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.
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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)
3)

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

New Custom Forms Folder

x
Search within this folder Custom Forms Folder Name
CUSTOM FORMS -

CUSTOM FORMS

£33 Custom Forms

+ [ Ben's Custom Forms
B Child Custody Disputes
ES Divorce Forms
ED John's CF
B3 Labor Employment Forms
ES Litigation Client
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E2 Mara's Custom Forms

B2 Minnesota Forms
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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.
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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.
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Select which folder you would like to copy or move the form(s) to and select Copy or Move.
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You will receive a confirmation message that your form(s) have been moved or copied.

e 6 of 6 itemns copied to "Angela's Forms'.
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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.
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Select the folder you would like to place the folder in and select Copy from the Copy Custom Forms Folder
lightbox.

Copy Custom Forms Folder *

Select a location where you want fo copy 'Angela’s Forms'

[ Divorce Forms -
E= John's CF

B2 Labor Employment Forms

B9 Litigation Client

2 Longshore - Harbor Cases

B2 Mara's Custom Forms

E2 Minnesota Forms

E= Non-Binding Arbitration Forms
[ Probate

2 Tim's Client - Sample forms (Tlm) -

=

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

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

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

Move Custom Forms Folder x

Select a location where you want to move "Angela's Forms'
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You will receive a notification that your folder has been moved.

0 ‘Angela’s Forms' has been moved to 'Angela's Forms'

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.

Rename Custom Forms Folder x

Custom Forms Folder Hame:

|Ange\a Forms 2

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.
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Then, select OK to delete your folder.
Delete Folder x

Delete "Angela Forms 2° and move all of its contents to Trash?
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Looking for more information?
Visit legal./solutions.com/formbuilder
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