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AP Follow - An add-in program for the ToDo system in Time Matters
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1. Introduction
1.1. What is the AP Follow?

AP Follow is an add-in program for Time Matters that is the heart of the AP Follow System. This system allows you
to deal with a common barrier to getting more done: Waiting on responses from other people.

The AP Follow system uses Follow Up fields and the AP Follow program to automatically create Follow Up
reminder records in your ToDo list. This guide shows you how to use the AP Follow System and how to customize
your Time Matters to make it work. AP Follow is sold for $18 per concurrent user by Active Practice LLC.

To order AP Follow, go to: https://www.securemyfirm.com/collections/time-matters-guides/products/ap-follow-for-
time-matters

Note: AP Follow works with all versions of Time Matters, from version 7.0 on up.

1.2. Why Use the AP Follow System?

Time Matters already has a method for following up on things you need to do. The "Follow" checkbox in a Time
Matters record can be checked, causing its Date field to be updated daily to today's date. This Follow feature makes
your old ToDo's show up in today's ToDo section of your Time Matters Calendar.

Disadvantages of the Time Matters "Following" feature without AP Follow:

1. Your list of Today's ToDo's can become overwhelming.

2. You cannot see the original date of each ToDo.

3. You cannot choose a specific future date for a Follow Up.

4. You cannot easily see which ToDo's have become stale.

5. Records checked "Follow" are scattered across multiple lists.

Advantages of AP Follow System:

1. You set the best future date for a Follow Up.

2. You can quickly set a Follow Up from any dated record.

3. Follow Ups for ToDo's, Events, Documents and more appear together on your ToDo List.
4. The Date stays the same on the original records.

5. Follow Ups are easily distinguished from other kinds of ToDo's.

1.3. Simplicity and Consistency

The keys to succeeding with a ToDo system are simplicity and consistency. The system needs to be simple enough
that you will find it relatively effortless to use and keep up to date. If it is too complex, you may become discouraged
and find yourself neglecting the system. Your consistency in using the ToDo system is the second key to success.
Because it is simple and fast, you can work with it every day with little effort.
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1.4. Peace of Mind

It is a great feeling to know you have all the important things you need to do captured in your ToDo system. When
you get to the point where you trust yourself to use your system regularly, you will trust your system. You will feel
confident about handling your work. One lawyer who did not have a good ToDo system described lying in bed on a
Saturday night, wondering if there was some deadline he had missed that week. For that lawyer, peace of mind is the
greatest reward from working with a trustworthy ToDo system.
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2. How to Use the AP Follow System

The AP Follow System creates reminders to follow up with other people if you have not heard from them. You can
also use it to create reminders to yourself based on Events, ToDo's, Documents, and other records.

Consider this example. You need to review the tax returns of one of your clients. You have a ToDo record in Time
Matters: "Ask client to drop off her tax returns.” You can call your client and check Done on the ToDo record, but
what if your client forgets to give you the returns? If you do not follow up with your client, work on the Matter could
stagnate for an indefinite period of time. The Matter could "slip through the cracks." You can best serve your client
by being proactive, calling if you have not heard back in, say, 10 days.

Use the AP Follow System to create a Follow Up record when you first realize that you need to wait on someone
else. That can happen when you create a Document, receive an Email, add a ToDo record to your list, or check an
Event on your calendar. You create a Follow Up record that inherits information from one of these records. The
Follow Up record goes onto your ToDo list on a future date that you set. When that day arrives, you mark the record
Done because the other person has responded or you take action to follow up on it.

Here is how you create a Follow Up record using the AP Follow System:

1. Open a ToDo record you want to follow up on.
Q Time Matters 7.0 - Follow Up System - Active Practice LLC - [ToDo Sublist - RSB]

: e Edt Yew Calendar Database Mal Biling Report Search Process Window  Help -8 X
L] £ $ 4 v d -—‘ v ""-*_;
| Fl i e te la B G

e
Daly  Contacts Matters Docs ToDo's AddDoc AddNot AddTod DayFiée Help

(672872005 2] Fikex [AdHoc Search 7] View [Summary View I BRAR M-R-B B O-1a »
Al RSB AUrgent  1dmportant  ToOthers  From Others

Date Prioity  Code Desciription Next Action MatterRef Cur Status
872172006 Mon Al File Appeal File an appeal Research the Mi... State of Florida v. Jones -~
872172006 Mon B2 Notice Draft Notice of Hearing Able v. State of Florida
8/21/2006 Mon B2  Notice Notice of Hearing City of WPB v. Hopkins
872272006 Tue Al File Plding Prepare pleading City of WPB v. Hopkins

M| 8/22/2006 | Tue |B1 | | Ask client to diop off her taxretums | [Fleuyv. Flewy | |
872372006 Wed B2 Letter Notify all 3 sons of upcoming meet... Goodrich Estate
872472006 Thu A2 Notice Send Notice of Intent to Pursue A Confirm facts wi__ Lee v. All County Insura

2. Click in the Follow Up field.

& ToDo Form - Change

Fle Edt View Process Help
b saverCigse EHSave & € Xpee SR -0 Dol B2 B @
_Ptingy Flelatod Notes  Documents Web Outhe

Date #|Tue Prioty [ B1 |  Duration Code [TELITel Cal -] 2|
Desciiption [Ask client to drop off her tax retumns | _Staff |[RSBIRobert S. Brown -] 2
Regardng  [Fleury, Linda | [Flewy v. Fleury |[0212511 | #|
Reminders [ | [ Follow [ Done [ Nolify I Hide |~ Trioger [ Review [~ Bilable [~ Private Status [A__ |
Action Area Delegation Area

Cur Status ~] Delegd by ] 2|

[Y P ey

Ation —1._ Retun Date 2 2
EH 5

S
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3. Enter "10" in the Follow Up field, the number of days from today for the date of the Follow Up record.

Action Area
Cur Status | ~|
Next Action |
Follow Up [T | o

hdarn

4. Press the Follow Up button

Action Area
Cur Status ~|
Next Action |
Follow Up [T | :&
L _hdama

5. AP Follow creates these contents created automatically in a new ToDo record:

a. The Date is set for 10 days from today, based on your entering the number 10.

b. The Code - FOLL - is entered.

c. The Description is copied from the original record and the words "Follow Up" are added at the front.

d. The Regarding field are filled in from the original record.

& ToDo Form - Change
Fle Edt View Process Help
b2 savesCiose El Save | O & | Xopekte | SR | - O el B QS| Xcace @
Prima ebtod Notes Doalms Web Ou!he
Date i 5/07/2006 53] #|Thu  Prioty[ 3 ] Duration [ 0.00 DCode [FOLLFolowUp _J -] ¢
Desu (JFollow Up - Ask client to diop off het tax retuns 3 | Staff |[ -] 2l
Regard 4 [§]Fleuy v. Flewy ) |[0212511 | #|
Reminders [ | [ Follow [ Done I Noify [ Hide [ Trioger [~ Review [~ Bilsble [~ Private Staws [ |
Action Area Delegation Area
Cur Status v] Deleg'dby | 2|
Next Action Retun Date 2 2
Follow Up ] 8
Chgd/Done [ 872672006 | 3 2
Memo Al
[ |

This Follow Up record will appear on your ToDo list dated 10 days from today. If you display ToDo's on your
Calendar, the record will also appear there 10 days from today. Using the AP Follow System allows you to follow up
systematically on things you are waiting for from other people. It also allows you to quickly create reminders when
you are working with various records in Time Matters. Because AP Follow automatically copies the Description and

Regarding information and sets up the rest of the Follow Up record, you can use it quickly. That makes it more likely
that you will make a habit of creating Follow Ups.
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3. Setup Guide for AP Follow

A number of changes to Time Matters are needed to make the AP Follow System work. Each Time Matters database
may have different customizations to its fields. To avoid overwriting your existing customizations, AP Follow does
not have a Setup program that overwrites your Form Styles. Instead, you need to customize the Default Form Styles
for Events, ToDo's and other dated records you want to follow up on. You also add one new Classification Code for
ToDo's and copy the AP Follow program file.
Before making any changes, please:
1. Obtain permission, if necessary, from your organization before customizing Time Matters.
2. Back up your Time Matters database.
It may appear that you need to make a lot of changes. In fact, the Setup process involves just three kinds of changes:
1. Add a Classification Code for ToDo's
2. Customize a Follow Up field for each kind of record for which you want to follow ups
3. Copy the program, apfollow.exe, to a Program folder
3.1. Add a Classification Code
Add a Classification Code for ToDo's: FOLL | Follow Up

1. Goto: File | Setup | Classification Codes

Q Time Matters 7.0 - Follow Up System - Active Practice LLC - [ToDo Sublist]
Al Elel Edit View Calendar Database Mal Biling Report Search Process Window  Help -8 X
- New Record 4 d R -+ U"—«-'E @
h 3 e
W word Processer =) | (g8 (8h (sgp | N
C i0s  AddDoc AddNot AddTod DayFie Help
N Launcher
Ty .
A Import{Export » & User and Securty ’
1 Synchronize » Rates and Accounts 4 — _
e Rilkies » filling Options , 8/28/2006 Priority: B2 Print
€ Backup Time Matters Data [ Codes AtoTXT Codes Docs
Send To » Templates ’ Billing Codes CodelETT
Generate Document Discovery Di: I Glassification Codes Staf‘f:SB
Print Chrl+p Discovery Ge Phase Codes S
H ; = Tel Call Se gelationshp(odes Reminders
z € H
;_yc‘ 0 Discovery Se DoneN FollowN
Re-Login Discovery An
Exit Letter Su Memo
WUTr LU MU we "w nou Di:covety An
970572006 Tue B3 N RSB Notice Mo
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2. Select: ToDo

&Y List of Classification Codes @ |

BEAR 2 Bos @

Event lIoDo | Contact | M atter | Custom ] Notes | Docs | Phone | Email |_Mai| IW‘eb |Eilling | Qutlinesl

| Code © M§escription | Memo ‘
| Attend Cout | Attend Court

| BANK Bankruptcy Billable ‘Wark

|CaLL  cal Call

| CLal Claims Admin Claims Administration and Obje
ICLaP Claims and P Claims and Plan

3. Add Record

&V List of Classification Codes [z]

j:};@@,ﬁ,[gﬂoselﬁ |

E% "N Record Fontact | Matter | Custom I Motes | Docs | Phone | Email |Mai| I‘w'eb |Billing | _E_lullinesl

'Code | Description | Memo }
| Deadine | Deadine

|DISC Discovery End of Discovery

| FlAN File Answer File Answer

| FILA File &ppeal File Appeal

4. Fill in: FOLL and Follow Up. Press OK.

Code: FOLL Description: Follow U

Memo: [ |
AutoEntry | ~| _2]
Code will have the following color: | Classification Code | Select l
No Attached Form Style

— Additional Code Settings-

Reminders | |
Duration: [ Following Initially "On""
Priority: |:] " Hide

Matching Biling Code | ~|

Help ] 0K I Cancel |
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3.2. Customize the Event Form Style

Customizing a User field on the Event Form will allow you to quickly create a Follow Up ToDo record reminding
you to take some action concerning an Event on your calendar. You can also customize other types of forms, such
as Document, Email and Phone forms, by following the same steps. 1. Go to: File | Setup | Templates | Form Style

Q Time Matters 7.0 - Follow Up System - Active Practice LLC - [ToDo Sublist]
: | Flle] Edt View Calendar Database Mal Biing Report Search Process Window  Help
@
= ‘Word Processor = —ﬂ j &
C lo's  AddDoc AddNot AddTod DayFie Help
a Launcher
frchives 3 Options
@| Setup General vl [BEAAR fé-2-8 Brawy Mo »
A Import/Export » &) Userand Securky »
i Synchronize » Rates and Accounts 4 .
=4 (Rikties » giling Options y 8/28/2006 Priority: B2 Print
€ Backup Time Matters Data Codes » Client Wrap-up Letter & Docs
Send To » | Templates {=] AutoEntry Form CodelETT
Generate Document i)ls.c-o\-r;ty E);. Biling Preferences SERRSY
Print Ctri+p Discovery Ge | & Chain SImtEER
Tel Call Se I Form teminders
£l Recycle Bin ise 3 FollowN
Discovery Se Electronic Bling
Re-Login Discovery An
Exit Letter su | L__Fomsye N |
WU EUUU MU we " ou Ditcovety An Form Tabs “
970572006 Tue B3 N RSB Notice Nao Earmattable Cliobaard

2. Open the Default Style for Event

&Y List of Form Styles

SRR BL B @

Event 'IoDo | Contact l M atter I Custom I Notes | Docs |_Phone I Email |Lv1ail |Web |Bil|ing I Qutlinesl

grDescliplion | Code ‘ Additional Desc
<DEFAULT> | Default Stule
| Conference CONF Conference

3. Right-click on the Date field.

CEvent Form Style E] @
Fle Edt Help

&2 saveandClose. (%) Close | @ Desciiption [ ]

Piimary |

bse [ W] 3 4| Tmesou| [— 5l 2
Description | ] Seatt || -] 2l
Client [ J{ [ ] 2|
Reminders [ | I Follow | Dope [ Notfy [ Hide I~ Trigger |~ Review I~ Bilable [~ Pivate Status [ |
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4. Click: Customize Field

c Event Form Style EI ‘ @
Fle Edt Help
k2 saveandClose. (%) Close | @ Desciiption [ ]
Piimary |
Date :——n al T n..f 1 ] #| Code | =] 2l
Description [ : ] Seaff |[ =] 2|
o [ Citemesred ] Ii [ | 2
Remindess [ | Folow [ None I Notiy | Hide I Tiigger [~ Review [ Bilable |~ Private Status [ |
Area2 Area 3

5. Insert & at the start of the Screen Label. Important - AP Follow requires this change.
Field Properties - Event [Style: Default]

— 1. Field Descriptions...

\
Screen Label Screen Tool Tip  [Date |
Field Name Core Field Name  [EVE:DATE |

|~ 2. Customize Field...

e I©H M Audt ¥ Requied I~ Keywords |
i 152
h ™ Au

i s e A R A A A A 1 ke

Help l 0K I LCancel
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6. Create the Follow Up field by right-clicking on, for example, User3. You may use another User field if User3
is already taken.

Note: If your Time Matters database has multiple Form Styles for a form, you should check each of these custom
Form Styles to see that the User3 field, or other field you have chosen, is available for use in each of the custom
Form Styles. You do not have to use the same User field in every form, but that is desirable.

K3 Event Form Style g [Zl

Fle Edt Help ‘
Save and Close (%) Close | @) Desciiption ]

Piimary |

Date [ 3 #| Time/Du] [ | 2| Code [ [ 2
Description [ ] Staif |[ =12l
Chent [ I 1] ] 2]
Reminders [ | I Follow |~ Dope I~ Notfy I~ Hide I~ Tiigoer | Review |~ Bilable [~ Private Staws [ |
Area 2 Area 3

With | 2] CoentPhn o
Fierm Location 2
Address Address =
Address 2 Address 2

City | I ] #] Cwy 1 | 2
Tel/Fax ] 2 Tel/Fax = =
Area 4 i Aeal

Userl User7

User2 User8

User3 il User

Usedd User10

UsesS User1l

Useib User12

Memo 21

7. Click on: Customize Field

- Aread
Userl
User2
User3 — |
Userd Ise Default Style ;
User Customize Field I\_l‘
Userb ‘

hdarn

111

Customize Area

10
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8. Enter the Field Descriptions:

Screen Label: Follow &Up
Screen Tool Tip: Enter no. of days-Press button

Field Name: FollowUp

Field Properties - Event [Style: Default]

1. Field Descriptions... -
Screen Label |Follow &p Screen Tool Tip  [Enter no. of days-Press button |
Field Name  [FollowUp Core Field Name  [EVE:EVE1_04_03 ]

2. Customize Field... %

* Text
' Numbsr ™ Hide La?el [T Audit 7 Required [ Keywords
" Date B ™ Spell Check
" Time I” Specify Field Entry Choices
~

e i Field Lookup Options...
" Phone &
C Mone + None
A s Sy 5 " Lookup from Event List

oc' b " Lookup from ToDo List —]
" Email 5
~F " Lookup from Contact List

o " Lookup from Matter List
" Wweb ;

" Lookup from Staff List

" Calculated ;
C ZiCod " Lookup from Users List

ip Code ~ : =
O Launcher Lookup from File [ |
" Hidden

Help | 0K I Cancel J

9. Choose: Launcher and enter the Prefix: C:\Programs\apfollow.exe
Note: C:\Programs is a new folder you create for the downloaded file, apfollow.exe

w Flgld Fropertes - Event [ sTyle: Lerault)

1. Field Descriptions. ..
Screen Label | Follow &Up Screen Tool Tip | Enter no. af days-press buttan |

Field Mame | Fallowl)p Core Field Mame | EVEEVET_04_03 |

2. Custarnize Field...

() Test
) Mumber [] Hide Label [ Audit [1 Required Femaords

) Date [ Prompt Before Launching

O Time [ Save Before Launching [ Close After Launching [
() Checkbox
() Phone Frefix |c:'\prnglams'\apfnllnw.exe |

O Maney Suffis | |
() Soc Sec Mo
() Email

() Fax

() wieh

() Calculated
() Zip Code
(® Launcher
() Hidden

11
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10. Here is how the Follow Up field will look:

Area 4

Userl

User2

Follow Up

I

Userd

Users

User

hdarn

11. Save & Close the Event Form Style

3.3. Customize the ToDo Form Style

Customizing the ToDo Form Style will allow you to quickly create a Follow Up ToDo based on an existing ToDo
record. You will find this useful when you complete a task, but now need to wait on someone else to do something.
A Follow Up record will remind you to check with them. Or you can use a Follow Up to remind yourself to do
something related to a task you have just completed.

1.

2.

Select ToDo from the List of Form Styles

&Y List of Form Styles @ :

= E G B & X cose @

Event IIoDo | Contact | M atter I Custom I P_Joteleocs I_Phone I Email |Mail |\_/~/eb |§illing | Qutlinesl

v Descripii | Code | Additional Desc
L <DEFALILT> | | Default Style
| Conference CONF Conference

Double-click on the Default Style for ToDo

&Y List of Form Styles @

EER BL Xk @

Event ToDo |§ontact I Matter I Cystomlﬂoteslgocs I_Phonelgmail |Lflail |Web |_Bi|ling| Qullinesl

| Description | Code | Additional Desc
<DEF&ULT> k | | Default Style

Right-click on the Date field
= |

Date [ T | | 2] 2| Prioity [ ] Duration Code [ -] 2
Description [ | staff | -] 2l
Clent | Ii [ | 2|
Reminders | | I Follow I~ Done I~ Motify [~ Hide I Trigger I~ Review I Bilable [~ Private Status [ |
_Aaa? Areal
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Select: Customize Field

Date JR— Priciitu [ |  Duration Code | ] 2l
Description I Lisg Defaukakvie } | _ Staff " [Z.Iﬁ]
Client l—l Customize Field NJ Il I | 2]
Reminders | | I Folow [~ DOXs [ Notiy | Hide | Trgger | Review I Bilable [ Private Status [ ]

Araa? — Araa

Insert & at the front of the Screen Label
Field Properties - ToDo [Style: Default]

— 1. Field Descriptions... — -
Screen Label Screen Tool Tip  [Date |
Field Name Core Field Name  [TOD.DATE |

i~ 2. Customize Field... :
&

C o [T Hidelabe v Audit V' Requred [T Key
= =
& ]
9 -
C o Jini S
ol ‘wi :
«
o i
=4
o )
~
~
C Hidd
Hep | [ ok ] cancel

13
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Right-click on the User3 field. You may use another User field if User3 is already taken.

[ ToDo Form Style f—-__l El ‘
Fle Edt Help
2 saveandClose (%) Close = @ Desciiption |
Primary |
pae [ H2 Prody[ ] Duation [ 000 ] Code [ =] 2
Description [ | _Staff || =1 2
Client [ |l 1 ] 2|
Reminders [ | Follow [ Dope I Notfy I~ Hide I Trigger |~ Review [ Bilable [~ Priivate Statws [ |
- Area2 [ Aea3
DueTo ] #]  PriContact
Location Firrn
Address Address
Address 2 Address 2
iy | II [ 2 o ] ] 2]
Tel/Fax = Tel/Fax | =
Action Area + Delegation Area
Cur Status =] Delegdby ] 2
Next Action ] | RetunDate 4 2|
User3 I
Chod/Done | 3 2 3 2
Memo Yol |
Select: Customize Field
— Action Area }
Cur Status |
Next Action
User3 \

Default

chule
Style

|| et

Customize Area

(¥}

14
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8. Enter the Field Descriptions:

Screen Label: Follow &Up
Screen Tool Tip: Enter no. of days-Press button
Field Name: FollowUp

Choose: Launcher and enter the Prefix: C:\Programs\apfollow.exe

7

(0]

1. Field Descriptions. ..
Screen Label | Follow &Up Screen Tool Tip | Enter no. af days-press buttan |

FieldMame | Followlip Core Field Mame | EVE:EVET 04 _03 |

2. Customize Field...

() Test
) Mumber [] Hide Label [ Audit [1 Required Femaords

) Date [ Prompt Before Launching

O Time [ Save Eefore Launching [ Close After Launching
() Checkbox

() Phone Prefix |c:'\programs'\apfollnw.exe |
(0 Money Suffix | |
() Soc Sec Mo
() Email

() Fax

() wieh

() Calculated
() Zip Code
® Launcher
() Hidden

9. Here is how the Follow Up field will look:

Action Area
Cur Status | ~|
Next Action | |
Follow Up | | 8]
hdarnn.

10. Save & Close the ToDo Form Style

15



AP Follow User Manual

3.4. Customize Other Dated Form Styles

You may add the Follow Up field to all other dated Forms that you use in Time Matters. We recommend you

consider adding the field to these Dated Forms:
« Notes
. Docs
« Phone
. E-Mail

. Mail

There are other dated Forms, but it makes less sense to have Follow Up fields on them.

The steps for customizing these other forms are just like the steps for customizing the Event and ToDo Form Styles
shown above. Be sure to customize the Date field in each Form Style so that the Screen Label has the entry, &Date.

3.5. Copy apfollow.exe to C:\Programs Folder
Open Windows File Explorer by:

e Clicking the yellow folder icon on your Windows Task bar, or
e Right-click on the Windows Start Button and click File Explorer

Create a new folder named Programs in the C drive.

v [ This PC o5 | Start
J 3D Object: ¥ Permanently erase with Webroot

w0 Scan with Webroot

B

ctall

Eolder

I Desktop
) Moy o F'Z'”'ﬂﬁf---
J! Mutic Rename
=/ Picfures New g
Vighos
8 Properties
‘i Local Diskury
4 DVD Drive (D:) ESD-1SO ] msdiag0.dll

SR — -

Copy AP Follow program file, apfollow.exe, from you Downloads folder into C:\Programs folder.

Use copy and paste or drag-and-drop file copying to copy apfollow.exe into the new C:\Programs on your PC using

Windows Explorer.

16
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3.6. Test the Customizations

After customizing your Time Matters database and copying the apfollow.exe file to the new C:\Programs folder, you
can test these customizations. Go to Section 2 of these instructions, How to Use the AP Follow System.

If nothing happens when you press the button for the Follow Up field, it means that there is a problem either with the

Follow Up field customization or the location of the apfollow.exe program. The entry in the Prefix field of the
customization window for the Follow Up field must exactly match the location of the apfollow.exe program.

17
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4. Product License Agreement
This license agreement ("Agreement™) is between you (either as an individual or a single entity) and Active Practice
LLC ("Developer™) for the product ("Product™) identified above, including any associated media and accompanying
on-line or printed documentation and also any future versions, patches or updates.
This Product has:
-- No copy-protection
-- No DRM (digital rights management)
-- No activation
-- No missing features
-- No nag screens
-- No expiration technology (though unpaid use is legally limited to 30 days)
-- No "phone-home" features

-- No advertisements

By providing to you a product free from these annoyances, the Developer relies on your honesty and your
observance of the laws that protect intellectual property.

By installing, copying, accessing or otherwise using the Product, you agree to be bound by the terms of the
Agreement.

The Product is owned by Developer and is protected by copyright laws and international copyright treaties. The
Product is licensed, not sold.

The Product is distributed as Shareware. A free 30-day unpaid version (""Shareware Version") is available for
evaluation. You can purchase the Product in order to use the unlimited version of the Product ("Paid Version™).
Purchase AP Follow for Time Matters here:

. https://www.securemyfirm.com/collections/time-matters-quides/products/ap-follow-for-time-matters

This License grants you the following rights and limitations for the Shareware Version:
- You may install and use the Shareware Version for thirty (30) days.

- You may copy and distribute the Shareware Version of the Product, but only in its original form including all files
and documentation (as found on the Developer Web site) and without any modifications.

- Distributors may sell the Shareware Version for a reasonable fee for media and handling, but must indicate clearly
that the software is "shareware".

- Magazines are authorized to publish the Shareware Version on any media or download page without prior
permission from Developer (please do send a notification).

18
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- You may not reverse engineer, decompile, disassemble or make changes to the Product in any way.

- To purchase this Product, you may do so only through the Developer or another authorized party. You may not use
a registration that belongs to someone else.

This License grants you the following rights and limitations if you purchase the Paid Version;

- You may install and use the Paid Version on your own computer. If you own several computers, you may install
the Paid Version on those as well, but only use it on one computer at a time unless you pay for additional users.

- Other users in your organization may use the product if you or your organization pays the Product price and
registers the Product for each additional concurrent user.

- You may make copies of the Paid Version as backups.

- You may not make copies of the Paid Version for others.

- You may not make your registration available to others.

- You may not reverse engineer, decompile, disassemble or make changes to the Product in any way.
DISCLAIMERS

THE PRODUCT IS PROVIDED "AS IS" WITHOUT WARRANTY OF ANY KIND, EITHER EXPRESSED OR
IMPLIED, INCLUDING, BUT NOT LIMITED TO THE IMPLIED WARRANTIES OF MERCHANTABILITY
AND FITNESS FOR A PARTICULAR PURPOSE. THE ENTIRE RISK AS TO THE QUALITY AND
PERFORMANCE OF THE PROGRAM IS WITH YOU. SHOULD THE PROGRAM PROVE DEFECTIVE, YOU
ASSUME THE COST OF ALL NECESSARY SERVICING, REPAIR OR CORRECTION.

IN NO EVENT WILL DEVELOPER BE LIABLE TO YOU FOR DAMAGES, INCLUDING ANY GENERAL,
SPECIAL, INCIDENTAL OR CONSEQUENTIAL DAMAGES ARISING OUT OF THE USE, MISUSE OR
INABILITY TO USE THE PROGRAM (INCLUDING BUT NOT LIMITED TO LOSS OF DATA OR LOSSES
SUSTAINED BY YOU OR THIRD PARTIES OR A FAILURE OF THE PROGRAM TO OPERATE WITH ANY
OTHER PROGRAMS), EVEN IF DEVELOPER HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH
DAMAGES.

LexisNexis is not liable for any and all claims, actions, suits, losses, damages and liabilities, including attorney fees
and costs of defense, arising from a customer purchasing a product owned by an independent entity or independent
consultant.

DEVELOPER

Active Practice LLC

5200 Willson Road, #150

Edina, MN 55424 USA

Phone: 952.922.1727 Toll-free: 800.575.0007
https://www.activepractice.com
info@activepractice.com

Copyright 2020 Active Practice LLC - All rights reserved worldwide

19



	1. Introduction
	1.1. What is the AP Follow?
	1.2. Why Use the AP Follow System?
	1.3. Simplicity and Consistency
	1.4. Peace of Mind

	2. How to Use the AP Follow System
	3. Setup Guide for AP Follow
	3.1. Add a Classification Code
	3.2. Customize the Event Form Style
	3.3. Customize the ToDo Form Style
	3.4. Customize Other Dated Form Styles
	3.5. Copy apfollow.exe to C:\Programs Folder
	3.6. Test the Customizations

	4. Product License Agreement

