
recall from the previous lesson that you can press <Alt-P> to process { optional text blocks} . It's
the same thing.

=»\While this is not part of the 'basics' lesson, we would be remiss if we didn't at least mention
this. Using Pathagoras more ‘robust’ tools (but still *plain-text and easy to implement), you can
have Option and Optional text blocks that carry forward initial selections made (e.g., pronoun
and number control); ones that cascade choices based on initial choices (nested options); ones
that allow you to provide prompts and ask questions of the end-user (‘interviews) thet lead to the
proper selection. Some users may warnt to jump into the robust tools right now so thet they don't
have to redo the work done in these lesson. Re-writing and replacing to adopt the robust model,
they are thinking, would be a waste of time. We assure you that we wrote Pathagoras to build on
steps you have previoudly taken. Following the steps in this Manual will provide the perfect base
for implementing the more robust tools. Y ou won't be throwing out any of your work to get to the
next levels.

Last Step

As defined above, a 'source document’ is any text that Pathagoras uses to create the initial
draft of a new document during a document assembly session. A source document can be a
complete 'stand-alone’ document with all text, variables and options/optional text blocks needed
to create a complete document, all contained within a single document. (Thisiis the type you just
created, often called a 'template'.)

Source documents can aso be 'building blocks,, individual documents, each one of which
contains a single topical section of a formerly whole document. Selected building blocks can be

© 2022 Innovative Software Products of Virginia, LLC



'Pathagorize' Your First Document 9

assemble into a highly personalized, complete document. Pathagoras provides all of the tools to
make this happen.

Your turn: Save the source document you just created into an appropriate 'office forms folder.
If the name of the document still carries the name of the original client, do a'SaveAs and give
the Pathagorized document an appropriate 'form’ name. Create more forms, as marny as you
desire. (Don't worry if you don't have everything perfect at this stage. Y ou can easily add more
contert later.) We will use these document, and others you may Pathagorize and save here, ina
later lesson.

© 2022 Innovative Software Products of Virginia, LLC
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Pathagoras

Personalize Your First Document

Definition: 'Personalizing a documernt is simply replacing the variables in the newly assembled
text with appropriate names, addresses, quartities, colors, etc.

While we ordinarily don't want you working on the original of any document (see the framed text
in the next section titled 'Assermble Y our First Document'| 10 ), we wart to show you early on the

automation features of the program. While we hope you will not meke a habit of this, we will start

with an 'original’ documert.
Your turn;

1. Open the document you created in the previous exercise. Perform a SaveAs in order to
create a new document and avoid the possibility of overwriting your original. (In normeal
operations, Pathagoras never calls up the original document, only a copy. But we areina
special circumstance here at the early stage of the learning curve and will start with the

original for a brief moment.)

1.

Press the <Alt-D> key combination. The Instant Database Screen will appear. See Figure

If for some reason the <Alt-D> function doesn't work, do not panic. Click the Pathagoras features menu and select

the Instant Database entry in thelist.

3. Note the two columns of the Instant Database form. The left side will contain the variables
in your document. The right side will contain the personal data that you want to substitute

for the variables.

Pathagoras: Instant Database

Input Form Masks

0 Add New
[ Save

Page
1] |

Replace with:

|»

[ C:\Program Fies (x06) Pathagorasdbs| ]

=

ooooooo

| <Functors> |

Figure 1. The Instant Database Screen
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Personalize Your First Document 11

o With initial installations, the AutoScan feature is ‘on." The bracketed variables in your
document will autormetically be displayed in the Instant Database screen. But many
users prefer to disable the AutoScan feature. (This is especially so when data records
have been saved and regularly recalled.) If you have turned off AutoScan, click the
<Scan> button at the left (toward the bottom) of the Instant Database screento get
Pathagoras to populate the screen with variables.

e Your job now isto put 'real people’ values in the right side. Just type inareal (or not)
value next to each variable name. Press the tab button to move fromfield to field.

4. When you have finished placing 'client/customer specific' values in each box next to a variable
name, Press the [NEXess button in the lower right corner of the screen.

5. At this step, Pathagoras will present the following question: "Do you wart to save the
contents of this Instant Database screen as a new data record?’ Say "Yes' and, when
prompted, give the 'record’ a name--(maybe the last name of the real or fake person you are
completing this form for). The pairings of [variables] and personal data will be saved by the
system for reuse with another document.

Thisis the 'Database’ part of the system It is optional. It is perfectly ok to answer
the question *No.” Indeed, you should answer 'no’ when you know that you will not
need the information again.

6. Immediately after you save the data record (or elect not to), all of the variables in the
document that match the variables in the Instant Database screen will instantly be replaced
with the personal values you provided.

7. Close the document, making sure not to overwrite the original. Either do a'SaveAs or
simply say 'no’ when you are asked if you warnt to 'save changes.' (Once you learn about, and
use, DropDown Lists or the Libraries & Books screen to insert text, you never will have to
worry about overwriting an original document.)

8. Now, let'stry out the 'Database’ aspect of Pathagoras.

a. Recall another document to the screen. (Actually, you may wish to recall the same
document to the screen, since it may be the only one you have 'Pathagorized' to this point.
Just pretend it is a different document for the remainder of this exercise.

b. Press <Alt-D> just like you did in step 2 immediately above. However, instead of
<Scanning> for variables when the Instant Database screen appears, click the drop down
box at the right of the screen labeled "Existing Records.” (See screen shot above.) A list
will appear. This list contains the personal data records you have created to date, as well
as the client/customer you added in step 5 above.

c. Click onthe name of the record you saved in step 5 above. Press[NENes and the
replacements are made. See how the database part works? (Close, but do not save, the
completed work.)

Y ou have 'Pathagorized’ a document, called up a copy of the source text, and personalized it
with the Instant Database. But you don't yet have a document assembly 'system!. Let's create a
simple one. Keep reading.

© 2022 Innovative Software Products of Virginia, LLC
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Pathagoras

Your First System

Pathagoras make creating a document assembly system (with many documents and options from
which to choose) easy and hopefully intuitive. Only a minimum of setup, and no programming, is
required. It is all accomplished by 'pointing (to folders.

An early decision you will need to make (and which you may have aready made), depends
upon how you want to approach document assembly.

1. If you have a collection of clauses that are individual building blocks toward the final
target document, then your choice is true 'document assermbly.’ (The term here is used inthe
sense of 'assembly of individual documents.' It is also called 'paragraph assenbly.) The method
here is additive in nature. Y ou select paragraphs that reflect different sections of a document
(preamble; parties; powers, etc) , or alternative variations within a specific topic (married / not
married; childrery no children; and the like), and cobble them together into a complete documert.

2. If your envision creating documents from a single ‘overbuilt' document, then you choice
is 'template assembly’. This overbuild document contains withinits 4 corners all of the sections,
and all the variations within each section, needed to create the target project. Template assermbly
is subtractive in nature. It starts with a potertially huge document and the answer to interview
guestions results in the 'good' text remaining and the 'bad' text being discarded. Most document
assembly programs on the market are based on the template model

3. Thereis amiddle ground method for document assenbly. It involves blending both
concepts. This is where Pathagoras shines (and is unique). This blended method is inherent to the
program, combining the best of both. We won't go into nitty gritty detail here, but you will soon
see that regardless of which 'polar’ method you start with (i.e., either 1 or 2 above) and then find
yourself needing the other, the blending with the other is smooth and elegant. It also means that
the choice is not binding or particularly important. Make one, go with it for purposes of this
Beginners Guide, and feel comfortable that regardless of your choice, it was a good one.

Before going further, if you do not have forms segregated into at least somewhat organized
folders (e.g., Will files in a Will folder, Contract forms in a Contracts folder, etc.), you should
begin doing that soon. That kind of organization will dramétically improve the overall operation of
any document assembly system. (This organizing is done outside of Pathagoras. It is just Word /
Windows 'files and folder' stuff.)

Your turn: choose (or create) one folder which contains some forms that you intend to use for
document assembly purposes. There should be 'lots' of topically related forms and documents into
that folder. (Don't worry about getting all possible documents and forms into the folder. Don't
worry about perfectly segregating them by subject. Y ou can fine tune later. Nothing is being
locked in. At the very least, the document you Pathagorized in the previous section of this
pamphlet should be there.

If 'building block assembly' (1 above) is your preferred course, continue reading the
immediately next section. (But don't ignore 'DropDown Lists." Y ou will eventually use them.)

If template assembly (2 above) is your preferred course, jump over to the DropDown Lists
section below. (But don't ignore "building blocks." Y ou will eventually use them.)
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Your First System 13

4.1

41.1

(Don't worry about 3. It will develop naturally. Just choose the method that sounds more like
the technique you primarily want to implement.)

Pathagoras works best with lots of documents in a single folder. It is actually better (and
easier) to have dozens of document in one or 2 folders than to have one or two
document in dozens of folders and sub-folders. So please don't hesitate to heavily
populate the folder that we will be using for the following exercises.

Building Block Assembly

Pathagoras has adopted a Libraries>>Books>>Clauses metaphor to describe the
manner in which it organizes documents and forms for Building Block assembly.

Let's define a 'book’ first. A '‘book' is a pointer to a folder that contains the 'source text."'
Nothing fancy -- just a pointer. (‘'Source text' is any text that you want to use for assembling
documents.) When assigned, a book points to a standard Word/Windows folder (local or
network) anywhere on your system where form documents or clauses are stored.

A ‘library’ is simply a collection of up to 10 'books."' (Lawyers: think of a library as a
"Practice System," and the books being the individual topics within the larger system.)

Imagine that you have 100 documents in a folder. Each document is a small piece of text that can
potertially offer content to afinal (‘target’) document. For exanmple, let's say a Will for a new client is
your target document. And the 100 documents are individual Will clauses. Some clauses you
purchased from a forms seller. Some you developed on your own over time. Some you got froma
CLE or other professional development courses. 'Y ou meticulously saved those clauses, breaking
down text on multiple topics into individual clauses. Y ou named them appropriately. Y ou duplicated
some of the clauses and made small changes to handle a variety of Situations and conditions -- eg.,
marital status and family size.

Y ou now have those clauses in afolder. A new couple retains you to draft a Will and after
interviewing them, you are ready to proceed. Fyor the first Will you want to select clauses 1, 4, 5, 7,
22, 56, 60, 67 and 99 (you will see names, not numbers) and for the second Will (because thisis a
blended family), you need to select 1, 4, 6, 7, 23, 56, 60, 67 and 99.

Y ou fire up Pathagoras, select Document Assenbly (the building blocks module) and quickly
build the target Wills. It can be done in a metter of seconds.

Creating Your First Library

The Demo documents and settings that ship with Pathagoras are good tools to help you to learn
the program's basic features. However, right now we need you to create a new library to hold your
works. Here are the steps to create a new library:

1. Click the Document Assembly icon.

© 2022 Innovative Software Products of Virginia, LLC



14 Pathagoras

IR e W

PathSmart SaveSmart Docu Pathagoras
Assemb Features ~

Figure 1. The Pathagoras Toolbar.
The image at the right, the Word2007 and later toolbar.
The arrow points to Document Assembly icon.

The Libraries & Books screen appears. The default 'DocAssemDemo’ library is on
display.
2. Drop downthe list of available Libraries. Click the <<Add New Library>> entry.

Document Assembly E|

Current Library
IDOCASSEMDEMO |

DOCASSEMDEMO
LANGLEY

TEST1

«ADD NEW LIBRAR Y

#3ETTINGS SCREEMN:

O subContract Clauses
7 Jury Instructions

A Complainks
T

oo ey N R

R N

10.

I~ Freastyle

Pathagorasoes

Figure 2. Initial Document Assembly Screen

The following screen will appear:

Pathagoras: DocAssembly, Add Li... [X|

Mame of New Library:

While the name of the library can be Cancel
anything, It should reflect the general subject
matter of the books that library will contain.
E.g., Estate Planning' {to contain Trust
clauses’, "Will clauses’, efc.), or Construction’
{to contain 'Bid clauses', 'Contract clauses',
‘Frogress Report clauses', efc.)

|Estate Planning

Figure 3. Document Assembly Settings screen
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Your First System 15

3. Provide a name for your new library. The name should reflect a broad, not a specific,
topic. Inalaw office, for example, "Estate Planning” and "Family Law" would be good
‘general topic' names for libraries. (Remember, each library will contain several books,
and therefore the library's name should be generic enough to encompass all of the books.)
Click OK.

After you click OK, the Document Assembly 'Settings' screen will appear, showing the
previous Default Library's settings (Figure 4). Pathagoras will then lay over that a screen
(Figure 5) asking how much, if any, of the previous Library's settings you wish to keep.

Document Assembly [Library Settings Screen) @

Glossary or
DOS Paths | Book Hames | €55 Defaults | Misc |~ poder | Template |‘Insert af' | Prefix | Auto-IDE | &l fies? |

Select

C:\Program Files\Pathagorastdemodata)gener S| REaRE===18s To create a document using a

[ Glossar Ii specific template, bype its name in
v box at left {or click.in field and the

v Glossary BidTemplate  navigate to the template using the

¥ Glossary Ii Get Template' button below),
[v Glossary If Template field is blank, the

‘Mormal kemplate is assumed.,
[ Glossary

[ Read 'Insert At' bab For
sl information on how ko control the
[ Glossary page of seckion inko which the First
term will be inserted.
[ Glossary
[ Glossary Get Template E

GeneralGlossary “
'Browse'= nawvigate to glossary or
il
folder ko be mapped as Book #1. _
Open Glossary
‘AutoSet’ = Map Book #1 ko Folder =
m containing underlying document. E

Figure 4. Document Assembly Settings screen

DOCASSEMDEMO  +
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4.1.2

Pathagoras: Add DocAssembly L... g|

Cio yol want to keep the setup for the currenthy displawed
library as the base for the new lbrary (chooss one)?

fes,

Ma, start from a blank shaet,

Mo, but 1T do want to keep some of the books,

Zanczl ‘hdd Lbrary' request,

{Show Book Names.)

Ciick the button contaning your choice,

Figure 5. Let Pathagoras know which elements of the 'old’
Library's Settings (if any) you want to carry over to your new Library

4. When Figure 5 displays, make a choice. We recommend that you start from a blank date, so, for
this exercise, click the second button.

5. The screens shown in Figures 4 & 5 will disappear. Y ou have created an empty library. Now it is
time to "Shelve Y our First Book."

Shelving Your First Book

A book is simply a pointer to the folder which holds clauses for your document assermbly system.
But don't make a big deal about this. This folder is nothing more that a standard Word folder. Itisa
folder which already contains (or will contain) standard Word documents that you either already
have or will create and 'Pathagorize.’

In order to be able to quickly select documents from your 'books), you must place them onto one
of the 'shelves of the library we just created. In Pathagoras, 'shelving' just means * pointing.”

Keep thisfact in mind as you go through this exercise: a book is simply a pointer to where
Pathagoras will look for forms and documents. It istotally user assigned. They are 'your'
folders, not 'Pathagoras folders. Once you fully grasp this very basic concept, then the rest
will flow quite readily. (To see where an existing book points, just hover your cursor over a
'filled’ bookshelf in the 'Libraries & Books screen and study the 'pop-up.’)

To place a book on a shelf in your new library:
1. Click the Document Assembly icon.
1R W

PathSmart Saveimart Docum (& Pathagoras
Assemblys, Features~

Figure 1. The Pathagoras Toolbar.
The arrow points to Document Assembly icon.
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2. Click onany blank line. A new item “Quick Set” appears toward the right side of the screen.
(See below.) Click it.

Document Assembly (Libraries & Books) E|
Current Library
|ESTATE PLANNING -
Select Book
L
-
3 This is & new Library, To add a Book
4, ko khis Libeary, chck on an emrgty
5 'shedf” at the left and then dick the
<Quick Set > below,
6.
7.0 Follow the prompts o select the
- Folder you want the book o
8.0 represent,
9
1.
™ Freestyle
Pat hagora 520407
Figure 2.

When an empty shelf in the library is selected, the Quick Set button displays.

3. A new screen appears. (Figure 2.) It offers you choices as to what type of documents you
want this book to contain. Pathagoras allows several options, but for now, click the first entry.
(It scalled “al DOCUMENTS (*.doc files) in a selected folder”).

Fathaguras: Shelving a Book
n a Library

The Book that I want 1o place ontg
Shelf #7 contains, . . (choose
ore)

@ all DOCUMENTS {*.doc files)
h a selected FOLDER.

@ te clausas in a selected
GLOSSARY,

@ all TEMPLATES (*.dot files) in
a selkcted FOLDER.,

@ all TEXT FILES (* fxtor * rif
files in a selected FOLDER.,

@ all FLES (*.*) in a selected
FOLDER.,

Figure 3.
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4. Follow the instructions that follow and navigate to the folder that contains the documents or
forms you wish to place onto the selected shelf.

5. a Word2000 users. Press'Save.' (Do not select a document.)
b. Word 2002-2010 users: Select one document from the folder and then click 'OK ..
=»NOTE: It absolutely does not matter which document you select. The selection

is only to confirm that you have finished navigating, that you are inside of the
desired folder, and so that the OK button can become 'hot.’

Don't worry about having to remember whether to press 'Save' or 'OK’ (i.e., whether you
arein Word 2000 or Word 2003, etc.). The on-screen instructions will remind you what to do.

Browse E]
Lookin: | i) wils v @ Q@ X g [ Took -

e Iy Recent . ¥ additional Assets.doc HPowe
Documents | ) anti-Lapse Provision.doc WPowe
(&} Desktop ¥ appaintment of Investrent Advisor.doc HPowe
¥ Cover Sheet.doc MPowe
| My 5 Family Clause with stapchildren.doc #Prea
Documents 4 Family.doc MPURF
+ ?‘-" vor || 2]General Powers.doc ) Purpi
ey ¥ Institutionalized or Incapacited Beneficiary.doc #rece
e | E]instittionalized Spouse.doc WRreco
L ife Insurance.doc | Rest:
®Payments to Beneficiaries under Disability.doc MRetir

#Payments to Persons Under 25.doc #revo
#Power to Adjust Distributions for Debts.doc M)sche
¥ Power to Amend.doc #Sepa
#Power to Combine Trusts.doc Msepa

L4 >
File pame: v
Files of type: | ocuments (*.d0*) v

Navigate to the folder that contains the documents.
Select any document in the folder. Then press OK.
(Word2000 users will navigate to inside the desired folder and just press 'Save.'

8. You will next be asked to provide a name for the book. The name of the folder will be
proposed, but any name you choose is fine. It should reflect the nature of the book. Here,
we can say "Wills."

9. Pressthe remaining “OK” buttons. Accept any remaining defaults. If you are presented a

screen that you do not now know how to complete, just leave it blank. 1t's fine! The ‘right’
answers are just not critical at this stage. Y ou will learn more about those features later.

10.The book is now ‘shelved’ in your new library. Pathagoras will display a“Success’ screen
reflecting that fact.
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11.Y ou can place other books onto the library shelves by repeating the above steps.

Y ou have now placed your first book onto a shelf in your library. This makes all
documents in that folder (book), and all folders (books) that you have shelved, available
for document assembly. In the next step, we are going to take advantage of the 'shelved’
books.

Remember: A book is merely a pointer to a Word/Windows folder. Nothing more.

Y ou can repeat these steps to assign any folder to any empty shelf. If you want to assign
afolder to a currently ‘occupied’ shelf, click the Settings button. Y ou will be takento a
different screen where more activities can be handled, but the concept of "book™ equals
"pointer to folder” is the same.

41.3 'Assemble' Your First Document

=»An Overriding 'Pathagorean’ Principle

Y ou should never 'assemble’ any documents using an original document(s) as the
'base.’ Y ou should only work with copies of the original text. So long as you abide by
this rule, you will not accidentally overwrite the original by forgetting to do a 'SaveAs.

When used as suggested, Pathagoras automatically implements this rule for you. When
you select a document using Pathagoras tools, you will always be working on a copy.

How do you know it is a copy? Look for the 'name’ of the document in the upper left
hand corner of the screen. It will be named "Document1”, "Document5", etc.

Of course, there is one exception to the above rule. When you are intentionally editing
the original with the goal of improving the source text itself (refining the text, adding
variables, correcting spelling errors, etc.), you must open and work on the original
document. But NEVER NEVER NEVER use the original of adocument with the idea of
editing it to become afinal document for a specific client or customer.
If you find yourself working on the original for other than source editing purposes, you
should rethink your process, and implement the tools provided by the program. If you do
nothing else in your early days with the program you should at least "Create your First

Libraryl = ' and "Shelve your First Book/ s I"

To 'assemble’ your first document from the book you just created:

1. Click the document assembly icon. The ‘ Document Assenbly (Libraries & Books)’
screen will again appear, but this time it will display the book(s) you shelved in earlier parts
of this lesson.

2. Select the option button next to the name of the book you assigned in the above exercise.
(If you did not create a new book or library, and saved the document into your Word
default document folder, click the Default Documertt folder, typically folder #7 in the
DocAssemDeno Library.)
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3. Click the button. The Clause Selection Screen displays. All of the documents in
the selected book will show in the left panel. Y ou should even see the document you
created in steps taken in earlier sections of this Manual.

4. Click onthe form document you created in the previous steps.

Diversion: press the <Preview> button. The first 1000 characters of the text of the form
will appear in a preview screen. So, if you are not quite sure what a particular clause says
or does, preview it. Close the Preview screen.

5. Click the <<Add>> button to move your selection from the left colunn to the right. (Y ou
can aso double click on the selection to accomplish the transfer.)

6. Ifitisnot already selected, select the "Assemble” radio button at the top right side of the
screen. Then click the button.

7. A copy of the form you selected for assembly will quickly be inserted onto a new page.
(Youcantdll it is a copy, and not the original document, because it is called "Document 2"
or "Document 5" or something like that. The original document is safely tucked away in
your folder. This prevents accidentally overwriting the original forms -- not that you have
ever done that, but some other people have).

These steps place a copy of the form onto your editing screen.

Y ou have now 'assembled’ a document. As a practical metter, however, you have only placed a copy
of only one document onto your editing screen. Nevertheless, you are well on your way to understanding
what document assenbly is all about. We hope that you are able to see (fromjust the little bit of work you
have done thus far) the beginnings of a highly flexible, highly functional document assembly system.

414 The Final Touches

THE FINAL STEP: You are amost there.

¢ You have composed a single automated document. Thisis in the nature of what many
programs call aformor a 'tenplate.’

o Templates are nice, but document assembly suggests building complete documents from
component parts. (Think here building blocks and 'paragraph assembly.”) And you are not
yet working with those component parts of a document. Let’ s take that last step.

Your turn:

¢ Locate the form document you created in earlier steps.

e Break it up into 3 or 4 of its main component pieces. Here is one way to do it.
o Highlight a small portion of the document.

0 Copy the text and paste it into a new, separate document. Give the new document a
name that correctly identifies its purpose.

0 Save the new document (now a portion of the larger document) in the same folder asthe
original).
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0 Repeat for the remaining sections.

By way of illustration, the sample document below conveniently breaks up into 4
pieces. (The colors are for instruction purposes only. They are not relevant except to
identify the component sections.)

[Title] [FirstMame] [Lastname]
[Company]

[Address]

[City], [State], [ZIP]

Dear [Title] [Lastname]

In response to youwr Reguest for
Proposal, we herelbry offer to supphy
[mumber] [product] & Fprice] per
[product].

Sincerely,
John Q. Gueue

The ‘blue’ section might be saved out as “Address & Salutation”; the green section could
be called “Order info”; the yellow could be called “Closing text.” The pink: “ Signature
lines’. If there are multiple authors in the office, you could duplicate the signature line,
perhaps calling one “sigJQQ” and another one “sigRHL” and a third “sgDBL” etc.

When you have completed the ‘ disassembly’ exercise, repeat the document assenmbly and
personalization steps above. Are you seeing the big picture here? Now thisis true
document assenbly.

At your convenience, add more clauses to the folder until you have yourself a variety of
clauses fromwhich you can build a variety of different documents. K egp going by breaking
up other documents on other subjects, placing them into separate folders, and assigning
those folders to separate books. The system grows. Slowly, but surely.

=»An important note of reassurance: While we asked you above to manually
disassemble your document (and we hope thet it was easy for you to do so), rest assured
that Pathagoras provides tools that will autometically break up larger documents for you.
(See section 4.5 below for a more automated way to accomplish this.) It will also
automatically name the component pieces for you.

The last step: Display the Libraries & Books screen again. Select the book you earlier
created and which now contains the disassermbled clauses. Click Next. After the Clause
Selection Screen appears, choose one, severa or all clauses. Y ou now have build a simple
document fromyour simple, but potentially very powerful document assermbly system.
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4.1.5 Adding Documents to a Book

In the previous exercise, we asked you to point to a folder that had 'lots' of document already init.
But as you are building and perfecting your system, you will be adding more and more
documents/clauses/phrases/building blocks, etc. to your books.

Pathagoras offers many ways to add documents to a book, but we are going to concentrate on
just 2. Here are the steps.

M anual add: this means exactly wheat it says. Manually move existing documents, or manually
save new documents into the folder represented by the book. Never forget that Pathagoras is (1)
very dynamic and (2) totally based in Word. Anything you add to a Word folder (or modify in that
folder) will immediately be reflected in the Pathagoras book based on that folder.

Add new documents via the Libraries and Books screen:
Here are the steps:
(1) Display the item you wart to add to the book.

= The item you choose to add to the book can be anything. It can be text, it can be a
picture, a chart, etc. You can copy text/data/pictures/tables/links/whatever from the
Internet and paste it onto the Word editing screen. You may have text from a forms
book that you wart to add to your collection of forms. It simply does not metter to
Pathagoras what the source of the text is. So long as you can display it onto your
Word screen, it can be added to a book.

(2) If youwant to add just a portion of the displayed text, highlight that portion. If you want to
add the entire document, you don't have to highlight anything.

(3) Press the Document Assembly icon. (It is the third one from the left, next to the Pathagoras
featureslist.) The Libraries & Books screen will display.

(4) Select the target book fromthe list of books at the left of the screen. If the book is not in
your current library, select a new library from the drop down list at the right.

(5) After you select the target book, the box in the middle will display a series of options.
Choose "Save text to selected book." See the illustration below.
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Document Assembly [Libraries & Books) E]
Current Library )
|DDCA‘55EFDE“"K:I = | Save bexk bo "Wills' Folder .
Sadact Sook
L. General  Names
g,r: Wiks " Subjecks W+ .tF
3.0 Contrack Clauses " Clause-Sebs
4,1 RestaurankMen ~
peLaura . or Printable Checklisk
5.0 Bids

- Cusplay Folder
6.0 Jury Instructions

8 @ Save test to selected book.|

8. ™ Create DropDown List.
8.0 Prafic:
10, ™ My Templstes [ L
™ Freestyle x [~ Sattings

Intake Form

Mexk ==

Pathagoraszm:

'Save text to selected book' selected.

(6) Click the Next>> button. Pathagoras will display a standard "Save Document™ screen. But,
unlike what will happen outside of this screen, the folder associated with the book you have
selected will be pre-chosen for you. You do not have to navigate to it. Simply name your
document and then click the Save button on that screen.

(7) Your newly saved document will display on the Clause Selection Screen the next time you
perform a document assembly routine.

Add new documents via a DropDown List:

We recognize that DropDown Lists have not yet been introduced, but we cannot leave you
thinking thet the above is the only, or the primary way to add text to your system. Once you
have added your first DropDown List, you can add text in two clicks. Once you have
highlighted the block of text you wart to save as a separate document:

(1) Drop down the DropDown List that points to the folder into which you want to add text.
(2) Click the item toward the bottom of the List that reads "Add Text to Folder.

(3) Pathagoras will display a screen fromthe "TermWorks!" module of the program which
allows you to name the document and (optionally) to provide a subject for the document.
When done, click the green "Add Document” button. That is all you need to do.

Here are the steps:
4.2 DropDown Lists (template) assembly

Definition: A drop down list is any of those lists that currently sit at the top of your Word editing
screen that give you quick access to Word settings.
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o For example, Word presents the various 'Styles and 'Fonts' which provide visual texture to
your documents in drop down lists. All you have to do is point and click to an item within the
list and Word does the rest.

Pathagoras' allows you to create special DropDown Lists of the contents of any book. These
Lists function in a fashion identical to Word's drop down lists: Y ou point, you click, and the selected
element is applied to your document. In this case the selected document is autometically inserted into
the current document.

¢ The folder you select to populate a DropDown List can be any folder on your system.

e The folder can contain anything -- Word documents, Word Perfect® documents, images,
PDF files. Anything.

Cresting a DropDown List takes 30 seconds tops. Once created the List remains always active,
always visible and always ready. When you exit Word and then return, so do the DropDown Lists.

Y ou can maintain up to 10 DropDown Lists simuitaneously (5 in the Demo version).

Alernative way to create a DropDown List: 'FreeStyle'

Using a DropDown List to create/enhance documents:

To instantly move the contents of any file from a DropDown List into your document, just
‘point and click'. Once the List is created, you never have to navigate to a clause in that List
ever again!

@ H (U | D O Document2 - Word
HOME  INSERT ~ DESIGN  PAGELAYOUT ~ REFERENCES ~ MAIUNGS  REVIEW  VIEW  DEVELOPER  OFFICETAB  ACROBAT  Pat

= " =) elnserts o Preview  |Wills - WYariables ~ | |samples Glossary ~ | £ Create New Df
ument Pathagoras
sembly Features -

bar

5 Refresh

The DropDown lists displays in the Menu area.

[]] [} W - Word
HOME  INSERT ~ DESIGN  PAGELAYOUT  REFERENCES  MAIUNGS  REVIEW  VIEW  DEVELOPER  OFFICETAB  ACROBAT
> = [ enserts = Preview | Wills = |Variables ~ | |samples Glossary ~ | EH Create
AR ™ R # .

X + eProcesss = Clipboard | Wills \
!

58 Refresh
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DropDown list ‘dropped down'. Select aclause.
Depending upon the state of the <<Insert/New Doc>> indicator at the right end of the List, the
selected item is placed in the document.
o |f <<Insert>> is digplayed, the selected document is inserted into the current document
at the last cursor location.
e |f the indicator reflects <<New Doc>>, a new document will be added, and the text is
added to the new document.

‘ a] If you tend to use 'complete documents' as your source forms, you definitely
should use DropDown Lists for creating new documents. The 'typical’ document assembly
session, using the Document Assenbly Iconis at least 7 key clicks (till less that without
Pathagoras, but not an insignificant number). With DropDown Lists, the number of clicks
to get to the document of your choice is only TWO!

4.2.1 Creating First List

Click the large button in the Pathagoras menu area called 'DropDown Lists .(Before clicking the
button, you should read the 'hover-over' text to remind you of the purpose and function of this

feature)
@ 4 [ o [ e e O o
HOME MSERT DESIGN PAGE LAYQUT REFEREMCES Pathagoras
—> . l—l: 7] m 1 Meny J,i
o - £ Save )
PathSmart SaveSmart Docurnent Pathagoras DropDown . HatkKeys
Restore

' Assemnbly Features - Lists -
Pathagoras Toolbar DropDown Lists  Collections = Hotieys
0- Documentl

L 1

Follow the instructions that follow. For now, just accept the choices in position #1 of the resulting
screen.--

‘A folder of Word documents and
‘Let me navigate to the folder".
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When you begin your 'navigation to the folder you want, keep in mind the instruction that emphasizes
"It doesn't matter which document you select.” Y ou are ultimately selecting a folder, not a document.
The documents are shown just to let you know you are in the place you intended to be..

If previously had created a DropDown List, the 'icon’ will have been turned into an ‘ared. Click
the bar that reads "Create New DDL."

There are many settings and tools that are inherent to DropDown Lists. Read about them in the
Main Manual.

422 MoreLists

After you have created your firt list, the original DropDown Lists section in the toolbar will have
expanded to accomodate the list you created and several new 'administrative’ button that should be
self explanatory. To add a new list (and you can have 10, just click the Add New DDL button and
follow the same prompts that you saw before.

Another approach: If you have created a book in the previous section, you can rather
automatically create a new DropDown List from the Document Assembly Screen. Here are the
steps.

1) Display the Libraries & Books screen and select the book from which you wish to
create a DropDown List.

2) The action box opens in the middle of the Libraries & Books screen. Click “Creste
DropDown List” option.

3) Click NSNS

Current Library

Create DropDown List For Wilks.

DO ASSEMDEMO -|
Salact Sook
1. -
{ . e al © Names _
* Wills " Subjects [ #.rF
" Conbract Clauses ™ cClayse-Sets
4.4
e ) . e or [ Printable Checklist
" Restaurantienu ~
Display Falder
6.
" ™ Save text to selected book.
-8  iCreate DropDovn List,
9. Preafi:
10. ™ General wi
- x|
" Freestyle . [ Serings
Bl Pathagoraszows \m

Create DropDown List using a Book in a Library.
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4.2.3

4.3

The contents of the selected book is quickly created. It displays on your screen in the menu
area. .) Itisaso ready to use with no further effort. Just point and click-on the clause you desire.

More about DropDown Lists

After you have created your first DropDown List, it appears as, well, a DropDown List in your
Pathagoras menu bar. To use it, smply right click the 'down’ arrow to the right of the list and then
click on an itemyou wish to insert.

Be mindful of the 'state’ of the button in the upper left corner of the expanded DropDown List
section. If the button now reads 'New Doc,' Pathagoras will create a new document and add the
target document into that new document. If that is not what you intend (i.e., you wart the target text
to be inserted at the insertion point of your current document), smple toggle the New Doc button to
I nsert.

The button 'state’ will remain static urtil you toggle it again.

If you know the name of a document in your DropDown Ligt, thisis a'cool' trick: simply type the
name of the target

To add a new documernt to the folder to which your DropDown List points, highlight the text you
want to add. Then click down the DropDown List thet reflects the folder into which you warnt to
save the highlighted text. Click the 'Save Text to Folder' element near the bottom of the DropDown
List.

If you want to view the actual folder to which your DropDown List points, click down the
DropDown List that reflects the folder you want to display and click the <<Open Folder>> element
near the bottom of the DropDown List.

Common Ground

Regardless of the assembly method you choose, there are some comnolities you will want to
know about.

All assemblies are into 'new’ documents. Y ou should never see the "orgiinal,’ but naonly
documents named with numbers, like Document 1, Document 2.

After the document is assembled, Pathagoras will scan the completed document for conditional
text and for <<document calls>>. Those should all be handled first so that when you move to the
'personalization’ phase of document production, only the relevart variables are present.

There is alot more to what you see in this Manual. For Document Assembly, you can choose to
place each requested document in a separate editing screen; to create ‘document packages where
multiple ‘whole' documents are pre-saved in a client's folder; you can use our 'tree service' and
display muitiple folders of documents on the screen; for DropDown Lists,you can likewise enable the
Tree Service and move up and down folder trees to hone in on a particular documert.

The main Manual explains the fine details of each function. Just know that if you are wondering
"Can Pathagorasdo this.. . . 7", it probably can.
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4.4

Congratulations!

You are done! You have neutered a document and saved it in a forms folder. Y ou have either
shelved that folder as a book inyour current library or created an always-on, two click easy,
DropDown List pointing to that folder .

Y ou have assembled a document and provided personal information in place of the variablesin
the source document. Y ou have taken a'complete document’ and disassermbled it into its component
parts so that you can pick and choose among an assortment of building blocks.

You are a document assembly wizard!

K eep on neutering documents. Create more books. It probably mekes better organizational sense
to store your ‘contract’ forms in a different folder from your ‘ proposal’ forms, and your Will forms
separate from Trusts and Powers of Attorney. Pathagoras readily adapts to this kind of organized
document assembly. Even when assigned to different books, you will always have instant access to
them all.

As you become comfortable with the above steps and features, you will want to do more. And
Pathagoras will be right with you. Whenever you ask “1 wonder if Pathagoras will let me do this?’
the answer will almost always be “Yes.” If you cannot find how to do it in a few minutes of looking,
call or write to us and we will be more than happy to point you in the right direction. And if the
feature you desire doesn't exist, maybe we can change that. Many features that you now see are
from suggestions made by users such as yourself.

Pathagoras is laden with very useful features that go far beyond what you have seen here. When
you are ready, explore the options available on the various overlay screens that you will see. Explore
the choices in the Pathagoras features menu. Visit the Pathagoras website (www. pathagoras.com)
and read more about the breadth and depth of what we think is a truly remarkable program. And
peruse the main Pathagoras Manual. Just skim the body of the rather sizeable manual, but perhaps
spend a few minutes reading the index for document assermbly and management ideas that you
haven't even thought possible.

If you have a question for which you cannot quickly find an answer, call or write to us at the
contact points listed herel 1. We truly enjoy hearing fromour customers.
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The 'DocAssemDemo' Docs

To learn a new program such as Pathagoras, some folks prefer to jump right in, skipping the
introductory meterials and using their own forms. The first three sections of this Manual are for you.
They will get you more quickly into Pathagoras than any other resource, and will leave you with a
sense of how easy it will be to implement Pathagoras in your office using your forms.

Others prefer amore ‘bird’s eye view' approach. They want to get a sense of the feel, speed and
gereral nature of the program from a bit of a distance. They are happy to explore the program using
the demo models that ship with the trial version. This part of the manual is for you. We will show you
document assembly and automation basics using our documents, and then you are free to begin
experimenting with yours.

[ 4 —n—\l = | o 7

| J ] _:J iLj’x
PathSmart SaveSmart Docum % Pathagoras
Assemblys Features~

(1) Click the document assembly button. It is the third button from the left. A screen called
‘Document Assenbly (Libraries and Books)' appears immediately after. It displays the current
library (the name shows at the right in the drop down list) and the (up to 10) books that have been
shelved in thet library. (Inthis particular case, only 6 books have been assigned.)

Document Assembly E

Current Library
DM |

sefect Book
17" General
200 wills
3.0 Bids
4.0 subContract Clauses
7 Jury Instructions
6. Complaints
.
8.
Q.
10,

I~ Freestyla
Pathagorasoes

Figure 1. The initial Document Assembly (Libraries & Books) screen

Definitions and Landmerks:
Let’s digressjust a bit to get some vocabulary and other important concepts out of the way.

Pathagoras has adopted a ‘library’ and ‘books  metaphor to describe the manner in which it
organizes documents and forms.
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= A ‘library’ is the top-most level of the document assembly structure. A library is a collection of
books, each book representing a container of clauses or forms you will be using to assemble
documents. Y ou can have an unlimited number of libraries. New libraries can be added by clicking
the Settings button on the above screen.

= A ‘book’ is a pointer. Each book points to a folder of documents, forms, and/or clauses that you
intend to use to assemble documents. A book can be one of two types. a ‘folder’ or a‘glossary.’

0 A ‘folder’ is a standard, ordinary Windows folder containing Word documents. Y our office
forms on your computer are probably already organized in such a way that *Will'” documents
and forms are in one folder, ‘ Contract’ documents in another, ‘ General office’ documentsin
another, etc. If so, you are aready well on your way to a Pathagoras friendly system.

0 A ‘dlossary’ operates just like a folder in the way that it helps you to organize clauses and forms
by topic. However, instead of each term residing inside of a separate document in the same
folder, all terms reside in the same document — the glossary. The individual terms in a glossary
are separated from each other by ‘bookmarks.” If you prefer glossaries over folders (there are a
few benefits to using gossaries) Pathagoras can help you in the transition.

= Help, definitions and other types of guidance can be found on this and every screen that
Pathagoras displays. Just click any you see.

(2) Select one of the books (it doesn't matter which one).

Document Assembly (Libraries & Books) @

Current Library

|DEMO j | Assernble From Wills Folder,
Salact Fook

. E.'?.':'Eral ™ Mames
= il (¥ Subjects
3.0 Bids (™ Clause-Sets

4, SubContrack Clauses
=007 Jury Instructions
6. " Complainks

of " Printable Checklist
" Display Falder

ool (™ Save text to selected book,
8.0 (" Create DropDown List,
E Prafix:

" Fresstyle = | settings

Pathagoras e

Figure 2 The Document Assembly screen, with book # 2 selected

Concepts and Landmarks:
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Y ou would typically click the Next>> button in lower right Sde of the screen at this point, but
before doing so, we ask you to pause and look at the various options that are presented for your
selection. The options appear in the center white box after you have selected a book:

“Show on Clause Selection Form:”

Names or Subjects: You can display the terms on the clause selection screen by the ‘Name’ or
by the * Subject’ assigned to each term. The document Name is typically a short few words. The
‘Subject’ is much more descriptive. (If you study the *Will' and * SubContract Clauses' books, you
will see that the clauses in those books use the more cryptic prefix/suffix pattern for names. More on
this below and other writings.)

Clause-sets are collections of selected clauses represented by a single name. When selected, a
clause-set will generate a complete document. Clause-sets are great for standard contracts, smple
Wills, etc. Instead of choosing the same 10 clauses for a standard, simple document, create a clause-
set and select just one item.

To the right of the ‘Name’ and ‘ Subject’ radio buttons in the center panel, you will see a symbol
like one of the following:
These symbols visually depict the nature of the clauses in the selected book. Click on each of the
various books, and you will see the symbols change as you work your way down.
A folder with the letters * .doc’ signifies that the book contains standard Word documerts.

A folder with the letters * .dot’ indicates that the terms are stored in the folder as Word
templates.
A folder with the letters *.txt’ indicates that the terms are stored as unformetted ASCII text
files. (Pathagoras can assemble those too!)
A Glossary is denoted by the gray square box withthe ‘G’ in the lower left Sde. ‘G =
glossary.
Administrative tool s reside * below the line.” These tools allow you to perform certain operations
on a selected book

(1) You can create a checklist of all of the terms in the selected book. Use the list just for a
handy reference, or print it out as a check-list and ‘ check off’ the desired terms for the new
document.)

(2) You can open the folder or the glossary if you need to quickly access either for editing or
other management purposes.
If the book is a 'folder of documents,” you will be taken to the Windows folder that

contains the terms. Everything in here should look familiar. These are ‘plain oI’ Word
documents. Nothing more, nothing less.

¢ When you select a folder of terms for a document assembly session, Pathagoras simply
reads the names of the documents and presents them onto a selection screen where you
can choose one, two, ten, all, etc. of them for your new documert.
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e And if you were to add a new document into the folder, the next time you called up the
Clause Selection Screen that new document would appear in the list.

If the book isa‘glossary,” you will be inside the actual document itself. A glossary isa
rather smple document. It contains all of the clauses in a single document. Y ou can identify
the various clauses because they follow the following pattern. Y ou should first see ared line
of text. The red text reflects the termi's ‘name’. Immediately beneath that is a blue line of text
thet reflects its ‘ subject.” Beneath those iderttifiers is the actual text of the term. While you
may not be able to see them, each termis enclosed within ‘ bookmerks' that Word (and
Pathagoras) uses to identify the begin and end points of the actual term. To make the
bookmarks visible, you can click Pathagoras|Main Menu and click the [ Show Bookmearks]
button. Despite its structure, a glossary is still an ordinary Word documert.

(3) You can create a DropDown List of the terms in the selected book. These are very
handy, very powerful, always-on, always-active lists that reside at the top of your editing
screen which allow you select any term or form by simply pointing and clicking. Y ou can read
more about these very powerful DropDown Lists by clicking this link: DropDown Lists.

Okay. Tour over. Let’'s move on. Click the Next>> button.

What displays next is the Clause Selection Screen (Figure 2). This screen lists al of the termsinthe
selected book in the left hand column. Y ou can select the specific terms you need in order to
assemble the *perfect’ document for your customer or client.

Document Assembly: ‘SubContract Clauses Glossary' Clause Selection Screen

+ Assemble o
~
sub100 o Insert
subl10 Add-» " Yiew/Edit
b1z0
EEbISD P " Delete
sub140 — " Create dropdown list
sub150 Shiow: Sart by
subl60 &
* Mames (% Mame
subl170 +
sub180 2| subjects © Subject
sub190 P esvigu 7 Fo Sort
subz0o
subz10 On editing screen:
5'—";220 * Stacked 1 Linear
subz30
subz40 ﬂ [ Separate Windaws?
r i Glogsary; sub
Tree Select All 23 items - | ary;
More > —

Figure 3. Clause Selection Screen, Names displayed

If this is not the view you wanted (i.e., you want to select terms by the more descriptive subject, not
the prefix/suffix- style name), click the * Subjects’ button at the right:
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Document Assembly: ‘SubContract Clauses Glossary' Clause Selection Screen §|
ul
* Assemble o
-
Cover Pane R Insert -
Agreement and Terms Add-> ™ Wiew,/Edit -
Supplies] Services (Fixed Price)  Delete <<Back
: ; Remowve
Supplies/Services (Cost Plus) )
DescriptionySpecifications\Wark Skakement ] 7" Create dropdown list
Packaging And Marking = Shiow: Sart by
Inspection A&nd Acceptance -~ &N
Deliveries Or Performance = Mames ame
Adrinistration Data * subjects © Subject
Special Contract Requirements (Title) Preview ™ Mo Sort
Confidential Relationship
Government-Furnished Items On editing screen:
Evidence of Insurance * Stacked 1 Linear
Applicable Law and Disputes
Bankruptcy ﬂ [ Separate Windaws?
I i | Glossary;sub_|
Tree Select Al 23 ikems . | ary;
Mares s — E Cancel/Close

Figure 4. Clause Selection Screen, Subjects displayed

Ahh. Much better. With the screen repainted and showing the subjects, you can now choose from
among clauses with meaningful descriptors.

Note 1: You can cause the subjects to display ‘in the first place’ by clicking the Subjects option
found on the initial Document Assenbly screen, Figure 1.

Note 2: Despite their cryptic nature, the prefix/suffix style names of the various clauses can still be an
important document assembly tool for you to consider. The names keep the clauses in the above list
inalogical (alpha-numeric) order. And that style of name alows you to instantly recall a term simply
by typing its name onto the editing screen and pressing a hot-button. Document Assenbly with zero
navigation! All of the benefits of the prefix/suffix naming style is beyond the scope of this booklet, but
do not discount its usefulness.

Select one, some or all of the clauses from the left side of the Clause Selection Screen and move
themto the righnt. (Either double click on the item or by select the item and clicking the * Add’
button.) When you have selected the clauses you wish, click

The document containing the clauses you moved to the right hand side is quickly assermbled. Now
it is time to replace the variables (if there are any).
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Pathagoras: Instant Database

* = DB

# & & B ® % +
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1. With the document on-screen, press the key combination <Alt-D> (for 'database’). This
calls up the Instant Database (Instant Database) screen. (Figure 4)

2. Scan for variables. Press the green Scan variable. The bracketed variables in your
document will autometically appear in the left column of the Instant Database screen. Inthe
right column, type meaningful ‘ personal data’ for each variable as if you were creating an
actual document for a client or customer.

3. Press[NEXER. Pathagoras replaces the document variables with the personal data.

(Say “No” to the question "Do you wart to create a new Personal Data Record?’ We'll save
‘data-basing’ for another lesson.)

Now On Your Own

Select different books and assemble a variety of documents from the clauses provided in the
DocAssemDeno library. Replace variables and select from the optional text choices provided. Then
peruse the source documents that make up the books. (Click the Open Folder or Open Glossary
choices *below the line,”) Note how all of the source clauses are all plain text in nature. Note the
simple “words in brackets’ construction of simple variables. Note that multiple-choice variables are
simply variables with slashes /" between the choices. None are complex. None have codes or
hidden fields.

When you are ready to begin to work on your own system, read and perform the exercises in the
sections at the front of this Beginner's Guide. With this Guide under your belt, you are well on your
way to becoming a document assembly expert.

Thereis still more to see and to do. Check out the main Help Manual for the detalls.
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Sample '‘Pathagorized’ text and forms

The below text is a collection of the examples provided in previous sections of this
Manual, plus additional sample text. If you are looking at this page electronically, you can
block copy this ertire page into a Word document. Y ou can then get a flavor of how the
programworks, but without having to type a single character of text.

Note that all text is 'plain text'. Y ou can augment any example just by typing more plain
text. Any changes you make will be reflected in your next 'run-through.’ (To view an
electronic version of many more samples, go to www. pathagoras.con/sanple.)

Sample Variables:

[Client Namg], [product], [he/shelit/them]

Sample Optional text:

{ Please call me as soon so that we can discuss the various options that | have outlined in

this letter.}

Sampl e Options (multiple choice) text:

{ Please call me as soon so that we can discuss the various options that | have outlined in
this letter./ORPlease email me with any questions you may have at the following address:
info@pathagoras.com./ORPlease send us a fax with your order and questions.}

[Title] [Firsthlame] [Lastname]
[Cotnpany]

[&ddress]

[City], [State] [ZIF]

Dear [Title] [Lastname]

In response to your Reguest for
Propasal, we hereby offer to suppby
[numker] [product] & $lprice] per
[prociuct].

Sincerely,
Jahin G Gueue

AGRFEMENT

This Agreement, by and between [PEIME CONTRACTOR], [Prime Contracter Address],
[Primae Contractor City, ST ZIP), and [SUB CONTRACTORY], [Sub Contractor Address], [Sub
Contractor City, ST ZIP]

AGREEMENT AND TERMS

Contractor agrees to furnish and deliver all items or perform all the service set forth or
otherwise identified above and on any continuation sheets for the consideration stated herein
The rights and obligations of the parties to this contract shall be subject to and governed by the
following documents: (a) this award|contract. (b) the original sclicitation, if any (¢} such
provisions, representations, certification and specifications as are attached or incorporated by
reference heremn

Total Amount of Contract; [Amount of Award]

'Pathagorized' documents
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7.1

Support

Technical Support

Pathagoras prides itself on prompt, useful and personal customer service. While we hope that
this Manual and the other instructional materials are helpful, you can still count on the 'personal
touch' of Pathagoras customer service as a 'first line' of help as well.

We truly enjoy hearing from our customers and potential customers. While we cannot promise
that you will never receive a voice-messaging service if you call us, more likely you will receive a
live person at the other end. But if you do get our voice mail, just leave a message or send us an
email. We will get back with you promptly.

Contact information is spread across as many places as we could find so that you do not have

to hunt for an email address or telephone number, and we repest it here. Let us know if we can
ever be of service.

Pathagoras

Innovative Software Products of VA, LLC

Roy Lasris, President

wWww. pathagoras.com

info@pathagoras.com

tel: 866- PATHAGOras (1-866- 728-4246) (toll-free)
tel2:+1 (757) 877-2244 (USA)

117 Chisman Landing

Seaford, VA 23696 USA

Reporting a 'bug':

We ask you to report any and all program 'bugs you encounter (whether you 'know' it is a
bug, or just think it might be). If you encounter a problem while Pathagoras is in operation, and
can duplicate it, please send us a list of the steps that you took to generate the error. (The error
message of 'failure code' is rarely enough to pinpoint the source of the problem, so the more
informetion you can provide to us, the better.) We would also greatly appreciate your sending any
screen shots that may help us to better identify the issue. Sending us actual text of documents that
didn't quite work would be good too. (We will not share your documents with anyone. We
understand the proprietary nature of your personal or business work.)

Remote Assistance;

If you call us for guidance, or to report a bug that can be best explained visually, we likely can
most effectively address the Situation via 'virtual presence.' In other words, we can (and would
like to) virtually sit at your machine. That way we can see the same thing that you are seeing at the
same time that you are seeing it.

This can be readily accomplished via a wide variety of remote assistance tools. Our tool of
preference is GoToMeeting®, a product of the LogMeln Corporation. It is easy to use, offers
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quick response time and allows us to sit together while we share information on your computer. If
you feel a virtual meeting would be helpful, don't hesitate to say "Can we do a GoToMeeting?* (If
you are otherwise covered under the Annual Support Agreement, there is no charge for the
meeting. And don't worry about costs on our end. We have none beyond the annual subscription
that we pay for GoToMeeting.)

To activate remote assistance after we have agreed to a session, display the Utilities/Settings
screen and click the Miscellaneous tab. Click the red "Remote Assistance” button. Enter the
Meeting ID number that we will provide in the text box and click the Remote Assistance button
again to make the connection.

GoToMeeting® is a registered trademark of the LogMeln Corporation
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7.2

Non-technical Support

Pathagoras Author & Staff For Sale!

| amfor sale! Yes, me personally, and my staff, too.

We are available to help you set up Pathagoras, establish your Pathagoras network if you have
multiple licenses, create or refine your books and libraries, etc.

e Let us Pathagorize You: If you smply do not have the time to Pathagorize your forms
and create a system, but know thet this is the direction you must go, give us a call. We have
skilled and talented 'Pathagorizers on staff who can quickly respond to your every request.
Send one or more of your current systems. We will set up a Pathagorized model systemin
return. What you will get back is a complete, immediately usable, book. We will also send
you instructions on how to place it onto a new or existing library shelf. Since the returned
material will be a collection of standard Word documernts, you will be able to augment or
freshen the text on your own as needed.

Our rates are reasonable. Call us for a quote. Y our savings in future document assermbly
time will more than recapture the investment.

(If you wart to take us up on this offer, we suggest that you send us just one of your
systems, not al of them. When you get it back, study what we did and how we did it.
Hopefully, then, you will feel so confident in how simple and easy it really is that you will
attempt to 'Pathagorize’ the next system yourself.)

e Private Lessons: If you choose not to read the manuals (1 hate reading manuals too), you
can simply 'buy’ me to provide extended lessons and some ‘on-site’ (via GoToM eetingtm))
guidance on how to get set up and fully operational with Pathagoras. Put your whole office
staff in front of a computer and a speaker phone and we will be all set. And when you
consider how far | can get in that time, that can be quite a deal for you.

e "Will you travel ?" Heck yes! | would love to! (Get me out of my law office, please!) Of
course, the airplane ticket and accommodations would be on you. My on-site charges are a
bit higher, but the work that | could accomplish in that day or two (setup and training)
should make the investment very worthwhile.

© 2022 Innovative Software Products of Virginia, LLC



Index 39

Index L -

Library, Add First 13
Assemble first document 19 M
Multiple Choice Variables 5
Book O
Add first 16 Optional Text 7
Bracketed variables 5

Options text 7

Creating your first system 12 '‘Pathagorizing’ 5
Customer Senice 36

Personalize Document 10

Demo Documents 29

Samples 35
Documents Scan 10
Adding documents to book 22 Support
DropDown Lists 23 Non-Technical 38
Technical 36
Error Messages 36 T
Technical Support 36
Getting Started 12 V
Variables 5
Help 36

Instant Database Screen 10

© 2022 Innovative Software Products of Virginia, LLC




40

Pathagoras

If you are looking for a document assembly program to help you to create standard
documents/pleading/contracts, etc., there is not one out there with a shallower learning curve than
Pathagoras. We make this claim because:

*An automated variable is nothing more than a word or phrase between square brackets. No
formulas or fields are required. All text is standard keyboard text.

*Automated optional text is simply any text between curly brackets. It just cannot get any
easier or faster than that.

*Pathagoras even self-generates its own data collection form for each document you create.
(No other program can do that.) The data entered can be used for all future documents for that
same client.

While we understand how precious time is, if you want to create time, you should be adopting a
program that does that for you.

Pathagoras is such a program.
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Pathagoras prides itself on providing prompt, useful and personal
customer service. While we hope that this Manual and the other instructional
materials are helpful, you can still count on the ‘personal touch' of
Pathagoras' customer service as a "first line' of help as well.

We truly enjoy hearing from our customers and potential customers. While
we cannot promise that you will never receive a voice-messaging service if
you call us, more likely you will receive a live person at the other end. But if
you do get our voice mail, just leave a message. We will call you back

promptly.

Contact information is spread across as many places as we could find so
that you do not have to hunt for an email address or telephone number, and
we repeat it here. Let us know if we can ever be of service.

Pathagoras

Innovative Software Products of VA, LLC

Roy Lasris, President

www.pathagoras.com

info@pathagoras.com

tel: 866-PATHAGOras (1-866-728-4246) (tollfree)
tel2:+1 (757) 877-2244 (USA)

117 Chisman Landing

Seaford, VA 23696 USA
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