
QUICK REFERENCE GUIDE 

WESTLAW FORM BUILDER 
How to set your preferences 
Westlaw Form Builder™ allows you to change some generic aspects of the application, such as the time zone and 
formatting of documents.  

Accessing Preferences 

To access the Preferences menu, select  in the top, right corner and select Preferences. 

Select the various tabs to make changes. When done, select Save at the bottom of the Preferences lightbox. 

 

 

 

 

 

 

 

 

 

 

GENERAL TAB 

The General tab enables you to change the Time Zone as well as the Download Format of your documents. 
Select the option you want to alter and select the appropriate choice in the respective drop-down menu. For the 
Download Format, you can choose either Microsoft Word™® or WordPerfect®. Selecting Apply to my download 
format to Graphical Form check box will change the graphical forms from downloading as PDFs to 
downloading as the format you selected the Download Format drop-down menu. 
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ASSEMBLY TAB 

The Assembly tab enables you to alter the Placeholder for Skipped Questions. The default place is 
[*_____________*]. This placeholder for skipped questions will appear on all preview of the form as well as in the 
downloaded forms. To change it, type a new placeholder in the field. Ensure the placeholder is something you 
will notice so it is not ignored (potentially resulting in an incomplete form being submitted to the court or client).  

NOTE: You should not use numbers as your placeholder. 

 

 

 

 

 

 

 

FIRM INFORMATION 

Firm Information allows you to edit the name of the firm, company or organization as well as edit or add contact 
information. Replace or add information as necessary by typing in the fields. These fields will automatically populate 
your forms where necessary. Select the Do not use firm information for default answers check box to use different 
firm, company, or organization information to populate your forms. 

 

 

 

 

 

 

 

 

 

 

 

 

DOCUMENT FORMATTING 

The Document Formatting tab enables you to change the default font for graphical forms as well as the font, line 
spacing, and justification for text documents. Form Builder automatically matches the font of the form being 
built unless you change these settings. 

To make changes, select the appropriate check box to activate their drop-down menus. 
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PLEADING PAPER FORMATTING 

The Pleading Paper Formatting tab enables you to alter the margins, line spacing, vertical borders, and number of lines 
on pleading papers. Each check box defaults to being selected so that the fields are activated. Make your desired 
modification by selecting them from the drop-down menus or the appropriate radio buttons. 

 

 

 

 

 

 

 

 

 

 

ALERTS 

The Alerts tab enables you to set up email notifications for alerts as well as modify the setting for alerts concerning 
Modified Master Forms. Select the Send an email notification when one or more of my alerts has been activated 
check box to allow Form Builder to send an automated email when an alert has been triggered. You must enter an 
email address in the Recipients To: field if this box is selected. You can enter up to 100 email addresses. The Modified 
Master Forms alerts, unlike other alerts, are placed by default on all Modified Master Forms you have created. To 
disable the automatic alerts for Modified Master Forms, deselect the Automatic Alerts check box. 
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Looking for more information? 

Visit legal.solutions.com/formbuilder 
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