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INSTALLING LIEN WRITER™ FOR THE FIRST TIME

Section 1: Installation

Step 1: Insert the CD-Rom labeled Setup CD (Windows 95, 98, ME, NT, 2000, XP) into your
CD-Rom drive. The CD-ROM Auto Start should kick in and open the Setup Wizard. If
not, simply double click the MY COMPUTER icon on your desktop. Double click on the
icon for your CD-Rom. This will display the contents of your Setup CD, continue on to

step 2.
£

Step 2: Click on  s#P.8x2  gnd follow the on screen instructions. You will reach the Lien
Writer™ by Lien Writer SOFTWARE Setup Wizard. Click Next to begin the installation.

Step 3: Read the License Agreement, choose | Agree and click Next.

Step 4: At the Select Installation Folder screen you get the opportunity to change the directory
for Lien Writer™. We recommend you accept the default C:\Program Files\Lien
Program directory to simplify future upgrades and Technical Support troubleshooting.
Click Next to continue.

Step 5: You will reach the Confirm Installation screen. Click Next to continue. At this point you
should see a progress bar in your installer menu. When the installation is complete, you
will be see an Installation Complete screen.

Section 2: Registration
To start Lien Writer™, double click on the Eiff===o=wll icon on your desktop. Another option
is to go to your programs menu, look for PASE SOFTWARE program group,

expand it, and click on the listing for Lien Program. The first screen you will come to upon
entering Lien Writer™ is the Program Registration screen. You will be given a five-digit code
(in blue) and prompted to call PASE Software Customer Service at (916) 941-9961 ext. 206.
After you have entered the registration codes, click the Register Program button to continue.

Figure 1: Registration Screen

: Register This Programit

VWARNINGY This program has not been registered. Please
obtain a registration code from PASE Sofiware, LLC, 8 am
to 5 pm PST at:

016-041-9961

DO NOT CLOSE THIS SCREEN. Give the tech support
person this code:

Version #: 7.2.0.0 Beta . L. .

el 1. Five-digit code to give
;’g::;i,llﬂr:dc::i[v:sii::;li]sd‘[:?:ha[:k. Enler in the appropriate PASE Software ren.

coger [

cesez [

coses |

cotes [

Code §
Code 6

Register Pwram | cancel |

2. After entering your codes,
click Register Program
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Section 3: Company Setup

Continue through the other Program Information screens until you reach the Company Setup

screen.

Figure 2: Company Setup Screen

i Company Information Company Code: -

Carmpany Information | LaboriMaterials I Trust Fund I Notes | Company List

Cornpany Code Carmpany I

2nd Line Cormpany I

Street I

zip | ciy | State |
Phane [() - Fac [() -
Signer Signer Title
Mailer Mailer Title

LS I” | General
Lahar or Materials I Subcantractar
I” Waterialman
Contractor's Lic # | I™ | Eguipment Rental
I” Professional Bys
Lic StartDate | // Lic End Date | // I~ Set 2z Derault
Bond Amount

Lopdd
INext

Erevious

Top

Bottom

Delete

Locate

Close

SEARCH

Record #7 of & Sorted by CO_CODE Table  COMPANY

Section 4: Printer Setup

Step 1: Complete each of the text boxes
by entering your company information.
Note: If you are not sure what information
belongs in a field, press F1 on your
keyboard for a Help definition.

Step 2: Click continue to printer setup.
Note: If there is no continue, click close
at the bottom right of this screen.

From the Printer Setup Screen you can choose which printer(s) will be used to print reports,
notices and labels. Click the Printer icon to the right of each selection and choose the
printer you want the notice, report or label to print on.

Figure 3: Printer Setup Screen

B Printer Setup

Please choose the printers you will use for each type of report. You MUST choose all four
printers! Just press the printer hox next to each field, and choose your printer for each

task (it may be the SAME printer).

Normal Lien Writer Printer Settings
Click on the Small Printer Icons to Sefect Printers

Repors IHP Laseret lll

Pettit Dat Matrix I HF Laserlet Il

Nofices |HP Laseretil

Labals [HP Laseret I

CHERCET

1. Click this icon to
select a printer

Close Screen |

A

Printer 20
Printer
Hame: ITektronix Phaser 850DP by Herox j <
Status Feady

Type: Tektonix Phaser 8E00F by Xerox
Wwherer  IP_1592.168.1.108

Comment:

Metwork... oK | Cancel |
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2. Click to select a printer

See next page for final step



Section 5: Tip of the day

After you have selected all four of your printers, click the Close Screen button. Lien Writer™ will
begin a process of re-indexing the data files. When this is done you will be taken to a Tip of the
Day screen. Click OK to continue. You are now ready to start using Lien Writer™. If you do not
wish to see a Tip of the Day when Lien Writer™ opens, uncheck Show Tips at Startup. (See step 2).

morthepsy

<

@ Did you know...

‘ou can change the Windaws Colars directly fram this
program by chosing the option under SETUP.

¥ Show Tips at Startup ¢

Mext Tip. .. |

More Tips |
State Help |

1. Click OK to continue

2. Uncheck Show

Section 6: Current Jobs

Tips at Startup.

The Current Jobs File is where you will create and edit job information, print notices, schedule
follow-up calls, and keep detailed notes about your jobs.

The Current Jobs File breaks job information down into different sections (Customer, Project,

Owner, etc.). Each section of information is represented by a tab in the Current Jobs File. Notice
that each tab has a title which describes the information contained in that section. Click on a tab
to display the corresponding information.

Figure 4: Current Jobs Screen

B Current Jobs File: ->

Hotes I User Defined Fields I Trust Fund I Property Desc. | Labor / Materials Desc. | Add Job
Customer | Project | Owner | General | Lender ! Surety | Dates & Dollars | Accounting Data Mext
Reference 16 Brevious
Company -’ .
File Number 18 T
Job orInv. Number Fegard 14 18I00CHOD |
Bottom
Customer Mumber Fing | #ate Sea. #] B
Delete
Customer Find FriKey Help = |
2nd Line Customer Phone I( yo- Print
Address Fax  [i3 -
Sort
zin | City State =
Locate
¥ Frint Customer Motice [~ Certified hail ~ Cert Mo I
- Browse
I Printed? Monthly Release Release Cycle I —
¥ Marked [ Faid [~ Joint Check 0 Other Legal Parties el
AR Number [ FO Mumber [ 0 Other Liening Parties Close
- SetFilter
Record #13 of 13 Sorted by CUSTOMER: Table  LIEWS LSEHHCHJ

Currect Record Filter is:
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Definition of Common Terms for the Mechanics Lien Process

Customer: The person or business entity to whom you supply with your labor, materials or
services that generate a lien liability on the property of the owner, or money or bond lien on the
public entity or payment bond company.

Project: Also known as a job. This defines the present location or site where your materials will
be delivered or your labor or services performed.

Owner: The person or business entity that holds title to the property, and is ultimately responsible
for work performed on the property. Some states allow liens on land that is owned outright (a fee
interest) and also on land that is rented long term (a leasehold interest).

General (General Contractor): The person or business entity that has a direct contract with the
owner or public entity.

Lender: The person or business entity who provides financing for the project, be it a bank,
mortgage company, individual, etc. Not all projects have lenders, and public projects almost
never have lenders.

Dates and Dollars: This is the tab where any dates or dollar amounts are entered.

Section 7: First step in creating notices

Figure 4: Current Jobs Screen

B current Jobs File: -

Hotes | User Defined Fields | Trust Fund | Property Desc. | Labor / Materials Desc. | Add Job
Customer | Project I Owner | General I Lender i Surety | Dates & Dollars I Accounting Data ext
Reference 16 Previous
company i
File Number 16 TUp
Job orInv. Mumber Fecard Id 18100CHOD =
— Bottom
Customer Mumber Find | Ao sea. ] |———
Delete
Custamer Find Fn Key Help —
2nd Line Gustomer Fhone I( 1o Print
Address Fax () -
Sart
zip | city | State =
Locate
¥ Print Customer Motice [~ Certified Mail ~ Cert No. I
= Browse
™ Printed? ~ Monthly Release Release Cycle I —
¥ Marked [~ Faid [ Joint Check 0 Other Legal Parties el
AR Mumber | PO Mutnber | 0 Other Liening Parties Hse
- SetFilter
Record #13 of 13 Sorted by CUSTOMER Table  LIEWS LSEHHCHJ

Currect Record Filter is:

A

Step 1:  Click on the Add Job button at the upper right hand side of the Current Jobs File.
This will create a blank record, assign the record a reference number and prepare you
to enter job information.
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Step 2:

Step 3:

Step 4:

Step 5:

Step 6:

Step 7:

Step 8:

Step 9:

Select your company code by clicking the inverted triangle ¥ to the right of the
Company field. Lien Writer™ Single-State allows you to create a single company. The
Lien Writer™ Multi-State version allows an unlimited number of companies. In either
version you must select a company code before you can continue. The company code
tells Lien Writer™ what information to print on your Lien Documents.

Job or Inv. Number: This can contain letters, numbers or both. If you don’t use job
numbers, you should consider using them. They are a great way to track your jobs in
Lien Writer™. You may also choose to enter invoice numbers or sales codes here
instead.

Customer Number: You can enter existing numbers from your own customer system
or create them. If you do not wish to use customer numbers, this field can be left blank.
Note: You may also use your acoounting software’s customer numbers. There are
features to import from your accounting software into Lien Writer™,

Customer Name: Enter the name of the person or the company you are
contracted to. If you would like to search for an existing record in the Reference File

you can do so by clicking on the _Find | button to the right of the Customer field.

2" Line Customer: Use this field if you need more room for a Customer name or a
DBA.

Address: Enter the Customer’s address.

Phone Number/Fax Number: Enter the Customer’s phone and fax numbers.

Zip: Enter a zip code; Lien Writer™ will search the Zip Code file for a match. If a
match is found, Lien Writer™ will insert the City and State information automatically.
Lien Writer™ will then attempt to find a matching record in the Reference File. If no
match is found, a dialog box similar to the one shown below will appear. Click Yes, and
Lien Writer™ will create a new record in the Reference File which you can use to save
re-typing information in the future. Click No to continue entering information without
adding a new record to the Reference File. Note: See below for an explanation.

Figure 5: Add to customer list Screen

| Lien Writer ¥. 7.1.2.0 B |

?r/‘ Add John Doe to customer lisk
\".

Step 10: The Cert No. field is a place for you to enter the certified number from your

green card to display on the notice . You can setup this section with a Lien
Writer™ Tec. and this field will not be displayed during each notice (see Note:
on page 7 for explanation).
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Once you’ve completed these steps, click on the Project tab to continue. After completing:

Customer
Project
Owner
General
Lender

AN N NN

Click on the Dates & Dollars tab to enter any dates or dollar amounts on this specific job

Section 8: Printing your notice

The Print tab, when clicked, will display a selection of notices and forms that you can print
for a particular job. Once you select a notice or form, Lien Writer™ will display another screen
where you can edit information as needed. Follow the next two screens below.

Figure 4: Current Jobs Screen

B current Jobs File: -
Hotes | User Defined Fields | Trust Fund | Property Desc. | Labor / Materials Desc. | Add Job
Customer | Project I Owner | General I Lender i Surety | Dates & Dollars I Accounting Data et
Reference 16 Previous
company b
. —| File Number 18 Top
Job or Inv. Number Record Id 18100CHOD |~
— Bottom
Customer Mumber Find | Ao sea. ] |——
Delete
costmer o)t |- 1. Click the Print tab t
2nd Line Customer Phone I( ) Prirg ' ! € a 0
- .
Address Far (o - — select notice
zip | city | State =
Locate
¥ Print Customer Motice [~ Certified Mail ~ Cert No. I
= Browse
™ Printed? ~ Monthly Release Release Cycle I —
W Marked [ Paid [ Joint Check 0 Cther Legal Parties alenda
AR Nurnber | PO Murnber [ 0 Gther Liening Paries Close
_— Set Filter
Record #13 of 13 Sorted by CUSTOMER Table  LIEWS LSEHHCHJ
Cumeet Record Fiter is: 4

After clicking the Print tab you will be taken to the Select a notice screen.

See next page for second screen

Our software protects your incoming revenue. 6



Figure 6: Select a notice Screen

[ Lien Writer Multi State v. 7.1.2.3 =k
File Edit Maotices and Mail  \Waivers ar 2 e Setup  Help . .
Curert Jobs | Refersnce | History | Pre- | Preliminary Notics < Sttt 2 Click the notice you

wish to print

Current Jobs File: -» Commencement Motice

Lien Waiver and Release of Rights

User Defined Fields roperty Desc. ] Labor / Materials Desc. ] Add Job

Lien Warning Mokice

Customer ‘ Project ‘ Bond or Lien Claim and Stop Hatice ety | Dates & Dollars ‘ iccounting Dat ‘ Notes
amend Private Lien Claim Ne)(t
EBond or Lien Claim Extension Reference | a0 .
Company Bond or Lien Claim and Stop Motice Release EreV|ous
Retraction Motice File Number 20 T
Job or Inv. Number [ Jink Check Agreement Record Id 1DS0SFND1 -2
Promissory Mote B tt
Customer Number [ Escrow Aaresment ind Auta Seq #| A1-041118-1DS0SFHND1 ﬂ
Request For Job Information _____________ D
- Delete
Customer [ Materials From Paid Stack Find ‘ Fn Key Help ‘
: Labor Release | Ph
one - =
2ﬂd Lme Customer [ Personal Service Form ( ) P[Int
Address [ Mokary Jurak Form Fa)( ( ) -
Print Record Data
le [ Print Prefiminary Info State §ort
. Collection Assigrment Locate
# Print Customer N Escrow Claim ert No. ‘
. _ Sworn Statement of Account J Browse
I Printed? Mor S = P
“Marked  Paid I Joint Check 0 Other Legal Parties Galondar
Close
AR Number PO Number 0 Other Liening Parties 4
Set Filter
Record #30 of 30 Sorted by  CUSTOMER Table  LENS

Currect Record Filter is:

| ML

After clicking the notice you will be taken to the Printer options for Screen.

Figure 7: Print options for Screen

print Options f 1. Check YOUR

™ Rebuild Ceified List Only Signer |Frank Muurn<
[¥ Mark to Print Later
¥ ReUse Modifications

Signer Title | President Company information

¥ Display Certified Mumbers Screen Mailer | SophiaWigner
¥ Use Retumn Request for Certified Mail
™ Recorder Cover Letter

Mailer Title | Receptionist

¥ Frint Public Bond Reguest City | El Dorada Hills
™ Print Zero Balance as Line

[¥ Use AZ First Class Mail State W

] Uge Arizona Lang Farm 7ip W
I Print"Notice Req by instead of"Recording Reg by

[” Print Owner Letter Mail Date | 06/2272004

I” Print Notice of Commencement
™ Duplicate Jah Numbers Not Allowed

™ Mo FL Copy Demands Printer to Use .

[1=] copies witEst Price [Teldron<Praser 3600 o7 e gg & 2. Check your printer
. - . .

I o 3 Caples Wl.thout 5t (i [¥ Print Directly 1o Printer for Petfit Forms destination

I™ Use Peftit Forme;

Preliminary Type:

@ pMormal  Revised ¢ Additional © Per Lot ("AMumh|

[ Use Walz Forms
™ Display Balance Due on Prelims

3. Click print to continue
to the next screen

Print P | Cancel |
| 1 1

After clicking print you will be taken to the Print options/Certified Prefix Screen.

See back for last two steps
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Figure 8: Print options/Certified Prefix Screen

-

Frint Options for

Certified Prefix
Current Certified Mumber 1

Cedified Starting Mumber ]

Cerified Ending Murmber ]

v |Jze Return Reguest
v Lse Cetifled Mumbers
I Re-Use Cerified Block

1. Click Print but read
Note: below

Note: After purchasing Lien Writer™ you have the option to setup your certified mailing with
Technical Support. You can enter the first and last certified mailing number in your stack, and
never have to reenter any numbers (unless stack of certified mailing numbers are used).

Figure 9: Print Preview Screen

File:32 [CA] [PRIVATE] []

Recording Recquested by and Return to:

| Customer:
| P.O. #:
| Project:
| Rec ID: 1DS13MGWO
| Job #:
| Cert No.:

TO THE OWMER OR REPUTED OWMER

TO DRIGINAL OR REPUTED CONTRACTOR

OF ANY CONTRACTOR OR SUBCONTRACTOR

1. The following iz a general description of
the labor,service,equipment or maverials
furnished or to be furnished by the undersigmed:
See Exhibit C

2. Estimated Price:

3. The name of the person who furnished
that labor, service, equipment or
materials is:

4. The name of the person who contracted for

»

" Lien Writer Multi-State v. 7.1.2.3 Print Preview - Please Click on the Printer lcon to ... @
Copyto Cliphoard X

PRELIMINARY 20-DAY NOTICE (PRIVATE WORK)
(Califormia Civil Code Sections 3097, 3111 & 3252 et Seq.)
IS IS MOT A LIFN. THIS IS NOT A REFLECTION ON THE INTEGRITY

v

1. Click print tab to
finish notice
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