QUICK REFERENCE GUIDE

WESTLAW FORM BUILDER

How to download and modify Master Forms

You may download an existing master form, modify it, and upload it to Form Builder™ as a Custom Form, known
as a Modified Master Form (MMF). The difference between a downloaded Master Form and a Blank Form is the
Master Form contains question numbers in the body of the form and may be modified only by adding or deleting
text. Question numbers may not be added or deleted.

Downloading a Master Form

To download a Master Form, navigate to its preview page. Select the Download Master Form button in the
toolbar in the upper right area of the page. The Download Master Form lightbox appears.

Select Download and save the Master Form to your computer.
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Modifying a Master Form

To modify the master form, open the file in Microsoft® Word®. Select the Westlaw Solutions tab and then select
Custom Forms. Enter your OnePass username and password.
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For a Master Form, you may modify the existing text by adding your own language and/or moving or deleting
text in the master form. You cannot, however, change, add, or erase questions. This will compromise the integrity

of the Master Form, and it may not build correctly in Form Builder.

When you have finished modifying the Master Form, select Save to save a version to your computer.

To upload the form to Form Builder, select Upload.
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The Custom Form Properties lightbox will appear. The File Name field will automatically be populated with the
file name and cannot be changed. The Custom Form Name field is automatically populated with the file name.

To change it, enter a new title into the field.

Select OK.
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The Upload custom form to lightbox will appear. It displays the folders you have created in Custom Forms in
Form Builder. Select the folder you want to upload the form to and select Upload.

You will receive a confirmation message that your form was successfully uploaded.
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Once you upload the Master Form to Form Builder, it becomes an MMF. Unless you change the setting in
Preferences, an alert will automatically be placed on the MMF.
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activated. Master Form (MMF) is substantially changed and updated, an alerd icon

automatically displays next to the MMF fitle in Westlaw Form Builder.
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Looking for more information?
Visit legal./solutions.com/formbuilder
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