
QUICK REFERENCE GUIDE 

WESTLAW FORM BUILDER 
How to create and manage clients  
The Clients feature helps you organize clients and matters, share your work with others in your firm, company, or 
organization, and view in progress or completed documents. 

Accessing Clients 
To access Clients, select Clients in the task bar in the upper right of any page. 

 

NOTE: Westlaw Form Builder also has access points in Westlaw and Firm Central.  

Viewing Clients 
The Clients landing page displays a list of all clients in the firm, company, or organization on the right side. The 
left pane contains a search and browse function to easily navigate to clients and matters. 

1. By default, clients or matters appear in groups of 20. To change this, go to the bottom of the page and 
select 50 or 100 per page in the drop-down menu. 

2. Select the Singular green arrow to advance to the next group or go back to the previous group. Select 
the green skip button to go to the first page or last page of clients or matters. 

3. The screen displays the Client Name, the Client Number, when the Client was Last Modified, and the 
Date Opened. Select the ellipses next to the Date Opened header to modify what columns appear for the 
client. 

4. You can filter the clients to view only clients you have created by selecting My Clients in the drop-down 
menu next to the All Clients title at the top of the page.  

5. Additionally, select the headers in the MY CLIENTS/MATTERS section in the left pane. Open Matters by 
Client, Closed Matters by Client, Open Group Matters, or Closed Group Matters, will show only the 
selected matters or clients with the reflected status. 

6. To search for a specific client or matter, first select the appropriate radio button under the Search field at 
the top left of the screen, Search Clients or Search Matters. Then, type a term into the field. Results will 
auto-populate directly underneath the field. Continue typing until you see the correct client or matter 
and select it. 
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Make this My StartPae
6 Q

1-20of118P

MYCLIENTS/MATTERS
Client Name ClientID Client NumberLast ModifedDate Opened

ClosedMaters by Client
Open GroupMatters
Closed Group Matlers 1234 0887 1111 09/06/2019 09/06/2019

ABCCo. 0741 011110 09/12/2012 11/01/2011
ABCDCorp 0820 11/06/2017 11/06/2017
ACME Corporation 0743 xyz-006 09/05/2017 11/01/2011

Alm,Jeremy 0880 04/11/2019 04/11/2019
AlmLawFirm 0840 05/24/2018 05/24/2018
Apple,Mr. 0847 06/25/2018 06/25/2018
Apple,Red 0868 08/27/2018 08/27/2018
Apple Inc. 0653 123456 06/29/2018 06/29/2018

Baker,Darrell 0866 2 07/31/2018 07/31/2018
Baker,Dillon 590 03 07/15/2018

Best Buy 0904 1209876 03/25/2020 03/25/2020
Brady,Tom 2000 100sw20015 04/10/2019 09/15/2017
Business Name Typed Here 0856 07/12/2018 07/122018
CDE 0802 12234.33 09/05/2017 09/05/2017

Client Bob S590 07/11/2018 07/11/2018
Company,Inc. 0874 1233-5678 09/17/2018 09/17/2018
Cool Business 0939 12/09/2020 12/09/2020
County of Sacramento 0872 08/27/2018 08/27/2018
County of Yuba 0873 12345 08/28/2018 08/28/2018
123456
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7. Select a client’s name in the left pane or in a table on the right to view their client page. The table shows 
all matters associated with that client. Selecting a matter in this table, or a mater folder in the left pane, 
will bring you to the selected client’s matter page. 

 

 

 

 

 

 

 

 

 

Creating a New Client 

There are two ways to create a client: 

• From Clients, navigate to a client list and select the New button in the upper right or left of the page. 

• Selecting Build from anywhere in Form Builder will display the Select Client Matter to Begin Form. Next, 
select the New Client button next to the Client drop-down menu. 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

In either case, the Add New Client lightbox will appear.  

12345.67  Clients Tools  Alerts

WESTLAWFORMBUILDER
THOMSON REUTERS

Q •Enter fom ile and/or fom number National Q

Preview of Fomm 2-140 Certficate of Amend to Articles of Incorporation - Corporation Sole

Return to ist Page 1 of 2 Build

Form 2-140 Certificate of Amendment to Articles of Incorporation For Corporation Sole
Thls Nevada Business Organlzation form Is used by a corporate sole to amend its Articles of Incorporation. Thls form Includes Informatlon regarding the corporate sole and the subscriber or successor.
This form references the following statute: Nev. Rev. Stat. Ann. $ 84.002 et. seq.
“Copyrighl @ 1995-2021 Thomson Reuters"

01160
BARBARA K. CEGAVSKE
Secretary of State
202 North Carson Street
Carson City, Nevada 89701-4201

Website: www.nvsos.gov
(775) 684-5708

Amendmentto
CorporationSole

(PURSUANT TO NRS CHAPTER 84)

USE BLACK INK ONLY - DO NOT HIGHLIGHT ABOVE SPACE IS FOR OFFICE USE ONLY

Certificate of Amendment toArticles of Incorporation
For Corporation Sole

(Pursuant to NRS Chapter 84)
1. Name of corporation sole:

2. The articles have been amended as follows: (providie article numbers, if available)
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Fill in the fields. If you select the radio button for Individual, you must include a first and last name. You also 
have the option to create a new business client by selecting the radio button for Business. If you select the Set as 
default client in Client/Matter Selector check box, the newly created client’s name, or any existing client, will 
appear by default in the Client field in the Selector lightbox when you build forms. 

Additionally, you can immediately add a matter for the client by selecting Save & Add Matter from the Add New 
Client lightbox. 

 

 

 

 

 

 

 

 

 

Editing Client Information 

To edit a client’s information, access the client page in Clients. Select either: 

• The Options drop-down arrow in the search pane on the left and select Edit, 

• The edit button to the right of the client’s name, or 

• The Client Actions drop-down menu on the far right and select Edit Client Details. 
 

 

 

 

 

 

In all cases, an Edit Client lightbox will appear. 

• Make any changes and select Update. If you would like to add a matter, select Update & Add Matter. 
 

 

 

 

Deleting a Client 

Add New Client

Set as default client in Client/Matter Selector
Client Status
 Individual O Business Clear Form

Prefix

First Name (required)Middle Name Last Name (required)

Suffix

Client Number

Address
Address

Line 1 Line 2

City State

Zip Code Country
United States

Save Save & Add Matter Cancel

12345.67 v Clients Tools Alerts

THOMSONREUTERS

WESTLAWFORMBUILDER Enter form title and/or form number National Advanced Search

New Options
ABC CO.|editAlMalters Client Actions

Search Clients O Search Matters1-3

Open Matters by Client
Matter Name MatterID Matter Number Last Modified Date Opened 

1234

ABC Co.
ABC123 ABC123 0005 Test 09/06/2019 07/22/2014

s00p b10 org docs 0108 06/06/2019 06/07/2018

Test Test 0025 12345 10/16/2018 07/27/2016
ABCD Corp
ACME Corporation 20 per page+

+ Alm, Jeremy
ÿ Alm Law Firm
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To delete a client, access their client page in Clients. 

• Select the Options drop-down arrow on the left side and select Delete Client; or select the Client 
Actions drop-down arrow on the right and select Delete Client. 

 

 

 

 

 

 

 

 

 
You must close or delete all matters associated with the client before you can delete the client. A Delete Client 
lightbox will display informing you that this matter will be deleted from all other Thomson Reuters programs, 
including Form Builder, Firm Central, and Westlaw. 

• Select OK to delete the client. 
 

 

 

 

 

Looking for more information? 

Visit legal./solutions.com/formbuilder 
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New Options

EditClientDetails

Search Delete Client

Open Matters by Client
M

1234

ABC Co.

ABC123 AE

Or

Test Te
ABCD Corp

Client Actions

Add New Matter

EditClientDetails

Delete Client

Date upenea

07/22/2014

06/07/2018

07/27/2016

DeeteClient X

DeleteCoolBusiness'andallofilscontents?TheclientwillbedeletedfromVvestlawForm

Builder,Firm Centraland WlestlawNext.

OK Cancel
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