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Introduction

Your reporting agency is working to implement new technologies and to innovate new ways to

improve customer service and make it easier to work with reporters like you. We all value our

own time and using technology to help create more personal time is always welcome! That’s

why ReporterSolutions.com has worked hard to extend our reporting agency management

software, which your agency uses, to you.

Imagine, being an integrated part of your agency’s calendar. Receive job assignments,

communicate job status/questions, submit billing instructions, check on job commissions and

more all with easy to use software. Any computer with an Internet connection will make you an

integrated part of your agency!

This document is intended as a guide to prepare any computer for use with Acces$ for

Reporters. There is no need to worry about your computer or Internet connection using Acces$

for Reporters because the program physically runs on a remote server computer. Nothing that

happens on vour local computer can impact the remote server in any way and visa-versa. Your

local computer simply sends your keystrokes and mouse clicks to the server then presents the

server’s screen images ... with any type of Internet connection, even dial-up!

It’s easy to get started and easy to use. Just follow the detailed instructions in this guide and

you will be on your way to improved customer service and more personal time.

A Quick Overview of How it Works

Your agency assigns you a job on their Job Diary and the job is presented to you on your

Menu.

Questions about the job? Just send your agency a message by creating a “Job Message”.

Your Agency’s Server o
hosted by [
Reporter Sol utions. com
I Your Agency
€ L3 k /

Joh Diary

Your Conputer

DBoroices

Submit billing instructions for the job.

Check on a job’s commission. Run your own commission reports!
Lookup contact information for attorneys, firms or other reporters.

and much more ...

Display and Print
your own Job
Assignment
Sheets complete
with job details,
location and
directions.
Improve customer
service by
communicating
with your agency
about the job’s
size and
preparation steps.
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Connecting to Acces$ for Reporters!

Connection Methods

There are two highly secure connection methods to Acces$ for Reporters as follows:

Connection Method #1

Use a Web Browser. Microsoft’s
Internet Explorer is required. Go to
www.reportersolutions.com/remote -
or- go to www.reportersolutions.com
and click on Reporter Login and you

[
Home Feedback

REPORTING AGENCY LOGIN

anly Frem ReporterSolutions com

Screen Size

‘User 1D: ﬁz

=

If this button is not
available, click here

Password:
\ 10124 by 756
Full-Screen

\%] Remaote Printin .
Tnstall Connection

In order to print using this highly secure Tcon on your
connection methad, a small printing <
component needs to be installed. Just click
this link then select <Runx:
Install Rermote Printin

will be presented with this screen =

From this screen, connect only requires
your User ID and your Password. Your
agency’s server is based on your User
ID so it’s automatically located for you.
Just a couple of things to note before
connecting:

de sktogl X ﬂ

Al Rights Reserved - www. ReporterSofutions.com
Connection to this service is protected by federal law, Do not connect if you are not a
subzcriber, Inwalid connection atternpts will recard vour Internet addresz on our secure
servers, If you want a dermonstration, please contact ReporterSolutions. com.

Reporter Instructions Agency Instructions ﬂ fdobe Reader

1. Look at the Connect Button. Is it low-lighted? ‘: If so, click on the link under
the button and follow the directions for activating the required browser control for this page.

2. Do you want to print from your connected session? If so, click on the Install Remote
Printing link and <Run> the remote printing installation program. This only has to be done
once on each computer you want to use.

Connection Method #2

Logon Using an Icon on your Desktop. It’s a quick connection that runs independent of a web
browser. From the Reporting Agency Login screen above, click on the link: Install
Connection Icon on your desktop. Three small components need to be installed on your local
computer to connect via an icon on your desktop; 1) Remote Printing 2) Microsoft's Remote
Desktop Connection software and 3) connection icons for your desktop. The above link will
provide the opportunity to install both components.
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Using Acces$ for Reporters

Sign On

Once you successfully sign on to your agency’s server, you will be presented with the Acces$
for Reporters Main Menu which will display a list of jobs for the displayed date range as

follows:

If your Main Menu displays another security sign on screen, you will need to contact your

agency to ensure your reporter ID is cleared for use of Acces$ for Reporters.

Main Menu Overview

8 Acces for Reporters by www.ReporterSolutions.com [_1Olx]

Flle Settings Job Actions Incomplsts Jobs  Commissions - Version 2006.b

ReporterSolutions.com

Mo agency messages are on file at this time. =

Mo
-|  Messages

Confidential Information for: Paul Terzano

List Jobs: |11I1lll[15 thru |12I[11IIHS IELI

{Today's J o b s)
Confirm 12/02/085 #01 Fri 18:80A Smith us Wesson

HF . Smith TATE”

4 | |
i ' ® ©
Meottes Joh Details Preparation aing
you sign on.

Notice the message box under
your agency’s name on the upper
half of the menu. In this example,
the agency’s name is
ReporterSolutions.com and the
message box contains “No agency
messages are on file at this time”.
This message box contains a
broadcast message from your
agency and will appear on the
main menu of every reporter.
Please make it a habit to read the
contents of this box every time

To the right of the agency message box is an icon that currently reads “No
Messages”. If a message on a job was waiting for you to read, this icon would g

change to “Message Waiting!”. Click the icon to read job messages from your
agency. You should also make it a habit to look at this icon.

Message
Waiting

There is a date range on the main menu that controls which jobs appear in the list box. You can
change this date range at any time to view older jobs. To the right of the date range is a

“refresh” button.

Clicking this button will refresh a) the display of jobs in the list box \ELl

based on the entered date range, b) the agency message box and c) the No

Message/Message Waiting icon.

There is nothing you can break! Have fun and experiment with different actions and
menu links. If you click on your name, you can even set the color of the banner name
display. Each job action will be explained in more detail a little later on.
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Job Assignment and Confirmation

One of the most important connections between what you do with Acces$ for Reporters and
what your agency does with Acces$ has to do with job assignment and confirmation. When
your agency assigns you to a job, it’s available on your main menu. Your agency will not know
if you have seen the job or if you have acknowledged/accepted the job until you take action.

To illustrate this process, let’s start with what your agency sees on their Acces$ calendar screen
when they assign you to a job:

what your agency sees:
Time Jobit Atty Firm Caption

C 10:668n @1 TATE TINA --TATE Smith vs Wesson Hr. Smith

In this example, the reporter’s initials on the job and the double dash “-” to the left (--PT) tell
your agency: a) reporter PT is assigned to the job, b) the reporter has not yet seen the job and
c) the reporter has not yet confirmed/accepted the job. When you click the job on your main
menu and it highlights. (This is a necessary step when you want to perform any job action.)
Simply highlighting a job on your main menu will tell your agency you have seen the job and
the far-left dash (-) on the agency’s calendar screen will automatically turn to a plus (+):

what your agency sees:
Time Jobit Atty Firm Caption

C 18:88A M TATE TIHA --TRATE Smith vs Wesson Mr. Smith

what you see:

List Jobs: I 11714785  thru I 12784785 E [T Confirm/Accept Highlighted Job

(Today's J o b s)
i Confirm 12/082/05 #01 Fri 18:80A Smith vs Wesson

On your main menu, a “Confirm/Accept Highlighted Job” check-box will appear for the
highlighted job. When you click on the check-box, it will tell your agency you have
“confirmed/accepted” the job and the following screen changes occur:

what your agency sees:
Time Jobit Atty Firm Caption

C 18:86n M TATE TIHA -——-TATE Smith vs Wesson Mr. Smith

what you see:

List Jobs: I 11/14/85  thru I 12/784/85 ﬂ ¥ Confirm/Accept Highlighted Job

(Today's Jobs)

Confirm 12/02/85 #81 Fri 18:808A Smith us Wesson Hr .

Note: Once you “Confirm/Accept” the job, only your agency will be able to remove the check.
Also, only your agency will be able to assign the job to another reporter. Once a job is
highlighted, you can use any of the following Job Actions:

-5-



ReporterSolutions.com Confidential
Main Menu Job Functions

If a message thread exists on the job, you will see an exclamation point (!) in front
Q of'the job’s highlighted detail line. If you want to read the message thread —or-

Job create a new message for the job, just click this icon.
Messages

When your agency responds to a message -or- your agency sends you a new job g

message, you will see this icon on your Main Menu > Message
Waiting

@ This icon will display a detailed information screen on the job. Use this screen to
_ enter estimated pages, update job comments -or- update job demographics. For
Job Details  oxample, you discover the job is Medical/Expert or some other demographic.

The Assignment Sheet icon will display all of the job’s logistical information on a
single window in an easy-to-read format. Date, time, location, directions,
comments, etc. will be included. This information can be copied to
the Windows clip-board and pasted to any word-processor on your
computer -or- it can be printed using the Printer Icon -

AT your agency has a defined Job Preparation Process, use this icon to enter
4/ estimated pages and the dates you complete each step of preparation. It’s an easy-
Preparation to-use screen where completion dates are entered for each step.

to enter who gets billed (select from the on-file attorneys and firms) and provide

@ Billing Instructions can be provided back to your agency for the job. Use this icon
Billing detail on what gets billed.

After a job is billed, use this icon to review your commissions on the job. This
window will also display commissions on each job’s invoice.
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FAQ

Q. What happens if my Internet connection goes down?

A. Remote Acces$ is extremely fast on any kind of Internet Connection, even dial-up. If your
high-speed connection is unavailable, just use your dial-up connection until your high-speed
connection returns.

Q. Why isn’t my User name and password working?

A. The Remote Host allows for three unsuccessful sign on attempts before disabling the
account for a period of 10 minutes. This security measure safeguards the system from
automated attack programs that attempt to break passwords.

Q. Can I transfer Job Assignment information to my computer without printing?

A. Yes. Your connection supports standard Window’s Copy/Paste capabilities. Just highlight
text in any data field on the server and right-click on the highlighted text, then click <Copy>.
Then, using any word processor on your local computer, right-click in a document and click
<Paste>.

Q. Can we call ReporterSolutions for support?

A. To maintain a cost-effective pricing model for this valuable service, please coordinate all
calls through a contact at your reporting agency. Your agency has full support from
ReporterSolutions. If the issue is too technical for your agency, ReporterSolutions will support
you directly.

Q. Why can’t I print? (It never worked or stopped working.)

A. Please refer to the Troubleshooting section in this document.

Q. Ileft my session running at one computer and now I want to connect from another
computer. Can I?

A. Yes. Active sessions will transfer from one computer to the other. It is a good habit
however to close your session when you are finished. Please do not leave your session active
when you leave your computer since someone else can then read and process through your
confidential information!
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Troubleshooting

Having trouble connecting?

Cause: The
IP address of

the remote: The specified remoke computer could not be Found, verify that vou have typed
computer 1s the correct computer name or IP address, and then try connecting again,

ncorrect.

Remote Deskiop Disconnected [g|

Solution: The Remote Acces$ icon is loaded with the address of your agency’s
remote server. If you change this name to any other value, your connection will fail.
If the value is set correctly, your agency’s server may not be available (not common)
so try the connection again in a few minutes.

Remote Desktop Disconnected

Cause: Yo

ur Internet @ The dlient could not connect to the remote computer,

.COI’ll’l.CCtIOI’I Remote connections might: nat be enabled or the computer might be too busy to accept new connections.
1S bemg It is also possible that network problems are preventing your connection.

blocked.

Please try connecting again later, IF the problem continues to occur, contack your administrator,

Solution: Make sure you are connected to the Internet. Try receiving your email or
using your web browser to visit a web site. If your Internet connection is working and
you still receive this message, your Windows firewall may be blocking Microsoft’s
Remote Desktop Connection software from accessing the Internet -or- your Router
may be blocking access to port 3389.

Cause: The UserlID or password

ou are using is not valid. ol
4 £ ,’ ¥ Windows Se

¥ Standard Edition

Solution: If you have made three e
invalid sign on attempts in the past |=<W== 2
10 minutes, Remote Acces$ will ﬁ B LT, SR L
lock you out for approximately 10
minutes. Wait, then retry. ony frome woww. ReportarSolutioscom

i
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Having Trouble Printing?

The most common problem with printing is not being presented with your list of local
printers when trying to print from your remote session.

Be sure to run the remote printing installation routine discussed in this
document! If you installed remote printing, there are several reasons why your local
printers still may not map to your remote session. Try each of the following one at a
time before proceeding to the next option.

1) Clean up your installed printers! The single largest cause for printers not mapping
is old print drivers supporting printers you no longer use. Use <Printers & Faxes> in
Windows to delete any printer you are no longer using. Try connecting and printing
now.

2) Let’s see if the Remote Printing component can detect your printers
without a problem: Start the Windows Control Panel and run the

“Simplified Printing” icon. If you can’t find this icon, Remote Printing
is not installed. You will be presented with the following Remote Print
configuration screen: On this screen, just click <Query Printers>. If the query

finished successfully, try remote
prtrs | conntn | x| Printing again. If not, remove from
Use the Following option o meke the Terminal rver Hink the selscted printer & your local defaut priner. Windows the printer that is Causing
[ Default Printer Spoofing: \ J .
[V I the kerminal server allows, notify active sessions when the current local default printer changes. tro uble Wlth the query'
Use the following to specify which printers are to be created. The server will start with printers in the
“Preferred" list, then the "Available Printers” list, but will never create printers in the "Denisd” list,
“ﬁ,‘;‘i}:;;”f“ Prefonog Pbtees = 3) Ifall else fails, uninstall the
| Screwdriver Remote Printing
<- Remove . .
N routine using <add/remove
po-> programs> in the control panel, then
< Renove reinstall Remote Printing.
Cuery Printers Useft:ns guttorr to rurcetthzupdate ofdthte ;Iien; prinker datatcacheF. T:HS is
useful when a local prinker driver is updated and may support new Features.
ok | concel e |




