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QUICK START GUIDE

OnePass Sign In

Username
\New UserName Here |

STEP1 P d

Go to firmcentral.westlaw.com and signin || |
. Forgot my username or password

with your usual OnePass.

[ save my Username
L Save my Username and Password
() Don't ask again today What's This?

e

Create a new OnePass profile
Update an existing OnePass profile

Learn more about OnePass

STEP 2
Click on Matters to see all your Client Matters. Select the Client that needs the form. If you don't see your client,
you can also search all matters in the search box.

MATTERS

Seafch Al Matiers u 1-20 0f 127 123450 Sortby: | Cient (A2) v © NewMatter | | g | [} l‘ X
L Selectall  MNo items selectsd
] Divorce Matter A. Sally CLOSED
OPEN/CLOSED December 15, 2015 - April 29, 2016
[} Closed (8)
@ Open (119) 1 Family Law Matter A Sally CLOSED

December 29, 2015 - April 29, 2016

1 Family A . Julee OPEN
@ Seectusen March 24, 2016
DATE OPENED | All v : i

| Copyright Infringement ABC Company CLOSED

December 8, 2015 - July 13, 2016

STEP 3 | = TOOLS

Under the Tools section on the right-hand
lower side, click on Doc & Form Builder Doc & Form Builder
Create New Form.

Create New Form
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Westlaw

Client ID:

STEP 5
You will be transferred to Westlaw Doc & Form
Builder. Enter the Client Matter associated with
your client.

| 1558—152 |'

STEP 6
Select your Jurisdiction or Topics to search for
the correct form for your client.

STEP7
If you have additional questions, Quick Start
Videos are available in the lower left corner.

STEP 8

Wi Browse
Juri Topics
Federal Kentucky
Alabama Louisiana
Alaska Maine
Arizona Maryland
Arkansas Massachusetts
California Michigan
Kansas

IEI Quick-Start Videos = =

Using Do¢ & Form Builder
Build a document
Custom Forms

Default Answers.

Edit Matter Answers
Editable PDFs

Form Sets

Graphical Forms
Multiple versions
Rebuild a document
Search for a document
Sharing documents

California Conservatorship Inventery and Appraisal

When you are in the form, select Build
to begin drafting the document.

»— 4 Build

he BER-_CHERE

North Dakeota
Ohie
Oklahoma
Oregon
Pennsylvania

Rhode Island

. Recent Documents

Simple Will (Spouse A)
CAWD101 | California | Small Estate Wills
Sample Matter

Summeons
FL110.TIF | California | Family Law
Sampie Matter

Motion to Allow Withdrawal of Counsel with Order
FCR2001 | Federal | Federal Criminal Defense
Sample Matter

Agreement for Legal Services
FCR1001 | Federal | Federal Criminal Defense
Sample Matter

Agreement for Legal Services
FCR1001 | Federal | Federal Criminal Defense

STEP9
Select the client matter you are creating for
or input a new client.

Select Client and Matter to Begin Form x
[+ Bulld without selecting a client and matter
Review Prior Answers
Create New Version
® All Clients My Clients
Select a Client v & New Client
® All Matters My Matters
Select a Matter v | © New Matter
~
Default Answer Set -
Primary Set v | @ New Default Answer Set
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STEP 10

o Exit Default Answers

Answer the prompted questions to the best
of your ability.

STEP 1

SELECT the STATE where the ?
DISTRICT COURT is located:
} California v [
heren
Progress: matte
States
Assembly Complete

You have finished assembling your form(s).

Download Form(s)
|f1 Save the form(s) to your computer.

Once you have completed the document,
you can download the completely
assembled form.

Goto Client Go to Start Page

x
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