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Skills Recap 
 
Adding fields to Database 

 
      1. Navigate to File/Setup/Database Structures 
      2. Click Add button 
      3. Create  S.S.N & Driver License Field 
      4. Click Execute changes and create new database 
 
   
Screen Designer 

 
      1. Navigate to File/Setup/User Preferences 
      2. Click on the Appearences Tab 
      3. Click names button 
      4. Locate the Original Screen 
      5. Click Clone 
      6. Enter in a screen ID. 
 
 
Quick tips in Screen Designer 

 
      1. Many options are accessed by right-clicking in un-used grey area 
             a. Add Box will add a Border Box that is resizable 
             b. Add field will prompt you with fields to add 
      2. Fields can be resized and moved 
      3. Multiple fields can be selected by drawing a box and moving at once 
      4. Name screen can be enlarged by right-clicing and selecting  
 
 
 
Note:  Remember to press the F1 key to access the Help document if 
you get stuck 
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Testing your Abacus Skills 
                         “Creating a Custom Query” 
 
In this exercise you will apply your Creating Custom Query skills taught in the 
AbacusLaw “Getting Started” Training to create a 3 line name Query utilizing the 
Query Manager, which will retrieve all active Names with the class code of client or 
the class code of vendor. 
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Skills Recap 
 
Accessing Query Manager 
 
      1. Navigate to Names browse by clicking Names/browse 
      2. Click the Query Button located at the top right 
      3. Select Query Manager 
 
 
Creating a NEW Query 
 
       1. Navigate to Query Manager click the ADD button 
       2. Enter in a query ID and Description 
       3. Click the Add button to add a query line 
 
 
Quick Tips in Query Manager 
 
       1. Remember to select And/OR depending on how the line reads 
       2. Carefully read the line as a sentence and see if it makes sense. 
      
 
Note:  Remember to press the F1 key to access the Help document if 
you get stuck 
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Testing your Abacus Skills 
                         “Creating a Form Doc Letter” 
 
In this exercise you will apply your Creating Custom Forms skills taught in the 
AbacusLaw “Getting Started” Training to create a Form Doc Letter similar to the 
picture below. Complete this by adding several fields throughout the letter making 
sure they compare with the fields that are filled out in AbacusLaw to match the 
picture below. 
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Skills Recap 
 
To Open up Form Generation 
 
         1. Open a specific matter/name screen 
         2. Click the print icon located in the Quick Toolbar 
         3. Select Form generation 
         4. Click on Create MS/Word Perfect Form 
  
 
Quick Tips using Form Generation 
 
         1. Since this is a letter that requires Matter and Name information, 
             remember to have a name linked to the matter with the specific 
             link type. 
         2. Make sure to set up your “My Firm”; File/Setup/My Firm 
 




