
QUICK REFERENCE GUIDE 

WESTLAW FORM BUILDER 
How to organize and manage Custom Forms folders 
Custom Forms are easy to organize and manage with folders in Westlaw Form Builder™.  

Using Folders 
To create a folder in Custom Forms, first select Custom Forms from the Tools drop-down menu on the 
homepage of Westlaw Form Builder. 

 

 

 

 

 

 

 

 

 

 

 

CREATE A FOLDER 

Select New in the upper right area of the page. 

A New Custom Forms Folder lightbox will appear.  

1) Enter the name of the folder in the Custom Forms Folder Name field. Below, a copy of all your current 
folders are displayed.  

2) Select the folder you would like to place your new folder into.  

3) Select OK. 
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COPY OR MOVE CUSTOM FORMS TO A DIFFERENT FOLDER 

Select the form(s) you would like to move by checking the corresponding boxes. 

 

 

 

 

 

 

 

 

 

 

Then, select Save to Custom Forms under the toolbar in the upper right area of the Form Actions drop-down 
menu. This enables you to copy or move custom forms from one folder to another. 

 

 

 

 

 

 

Select which folder you would like to copy or move the form(s) to and select Copy or Move. 

 

 

 

 

 

 

 

 

You will receive a confirmation message that your form(s) have been moved or copied. 
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COPY OR MOVE FOLDERS 

To copy a folder, select the folder you would like to copy on the left side of the Custom Forms page. Then, select 
Copy from the Options menu. 

 

 

 

 

 

 

 

 

 

Select the folder you would like to place the folder in and select Copy from the Copy Custom Forms Folder 
lightbox. 

 

 

 

 

 

 

 

 

 

You will receive a notification that your folder has been copied. 

 

 

To move a folder, select the folder you would like to copy on the left side of the Custom Forms page. Then, 
select Move from the Options menu. 

 

 

 

 

12345.67  Clients Tools v Alerts

THOMSON REUTERS
WESTLAWFORMBUILDER Enter form title and/or fomm number All Sta. & Fed. & Nat. Advanced Search

 New Options Angela's Forms
Search Copy
Q Move X Build

 Rename No items selected

CUSTOMF
Delete

peodn ÿ Uploaded By 
ÿ

ÿ Sample Firm LLC 05/14/2018 Angela Booth-Tran 
ÿ All Other Volumes

 Child Custody Disputes New Client Letter 11/09/2017 Angela Booth-Tran 
 Divorce Forms All Other Volumes
 John's CF Sample Closing Letter 04/26/2017 Angela Booth-Tran
 Labor Employment Forms Califomia | Afttomey Client Matters
 Litigation Client Complaint1 Angela Booth-Tran

Longshore - Harbor Cases  Texas Litigation 
Mara's Custom Forms Sublease Template.104 11/21/2016 Angela Booth-Tran

Massachusetts Real Estate
INTAKE 2 11/15/2016 Angela Booth-Tran 
TexasCriminal Defense

20 per page 

 Preferences| Help | ÿ Sign Of 
THOMSON REUTERS

Westlaw Form Builder. @ 2022 Thomson Reuters[ PrivacyContact Us Reference Attorneys: 1-877-889-0799 Improve Westlaw Form Builder

Copy Custom Forms Folder

Select a location where you want to copy'Angela's Forms

Divorce Forms

John's CF

Labor EmploymentForms

Litigation Client

Longshore -Harbor Cases

Mara's Custom Forms

MinnesotaForms

Non-Binding Arbitration Forms

Probate

Tlm's Client - Sample forms (Tlm)

Copy Cancel

'Angela's Forms'has been copied to'Test Forms

 

   

 
    

 
   

   

  

 
 

   

   
  

   
  

    
  

   
 

    
 

  
 

 
 

    

 

 

 

 

 

 

 

 

 

 

 

 

 



How to organize and manage custom forms folders                                                                     REFERENCE GUIDE 

Select the folder you would like to place the folder in and select Move from the Move Custom Forms Folder 
lightbox. 

 

 

 

 

 

 

 

 

 

You will receive a notification that your folder has been moved. 

 

RENAME A FOLDER 

Select the folder you would like to rename from the list of folders on the left side of the Custom Forms page. 
Then, select Rename from Options at the top. 
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Enter the new name in the Custom Forms Folder Name field and select OK. 

DELETE A FOLDER 

Select the folder you would like to rename from the list of folders on the left side of the Custom Forms page. 
Then, select Delete from Options at the top. 

Then, select OK to delete your folder. 

 

 

 

Looking for more information? 

Visit legal./solutions.com/formbuilder 
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