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How to create and manage alerts

Alerts are notifications that are set on individual forms. When these alerts are activated, it means there has been a
change in the form’s format or language that is substantial and may affect the legal sufficiency of the form. When this
happens, you should rebuild the updated forms.

Accessing Alerts

Alerts can be accessed from the link in the global toolbar in the upper, right area of any page.
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Creating an Alert

You can create an alert for any form on Form Builder. You can set up an alert from the Form Preview page, a
results list, the Clients page, the Form Sets page, and the Custom Forms page.

You may create alerts on as many forms as you would like and set up email notifications for yourself and others
in your firm, company, or organization.

Select the form(s) for which you want to create an alert. To create alerts for multiple forms at once, select the
check box preceding each form. You may create up to 100 alerts at a time. Select the Create Alert button in the
top, right area of the page.
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Preview of Form 3-100 Petition for Dissolution, with children (simple)
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Create Alert

Form 3-100 Petition for Dissolution of Marriage (with children)
This form is used in an uncontested dissolution proceeding.
The form (a) idenfifies the minor or dependent children, (b) if applicable, reguests restoration of the client's former name, (c) states that the parfies anticipate executing a comprehensive marital settlement agreement,
and (d) requests the Court to (i) dissolve the marmiage and (i) ratify the marital settlement agreement
More

[caption]
PETITION FOR DISSOLUTION OF MARRIAGE

[Husband Wife Petitioner/Respondent (client)]. [name of petitioner/respondent]. by and through the undersigned attorney, files this Petition for Dissolution of Marriage and states as follows:

1. This is an action for dissolution of the bonds of marriage between the parties in the above-styled cause. specifically Petitioner. [client's name]. born [client's birthdate]. hereinafter
called "[Husband'Wife Petitioner Respondent (client)],” and Respondent, [opposing party's name], bom [opposing party's birthdate], hereinafter called "[Wife Husband Respondent Petitioner

(opposing party)]." Completed Notice of Social Security Number forms are attached or were previously filed with this Court

2. The parties have been residents of Florida for more than six (6) months prior to the filing of this Petition.

3. The parties were married to each other on . and*[ have cohabited together as [husband and wife/a married couple] until their final separation on or about 1#4] are
presently residing in the same house. but not as [husband and wife/a married couple] A separation is imminent]*

4 The marriage of the parties is irretrievably broken.

5 Both parties are over the age of eighteen (18) years*[. [Husband Petitioner] is 2 member of the military service. [Wife/Respondent] is not, nor within a period of thirty (30) days
immediately prior to this date has been, enlisted in the military service of the United States as defined by the Servicemembers Civil Relief Act of 2003]*%[. [Husband Petitioner] is not, nor within a
period of thirty (30) days immediately prior to this date has been, enlisted in the military service of the United States as defined by the Servicemembers Civil Relief Act of 2003. [Wife Respondent]
1s a member of the military service]**[ and are members of the military service]**[ and neither party is, nor within a period of thirty (30) days immediately prior to this date has been, enlisted in the
military service of the United States as defined by the Servicemembers Civil Relief Act of 2003]*.

[ 6. Wife is pregnant. and the expected child is due on or about ___
i e __ ispregnant and the expected child is due on or about

[ 8 __ 1is pregnant, and the expected child is due on or about
I e The minor child[ ren] common to both parties [is/are]

*{{*[Name: [name of minors common to parties]
Birth date: [birth date]

A confirmation lightbox will appear.

o An alert for Pefition for Dissolufion, with children (simple) created
and added fo the Alerts page. To manage your alerts, click the
Alerts link located in the upper right comner of the page.

Once an alert has been created for a form, the form is listed on the My Alerts page on the All Alerts tab.
Selecting Alerts on the global toolbar takes you to the Activated Alerts tab. The All Alerts tab shows all forms for
which you created alerts, as well as other information, including the title, master form link, the date the alert was
created, and the email recipients.
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Activated Alerts

16 x

) Select All flems | Noitems selected

Title Master Form Date Created  Email Recipients ) Email Notification Save
[ Peifion for Dissalution, wih children (simple) 03072022 angela baoth-
3100 | Florida | Famiy Law tran@thomsonreuters.com
[ Research and Development Agieement 1252021 angela baoth- c
21480 Natonal  Business Transactions Solution tran@homsonreuters. com
O Basic Standard of Care (CACI) 05/07/2020 angela booth- [
401 | Caifomia | Calfornia Jury Instructions - Civl tran@thomsonreuters com
O complaint (shel! 0372512020 angela.booth-
3100 | NewYork | Liigation tran@thomsonreuters com
O Agreement of Adoption (Private: 030242020 Add email address(es) for alert o
ATATS | NewYork | Family Law notification
O Addendum to Stipulation of Setisment or A ) 0312472020 Add email address(es) for alert o
2405 | NewYork | FamiyLaw notification
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ALERTS ON MODIFIED MASTER FORMS

Whenever you create a modified master form by editing a master form using the Custom Forms plug-in tool and
uploading it to a folder on the Custom Forms page in Form Builder, an alert is automatically created for the
modified master form (MMF). The alert for an MMF functions the same way that other alerts function. MMFs are
also listed on the All Alerts tab in Alerts.

To disable automatic alerts on MMFs:

e Select Preferences at the bottom of any page.
e Select the Alerts tab

e Deselect the Automatic Alerts check box.

e Select Yes to confirm the deselection.

e Select Save.

= Sign ¢
@ Preferences f Help z-r Zgn OF | preferences -
\Westlaw Form Builder, © 2022 Thomson General Assembly Firm Information Document Formatting Pleading Paper Formatting
Email Settings for Alerts Notification Modified Master Forms Automatic Alerts
Send an email notification when one or more of my alerts has been By default, when an underlying Master Form you used to create a Modified
activated Master Form (MMF) is substanfially changed and updated. an alert icon

automatically displays next to the MMF fitle in Westlaw Form Builder.
Recipients
To:

You may fturmn off automatic alerts for MMFs on which you want to be alerted if
the underlying Master Form is updated by checking the form's check box and

angela.booth-tran@thomsonreuters.com
Automatic Alerts: Set up automatic alerts when the MMF's underlying
Master Forms are updated

Note: By choosing to deselect the Automatic Alerts check box, you are tuming

*Maximum Characters allowed : 100 off automatic alerting and any alert icons currently displaying nexd to all MMF's
will be removed. You will not receive MMF alerts on updated Master Forms
unless you manually set up alerts or keep the Automatic Alerts check bax
checked

m | Close

Automatic Alerts ®

Are you sure you want to deselect the Automatic Alerts check box and tum off automatic
alerting?

If yes, then when automatic alerting is turned off, all alert icons currently displaying next fo all
Modified Master Forms (MMF) on Westlaw Form Builder will be removed. You will not receive
MMF alerts on updated Master Forms unless you manually set up alerts or keep the Automatic
Alerts check box checked.

Yes Cancel

ADDING RECIPIENTS TO AN ALERT

Email notifications can be set up for some or all of your alerts. You can send email notifications to up to 100
people. Email notifications may only be opted out of by the user who created the alert.

Go to the Alerts page and select the All Alerts tab. Then, enter at least one email address in the Email Recipient
field for your desired alert. Press the Tab key or select the field again to add another email address. To delete an
email address, hover your mouse over it and select the email when a strike-through line appears.

Select the check box in the Email Notification column to turn on the email notifications. Select Save to save your
changes.
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4. My Alerts

Activated Alerls  All Alerts

16 x

[ selectAllitems | Noitems selected

Title Master Form Date Created || Email Recipients [ Email Nofification Save

O Petition for Dissolution, with children (simple) 03/07/2022 e ———— Save | Cancel
3100 Floida | FamiyLaw g e .

[0 Research and Development Agreement 127152021 P =~ : Save | Cancel
angela booth-tran @thomsonrzuters. com
214:30 | Hational  Gusiness Transactions Solution g =

[0 Basic Standard of Care (CACI) 05/07/2020 angela booth- Save
401 Calfornia | California Jury Instructions - Civi tran@thomsonreuters com

O Complaint (Shell) 037252020 angelabooth- sa
3400 NewYork  Litigation tran@thomsonreuters com

O Agreement of Adoption (Privale Placement) (OCA 2-5) 0372472020 Add email address(es) for alerl ] Save
17475 NewYork | Family Lav nofification

O Addendum to Stipulation of Seftlement or Agreement - DRL 255(2) (OCA) 0372412020 Add email address(es) for alerl ] sa
2-405 New York Family Law notification

VIEWING A TRIGGERED ALERT

When an alert is triggered, you will immediately receive an automated email from Form Builder. Also, when
alerts have been activated, the white Alerts Bell icon changes to yellow and the activated alerts will be listed in
the Activated Alerts tab in Alerts.

DELETING AN ALERT

To delete an inactive alert, go the All Alerts tab in Alerts. Checkmark the alert(s) you like to delete and select the
red X in the top, right area of the page.
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I Activated Alerts Al Alerts I

1-6
[ select Al liems | 2items selected  clear selecied Delete Alert
Title Master Form Date Created Email Recipients [CJ Email Nofification Save
s—

Petition for Dissolution, with children (simple) 03/0712022 angela.booth-
3-100 Florida Family Law tran@thomsenreuters.com

Research and Development Agreement 127152021 angela.booth- Save
214.80 Mational Business Transactions Solution tran@thomsoenreuters.com

[ WBasic Standard of Care (CACI) 05/0772020 angela_booth-
401 California California Jury Instructions - Civil tran@thomsonreuters.com

O Bcomplaint {Shell) 03/2512020 angela_booth- O Save
3-100 HNew York Lifigation tran@thomsonreuters.com

O iAgreement of Adoption (Private Placement) (OCA 2-B) 032472020 Add email address(es) for alert O Save
H7-175 New York Family Law notification

m} 1 1o St ion of Settlement or Agreement - DRL 255(2) (OCA) 0372412020 Add email address(es) for alert O Save
2-405 New York Family Law notification
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Confirm your selection(s) by selecting OK.

Delete Alert(s)

Are you sure you want to permanently delete the selected Aleri(s)?

Close

NOTE: To delete an active alert, go to the Activated Alerts tab and follow the same process as above.

Looking for more information?

Visit legal./solutions.com/formbuilder
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