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Added Features

Conditional Questions
Online editing of Questions

Online creation and editing of Tips for Pages and
Questions

On-demand overviews of webQs
Breadcrumb navigation on every Admin page
Popup banners when changes have been saved

Consistent location and action for navigation
buttons on the Admin pages

SORT commands that remember previous filter
An improved Data Provider landing page

Improved installation process for access for
Admins and Patrons

Multiple Admins available in premium service
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Why Aurora?

Aurora webData™ enables ordinary people—professionals, managers, information workers
at all levels—to securely collect, store, and use information collected from others—and to
effortlessly create customized databases to fit their specific needs for document automation
and complex decisioning.

Aurora performs magic in three ways:

It automatically converts a Questionnaire built in Microsoft Word by a program from
TheFormTool into language interpretable by the Aurora Data Center. There’s no
need for programming skills.

It automatically creates a customized online HTML-based questionnaire, a webQ,
available to any selected audience to securely solicit the desired answers.

It automatically builds and modifies as needed, in real time, a completely customized
database to capture and store the answers asked by the Questionnaire/webQ.

Aurora includes a combination of one product, the Aurora add-in to Word for Windows,
and two services, web-enabled data collection and secure data storage, all without
requiring IT support, at an unmatchable price point.

Aurora’s amazingly easy to use document assembly and decisioning software allows
anyone to create intelligent forms or make complex decisions consistently, rapidly, and
without errors.

It includes sophisticated, secure, and easy to use tools to ask questions and securely
collect answers from anyone, anywhere, anytime using any browser.

It includes magical software that creates customized databases on the fly in which it safely
stores data for use in creating customized documents, reports, and decision points.

Aurora is intended to completely change your relationship with information. It dramatically
simplifies how you collect it and how you use it.

For many of our customers Aurora may be the most sophisticated and complex software
they’ll ever own. But like all software from TheFormTool, it is amazingly easy to use.

There is no need too simple, no requirement too complex for Aurora to answer at a price
that cannot be beat.

Please read the entire manual. The time you will save is your most
valuable asset!
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What is Aurora?

THREE PROCESSES IN THE AURORA WEBDATA™ SYSTEM
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Data is collected through secure and completely customized web Questionnaires
(“webQs”) where Aurora’s customers—you—invite your audiences to answer your
specific questions to provide the information you need. Only people you invite can
answer your webQ.

As Answers are submitted, they are stored in a secure facility in Amazon’s Web Services
Cloud to which access is strictly limited to only those whom your Account Admin has
specifically authorized.

The stored data can be accessed and used for manual or automated decisioning and
document assembly using Aurora, Doxsera DB, or DB User software offered by
TheFormTool, LLC. Customers may also access or download stored data at any time
using their favorite secure SQL management software. It's your information, after all, to do
with what you choose.
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THREE ROLES IN THE AURORA WEBDATA™ SYSTEM

Admin The account Admin creates databases, converts Questionnaires to
webQs, invites Data Providers to answer questions, and authorizes
Patrons to access stored data. Each account includes one Admin
and the equivalent of a Doxsera DB license; other Admins can be
added by subscription.

Data Provider Data Providers are invited to answer webQs by the Admin either
individually or in groups. Each can answer securely in one or more
sessions. The Admin or delegate can be notified when the DP
completes the webQ.

Patron Patrons are additional persons authorized by the Admin to access
and use stored data, typically with Doxsera DB or DB User.
Accounts may have several Patrons.

FOUR TECHNOLOGIES IN THE AURORA WEBDATA™ SYSTEM

webQs A webQ is an Internet-based Aurora questionnaire that has been
published in your Account for your audiences to securely answer using
the browser of their choice. A webQ is created by the Aurora program
converting a Questionnaire created by one of TheFormTool programs.
Answers from members of your audience (“Data Providers”) are
automatically stored in your Database.

Web A Submission is when a Data Provider answers a webQ by clicking
Submissions Done at the end of a webQ. That saves the answers into your database
where it becomes instantly available to the Admin and Patrons.

Uses A Use occurs when you access the stored Data to fill a form, create a
report, or inform a complex decision.

Databases Your Aurora Account can contain several Databases. A database is an
organized collection of related data. The Aurora webData™ system
automatically creates the relational tables within a database that
organize and store your data as it is captured when your audience
answers webQs.
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Databases The Aurora program stored on an Admin’s computer automatically

(cont.) converts Questionnaires into language that the Aurora Data Center can

use to create your database on the fly.

A single database with four tables of
related data

employeelD

SHployeeil territorylD

lastName
firstName

title
titleOfCourtesy
birthDate
hireDate
address territoryID

city — territoryDescription
region regioniD
postalCode
country
homePhone
extension
photo

notes .
reportsTo regionlD
photoPath regionDescription

Best practices call for storing any and all related data in a single
database so that it can be efficiently extracted or analyzed. Aurora
automatically structures databases based on the Labels and linkages
contained in the webQ that are derived from those in the initial
Questionnaire.

You can easily create separate databases for data that has no direct
relation to other data.

How to Manage Aurora

OVERVIEW OF THE AURORA PROCESS

The Admin typically uses two Roles, Admin and Data Provider to create and perfect a

“first” webQ. When it is ready for use, the Admin will move it to the account’s operational
database and Publish it for viewing by others. Upon Publishing, Aurora will automatically
create a completely customized database to store the Answers provided by Data Providers.

The Admin will then invite one or many Data Providers to securely connect to and answer
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specific webQs, which are stored in a specific database.

The Admin or authorized Patrons may access the data 24/7 and use the Aurora, Doxsera
DB, or DB User programs to access the stored data, or any combination of data (a
Questionnaire, SQL DB, Excel, Outlook Contacts, or Master List), to automatically create
documents, generate reports, or recommend decisions that take into account complex
data relationships. In other words, Aurora allows our customers to do what they already do
with our other programs but on an exponential scale, automatically.

THE ACCOUNT ADMIN

Use the link and the complex password provided to login as Admin from an authorized IP
address. Your Password should be safeguarded and not be shared with anyone, but you
can change it as you wish. Your email address, the password, and your IP address are

the keys to the kingdom.

The Admin Panel will show the activity remaining in the Account, your selected graphic,
and seven menu buttons in the left margin.

(
|

[] Send Emails & vintonisk+1@qareabiz  HELP  LOGOUT

NaviAccount - Admin Panel

WebQ Management

Create New WebQ

Data Providers

Patrons

Databases

Review Submissions

Database Access

Admins exercise power managing seven major areas. We'll discuss them in the order in
which a typical Admin will experience them, starting with the Admin’s own existence.
Signing into https://www.aurorawebdata.com with an Admin-registered email address and
password from an Admin-registered IP address opens the Admin Panel to display Aurora
unused and available resources and buttons to access the seven administrative screens.

Navigation items are colored

What Makes an Admin?

An Admin role is the only Aurora role that is created only by the Aurora Desk at
TheFormTool, which creates one for each account. Additional Admin roles can be created
as needed for a fee.

The Admin performs critical tasks: Converting Questionnaires into webQs, modifying the
webQs as necessary, linking them to specific databases, and inviting Data Providers to
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answer them. In addition, the Admin authorizes others to access the saved data by
assigning the roles of Patrons to access one or more secure databases.

An Admin’s Tools

CONVERTING WORD QUESTIONNAIRES INTO WEBQ’S

The Admin uses the Aurora program to convert any user-friendly Questionnaire froma TFT
program into a webQ. The conversion is simple, easy, nearly instantaneous, just one click
under Aurora’s Questionnaire menu tab, but the preparation of the Questionnaire should be
thoughtful and considerate of the prospective audience that will be answering.

The Aurora program is a more powerful version of Doxsera DB, a big brother to Doxsera, the
more robust sibling to TheFormTool PRO. If you’ve mastered any one of those programs,
understanding and using Aurora is within your grasp.

If you have used any version of TheFormTool or Doxsera,

you’re already familiar with creating Questionnaires in Word. (If Document1 - Word
not, you can learn all about it in the Quick Start Guide and
Expert Guide.) The Aurora program allows you to take one of
those Word Questionnaires and watch as Aurora automatically =®Questionnaire = ¥jField W Fetcher

Jumpers Snapnumbers

translates it into an internet-based questionnaire (a “webQ”) " Create e
. « . "y Attn Me

that can be answered by your invitees (“Data Providers”) in == Remove

their web browser.s To convert a Questionnaire to a webQ, on Load s

the Aurora menu bar click Questionnaire>Convert to web E. e R

Questionnaire. & Gid b

This Conversion is how Aurora creates the simple yet powerful Convert to webQuestionnaire

internet-based data collection tools and databases that you want.

A web Questionnaire will be created. Provide a name for If the Questionnaire is for a brand-new database,

it, and choose (or create) the database it serves.

click the green plus icon to create the connection to

the already-established Aurora database. Otherwise
Bl | = ]| select an existing database. Make sure the name of

. cancel || the Questionnaire is what you want, and click OK.

The Aurora program converts each of the
components of a Questionnaire into language that the Aurora Data Center can interpret into
HTML with which to build not only the webQ but also the database, all automatically.

Queshonnaire |

Differences Created in the Conversion Process

Questionnaire Dividers form the backbone of a webQ’s structure and user guidance. Here
are descriptions of how the major components of a Questionnaire are treated in the
conversion.

Questionnaire version

Page 8 of 21



Aurora (c) 2022 Snapdone, Inc.

Label Ques9on

As the first item in a Divider,
“General Info”
becomes a Page Title.

Any following paragraphs become
Page Tips.

Each Page can have as many or as few
Questions as wished.

MyColor | Choose a color and style [??] The Questions become Questions on
the webQs Page. They can have their
own Tips and can be made

Conditional inside ADC. Colored text

will be black on white.

SigName | Which party will sign? [?7?]

To “stack” multiple Page Title,
Question, or Tips lines, use a linefeed

“ 1" instead of a Return.

Sigbate | Date of signing{] Leave [77] A Question with its own Tip and a
blank if unknown.| format suggestion, which is right-
formatted.

(format: mm/dd/yy)

PchDate | Date of purchaseq [??] A Question with a Tip
If the date of purchase
precedes the date of
signing, a notarized
signature will be required.

We’ve found that the level of user-friendliness and helpful navigation directions is extremely
important to how Data Providers experience the webQ. Non-professionals generally do not
care for an endless stream of linear questions. They want to know, “Are we there yet?” And
if not, when? It's worth stressing, keep your audience in mind!

Formatting Is Removed

To allow for standardized formatting of webQs, all Questionnaire text formatting is
removed during conversion— things like underline, bold, italic, color, size, and
indents. You don’t need to remove the formatting yourself — it will happen
automatically during conversion
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Page Headings and Explanations

Dividing a webQuestionnaire (“webQ”) into Pages, perhaps by subject area or other
natural division that is logical to the audience, will help response levels and accuracy. If
the Word Questionnaire includes Dividers and/or GRIDs, it will be split into several
pages in the webQ. Each Divider signals the start of a page, and each GRID gets its own
page. Every Page, GRID, and Question can have its own TIP added to explain the
purpose, navigation to Data Providers, or for any other reason. We strongly encourage
the use of TIPs to increase DP comfort and participation.

It is an excellent practice to physically diagram the desired webQ layout before
converting the Questionnaire so that the “flow” and “logic” of questions is as desired and
any use of Conditions is efficient and understandable to both the Author and the
eventual Data Provider.

TooLS FOR THE ADMIN WITHIN THE AURORA DATA CENTER

Loading the webQ

After the Aurora program converts a Word

T R s B - Questionnaire into coding for the Aurora
Create new webQ " Data Center, the Admin can upload the
— webQ, name it and assign it to a specific
Name: database. Any number of different webQs

can be assigned to a single database,
aggregating data, but a webQ can only be
assigned to one database. Draft mode

Description:

Assign Database:

should be used to develop and refine the
i webQ’s design and readability in the
PR TRAINING database. When all is ready
move the finished webQ to your operating
e DB and set the status to Publish; the webQ
Send Email: becomes available to any and all DPs whom

you invite to answer it.

Using the new Constructor page, an Admin can preview the look and feel of your webQ,
modify the text of the Questions and Tips and, importantly, determine whether any of the
Questions should be Conditional while leaving it in Draft mode. Give it a name that all
your audiences will relate to and an optional description if you wish. Move the webQ to an
operational DB only when you are completely satisfied with it. You REALLY don’t want to
clutter operations with disposable questions. Leave it in Draft status while you perfect its
appearance and tweak your questions. When you’re ready, move it to operations and
then change its status to Publish.

If you've already created Data Providers, you can assign them now that the webQ is
related to its final database and published.
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Creating a Database

Creating a database is the simplest of all Aurora functions, merely select a name, activate,
and save. That said however, caution is a good approach. Limit databases to the absolute
minimum necessary to store common information so that your future access will be efficient
and straightforward. The Aurora Desk at TheFormTool will typically create three initial
databases for the customer: an operating DB, Training, and Samples.

It is critical that all development work take place in the Training DB and that only final
versions be loaded into the operating database to prevent cluttering a “real, live” DB.

[J Send Emails

Admin Panel > Databases > Add
Add Database

Name:*

Admins create Databases to organize the
storage of related data by category, type, use,
department, geography, or similar divisions.
While Aurora will support almost endless

Status:*

T— extensions and flexibility in a database, best
St practices suggest that each one stores similar
Db Pas: data, keeping BBQ recipes out of client data,

for instance.

The three fields below Status on your Admin Database page—DB Name, DB User Group,
DB Pass(word)—are the secret codes for connecting to your database using your ODBC
Driver.(See “Installing Aurora Access on a Computer” for a discussion of ODBCs).
Safeguard them. They are critical to your own connections and highly confidential security
credentials.

Name a new database on the Database page and create access to retrieve data. Aurora
will automatically structure it for you as you connect webQs. With the first Answers, it will
begin to populate itself.

A Database can store an almost unlimited number of Answers in an almost unlimited
number of relationships but you will want to create additional databases for non-related
data. In other words, plan to keep your recipes in a separate database from your
business matters (unless you run a catering operation) but generally all of your business
material will go into a single database. Don'’t worry, Aurora can keep track of it all!

Caution: Use the Training database!

Aurora’s capacity for creating storage is amazing but needs to be respected. Loading your
operating database(s) with endless “rough drafts” will slow them down with clutter. \We
strongly recommend that you do all of your creative, training, and proofing work in
your Training database. That way, should the worst ever happen, the Training DB can be
shut down and deleted without significant effect on operations.

Creating and Authorizing Data Providers

While we will expand the ability to add DPs in bulk and perhaps with less information,
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at the moment we want the process to include detail. On the Data Providers page you
see the DPs you’ve authorized and can add DPs by clicking the Add provider link.

The Add Provider page will ask for contact information and allow you to assign the DP to
one or more webQs. The list is sortable and searchable.

Once you've created one or more DPs, essentially building a pool of them, you'll be
able to assign them to webQs as you create them.

Reviewing Submissions

Review Submissions is a reporting feature that allows the Admin with just a click or two to
see, but not use, Answers provided by any Data Provider to any webQ. The feature is
extremely useful as a memory refresher, as when a client calls in and you need to instantly
remember or be brought current on the details of the relationship.

Empowering Patrons

s > Add

Authorizing a Patron is only slightly more  Add New Patron

complex than adding a database, but it Status:* PA——
does require that the Admin know the Show 10" entries
Patron’s IP address and exactly which et o e e

Installations 68

databases the Patron will be authorizedto  first Name:
access. Empowering a Patron’s computer
to connect to a secure database will
generally require installation of an ODBC i
Driver and adding the Aurora Sources to

the Patron’s TFT program (DB, DB User, or
Aurora).

Showing Tto 1of 1 entries

Last Name:*

Reviewing Database Access

Database Access is a reporting feature that shows who has access to your data, which
Patrons and Data Providers. It allows the Admin to delete a Patron.

Managing webQs

webQ Management is the most interesting and complex area in Aurora Management
because it allows the Admin to see the status of all the webQs, Active or not, who the DPs
are, what database it's connected with. The Admin can change the name or the status,
view the pages and the questions, see which DPs have Submitted Answers, and even
Delete them as wished.

BUILDING CONDITIONAL QUESTIONS

The big add is the Constructor page. The Constructor allows the Admin to modify the text
of Page Titles and their Tips, and Questions and their Tips. The Admin can see the Parent
Question, if there is one, the Question Type, and—wait for it—set any Conditions that

Page 12 of 21



should be attached to any of the Answers to the Question. Conditions can be complex
and/or compounded. Each Answer can have its own Condition(s). Aurora 2.0 is starting off
with five comparators: is, is not, contains, and variations on order.

7. Question If this is a securities offering, will it be under one or more exemptions?

Tip

IF: Then:

Vis ENGAGEMENT LETTER FOR CSV 6 8 22 -
is not
contains Remove Condition
~ is more than
is alpF ically before
1

In cases where it doesn’t

matter what the answer is,

or where only a few answers

need specific Conditions

and the rest can all proceed

to some other Question, the ‘ -
“catch-all” Condition at the In All other cases Go To:
bottom of the page will
handle that nicely.

IF: Then:

is not v | | Yes, several

id ditio

Hourly Fee Arrangements v

Our own experience while

working with Conditions demonstrates that time invested in brainstorming and designing
the flow of Conditions—particularly how to enter and exit a logic loop—will pay off with
enormous time savings and frustration avoidance.

Initial uses of Conditionals include insurance companies differentiating on types of
policies, client industries, and sizes; law firms in specialized fields creating final documents
for specific end uses, or generalists creating engagement letters; significant commercial
developers or realtor estate investors, speccing industrial properties; and others too
numerous to imagine. We expect classes will spring up teaching how to get the most out of
a series of questions as customers’ imaginations expand to the possibilities!

Accessing Your Data

CONNECTIVITY TO YOUR DATA OCCURS IN THREE STAGES:

Allowing your computer to locate and connect to our secure portal,
Enabling your computer to connect to the specific DBs in your Account, and
Creating intelligent forms to request the specific data needed to Fill the form.
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As part of the initial Account setup, we’ll do the first two for you. You’ll do the third by
creating an intelligent form that follows best practices for retrieving information from a
database. For more information and lessons about forms creation, see the appropriate

sections of the Aurora/Doxsera DB Expert User Guide included with your download.

CONNECTING TO THE PORTAL

After we have installed the ODBC Driver, Aurora’s connectivity module, your computer will
know the location of your data through its Open Database Connection (“ODBC”)
software provided by Microsoft. The ODBC allows applications to access data in
database management systems (DBMS) using SQL for accessing the data. ODBC
permits maximum interoperability, which means a single application can access different
DBMSs. We’'ll provide your computer with the confidential connection string. Once
established it will not change, but will need to be customized with appropriate codes for
each of your Aurora DBs.

Similar installations will need to be made for each person (Patron) you authorize to have
access to your data.

CONNECTING TO YOUR SPECIFIC DATABASES

The Aurora Desk will connect your computer to your initial Aurora databases during initial
installation. A new DB address, user code and password will be automatically created for
each DB Aurora builds for you. Using these credentials is a relatively simple manual task
that is covered in Step 2 of the ODBC section in this manual.

Sketch out your family of databases. No need to stretch, you can add DBs as needed, but
it is a good idea to have a basic structure in mind to avoid complexity down the road.

While an intelligent form can simultaneously access and use data from any number of
databases, each webQ is associated with a single database in Aurora.

Aurora will take care of structuring and building your database, adding to it as you think
of new information you’d like to capture and store, so all you need is a basic idea of what
subject areas you’d like to include. Again, the example of clients and recipes come to
mind as being too different to include in one DB. It'll work, but over time will slow and
may become complex to work with.
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Two ideas for structures

]

Table: Teachers

. s

| MNames - MNames
10 Murmber 1D Murmbsar
Addresses Addresses
Phone Phone
_ Table: Classes _ Table: Teachars
- 1D Mumiber P MNames
Descriptions 1D Mumiber
Addresses
Phone
P e Schedukes N e Unions
_— 1D Mumber EE MNames
1D Mumiber

Contract Detais

Law Firm
Databases & Tables
in Aurora

School District
Databases & Tables
in Aurora
1 | List of Equipment in
Stakeholders Emplayees the Schoal
Table: MeKirbay
[ R N— [ IR T p— (— C0C MK

- Names - MNames Type

1D Mumiber 1D Murmbear Marufacturer

Addresses Addresses Model

Phone Phone Location

Type

Model
Location

Type

Micdel
Location

Table: Washington
1D Mumber

Marudacturer

Table: Linceln
ID Number

Mardacturer

Chients & Matters
Dalabase

Table: Chants

Table: Mattars

Descriptions

Table: Opposng Counsel
_— |D Number _—
Addresses

Table: Estata Planning
SN 1D Mumber

PRs

Executors

Trustess

Benefictaries

Aztols

— 1D Numiber —

Citations for Book
Project

N o Ouotations

- Client Nameas - ID Number
1D Number Source
Addrasses
Phore

_ Table: Decisions
1D Mumber

Efiect

Tabde: Biblograpiy
ID Number

List of Equipment in
the Offices

Model

Location

Model

Modeal

Location

Table: Los Angeles
10 Mumber

— Typa
Marutacturer

Table: Mew York
1D Mumber

- Typa
Manufacturer

Location

Table: Boise
1D Number

— Typa
Marufacturer

Documents

or Decisions

Documents
ar Decisions
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Creating Intelligent Forms

An intelligent form can connect to as many DBs as needed, whether within Aurora

webData™ or elsewhere. The section Sources: Data, in the Expert Manual, describes
the process for accessing a database with a form. Aurora and Doxsera DB can create
and run forms capable of accessing Aurora, SQL, Access, Excel, or Outlook Contacts.
DB User can also run such forms but cannot create them.

Suggested Exercises for New Aurora Users

Here are some suggested exercises that will help you familiarize yourself with Aurora.

Try converting a few Questionnaires into webQs, then loading them into into your Training
database. You might:

Experiment with headings, using Dividers. See how line breaks and paragraph marks
affect them. Notice how Dividers affect page boundaries in the webQ.

Do similar experiments with line breaks and paragraph marks within the text of
questions so that you understand how to create multi-paragraph Questions, TIPs, and
even multi-paragraph TIPs.

Use a variety of answer types -- text, dropdown, checkbox, series, linked, GRID, yes/
no, pronoun. Remember to use the Draft feature for this sort of activity. Doing so will
save you time, effort, and money.

Pretend to be a Data Provider and respond to some of the webQ’s you created. Remember
that you’ll need to Publish them before a DP can see them; doing so in TRAINING is just
fine! Pay close attention to the experience — this is the process you’re asking your Data
Providers to perform. Is there any way you can make it easier for them? Do the questions
make sense? Are the headings informative and the page breaks logical?

Create a form that selects one of the Data Provider’s responses and uses those responses
to fill in blanks and make decisions. The questionnaire at the bottom of this form should
likely contain only a single question, along the lines of “Name.” It will be a dropdown
question that uses the “Name” column (or something similar) of the Aurora database you
set as its source. Try Filling the form. Identify and fix any issues.

After responding to the webQ’s as several different Data Providers, there will be enough
information in the database to do some data analysis. You could create a form that uses a
Count Data Function to report the number of submissions, and an average of some
number they reported. (For example, if you asked their annual income, your report could
use the Average Data Function to report the average income of all respondents. Your report
could also include a listing of all responders along with relevant info about each (using a
Data Table). Or a listing of certain responders -- only the ones who reported that they live in
New York, or only the ones with incomes that meet a certain threshold.

Using two browsers while testing, one for the Admin role and one for DP, will save
enormous amounts of time.
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The Aurora program converts the Questionnaire into an HTML-based webQ

Each Divider becomes a new Page in a webQ, bring its Questions with it

Question

E NaviAccount

HourlyRates

Quote responsible attorney’s and paralegal’s 27
hourly rates?
If not, use the current range of hourly rates.

MyName What is your name? [2?1[72]
Practice Area
Welcome to the
PracticeArea | What is the practice area within our firm that | [?7] Aurora Engagement
you are requesting to managing this matter? Demonstration
Probate \
DeceasedNa | What is the deceased’s name? [221[27]
Pracfice Area
me
Estate Planning
TaxDed Is any portion of the fee likely to be tax [?7]
deductible? Probate
SimplePlan | Is this a Simple Plan? 2?1
EPFee If this is not a Simple Plan, do you expect this | [??]
will be a Fixed Fee arrangement?
Estate Planning
Securities Offering
SECExempt | Given this is a securities offering, will it be 22
under one or more exemptions?
Bankruptcy Securities Offering
Preference | Given this is a bankruptcy filing, is it likely to 2?1
be a preference item?
Litigation Bankruptcy
AdversaryNa | Who are your opponent(s) in this matter? [221[22]
me [2?1[72]
[221[22]
AdversaryRo | Are you the plaintiff or defendant in this matter? 2?7 Likpaken
le
Divorce -
DivOpponen | What is the name of our opponent? [221[22] \ Divorce
DivOpponen Petitioner or Respondent? 22
tRole
RetainHeld | What will be the treatment of the retainer? 2?1 Fixed
ixed Fee
FixedFee If this will be a Fixed Fee arrangement, whatis | [?7]
the fee?
Leave blank if not a Fixed Fee. Hourly Fee
Arrangements

Retainer and Costs

General tems

Retainer What is the amount of the retainer? 2?1
Leave biank if there is no retainer

NotEPFixFee | Describe the services that are included. [?7]

StdCosts If costs will not be billed back using the 27

dard method, describe the alf to

Personnel

SpecificMatt | Describe the specific matter. 2?1
er If this engagement is for all matters, leave
ReferralNam | If you were referred to us by another firm, 2211271 Client Information
e which one should we thank?
SignAtty Have you a preference as to the responsible 22 [List all clients’

attorney? contact information,

starfing...

AddAtty A preference for a second assigned attorney, if | [??]

any?

These are the fi

LegalAssist | Which legal assistant will be assigned? 27 lete

Client Information

ClientSign

Who will sign this engagement letter? [?7]

]

[List all clients’ contact i

starting with the main contact or sole client]

—

These are the final steps to co
—_

ADD COMMENT.

ClientNa | ClientSalu | Signer ClientStre | ClientCity | ClientStat | ClientZip | PayPerce | ClientAffil
me t et e nt iates
Client(s) Client Client(s) | Client(s) Client(s) | Client(s) | Percenta Name of
Name(s) | Salutatio | Name Street City State Zipcode | ge of bill client
n Ignore | ffiliates
percentage If none,
sign | teave blank
22122l | (27 [??] [??] [??] [??] 2?2 2?2 2?2
@wIE | 7 (77 (77 7] ) 17 17
~
427 words ~ wers

BACK TO ADMIN PANEL

Generic Engagement Letter for Conditionals 4
ERVIEW

Welcome to the Aurora Engagement Demonstrafion Edit
This demonstration ilusiates the possibiles for diferent questions by choosing among six praciice arsas wt i
m

What is your name?

Practice Area Edit
This choice will crive follow on questions, pricing, aftorney assignment, and the structure of the engaysrer
lefter

What s the practice area within our firm that you are requesting fo manage this matter?

Probate Edit
‘What is the deceased's name?

Securities Offering Edit
Given this is a securities offering, will it be under one or more exemptions?

Bankruptcy Edit
Given this is a bankrupty filing, is it likely to be a preference item?

Litigation P
Who are your opponent(s) in this matter?

Are you the plainfiff or defendant in this mafter?

Divorce Edit

What is the name of our opponent?

Pefitioner or Respondent?

Fixed Fee Arrangements Edit

If this will be a Fixed Fee arrangement, what is the fee?
Leave blank i not a Fixed Fee.

Hourly Fee Arrangements Edit

Quote responsible attorney’s and paralegal’s hourly rates?
If not, use the current range of hourly rates.

Retainer and Costs Edit
‘What is the amount of the retainer?
Leave blank i there is o retainer

Describe the services that are included.

If costs will not be billed back using the standard method, describe the alternative to be used.

General ltems Edit
Describe the specific matter.

If this engagemont i for all matters, loave blank

If you were referred o us by another firm, which one should we thank?

Personnel &

Have you a preference as o the responsible attorney?
A preference for a second assigned attorney, if any?

Which legal assistant should be assigned?
Only if you have a preference

Client Information Edit
Who vill sign this engagement letter?

List all clients’ contact information, starting with the main contact or sole client] gy
Client(s) Name(s)

Client Salutation

Signer's Name

Client(s) Street

Client(s) City

Client(s) State

Client(s) Zipcode
Percentage of bill

lgnore percentage sign

Name of any client affiliates

f none, leave blak
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The Structure of a webQ, an Admin’s Overview
(Showing first page)

Overview of Pages and

Scrollable their Questions
& Selectable
P Tit] Aurora Engagement Demonstraton 3
age litles OVERVIEW
Welcome to the Aurora Engagement Demonstration Edit

elcome to the . o L . ) .
W This demonstration illustrates the possibilities of choosing among six practice areas

Aurora Engagement

’ i 2
Demonstration What is your name

Practice Area Edit
i This choice will drive follow on questions, pricing, attorney assignment, and the structure of the engageinein
Practice Area (e

What is the practice area within our firm that will be managing this matter?

Probate :
Probate Edit
What is the deceased’s name?
Estate Planning Edit
Estate Planning Is any portion of the fee likely to be tax deductible?

le thic a Simnla Plan?

Securities Offering
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An Example of Logic in Conditional Questions

Conditional logic
applied to some of
the questions
determines the flow
presented to the
Data Provider and in
this example
reduced the number
of Questions by
37%. More complex
examples might
save 70%.

- et e
. L]
L]

. . e ® 0 4

T .

o Probate

.- Bankruptcy

. “"o..'

" »Fixed Fee

"* *»Hourly Fee

Welcome

. Practice Areas

Estate Planning
Securities Offering
Bankruptcy
Litigation
Divorce
General
o Probate

'+ Estate Planning

"*+ Securities Offerin

" Litigation 4

e Divorce

Retainer and Costs

General Items

Personnel

Client In#ormation
“*. List all Clients

Final Steps

This graphic illustrates
the importance of
working through the
Conditions early in the
creative process
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The “Constructor” Page

Admin Panel > Web@ management >WebQ Constructor

Aurora Engagement Demonstraton 3 EXternal Breadcrumbs m

Probate  Estate Planning ~Securities Offering  Bankruptcy  Lifigation  Divorce

Page Title

g with the main contact or sole client] ~ These are the final steps to complete your questionnaire and save all your ai

Fee Arrangements  Retainer and Costs ~ General ltems ~ Personnel ~ Client Information

Tip
S —
1. Question What is the practice area within our firm that will be managing this matter? ‘ Lad
Tip

1st Question

 Answer seffings

Type | combobox v
Parent Question | v

Answer Variants | Bankruptey

Probate

Estate Planning

Securities

7 Dropdown Answers

Litigation

General ‘
Divorce ‘
— Condition 1
IF: Then:
Answer is « | | Bankruptey GoTo Bankruptcy -
+ Add Rule 1 Remove Condition
— Condition 2
IF:
~£_ Condition Verb e -
+ Add Rule Bve Condition
— Condifion 3
IF: Then:
Answer is v | Estate Planning Go To Estate Planning -
+ Add Rule 1 Remove Condition
— Condifion 4
IF: Then:
Answer is v | | Securities Go To Securities Offering -
+ Add Rule 1 Remove Condition
r— Condition 5
IF: Then:
Answer is v | Litigation Go To Litigation v
+ Add Rule 1 Remove Condition
— Condition 6
IF: Then:
Answer is v | General GoTo Hourly Fee Arrangements -
+ Add Rule 1 Remove Condition
— Condition 7

IF: Then:

Answer is - 2 = Divorce v
+ Add Rule “ C atc h al I CO n d E W Remove Condition

+ Add Condition

In All other cases Go To:

‘ Hourly Fee Arrangements v | Reset fo default
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The Data Provider’s View

DP Home page showing webQs the DP has been invited to answer.

Your webQs

Aurora Engagement Demonstraton GenENGAGEMENTO0108
3

Submissions 5 Submissions 1

A single “Yes/No” Question with Overview showing.

Generic

Engagement Letter for

Conditionals 4

Submissions 1

The completion graph (60%) is shown at the bottom of the page.

< GenENGAGEMENT0108

Hourly Fee Arrangements

Quote responsible atforney’s and paralegal’s hourly rates?
I not, use the current range of hourly rates.

OYes ONo ON/A

< Previous Page Next Page >

A single answered GRID Question with Overview showing.

[ < ‘ Generic Letter for Conditionals 4

[List all clients’ contact information, starfing with the main contact or sole client]

Client(s) Name(s)
Tic Tac Toe Corporation it -

Client Salutation

Mike

Signer’s Name

Michael S. Corleone

Client(s) Street

123 Tutle Avenue

Client(s) City

Santa Monica

Client(s) State

[

Client(s) Zipcode

90401

Percentage of bill

100

Ignore percentage sign

Name of any client affiliates

Overview

Welcome to the Aurora Engagement
Demonstrafion

Whatis your name?
BilieBob892 he

Practice Area

What s the practice area within our firm that will be
‘managing this matter?

Lifigation

Probate

What is the deceased’s name?

Estate Planning
1s any portion of the fee likely to be tax deductible?

Is this a Simple Plan?

I this is not a Simple Plan, will this be a Fixed Fee
arrangement?

Welcome to the Aurora Engagement Demonstration

‘Whatis your name?
Bob [22]

Client{s) Name(s)
Client Salutafion
Mike
Signer's Name
Client(s) Street
Client(s) City
Sanfa Monica
Client() State.
cA

90401

100
Ignore percentage

[List all clients’ contact information, starfing with the
main contact or sole clieni]

Tic Tac Toe Corporation (i)

Michael S. Corleone

123 Tutle Avenue

Clents) Zipcode
Percentage of bill
sgn

Name of any client affiates
1 none, leave blank
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Installing Aurora Access on a Computer

Installation Summary

1.  Confirm the computer’s IP address
2. Confirm WORD Version (32 or 64 Bit)
3. Find ODBC Drivers, whether 64-bit or 32-bit
4. Download ANSI Driver, (Default to 64-bit if possible)
5. Add the ANSI Driver to the Computer’s ODBC file
5.a Repeat as needed for access to additional Aurora databases
6. Convert the Sample Questionnaire to a webQ
7. Add the Sample webQ to the TRAINING database
8. Logout as Admin, login as Data Provider
9. In the Aurora program, view Sources

10. In the Sample form, show effect of Fetch command using the input
Sample data.

Detailed installation instructions follow.
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Installing Aurora Access on a Computer

Understanding the Connection Tools

Connecting to Aurora via DSN is a two-step process.

Step 1, empowering the secure computer connection to the Aurora Data Center, is done
once per computer and is completed by our Aurora Desk during the installation process
using an ODBC Driver to make the secure connection. We've included the instructions
here for those times when you change computers, add locations, or add Patrons.

No, ODBC DOESN’TSTAND FOR "OH DEAR, BURNT TO A CRISP!”

What Is an ODBC Driver?

ODBC, Open Database Connection, permits maximum interoperability, which means a
single application can access different data base management systems, DBMS.
Application end users can then add ODBC database drivers to link the application to their
choice of DBMS. An ODBC driver uses the Open Database Connectivity (ODBC) interface
by Microsoft that allows applications to access data in database management systems
(DBMS) using SQL for accessing the data.

ODBC is the tool that can securely connect your computer to Aurora.

The technical fine print:
The ODBC driver interface defines:
A library of ODBC functions contains calls of two types:

Core functions that are based on the X/Open and SQL Access Group Call Level
Interface specification

Extended functions that support additional functionality, including scrollable cursors

SQL syntax based on the X/Open and SQL Access Group SQL CAE specification
(1992)

A standard set of error codes

A standard way to connect and logon to a DBMS, a standard representation for
data types.

The ODBC solution for accessing data led to ODBC database drivers, which are dynamic-
link libraries on Windows and shared objects on Linux/UNIX. These drivers allow an
application to gain access to one or more data sources. ODBC provides a standard
interface to allow application developers and vendors of database drivers to exchange data
between applications and data sources.

Data Source Name (DSN)

A data source name (DSN) is a data structure that contains the information about a specific
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Installing Aurora Access on a Computer

database that an Open Database Connectivity ( ODBC ) driver needs in order to connect to
it. Included in the DSN, which resides either in the registry or as a separate text file, is
information such as the name, directory and driver of the database, and, depending on the
type of DSN, the ID and password of the user. Aurora automatically creates codes to use in
a separate DSN for each database. The connection coding is created once for each
database and is then available to any intelligent form. To actually draw data from a
particular database after the connections and codes have been created and installed, the
form Author will specify which Aurora (or other) database to use within a form. In contrast,
DSN-less connections require that all the necessary information be specified within the
program.

Step 2, Creating a webQ and empowering it to access databases and automatically draw
information. It largely uses tools and skills many of our customer have already developed
using other programs from TheFormTool.
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Installing Aurora Access on a Computer

Step One — Add an ODBC Connection from the Computer to Aurora

Y%,
: %
1.  Confirm the computer’s IP address J,&@@,))Q'/
Lo, %y, D %y,
% %o Y o
test at: http://whatsmyip.net/ s % p @
SN AN
%o %, @5 Y
@O:{Q»O% 2% @O
2.  Confirm WORD version (32 or 64 Bit?) S, O@@f@ ,;(f)%@
S %
s LP//'/;/}&& C'Q/)
at: Word>File>Account>About Word % %
. 7

3. Search for ODBC, then check for a 64-bit or 32-bit ANSI Driver

Look for an ANSI Driver:

Standard locations (Note that the “windir” folder is a hidden, high-security location,
so input this location into Explorer address window):

if: 64-bit WORD:
%windir%\system32\odbcad32.exe

if: 32-bit WORD:
%windir%\syswow64\odbcad32.exe

If the ODBC isn’t there, Search for ODBC Data Sources.

64-bit is now standard, but some machines running Word 365 may have
selected 32-bit. The sysWOW folder accommodates 32-bit programs for a
64-bit machine.

Confirm lack of ANSI drivers under Drivers Tab (4th Tab). See below.
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Installing Aurora Access on a Computer

64-bit Driver Window in System 32

32-bit 3rd Driver Window in SYSWOW 64

&5 ODBC Data Source Administrator (64-bit) X &5 ODBC Data Source Administrator (32-bit) X

User DSN  Spstem DSN File DSN - Drivers  Tracing  Connection Pooling  About

oDB ers that are installed on your syltern:

UserDSN  Spstem DSMN File DSN - Drivers  Tracing  Connection Pooling  About

M Company File Date

ODBC Driver 13 for
SOL Server

ANSI Driver exists

< >

ODBC Drivgthat are installed on your systerv\
MName Wersion Company File =

Oracle Corporation MyYODBCES.DLL 37247202,
Oracle Corparation MyYODBCEW.DLL 3/24/202,
Microsoft Corporation  MSODBCSGOLI3.DLL  3/12/201%
Microsoft Corporation SALSAV32.DLL 12477201

Microsoft Excel-Treiber [*.xls)
Microsoft ODBC for Oracle
Microsoft Parados Driver [*.db )
Microsoft Parados-Treiber [*.db |
Microsoft Test Driver [*.tst; “.csv)
Microsoft Text-Treiber [*.tat; “.csv]
ODBC Driver 13 for SOL Server

10.00.19041.01 Microsoft Corporation  ODBCJT32.D

.00.19041.01 Microsoft Corporation  MSORCL3ZC

.00.19041.01 Microsoft Corporation  ODBCJT32.D
1I900.19041.01 Microsoft Corporation  ODBCJT32.D
10.00.19041.01 Microsoft Corporation  ODBCJT32.D
10.00.19041.01 Microsoft Corporation  ODBCIT32.D
2015.131.4414.46  Microsoft Corporation  MSODBCSOL
1El.q0v1 a041.01 Microsoft Corporation SOLSRV3Z.D

“"*"ANSI Driver doesn'l exist i

< >

An ODBC driver allows ODBC-enabled programs to get infarmation from ODBC data sources. Ta install
Ej; ‘ new drivers, use the driver's setup program.

Cancel Apply Help

AnODBC driver allows ODBC-enabled pragrams to get information from ODBC data sources. To install
m;‘ new drivers, use the driver's setup program.

Cancel Apply Help

4. Download ANSI Driver (Default to 64-bit if possible)

Shortcut: Determine which Driver is needed. Then go to one of these locations. (Don’t worry that msl

files can’t be previewed)

For 64-bit Word, https://www.dropbox.com/s/4ugxcx6n1g8ajsd/mysql-connector-

odbc-8.0.29-winx64.msi?dI=0

For 32-bit Word, https://www.dropbox.com/s/r6jgdcbeutts1pc/mysqgl-connector-

0dbc-8.0.29-winx64%202.msi?dI=0

Original Source, if necessary: https://dev.mysqgl.com/downloads/connector/odbc/

Note X-86 and bit

Optional
(use only if required by computer)

Redistributable and Visual Studio

4a. If need Redistributable (This may be
old, only needed for some 32-bit
installations)

Shortcut: https://www.dropbox.com/s/
1cpv9cmfxeOhwub/vcredist.x86.exe?dI=0

Original Source: https://aka.ms/vs/17/
releasel/vc redist.x86.exe
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Installing Aurora Access on a Computer

4b. If need Visual Studio (This may be old,
only needed for some 32-bit installations)

Shortcut: https://www.dropbox.com/s/

k07ale2gvvifo6m/

VisualStudioSetup%202.exe?dIl=0

Click Install
If necessary, Click Modify

Click Individual Components

Scroll to Cloud, database, and server
Select SQL Server Express 2019 LocalDB

and SQL Server Data Tools

Click the appropriate
mysql-connector-odbc
you downloaded to install.

(Accept license, Typical, Finish)
CONFIRM INSTALLATION
Then, click Add

On Create New Data Source,
select the ANSI Driver and click
“Finish” to start

(Did we mention this is a Microsoft
product?)

&5 ODBC Data Source Administrator (64-bit)

UserDSN SystemDSM  File DS Drivers Tracing  Connection Podling  About

System Data Source:

64-bit
) B4-bit
E4-bit
64-bit
B4-bit

Name Platf Driver
1 sabit ySOL ODBC 8.0 ANS| Driver
64-bit 0L ODBC 8.0 ANSI Driver
B4-bit MySUL ODBC 8.0 ANS| Driver

ODBC Driver 13 for SOL Server
MySQL ODBC 8.0 ANSI Driver
MySOL ODBC 8.0 ANSI Driver /
MySOL ODBC 8.0 ANSI Driver

i

Add.

emave

Configure...

An ODBC System data source stores information about how to connect to the indicated data provider.
& System data source s visible to all users of this computer, including NT services.

Cancel Apply Help

Create New Data Source

B
ot E

Select a driver for which pou want ko set up a data source.
Mame ‘Yersion [
MySEL ODEC MSI Drriver 8.00.29.00 i
MySOL ODBC 8.0 Unicode Driver 8.00.29.00 [
ODBC Driver 13 for SAL Server 2015.131.4414.46  H
SOL Server 10.00.13041.01 K

Cancel
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Installing Aurora Access on a Computer

5. IN ODBC open the System DNS tab
Click ADD

Load Aurora DB credentials, specific for each Aurora database

Data Source Name: “Training”

Description: Optional
TCP/IP Server — Highly confidential (copy from ™, P
o . MysaL o=
existing installation) Connector/ODBC w
Port — 3306

Connection Parameters

User — Highly confidential, DB specific from
Aurora Data Center Add Database page
(“User Group”

Password — Highly confidential, DB specific
from ADC Add DB page

Click Test —if any issues, check carefully for a
typo Password: | |

base: -
Database — Choose any Dropdown Answer Database: | | | Test
except schema

Click Test
Click OK and return to the *

Data Source Mame: | | |

Descripkion: | |

@ TCPJIP Server: | Bty |3306 |

O Mamed Pipe:

User: | |

Details == CE Cancel Help

Aurora database names may not include spaces or special characters.

5.a Repeat as needed for each Aurora database

Step Two— Create a webQ and Test the Connection

6. Create a webQ using Sample included with Aurora program download

Questionnaire > Convert to webQuestionnaire > Save > (Name it) >Use Training as DB
Note: This creates the CSV Source for Aurora, so no need to do so manually

Tour Sample Questionnaire

Look at CSV

Look at Sources

The Aurora DB will populate with first Answers and expand with any additional
webQs that are pointed to it
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Installing Aurora Access on a Computer

7. Upload Sample CSV to webQ
Make sure that you use the TRAINING database
When satisfied Publish in Training so that a Data Provider can see and answer it

Tour webQ

Assign your Data Provider role to the webQ

8. Logout as Admin > Login as DP

Answer a few questions in the Sample webQ, then Save Answers

9. Inthe Aurora program in Word’s menu bar, show Sources
Sources>Data>Training
illustrate creation of four separate Tables,

View Table Main>Columns, Key Column> and Relationships

Aurora - Data Sources X

u I Installations_ AU Au DB I Columns

Installations Name AcctIP Ic
AcctN \

“ Key column cere

AdminDPemail
TableDBSkill TableDBSkillld Adminemail
TableMain TableMainld AdminName
TablePresProgram TablePresProgramld AdminPhone
TableSecondDB

TableSecondDBId BusDesc

BusSeg
Complete
CreatoreMail
CreatorName
CreatorPhone
Date

HQCity
MainDB
RegName

Skilllevel =
[~ Pronoun Info

Table - o | x| 1ofo |
QEELTLEUILD bleMain. TableMainld <--> TableDBSKill. TableMainld
TableMain.TableMainld <--> TablePresProgram.TableMainld

TableMain.TableMainld <--> TableSecondDB.TableMainId

Columns

DB Tables in Tables

| |
o, Key column for this table TableMainld L' Infol ST OK Close |

Licensed to TheFormTaol, LLC for use by 2 people until 31 Dec 2020

10. In form, show effect of Fetch command using Customer’s own data.
Show Field
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