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1 Introduction

TXdocs Version 2.2 offers a modern well organized interface that
makes it easy to find and use the comprehensive set of features that
are included in your TXdocs subscription.

Tx)
Documens PacieMimgement  Toos _ Chents®Coses  ching  Setings _ Utles _ Leaming Center_Help

y 3
B A BB R e Tris displays al
Documents | Assembisc | Gontarts | Form Sats | Woranest | Tok | Wi | Domnioad | ‘Processor. documents tab. Any open practice
V. management items will be
Contacts Manager L [ Billing X J/Calendar_X| Case Manager x| Deadlines Manager X | Emil Manager_X | Phone Slips X | Tosk Manager_X] displayed as pinned tabs Appointments Today [}
‘ The currently selected tab Harrison Cohen | Group
The upload download button is highlighted in orange. ) hm WMeeting with a Client
- is unique to anywhere. This . ’
e ] ‘\ will open the interface to
/ ) . upload documents into the B
This will display @ | anywhere system or download This will display
breakdown of your || iieq onto your computer any upcoming
contacts and cases —_— appointments or
You can filter by client r;‘et:temg:‘es:;:f
name or by case \ )
description ‘
, Tasks 2
you can set the This will day Harrison Cohen ~
window to display for upcoming %
asingle attorney. = s— deadlines or
= = tasks

The small buttons at
the top can create
appointments,

emble New Docu se umer
phoneslips, or pull up
\ atimer )

CLICK HERE to
begin assembling a

CLICK HERE to start
reassembling an

Any open
phoneslips will
be listed at the
bottom right -
Phone Slips 2
Harrison Cohen v

new document existing document
203021 | Cain Karma | (168) 4646161
Call Recei ack
| &
‘Txdocs support. (210) 253-9506 / suppori@xdocs.com T mases | 1 Switchto,

TXdocs is organized in 8 major categories:
(1.)Documents

(2.)Practice Management (Available only in TXdocsPLUS)
(3.)Tools

(4.)Clients & Cases

(5.)eFiling (coming in the Fall of 2020)

(6.)Settings

(7.)Utilities

(8.)Learning Center

Each category can be selected by clicking the appropriate tab at the top
of the ribbon bar

DOCUMENTS TAB

TXdocs © 2022 Schoolcraft Legal Systems, Inc.
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% TdocsPlus — a x
/ ™~ - Documents Practice Management Tools Clients & Cases eFiling Settings Utilities Learning Center Hel
: < obi = o TEEEEENE
Click on th_ls option to = Do D@ 3 l—; @ Microsoft Word Select your word
open the first page of Assemble Recently Tables of  Create Create Quick Format | SelectWord processor Of choice
assembly Documents = Assembled | Contents Form Sets Worksheet | Text  Wizard | Processor
. ? " Click HERE t
/ icl 0
Thls will list the / s - change the
last document 4 ~ .
‘ | create a Setup formating of our
assembled by Create . d t
| TXdocs quz_estlon macros to 5 ocuments
Nt document printout be usedin |~
= sets ! P panels
. \ / .
View all of
our forms
\L
Documents Tab information
% TdocsPlus — a x
Documents Practice Management Tools Clients & Cases eFiling Settings Utilities Learning Center Help
23 E ('@ ﬁ 5‘j " This opens up the billing
s . \ interface. Create statements
Calendar Case Phone Slips Email Task Deadlines Billing
S_IICK on this button to Manager ~ Manager | Manager Mangger = Wanager & Manager per case or through a
isplay a break down
N X L | monthly run. |
list of appointments in /
a day/week/month \ ( N \
view Phone S|Ip5 Breaks down a (%Erea‘ce dTatcih?es
. added can be set of task you °© CW’;P ete for
~ seen here can set per case up and clommg
The button opens | 210 AN trials
b UkP a \glndow This breaks down emails -
reta m% own catse sent out by TXdocs. If you
no elsé docu;’_len o are a classic user the
d redla ¢ padles, email manager can
\ deadines and more connect to outlook )
Practice Management Tab information
_— TAdocsPlus - a x
" Child suppor‘t "'T
dC?lCUla‘tOr‘ I _X-) Dacuments Practice Management Tools Clients & Cases eFiling Settings Utilities Learning Center Help
elinquency, . ’ ~
inventory, and 1:. j = r éj 1 ﬁ ‘.‘ % B ‘-‘ Import a pdf ‘
\__redactor ] "oy iaw provste Guardianship Business | Glientweb | Texas  Oficals Aomeys Confict  Deadine ImportGlient answer set |
- Tools Tools Tools Tools Senices Codes Directory Checker Calculator  Waorksheet N v
| Prc;bate 4 f \ Calculates
nventory an ~ diffrent commen
‘ accounting ' Loads a por‘tal ( This list breaks | deadlines
— ~ [ Loan to the Texas ‘ down all other
Guardianship Amortization Codes attorneys ~
inventory calculator Runs the
accounting and |\ \ conflict checker |
2.l [ Sendoutan | o ictor ' '
reporting intake form for play .
. emails, websites,
your client

and numbers for
several county
clerk offices.

Tools Tab information

CLIENTS & CASES TAB
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x - o x
- Documents Practice Management Tools Clients & Cases eFiling Settings Utilities Learning Center Help
| ¢ T —————————
~ | K a 3 / N\
Edit Case Print Close Reopen
Edit the answers Answers ClientList |ClientsiCases Clients/Cases reopen any closed
for a case client or cases
\ Vs N e N A\
Print out a contact Close any client,
listin a pdf format contact or cases
\ J RN
Clients & Cases Tab information
e ———— -
Click HERE to _) Documents Practice Management Tools Clients & Cases eFiling Settings Utilities Learning Center Help
begin eFiling E '@ = | o .
= l S / Y
‘ with TXdocs = A ¢ Cases pulled from your
\ eFile eSenice Case Status Al Manage Link TXdocs eFile account can be
N Only Status | Cases Firm cases .
™~ Texas efiling | linked to & TXdocs Case
If you need to - -
A - =
?Fly e;erwc;_a E The manage button
fiing then click ™ Y i displays the listed
. on this button Displays the Displays the status P y{_t g
S | f || eFiled cases users, attlorneys, an
status for only orater service contacts
a single case Accepted, Canceled, '
\_ | Rejected, Reviewed,
and Submited
eFiling Tab information
% TXdocsPlus
Vo
I _X) Documents Practice Management Tools Clients & Cases eFiling Settings Utilities Learning Center Help

i&u
/ Fi F' |
Change staff membe r Sefiings §;§.ﬁ2§

information, payment

v| Show today's appointments |v| Show tasks 4 ThIS WI” change N

what is displayed
upon opening the

6!

Billing System
Settings Settings

| Show phone slips | Show contacts

info, enable the

phone app and more
\ Changes |nformat|on

for the logged in user.

This can be calendar
changes contacts
displayed in the
contact manager,
(Classic only email
setup)

N

Settings Tab information

UTILITIES TAB

program

View
Y .
Add security or and

Change how we setup smtp email
create statements, settings
formating changes

\ to time changes |

L
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X TxdocsPlus

' A < Documents Practice Management Tools Clients & Cases eFiling Settings Utilities Leamning Center Help

Import information = Y oy A | 4 N

= i) A 5 . .
from other -‘Lo Dﬂ ; L% = [__7+ N Click on this button
Import Export Check for Edit Edit Default Beginning Use State Bar i

assembly systems Data Data Updates Templates Answers | Balances ' Family Law Forms to |mport the latest
\ / statebar forms

. 7 S

Export TXdocs -

Clients, Cases, = ’ - 5, Beginning
and Answers (Classic only ) Edit our N Edlt default balances are setup
\ this option templates to answers through this table
. allows for the change the setup for
program to be wording of our TXdocs

\_ updated) A forms

Utilities Tab information

LEARNING CENTER TAB

_) Documents Practice Management Tools Clients & Cases eFiling Settings Utilities Learning Center Help

= e,
o " oo
B Review our
Schedule Free Training .
Training Videos selection of
* | training videos |

g Setup training with )
one of TXdocs

| Service members
M

Learning Center-.Tab information
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2 Getting Started

Although you are undoubtedly anxious to get started assembling
documents, you REALLY NEED to take a few minutes to set TXdocs
up to work the way you want it to. This will save you lots of time and
effort n the long run.

Setup - Firm Settings

Start by telling TXdocs a few things about you, your firm, and how you
want to work. On the ribbon bar on the main window, select the Settings
tab and click Firm Settings.

Complete the following:
e Manage Staff - add your personal information as a staff member

e TXdocs Account - look here to verify that we have the correct name
and other information for your firm.

e Contacts and Cases - Add case Ides to the contact manager

e PhoneSlips - Set up phone slip actions and the priority of those
actions

e Shortcuts - Add short cuts to case notes and calendars
e Phone App - Enable the phone app for the user

e Miscellaneous - Enables the efiling service and auto save

TXdocs © 2022 Schoolcraft Legal Systems, Inc.
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X TXdocsPlus

_X) Documents Practice Management Tools Clients & Cases eFiling I Settings I Ltilities Learning Center Help
4"_‘ O % v Show today's appointments [v| Show tasks
fal o> 6 3

v Show phone slips Show contacts

Firm Personal Billing System
| Seftings | Settings Settings Settings

View

JabeUR Y SBIUOD
e

£y Firm Settings
Flzﬂ A

Manage Staff Staff Members

TXdocs Account Bobby Rodriguez

Firm Information Dolorus 0. Meworth

Subscription Details

Bobby Rodriguez

Harrison R. Cohen o
Payment Method Initials:  RER

Account Password Office phone: 2102539506
Cell phone: 2108548602

Contacts and Cases Fax:
Contacts and Cases Email: training@txdocs.com
] Attorney Barno: 0182935
sy Timekeeper  Bilingrate:  300.00

Phone Slips

Shortcuts

Case Note Shortcuts Add III Edit H: Delete ]
Calendar Shortcuts

Phone App

Phone App Users

Miscellaneous

[ Save and close ] la Close l
_Miscellaneous M

Setup - Personal Settings

It is also very important to make sure TXdocs knows which word
processor you are using. If this is not set correctly, TXdocs may not
format your assembled documents to display or print properly.

On the main window's ribbon bar, select the Settings tab and then click
on Personal Settings.

TXdocs © 2022 Schoolcraft Legal Systems, Inc.
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E T

(Tyr)

- ocuments ractice Management jools ients ases eFiling ettings tilities earning Center el

_X Di p Manag Tool Clients & C i Setting Uil L g C Help
1

i v| Show today's appointments |w| Show tasks
@ ] 6 &

v Show phone slips Show contacts
Firm Personal Billing System
Settings Settings Settings Settings
5 View
o
=
El
=
; g"_-. Personal preferences - Harrison R, Cohen *
3
2 (“General ~
=) ‘Word processor
General
Microsoft Word 7 Change word processor
Contacts
Contacts
Completed client documents folder
Caloasdar This is the folder where your assembled documents will be stored. TXdocs will create a subfolder for each case
R Folder. [¢ISLSCHDRunTimelClientDocs |
eFiling
SFiT Enable Spelling Checker
Review previous answers
Workspace
Setup your workspace
Email
Email v

T o) @)

Your next step is to either take time to read an overview of TXdocs and
what it has to offer or get straight to assembling documents. For
information about either of those choices, make your selection below.

Introduction to TXdocs

How to assemble documents in TXdocsPLUS
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3 Settings - Customizing TXdocs
3.1 Firm Settings

Firm settings apply to everyone in your firm. If you want to customize
how TXdocs functions for you specifically, you need to use Personal

Settings

Firm Settings Table of Contents

3.1.1 Manage Staff

You need to add everyone in your firm who might be using TXdocs into
the list of staff. The information about that person that you enter will be
used throughout TXdocs and it will save you a lot of time in the long run.

Click Add, Edit or Delete to manage the people in your staff list.

X Staff inforration Wil Ba Changaed =

Cararal CHgited S graki
MaTa:  [Hamison Cahen Fifials e | o sign on)

(ffice phone: |24 2530506 Cell phana (555) 555.5555 Fm o s s a3

Emai: | B DR O3 0 05 LI

After inserting your [ anamey Barbo  |1238967EE

password we hide the E] Tmekzapar - calendar & Giling After inserting your

character that "':dkdr Haurty BHing rate: 300 password we hide the
up the passwo Feogular want color Cobir nol Sea charachar that maxe up
) the passwrd
Racymng want (lor LA o S — =
] wabile 3op 1ogin allawad dpp Pazsamed | wawes

[ use akemakss amall far remirsiens
[ use akemake phone kor reminders

| [ nickide e in THdaes’ rformaion emaks
SWreIe | Snceraty
T ]
I
Harmson Cah |

Gignalure | TaDuis =
DX 7 | a0l Py Braakmr R, Suie &
pleadings. |Lniersal Cil, TS TB1dE
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3.1.2

X Staff Information Will Be Changed %
General Digital Signature

A digital signature, or e-signature, refers to data in digital form which is used by the signatory to sign.

Digital signature for Harrison Cohen

Type of e-Sign

® Text Example: Is/ Harrison Cohen

Let T¥docs automatically e-Sign assembled documents
() Never

() Always

(® Ask during assembly

.__\‘

\J After completing the last panel
= Y

for a template a message will
N\ appear asking if you want to
1 digitaly sign your document(s).

=) [@ =)

TXdocs Account

This section deals with your account and subscription details. The
displayed firm information for your firm's name, address and primary
contact can not be changed by you. You will need to contact TXdocs
and we can help you make any necessary changes.

Subscription Details: click Change your subscription to change
the product you subscribe to and/or your number of concurrent licenses.

Payment Method: You can pay your monthly subscription fee by
credit card or by ACH drafts against your bank account. Click Edit
payment options to set up your payments.

TXdocs © 2022 Schoolcraft Legal Systems, Inc.
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Account Password: When you log in to change your payment
method, you will be asked for a password. Set or change that password

here.
“Firm Settings The firm information %
Lists vour screen lists your
currgnt Staff contact information
subscription g ) This Software |s Licensed To

information Mot a REAL Firm

TXdocs Account Address

Firm Information Line1: 404 Pat Booker Rd

Subscription Details Line 2:

Payment Method
ccount Password . City,  Universal City State: TX  Zip: 78148
Change the - ~

Contacts and Cases

current Change your card
password on Contacts and Cases information or ~ Ponen
the account y ACH paym_ent @bdocs.com
v, Phone Slips type on this
3-0506
Phone Slips screen
Shortcuts
Case Note Shortcuts
Calendar Shortcuts
Phone App
Phone App Users
Miscellaneous . [ Save and close ] [m Close l

3.1.3  Contacts and Cases

Check here if your firm assigns ID numbers to Clients: Some

firms assign ID numbers to clients as they open them. For example
"2021-ALS-132". If you want to include client ID numbers when you
add a client to the system check this box.

Default area code: Whatever you fill in here will be the area code
initially filled in when you add a new client.

Check here if your firm assigns ID numbers to Cases: Some firms
assign ID numbers to cases as they open them. For example "2021-
ALS-132". If you want to include case ID numbers in addition to case
descriptions, check this box.

Check here if you want to organize your cases using case types:
If you check this box then you can add as many case types as you wish:
You can use general types such as "Family" or "Criminal" or you can be
even more specific like "Divorce" or "Set Bond ". You will be able to
sort, filter and report your cases by case type.

The case types that you add to the list will be available for you to
choose from when you add a new case.

TXdocs © 2022 Schoolcraft Legal Systems, Inc.
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3.14

a‘h Firm Settings

Staff

Manage Staff

TXdocs Account

Firm Information
Subscription Details
Payment Method

Account Password

Contacts and Cases

Phone Slips

Phone Slips

Shortcuts

Case Mote Shortcuts
Calendar Shortcuts

Phone App

Phone App Users

Miscellaneous

Contacts and Cases

Contacts

Check here if your firm assigns ID numbers to clients

Def: rea code: l:l

[J Include client number in the Contacts Manager

If you want to included these ID numbers in the A
Contacts Manager list, then select the second
checkbox and have the values searchable

Cases

Check here if your firm assigns 1D numbers to cases

Check here if you want to organize your cases using case Types

. '
Business Org

Civil Lit Y3 Edit

| Case Type

[JInclude case number in the Contacts Manager

Criminal s

Family Law = Delete

Guardianship

\

If selected the added
case types can be set
on any added/edit
cases. Additionaly, the
contacts manager filter
will now display case

types.

Save and close ]

[@ oo )

Phone Slips

When you create a phone slip you select an action to go with the the
phone slip. Initially TXdocs is set up with the ones shown in the list
below. You can add, edit, delete and reorder the items in the list.
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3.15 Case Note Shortcuts

Shortcuts let you set up hotkeys to insert standard language into a case
note. For example, you could set up a shortcut of "/mwc" that would
insert "met with client" into any case note you are editing.

3.1.6 Calendar

Shortcuts let you set up hotkeys to insert standard language into an
event description. For example, you could set up a shortcut of "/occ"
that would insert "office conference with client" into any event you are
editing.

3.1.7 Phone App

TXdocsPlus subscriptions include a phone app that can be run on your
cell phone. It provides your client/case list and your calendar. It also
lets you create time slips and expense slips form your phone. You must
check the Phone App enabled box here in order to enable phone app
use by your firm.

After you have enable the phone app here, you can go to your Manage
Staff setup page and enable phone app usage there the members of
your firm that you want to have this kind of access.

You can download a short manual on how to setup and use the TXdocs
phone app here:

Download TXdocs Phone App Manual

3.1.8 Miscellaneous

Enable auto save during assembly: Generally you want to leave this
box checked because it tells TXdocs to save the answers you are
entering while assembling documents. With this feature turned on,
TXdocs will periodically save your answers so you don't lose them in the
event of a power failure or some other catastrophe.
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g{" Firm Settings

Staff Auto Save Answer Data

Manage Staff

Enable auto save during assembly

TXdocs Account

Firm Information
Account Password

Subscribe Now

Contacts and Cases

Contacts and Cases

Phone Slips

Phone Slips

Shortcuts

Case Note Shortcuts
Calendar Shortcuts

Phone App

Phone App Users

Miscellaneous

Miscellaneous
Settings

B Training Video [ Save and close ] [ B Close

3.2 Billing

TXdocs' billing system is the most customizable part of the entire
program. There are an awful lot of options so we hope this help system
will help you understand how to use them.

3.2.1  Billing Preferences

Statements are due: TXdocs uses this entry to calculate the "Due
date" that is printed on the statement.

Printer: Your selection here simply sets the printer that will be

preselected whenever you generate statements. You will always be
able to select a different printer when you are getting ready to print.
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Consolidate statements if client has multiple cases: This applies to
when you are generating monthly statements. If you select this option
then TXdocs will generate one statement that includes charges and
payments for all cases you have for each client. The charges and
payments will be shown in different sections on the statement for each
case. NOTE: When you add a client to TXdocs, you have the option to
"Consolidate statements" for that client. If you set the client to
consolidate, then TXdocs will consolidate cases for that client even if this
option is not selected in preferences.

Automatic application of available trust funds: TXdocs can will
automatically apply any available trust funds to the balance due on a
statement and insert an item showing this on the statement. This setting
tells TXdocs to preselect this option when you are adding a case into
TXdocs.

Allow Monthly Fee: Some people call these monthly service fees or
monthly retainer fees. Basically, it is a monthly charge to a client for
simply being available to them. Selecting this option gives you the
ability to set a monthly fee for a case as you add the case to TXdocs.

(You can also edit a case to add or remove a monthly fee.) If you select
this option, then the additional fields next to it become visible.

Amount: This entry field is where you set the amount of the fee
Fee label: This is the description that shows on the statement.

Allow alone on a statement: Select this option if you want TXdocs
to put this fee on a statement even if there was no activity for the
billing period.

Default Payment Type: This option just tells TXdocs what you want
preselected when you enter a client's payment into TXdocs.

TIME INCREMENTS - these settings tell TXdocs how you want to
account for and bill for your time.

Increment Type: Select how you want to reference time spent on a
task.
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Bill for time in increments of: When you are creating a time slip, this
determines what type of number is valid. For example, if you set the
time increment to "5 minutes”, you would not be able to enter "17
minutes".

Default timeslip duration: This tells TXdocs what you want a timeslip
preset to when you are creating a new one.

Round up timer: When you use TXdocs' timer feature, the timer will
normally round down to the nearest valid time increment when you stop
the timer. This option will cause TXdocs to round up.

Enable emailing statements: Select this option if you want to have
the option to email statements to you clients. NOTE: If you select this,
you can go to "Customize Statements" and set up the text that you want
on the email that sends the statement.

Statement date is Bill to Date: When you generate statements, you
must tell TXdocs which items to include in the statement. That s, do
you want to include every charge and payment up to today, or do you
only want to include charges and payments that accrued through the
end of the previous month. This option tells TXdocs to be preset to
include everything up to the present moment.
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© Billing Settings X

Billing

Billing Preferences

Customize Statements Billing defaults
Expense Types

Document Pricing Statements are due E : days after the statement date - it can be changed as you generate statements

Rate Schedules
Printer: Mo Printer Selected E}
Billing Shortcuts

StatementEmail Consolidate statements if client has multiple cases
Trust
LawPay

[] Allow Manthly Fee

Default Payment Type: Credit Card ~
Time Increments
Increment Type =
Bill for time in increments of: 0.10 +| Hundredths of Hour [] Round up timer
() Minutes
O Tenths Hour Default timeslip duration: 0.00 : Hundredths of Hour
® Hundredths Hour
Statermnent date is Bill To Date o ; It

Billing preferences first tab allows
you to change how a statement time
and fees are calculated

[ Save and close ] l B Close

3.2.2 Customizing Statements

Show timekeeper's initials on statement: Select this if you want to
show who did the work that is being billed for.

Aged receivables: This will insert an aged receivables section at the
top of the statement to show the amount and age or previous balances
still due.

Long description: By default, TXdocs will only show the short
description you provided for each time slip and billing slip. If this option
is selected, then the complete description that you enter for the slips is
printed (up to 5,000 characters).
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Use 'Invoice' vs. 'Statement': By default, TXdocs uses the word
statement. Like "Statement date:. This option tells TXdocs to use
'Invoice' instead.

Rate and\or Duration on statement: Choose if you want either of
these to be printed for all time slips.

Location: If you use pre-printed statement forms, use this section to
tell TXdocs where to print the statement.

Statement Format: The first image below shows the "Original
Statement" format. The second image shows the "Statement w/
Sections" format. You can also custom design statements to look any
way you like. There is a completely different help section on custom
designing statements.

© Billing Settings

Billing \
Customize Statements

Billing Preferences

Customize :Formatl Statement Mumber Style  Messages
Statements

Show timekeeper's initials on staterment Upon first reaching the
format screen you want to
select a format type.
Qriginal will display all

Use 'Invoice’ vs 'Statement’ items together.

Expense Types
Document Pricing [ Aged Receivables
Rate Schedules Long Description
Billing Shortcuts

Staternent Email
[] Aggregate Previous Balances

Trust . . .
LTUSP Show Timeslip Discount .SECtlons WI" brea_kup It_ems
awray into categories Timeslips /
Rate and\or Duration on statement E)(pense Sllps / Payments
() Meither (@ Both () Rate Only (7) Duration Only
Lastly Custom has the
Location of client's address on statement in inches bOdy of Sections, but the
Left margin: inches Top margin: 2.00 inches headmg can manlpu'_ated'
Statement Format
() Original Statement (® Staterment w/Sections (O Custom )" Custom Design
[ Save and close ] l a Close
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TXdocs
Optionally change this . )
to "Statement date-" 404 Pal Booker Rd. Aged receivables option.
SUITE 1000

Universal City, TX 78148

Invoice date: 7/31/2020
Due date:  8/11/2020
Jane Doe
Total due: $3,133.75
Cur: 30: 60: 90+
You can show the timekeeper's 1.487.50 31875 1,327 50 000
initials in this column.
Ca Divorce
Divorce
5/31/20 Balance from statement dated 5/31/20 1,327.50
6/30/20 Balance from statement dated 6/30/20 318.75
7/07/20 Depositions Duration 3:30 Rate 425.00 1,487.50

BALANCE DUE FOR THIS CASE / 3,133.75

[ Optionally show the duration and rate for time slips. )

TXdoecs
404 Pat Booker Rd.

This shows a statement with sections. SUITE 1000
Universal City, TX 78148

Invoice Date: 7131720
Jane Doe Due Date: 8/11/20
Total due: 3,133.75
Cur. 30: 60: 80+
1.487.5C 31878 1.327.50 0.00
Case: Divorce
Previous Balances
Date Description Amoun
5/31/20 Balance from statement dated 5/31/20 1,327.50
6/30/20 Balance from statement dated 6/30/20 31875
Previous Balance: 1,646.25
Billed Time
Date Time Activity Time Rate Amoun
Keeper
7/07/20 Depositions 330 425.00 1,487.50
Total Time Billed: 1,487.50 3:30
Total due for case: Divorce 313375
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Statement Number Style

This section lets you set up TXdocs to generate a unique number for
every statement.

Use Statement Number: check this box to tell TXdocs to generate
and print unique numbers for every statement

Statement Number Format: Select whether you want just a number or
if you want TXdocs to prepend the current year/month/date to the
number.

Prepend Client number: Select this if you use client numbers[z]and
if you want TXdocs to prepend that to the statement number.

© Billing Settings X

Billing .
Customize Statements
Billing Preferences

Cistomze Format | Statement Number Style | Messages
Statements

Expense Types

Document Pricing
| Use Stat T Mumber:
Rate Schedules S€ SrarEment Humber

Billing Shortcuts
X Statement Mumber Format
Statement Email

Trust O Number Only O Yyyyszszss O VYYWYMMES2222 @ YYYYMMDD###2E2

LawPay

[] Prepend Client number The statement
number when enabled
will appear above the

aged Receivable.

Sample: YYYYMMDD123456

Beginning Statement Mumber: 200

[ Save and close ] l a Close

Messages
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Statement Message: Use this field to add a message to the bottom of
your statements. The message will be added to all statements you
generate until you change or delete the message.

Statement email body: If you selected Enable emailing statements|zs]
in Billing Preferences then this entry field is enabled. You can enter
whatever message you want in the email that is generated for
transmitting statements.

Minimum Trust Message: hen adding a new case to TXdocs, you
have the option of setting a Minimum trust balance/ss for the case.
When a case is below the minimum, then this message will be printed
on the bottom of statements you generate.

© Billing Settings x
Billing .
Customize Statements
Billing Preferences
Customize Format Statement Number Style
Statements
Expense Types Statement Message
Documnent Pricing This is @ common statement message
Rate Schedules
Billing Shortcuts \
N\ S
Statement Email o e ——
Trust ( This message will

appear at the bottom of

LawPay
all statements

[ Save and close ] l B Close
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3.23  Custom Design

Using the Statement Designer you can create custom headers for your
billing statements. The Header tab is where you design a header to be
printed at the top of the first page of each statement. The Subsequent
Header tab is where you design what you want printed at the top of
each subsequent page in a statement.

There are also quite a few options for customizing the body of your
statements. For help on those options, see Customizing Statements
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% Statement Design m} x
Drag any element from the lists to Constant Fields Data Fields
the right, and drop it into the work /’ S’Q R
jarea. TEXT SINGLE Firm Name ~ The controls to the right will change
. TEXT MULTI Firm Address1 the position, height, and/or width of Horiz: = /P Default
rhe":n ehlm::nf ': mlec::d'the in IMAGE Firm Address2 the selected element in the work =
rrowkeys (left, right, up, (Iywn)W| BOX Firm CityStZip larea. Vers o F
move that element around in the Client Name g - [& Preview
Jeorice et Billing Address Also, you can right click on an — oE
AIShiftA ill ch idth and Client Address1 element, or double click on it, and a ' z Save
hei hl rrow will change width an Client Address2 complete edit window with all Heizhe: ol -
eight. Client CityStZip properties for that element will pop ghe i
Invoice Number up. e Help
Statement Date

Due Date = Delete
. . Total D Cancel
Drag/drop Constant Fields and Data oral Jue g a
3 Fields onto your header.

| Data: Firm Name

el
=
]
i

Data: Firm Address1

Data: Firm Address2

Data: Firm CityStZip
‘Slatemenl Date: H Bil]ﬂ,lEl]|
Data: Billing Address |Due Date: | | Bil]ﬂ,lZl]|
‘Tulal due: | | -9,999.999.99|

Cur: 30: 60: 90+:
-9,999,999.99 -9,999,999.99 -9,999,999.99 -9,.999,999.99

‘Data: Billing Email |

\‘LHII\|I||‘~H|I\IHI‘-—HII\IHI

Ruler

' | | 'l | Fl i i
L e e e e e e e e e e e e A

Constant Fields: These are fields where you supply information that
does not change from statement to statement. For example, you can
add an image that is your firm's logo. The Image is a constant field
because it is the same regardless of who the statement is going to. A
Text Single field is a single line entry field where you can enter text
such as your firm's name. A Text Multi field is an entry field where you
can enter text on multiple lines. A box field draws a box on your
statement, usually to group fields together.

Data Fields: These are fields that are the opposite of constant fields.
Data fields contain information that is obtained from TXdocs' databases.
The client's billing email, the statement date, total due, etc. are data
fields that are supplied by TXdocs from its databases. Firm name and
address data fields come from the information supplied to TXdocs with
your license file.
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To delete a field: Right click on the field and choose Delete from the
pop up window

To move a field: Select the field and then press an arrow key (left,
right, up, down) Alternatively, change the Horiz: or Vert: position in the
entry fields at the upper right of the window.

To change properties (posiition, size, color, font, etc.) of a
control: Double-click on any control and a Properties window will open
where you can change most of the properties for a field.

Selectng multiple fields: You can select multiple fields at the same
time by clicking on each of them with your Ctrl key pressed
(Crtl+Mouseleft). Each field that you select in this way will turn a dark
green color. The text color in the second and subsequent fields
selected will be colored gray. If you click on a field that is not part of the
selected group, then all of your selections will be cleared. If you Ctrl -
click on a field that is already part of a group selection, then it will be
removed from the group.

Moving multiple fields: After you select multiple fields as described
above, you can move all of them at the same time with your arrow keys.

Aligning multiple fields: After you select multiple fields as described
above, you can allign using the alignment buttons shown below. These
buttons will appear when you have two or more fields selected. The first
button you selected is the lead field and all the other selected fields will
be aligned onit.

‘ ‘ ‘ lotal Uue w | [~ BECCL

= ]
{eader Suhsequent Header ‘E =| .IT ﬂ ; II

These alignment buttons are visible when
two or more fields are selected.
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3.24 Expense Types

When you create an expense slip, you can select an Expense Type
from a drop list on the form. You can organize and report expenses by
type. Additionally, when you select a type for an expense slip, the
statement description and default amount are automatically filled for
you.

I Y:
Billing

Billing Preferences Setu P Expense Types

Customize Statements
Label Staternent Description Amount

Expense Types

Document Pricing Filing Fee Filing Fee 300.00

Rate Schedules Jury Fee Jury Fee 45.00
Parking cost Parking Fee 10.00

Billing Shortcuts
Private Investigator Investigator 1,000.00
Staternent Email

Trust

LawPay

r Add
I

% Record Will Be Added e

AN

Edit B Delete

Label: ||

Statement Description: | |

@ o

[ Save and close

o - J

[ oK ] [a Cancel

3.25 Document Pricing

Many, if not most, attorneys choose to charge flat fees for most of the
documents they prepare. For example, you might choose $125 to
prepare a deed or $135 to prepare a standard motion to set. You can
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set up TXdocs to automatically prepare a time slip to bill for documents
after you assemble them.

Create billing slips as documents are assembled: This checkbox
enables this feature. If the box is checked, then every time after you
have finished assembling documents, TXdocs will open a window for
you to complete a time slip to bill for the work. If you have set a
standard price for the document, that price will be prefilled.

List Assembled Document Options: You can elect to have all of the
documents listed together in a single billing slip, with the prices totaled
into a single charge, or you can elect to have each document separately
listed as an item on the client's statement.

Update Document Pricing: Click this button the standard prices for
documents. (If you do not set standard prices then you will fill in the
price each time you assemble.

© Billing Settings X

Billing

Billing Preferences Setup pricing by document assembled

Customize Statements

This checkbox enables automatic Billing |

Expense Types ECreate billing slips as documents are assemhledé'-:.‘"q\_

Rate Schedules List Assembled Document Options [ How you want the document

assembly task described on
your statement

Billing Shortcuts
9 (®) List each document in a separate line item on the bill

Statement Email

(O List all decuments in a single hilling item -

Trust —

R

LawPay

l l#  Update Document Pricing l

| Click to add/edit the pricesh \‘
| charged for documents |

[ Save and close ] l a Close
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X% Set Prices for Document Assembly [m| X

Practice area: | Family Law ~ | | [ﬂ Searchl

by Form Mumber  Alphabetical C] C] Selected for Pricing

Decree of Divorce

I_:L|— Decree, Findings and Agreement
— [¥]
4.02 — L Findings of Fact and Conclusions of Law - Divorce
403 —[] Motion to Sign Decree of Divorce
404 —[ Prove-Up Questions in Agreed Divorce

405 —[ Agreement Incident to Divorce

406 — |:| Motion for Waiver of Prohibition Agaipét Marriage
407 — |:| Order Waiving Prohibition AgaigafMarriage
408 -] Statement of Evidence - D

400 -]

O | Check 1 or multiple

form numbers. The

=y documents selected ! Unselect
will appearinthe  ["*®

501 ] : ; ;
ng ht window. Mew Price F'»[I[I 00 +  Update Price
502 —[] 300.00

410

N Ags (Show Cause and Temp Orde
503 —[ Motion to Extend Temporary Restraining Order
5.04 —[ Order Extending Temporary Restrainip=-=stas
505 — Financial Information Sheet | Entera price for
-] Financial Information Waorkshee all documents
506 -] Mation for Temporary Orders ) selected
Y
507 — |:| Motice of Hearing for Temporary Ordefs_fDW'_/ © Hep

3.2.6 Rate Schedules

Sometimes you may agree to give clients billing rates that are different
from your standard rates. Use Rate Schedules to set up different hourly
rates that can be easily selected and applied to cases. If you selecta
rate schedule for a case, then the rates specified in the schedule will be
applied instead of your standard rates. | csewisscrangss %

Crescription; [ Sale of property

Caseypes  (Moczpecified) d

Case I0: | S¥sFhreddMXVHas2 502 NLB dskedy

Eilling

Rate schedules are
available in this drop
list.

"] Hold {do net EEneras sEteEment|

[ Pro bono case

|| Automatically apply funde in rrust to bala LE Of & SIaterm ent.
Trust minimum balance:

Aote Schedule:

[[] Add Menthfy Fes

Acme Widgets Contract Racs

SanAnznio Legal Services
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& Billing Settings *

Billing

Billing Preferences

Set up special rate schedules

Customize Statements

Expense Types | Rate Description Discount Type |
Document Pricing ?Sale Value Pct Discount
Rate Schedules [Sanr\ntonio Legal Services Schedule Rate ]
Billing Shortcuts 4

Statement Email y A

Trust /

LawPay / .

After adding a discount select and edit a case or add )
‘ anew case to change to the selected discount type ‘

N .

Add l[[(’ Edit l [ﬂ Delete

[ Save and close ] l a Close l e Help
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% Record Will Be Added =

( Check this box if you want to apply a
[San Artorio Legal Services ™ percentage discount to standard hourly

- rates instead of specifying a dollar
[ Discount Base Rate k amount for each timekeeper.

Rate Description:

MName

Base Rate  Schedule Rate Press Enter, or double click

mouse on selected line to

Alan Schoolcraft

Edie Dutton

edit schedule rate.
250.00 125.00
Jordan Schoolcraft 100.00 50.00
Kay Cohen 350.00 175.00

This list includes every timekeeper in your firm. You
can specify a different rate for each timekeeper.

3.2.7  Billing Shortcuts

Shortcuts let you set up hotkeys to insert standard language when you

are creating time slips or expense slips. For example, you could set up

a shortcut of "/ff" that would insert "filing fee" into an expense slip that
you are creating.
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9]
X

Billing
Billing Preferences B'”‘ng Shortcuts

Customize Statements

Expense Types
Document Pricing
Rate Schedules Shortcuts let you quickly paste standard text into descriptions you enter for time
slips and expense slips. For example, you can set it up so that you can type "\tc
- and when you tap the space bar, "telephone conference” is inserted into the
tatement Email L
descrintion.
Trust
LawPay
d i Edit Shortcuts for billing Time Slips I
% Shortcut for Time Slips <ol ] X I
Shortcut  Value [ | Edit Shortcuts for billing Expense Slips
/!“
\occ office co ith clien P - / //
/ N\ - ~
y hon ( Thie i \ ( )
\PE( thm e This is the forms that opens for you | Select the type of shortcut you want to add
P P to create and edit shortcuts \ y,
e telephone conference
\tp trial preparation
erv travel time

Save and close

Ia Close

[ Add Hv Edit Hﬂ Delets

3.2.8  Billing Emails

If you want to send out your statement through an email then select this
tab enable emailing statements. When enabled you can enter
information into the the body of the email.

*Note™ after you enable that you will allow statements to be emailed out
you will need to make sure that the client has an email address for billing
statements. To check this you will right click on the clients name in the
contacts manager on the left side of TXdocs then click on edit client
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3.2.9  Billing Trust

If you enable a minimum balance requirement on a clients case. You
can add a message to the bottom of the users bill informing them that
they need to replenish up to the minimum amount agreed upon.

Alternatively, you can enable to include auto trust replenishment which
will ask a user who has a bill bellow the minimum agreed upon balance
to refill the trust above the the minimum trust.

The last option allows you to customize the message sent out to the
client when requesting a starting trust.

© Billing Settings X

. [ This

;J-‘\utomatlc application of available trust funds to balance due on statements (default value for new cases); message will
be put at the
bottom of
invocies

Billing Preferences

Customize Statements Minimum Trust Message

Expense Types Include a Minimum Trust Deposit Needed Message if necessary

Document Pricing =
Your trust account balance is below the required minimum of ~MINTRUST. Please replenish the trust account funds

Rate Schedules up to ~REPLEVEL. Please make a payment of ~TRUSTDEP.
Billing Shortcuts

Stats it Email
atement tmal Use the tokens ~MINTRUST, ~REPLEVEL and ~TRUSTDEP in text to be replaced with min trust balance, replenishment

Trust level, and deposit needed.

LawPay

Trust Replenishment

Include auto trust replenishment

Default trust replenishment amount $ 500.00 | above minimum trust balance

4 \ Trust Deposit Request Text
[ Youcanadd a P E

additional trust Please remit ~leave this -TXdocs fills in amount~ as an initial payment for us to start your case.
amount above the
required minimum

trust amount

Please do not change the text between character "~"

[ Save and close ] l a Close

3.2.10 LawPay Integration

Notice: When setup, statements you create will be sent to LawPay.
LawPay will be in charge of sending out emails to your clients. Txdocs
will pull information form LawPay, but will not be able to assign previous
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statements or manually created invoices in LawPay to your client
records.

Setup: To start using LawPay with TXdocs navigate to Settings at the
top of TXdocs and select Billing settings. On the billing settings window
please select LawPay from the list on the left and then click on the
checkbox use LawPay. You will be asked to connected to your LawPay
account. If you don't have a LawPay account you can set one up here,
but it make take up to one business day for LawPay to initiate. After
connecting to your LawPay account please select which billing account
you are using for operating and trust account. Take some time to
change the email setting or leave them blank to use LawPay's default
email template. Press Save and close when done.

& Billing Settings *

LawPay Settings
Billing I'm using an existing LawPay account
Use LawPay

Billing Preferences
Customize Statements
Expense Types
Document Pricing
Rate Schedules

Billing Shortcuts
Statement Email

Trust

LawFay

Default text for the
subject is "Your
AffiniPay Statment”

Default text for the body
is "(name of the firm)
has sent you a payment
request”

ALY

Select the operating bank account:

Select the trust account:

Email subject:

Email message:

/

Extra email addresses that

receive the LawPay emails:

Disconnect LawPay

[

[ Connect LawPay to TXdocs l

| don't have a LawPay account
It can take one business day for LawPay to
accept your new account. Once you have

l LawPay account please go to this window

again and click Connect LawPay to TXdocs
button to login.

Bank Account 1 - TEST ~

Bank Account 2 - TEST ~

leave empty for LawPay's default subject

this text will be in the email sent by LawPay

LawPay will send your client an email with this subject and message. The pdf
statement will be attached. The email contains a link to LawPay's payment portal.

optional, ; separated

[ Save and close ]

la Close

Changes: When you open up the Billing Manager window 2 new items
will be added to the left side Invoices & Payments. TXdocs no longer
handles sending out your bills instead your bills will be uploaded to
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LawPay, and will be sent out through their system. To ensure that a
client will be emailed please ensure that the client has a billing email
(see for details). When creating a statement in TXdocs (single,
consolidated, monthly) TXdocs will now have the option to upload the
Bill to LawPay. Clicking on this button will upload the statement to
LawPay's system and they will send out the bill. Note: If you need to
retract the invoice sent out to the client you can go to the account details
tab and click on the option delete from LawPay or undo statement. We
will remove the item from LawPay unless the invoice has already been
payed by the client. If that is the case you can refund within LawPay's
system or You can add a credit to the users next bill.

I Staternent Preview O

|

88  Layout

Zoamh—, [ _ oo o

Not a REAL Firm
404 Pat Booker Rd
suite 3
Universal City, TX 78148

Invoice Number: 20211021000200
Invoice Date:  Oclober 21, 2021

Everstar Hadi . | Due Date: _ October 26, 2021
[ 'When the option Upload to LawPay Y 105.00
is checked on Lawpay will send out - - s
an email to the client. The Email 0.00 000 000

statement option can be checked on

TXDocstest@aol.com or off. When the upload to lawpay is
disabled and email statements is

‘ check on TXdocs will send out the

CASE: Cml
email.

Page /1 PSS L Clicking the 'Finish' button will finalize these statements.
Output Options

Email Statements Upload to LawPay Print Statements

Invoices: This tab pulls the information from LawPay's Quick Bills info.
This will show you how long a bill has been out for, the status of the bill,
creation time, amount due, and the client attached to the invoice (if
created in TXdocs).

Payments: The payments window shows you clients who have paid
through LawPay. When a client makes a payment the window is updated
with the name of the time paid, name of the user (if created in TXdocs),
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amount due, and an authorized message. Authorized means that the
payment is in LawPay's system, completed means that during LawPay's
nightly run they have marked the payment as processed. TXdocs allows
you to then import your bill into your operating account. Click on a
completed payment then click on one of the buttons at the bottom of the
screen "Import highlighted Payments". Note: If you are dealing with a
trust you will need to move the money into the trust account manually
and then click on the checkbox saying you did so manually before
clicking on complete in TXdocs.

3.3 Personal Settings

The settings you make in this section are used only when you log on to
TXdocs. Each staff person can set their personal settings the way they
want them.

3.3.1 General Personal Settings

Word processor: TXdocs works with Microsoft Word, Corel
WordPerfect or the free word processor - OpenOffice. If you are using
TXdocs Anywhere (our internet version) you will also be able to choose
Word 365. Itis important to select the correct word processor because
TXdocs makes many formatting adjustments to meet the requirements
of the different word processors.

Completed client documents folder: This is where TXdocs stores
the completed documents after they are assembled. Normally, it is best
to just leave this setting alone. When you add a new case, TXdocs
automatically creates a subfolder for that case.

Enable Spelling Checker: TXdocs includes a spelling checker for
most features. By default, this feature is turned on but, if there is a
problem, you can unselect it here.

Review previous answers: If you select a case before you begin
assembling documents, at the end of the assembly session TXdocs
saves all the answers you entered. Inthat case when you are
assembling more documents at a later date, TXdocs will show your prior
answers so that you don't have to retype them. If you unselect this
option, then TXdocs will skip right over any questions with previous
answers rather than just displaying those previous answers.
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Telling TXdocs to not review previous answers can be an additional time
saver. The disadvantage of not reviewing previous answers is that you
will not see those answers if you want to change them. If you uncheck
this box to not review previous answers, you will still have the option of
telling TXdocs to review previous answers as you begin a document
assembly session.

-
" Personal preferences - Harrison R, Cohen x

‘Word processor

General
- 5
Microsoft Word |«  Changeword processor |
List Preference
Completed client documents folder
Contacts List
Forms List This is the folder where your assembled documents will be stored. TXdocs will create a subfolder for each case.

Folder: | C:\TXDocs\ClientDocs |
Calendar

Calendar o
[ Enable Spelling Checker [ The ClientDocs folder location |
can be changed by editing this
line. If you want to select an
alternative location enter the
path in this entry box or click
on the folder icon.

Workspace Review previous answers

Setup your workspace

Email

Email

B Training Video l OK l [a Cancel

3.3.2 Contacts and Forms
Initially show Contacts/Cases list.... Your clients and cases are

displayed in what is called a tree structure. That is, the clients are
displayed on a line and then all of the cases related to that client are
shown on indented lines below the client. You can click ona"+" or "-" to
show (expand) and hide (collapse) the cases. If you have hundreds or
thousands or clients and cases then it is much more efficient to collapse
the tree (hide the cases) so that you can more quickly scroll or jump to
the client and then expand the client to see the related cases. The
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setting here just tells TXdocs how you want that client/case tree to be
displayed when TXdocs first opens.

Contacts manager default filter: In TXdocs we often refer to
"Contacts" and "Clients" interchangeably. But there is a difference:
Clients have cases in the system whereas Contacts are just persons or
entities for whom you want to store contact information such phone
numbers and addresses.

Only show my clients: When this is checked, then TXdocs will initially
only show clients and the contacts will be filtered out.

Show only cases with case type: In Firm Settings you can set up
case types for organizing your cases. This setting tells TXdocs that
initially you only want to see cases of a particular type.

™ -
s Personal preferences - Harrison R, Cohen b
~

General

General

Initially show Contacts/Cases list...

Setup your workspace

Email v

(O) Expanded ®) Collapsed .
Contacts These settings effect how
the contacts manager will
Contacts . .
display upon opening the
Contacts Manager default filter program
Calendar
EAonly show my clients:
Calendar
[] show only cases with case type: Business Org
eFiling
eFiling Include client number in the Contacts Manager Include case number in the Contacts Manager
() Default () Include (@ Mot Include (O Default O Include (® Not Include
Workspace

=) [@ o)
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3.3.3 Calendar

Colors: Colors are intended to help you know what kind of event is on
the calendar from just a quick glance. Individual events are those
events that are for the specific single timekeeper. Group events are
events that involve two or more timekeepers. If you are viewing more
than one calendar at the same time, the colors for each timekeeper will
help you see which event is for which timekeeper.

Calendar: This section is where you tell TXdocs how you want the
calendar information displayed. Generally, all events for the entire day
for every day of the week can not be displayed at the same time. So,
your settings here determine what is visible on the calendar when it first
opens. Then, when you want to see events that are not currently
visible you can scroll through the day or select a different view.

Events: These are default settings for when you create a new event.

Show task list on the bottom of the calendar: This feature is an
option so that you can determine what best fits on your screen. Fora
small screen, you would leave this unchecked but if you have a larger
screen you may decide to leave this list visible.

Invitations: On this tab you can enable the invitations feature
whereby you can send invitations to people when you add an event to
the calendar.
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™ -
- Personal preferences - Harrison R, Cohen

General

General

List Preference

Contacts List

Forms List

Workspace

Setup your workspace

Email

Email

Calendar |nvitations

Colors

Individual events

Regular events:

Group events

Regular events:

Calendar
Workday starts at: B:00AM 3
Full week start day: Monday
Default calendar view: Day
Calendar display units: 15 minutes
Events
Default event duration: | 1 hour
Time increments: | 15 minutes

Recurring events:

Recurring events:

Workday ends at:

[ Show task list on the bottom of the calendar

5:00PM =

(  Training Video l

] [@e]

[wl -
o Personal preferences - Harrison R, Cohen

General

General

List Preference

Contacts List

Forms List

Calendar

Workspace

Setup your workspace

Email

Email

Calendar Invitations

Send invitation when creating/modifying calendar appointments

Default Invitation Text:

We are happy to have you.

i Training Video l

OK l [a Cancel
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334  Workspace

TXdocs has three small panes that are attached to the right side of your
TXdocs workspace. These panes show your appointments,
tasks/deadlines and phoneslips. Here you can select what information
you want displayed in those panes. NOTE: On the ribbon bar under
Settings, there are checkboxes where you can tell TXdocs that you do
not want these panes displayed.

g?'. Personal preferences - Harrison R. Cohen s
How to display tasks on today at a glance
General
General O Only today
® ’Th|5weeh
List Preference
() This month
Contacts List
Forms List O All upcoming
Calendar
Calendar
How to display deadlines on today ata glance
Workspace
O Only today
Setup your workspace
(@) This week
Email
. (O This month
Email
O All upcoming

B Training Video l oK l [a Cancel
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3.3.5 SetupPersonalEmail

In TXdocs' Contacts Manager and Case Manager there are many
places that display email addresses for your contacts that are in
TXdocs. There is usually a button next to that email address that will let
you quickly and easily send an email to that person. And, if you have a
case selected, TXdocs will automatically save a copy of that email in the
Case Manager for that case. Of course, none of this is possible unless
you give TXdocs the setup information it needs to handle email. There
are two ways to set up email: (1) Here, in Personal Settings, you can
enable TXdocs' integration with Microsoft Outlook; or in Firm Settings
you can set up TXdocs to use SMTP email service|s:].

NOTE: Outlook integration is not available in TXdocs Anywhere (the
internet version) because TXdocs is located on a Rackspace internet
server in Dallas while your Outlook program is installed on your local
computer. Instead, you will have to set up TXdocs to use SMTP.

If you do not use Outlook and you do not set up SMTP email service,
then you will not be able to send email from within TXdocs.

When you enable TXdocs' Outlook integration, it tells TXdocs to send
all email from you through your Outlook. This means those emails will
be available to you in your Outlook Outbox and Sent box. Additionally,
enabling this feature causes TXdocs' Email Manager[to now be
available to you on the ribbon bar Practice Management tab.

TXdocs Email Manager gives you the ability to drag emails that are
received through Outlook and then drop them onto cases. When you
drop an email on a case, TXdocs creates a copy of the email and
stores it with the case. In Case Manager, there is a tab where you can
view all emails that were received and sent that relate to this case. If
you select the related case when you send an email TXdocs will
automatically store a copy of that email it will be available to you in the

Enable TXdocs and Outlook integration: |f you uncheck this box
then you will no longer see the Email Manager button on TXdocs' main

TXdocs © 2022 Schoolcraft Legal Systems, Inc.



Settings - Customizing TXdocs

ribbon bar. NOTE: After you enable this integration, you may need to
restart TXdocs for the Email Manager to function properly.

Account: [f you have more than one account in your outlook (very
unusual) then you will need to select the account that you want to use
with TXdocs.

Client folder: TXdocs will create this folder in Outlook and it will also
create subfolders under it for each case . Then, after you drag and
drop an email into a case, the original email will be moved from your
Inbox or Sent box into the case's subfolder in the Client Emails folder.

Managed Outlook folders: This tells TXdocs what Outlook folders
you want to manage in the Email Manager. By default, TXdocs will
make all items in your Inbox, Trash and Sent Items folders available for
you to drag to a case. In this section you can add or remove folders
that you want TXdocs to show you.

- .
4~ Personal preferences - Harrison R. Cohen b

Enable TXdocs and Outlook integration
General

TXdocsPlus Email Manager will automatically give you access to your Inbox, Sent ltems
and Trash folders, Here you can select any additional folders you would like to have
access to in Email Manager.

General

List Preference

Account: support@wdocs.com
Contacts List
Client folder: i
Forms List Client Emails
The client folder will hold subfolders for each client and
case, Every email you assign to a case will be moved
Calendar automatically.
Calendar

Managed Outlook folders

Workspace Inbox Trash Sent ltems

Setup your workspace

‘Additional folders to include in Email Manager| ™

Bulk Mail
Email

Client Emails
CompDocFail
Data Integrity

Deleted

ooooog

Drafts

(=]
=

l [a Cancel

B Training Video [ © Hep
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3.4 System Settings
3.4.1 Backup Options

Backup Enabled: This check box enables you to to backup the data

of TXdocs to a location on your computer. The default location is set to
C:\TXdocs\Backups. Once enabled you can edit the location, time and

amount of backups retained.

Include ClientDocs Enabled: For each backup created you have an
option to enable saving the client docs. This will save all previous client
files and isn't recommended on machines that are lacking in storage.

Backup Folder: Tell TXdocs where you want your backup files stored.

Start backup daily at: Tell TXdocs what time you want the backup to
start. Remember, your computer will need to be running at that time in
order to do the backup. (NOTE: The computer just needs to be
running, Txdocs itself does not need to be running.

Backup Retention Days: Each day, TXdocs creates a complete copy
of all data (and client documents if selected). The question is, how
much disk space do you have available to store those backup files. The
number you set here is the number of days the backup files will be
stored. For example, if you set this to 7 days, then you will have only 7
days worth of backups. On the eighth days from today, the backup files
for today will be replaced by that day's files.

Backups found: This is simply a list of the days' backup files were
found by TXdocs. It's a good way to double-check to make sure
backup files are being made.

NOTE: If you are running TXdocs on a server at the office, then the
backups will be made by the server.
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s System Settings *

System Settings

Backup Options
Updates Backup Enabled:

Backup Options

Include Client Documents:

Backup Folder: |c:TXDocsBackups |

Start backup daily at: 03:004M

Backup Retention Days: 7 2 (How many daily backups to retain on disk.)

Backups found:

Folder Please contact TXdocs support
(210) 253-9506 or
support@txdocs.com to assist you
01/28/2021 C\TXDocs\Backups\20210128 in restoring a backup or recovering

01/27/2021  C\TXDocs\Backups\20210127 client documents.
01/26/2021  C\TXDocs\Backups\20210126
01/25/2021  C\TXDocs\Backups\20210125
01/24/2021  CA\TXDocs'\Backups\20210124
01/23/2021  C\TXDocs\Backups\20210123
01/22/2021  |C\TXDocs\Backuns\20210122

") @]

3.4.2  Security

You can apply additional security to the program. If enabled the initials
screen will contain an additional entry box reserved for a user specific
password. With the implementation of security checked on the office
administrator can assign rolls to each staff member restricting access to
the program or to program features such as billing to firm and account
information.

General: This tab lets you enable security in the program and setup
rules for the password.
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Security Profile Definitions: This table lets you add roles for your
staff members. You can break up a users roll in 4 sections general
features such as allow access to the calendar, case manager, and cws.
To edit features, system and firm settings, and lastly billing features.

Staff Profiles: This will display all staff members in the program. You
can right click and add the security profile roles to each staff member.
We REQUIRE that 1 staff member must be sett o supervisor.

Password requirements: If you do not make any selections in this
section, then your staff members will be able to set anything they want
as a password.

Expire passwords after ___ days: If you set a date for this option,
then every time that number of days expires, each staff member will be
required to change their password before they can continue in TXdocs.

Password reset: On the Staff Profiles tab, you can highlight a staff
member and click the Password reset button. After that, the staff
member will be required to create a new password the next time they
log on to TXdocs.

s System Settings *

System Settings

Backup Options

Create roles and
restrictions for
each user

Security

General Security Profile Definitions  Staff Profiles

Updates
Email Settings Firm security level
I (C) Mo security enabled

(®) Require log in to start TXdocs:

assignroles to
each staff

member

Password requirements

Minimum length: 0 =

[ Require at least one upper case letter and one lower case letter
[l Require atleast one number
[] Require at least one special character (~@#5,%,".%(), etc.)

Expire password after | days (0 = do not expire)

"] @ =]
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3.43 Updates

Check on start up: The update checker runs on the applications start
up for any user on the server.

Check every 12 hours: The program will run the update check in the
background every 12 hours.

Check upon login: If you have multiple staff members setup in
TXdocs then you can assign a specific sign in initials to trigger the
update checker.

Don't Check: When the program launches the update checker will be
off any you will not be able to see when a new update is available.

This setting is totally irrelevant to and not available to TXdocs Anywhere
(our internet version) subscribers because we update our internet server
automatically for you as soon as an update is available.

TXdocs releases updates to the software and forms very frequently.
You should leave this item set to automatically check for updates. Don't
forget that sometimes those updates include critical changes or fixes to
software or forms and you really do need to make sure you get them.

How you should tell TXdocs to check for updates will in large part
depend on whether you are running TXdocs installed on your own
laptop or if you are in the office with TXdocs installed and running on a
server.

Always check for updates when the program starts: If you have
TXdocs installed on your laptop, this is the setting you want. On the
other hand, if TXdocs is running on a server that is always turned on, this
setting would never check for updates since the program runs
constantly.
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s System Settings *
em Settings
ot Update Preferences
Backup Options
| Updates l
An update will run by default on Update on startup

startup.

__ (®Always check for updates when the program starts:

I1f you select to run the check (O Check for updates every 12 hours

every 12 hours the update
launcher will run every 12 hours
in the background.

Only check for updates when logs on

(O) Do not automatically check for updates

If you have multiple users you

can assign the update to only

appear when a specific user
login.

If you select to not run a check for
an update you will not receive any
message from us that a new
version

| | ") @
A, F

344 Email Settings

If you enabled TXdocs' integration with Microsoft Outlook in your
Personal Settings, then you can totally disregard this window because
the Outlook integration will supersede this setting. And, if you use
Outlook for your email, you should use the integration service rather than
this service.

If you do not use Outlook for your email, then TXdocs is able to use
SMTP and it will give you the ability to send email from TXdocs using
whatever email service you use. Frankly, if you do not understand the
SMTP Server and SMTP port settings shown below, then just call
TXdocs' tech support for help getting these settings right. The phone
number is (210) 253-9506.

Check on start up: The update checker runs on the applications start
up for any user on the server.
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3} System Settings *
e Settings Outgoing Email SMTP Settings
Backup Options
Security
Updates [1Use SMTP for outgoing Email:
| From/Reply To Address: | |
llll BecAddress: | |
P
If you are running S At
TXdocs Classic and iy |
user outlook locally swPPott [ o|[JuseTLs
instead of connecting
to the program [ SMTP Server Requires Authentication
through smtp. To find
those settings go to User.
personal preferences. |
4 Password:

") @
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Efiling Overview
4.1 Login to efiling

To get started with eFiling you first need to select the tab eFiling at the
top of TXdocs. This section will display all of our eFiling features - eFile,
eservice only, case status screen, manage efiling firm, link TXdocs
case, and if enabled access to the alternative eFiling program FileTime.
When first getting started with our eFiling system you will need to create
a new eFiling account or connect an existing account with TXdocs. To
either connect an account or register a new firm for efiling you can click
on the button Manage Firm.

TXdocsPlus - o Case Selected - | &

Jﬁ Documents  Practice Management ~ Tools  Clients 8 Cases  eFiling  Seitings  Utilities  Learning Center  Help

P el [l R \
? * o M- B e ) l To first get started with

ice Case StatusAll [Manage | Link TXdocs FileTime ."‘-,‘ efllmg you need to click

Only Status = Cases Firm J cases X - -
Texas eFiling \ ] on the tab Efl'lﬂg and
Contacts Manager q ‘ then select Manage Firm ‘ Appointments Today
. H.
T $§ EJE » - m— [t DE\
a1 Log in with eFile Texas Credentials - Firm Registration -
Display: | Alan Schoolcraft
e [ ] RegisterFrm
Ea Regste i for iing
Login with existing eFile
Texas credentials
Email | |
Password: | G\l
. —

To create a new
account or register a
new firm click on the

first option.

If you have an existing
account click on the
second option.

If you need to register a new firm please select the first option on the
left hand side of the the Firm management window. The register firm for
efiling screen will ask for information about the filer and the firm. Please
fill out all required fields; a required field is marked by an asterisk "*".
After you click on submit check your email and click on the activation
link. When TXdocs has been activated you can return to your program
and begin eFiling.

TXdocs © 2022 Schoolcraft Legal Systems, Inc.



Efiling Overview

541 Efiling Firm Management - Firm Registration
If you are already registered with eFile Texas, please log in with your existing credentials.
RegisterFirm

Register firm for efiling

Legin with existing eFile Texas Filer Information

credentials
First Name: ‘ *
Middle Name: ‘
Last Name: ‘ *
Email Address: ‘ &
Password: ‘ 72| (8-20 characters with a mix of lower case characters,

upper case characters and at least 1 number or symbel)

User Agreement: [ ] | accept the eFileTexas.gov Service Agreement

~

[ After filling in required information an
email will be sent to your email
address. This email contains a link to

E activate your efiling account.

Please take time to activate your
account then return to TXdocs to
| continue setting up your efiling system. )

4.2 Manage Firm

After a firm has been registered or you have logged into an existing
account clicking on firm management will load your current account
information. On firm management you will be able to edit staff
information, payment accounts, Service contacts, and alternative
information. Additional info regarding (Log Out) can be found in a later
help section.

Firm Management Information

Firm Info - Enables you to change the firm information listed. Changes
such as the name of the firm address and contact number
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& eFile Firm Management - Firm Information .
Firm Management
Firm Name: Mot A Real Firm *
Users
Attorneys
ey Country: United States *
Payment Accounts Address Linet: |4U4 Pat Bocker Rd *

Payment accounts

Address LineZ: | |

Service Contacts

Ciry:

Universsal City

Firm Service Contacts

Stare: Texas E‘ *
My Info

User Profile Zip: | 78148
Motification Optiens

Change Password

Phane: |21D2539506
Log Qut

Save Changes

Users - Add an edit any users on the program. Enable users to have
admin & Filer privilege
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X TXdocsPlus - Ne Case Selected -8 x
(T
_‘x) Documents Practice Management Tools Clients & Cases eFiling Settings Utilities Learning Center Help L
SN I yl & - ~
E l M Twm &X' C = ( After you setup txdocs to connect
efile | eService C(ase StatusAll| Manage |LinkTXdocs FileTime to your ef|||ng |ogin you will be
Onl S C Fi
At s S able to see a breakdown of your
- firm's saved information -
Contacts Manager ! \ Appointments Today 4
Lt [ 1 fGroun
il eFile Firm Management - Users] = | =]
Users
Firm Management
Firm info First Name Middle Name Last Name Email Address
Harrison R g Txdocs
Attorneys
Payment Accounts
Payment accounts
Service Contacts When you add a new user they will
also be sent an activation email.
Firm Service Contacts
. F
Please have them take some time to
My Info check their email and click on the I
oo o activation link. When activated they
serrene will also be able to file with TXdocs.
Notification Options \ Y,
Change Password " S
Log Out = '
= l Add ] 74 Edit l Bl Delee Resend Activation Email Unlock User
.
X User Details ILI
First Name: * |
Middle Name: |
a
Last Name: e | :
egression
Email: *
sion - 413
[] Admin ¥ Filer nesdsto
the user,b
egression
egression
l oK l ln Cancel 2
sion - 413

Attorneys - Edit or
number

add attorneys to the account. This requires a valid bar
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A eFile Firm Management - Attomeys == =
Attorneys
Firm Management
Firm info First Name Middle Name Last Name Bar Number
Users T A 14
Attorneys
Payment Accounts
Payment accounts
Service Contacts
Firm Service Contacts
My Info
User Profile
Meotification Options
Change Password
Log Out
9 Add ¥  Edit Hﬂ Delets l
X Attorney Details -
First Name: | | * 5
Middle Name: | b
n
n
Last Name | *
5
Bar Number: | * rn
< >
4 -
— : 0OK l l n Cancel

Payment accounts

Payment accounts - Upon clicking on adding a payment account the
page will connect to TOGA payment solutions.

TXdocs © 2022 Schoolcraft Legal Systems, Inc.



Efiling Overview

i

Firm Management

Firm info
Users

Attorneys

Payment Accounts

Fayment accounts

Service Contacts

Firm Service Contacts

eFile Firm Management - PaymentAccounts = =] =2
Payment Accounts
Account Name Account Type Card Type Card Lastd  Card Expiry Status
Master Card Test }\Credir(:ard MASTERCARD | 5454 09/2022 Active

X \»[Paymentm:count Details I
) ~

The table above will
display a list of all
payment and wavier
accounts to be used by

My Info
User Profile
Notification Options
Change Password
Log Out
< >
Z & >

the firm. J

Payment Information

Method of Payment
@ Credit Card
O e-Check

Cardholder Information
Enter the information as it appears on
requirad fields.

Card Type
Card Number
Exp Month

CVV Code
Name on Card
Address Type

Address Line 1

Address Line 2

city
State

Zip Code

Add Payment

the Cardholder Account The fields marked with a red asterisk (*) are

I
(I
= CWV Help

Maximum of 30 characters

®us O Foreign

Strest address, P.0. box, company name, cfo

Apartment, suite, unit, building, floor, etc.
-

| Continue |

Service Contacts

Services - Instead of looking through the public records you can setup
common service contacts within Firm Management and select them in

the efiling eservice section. This page also displays which cases these
services are attached to.
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it eFile Firm Management - ServiceContacts

Service Contacts
Firm Management

Firm info First Name Middle Name Last Name Email Address

Users john.doe21@mailinator.com

Attomeys

Anwar Pattathil anwar_pm@yahoo.com

Payment Accounts

Payment accounts
Service Contacts

- ~

[ Displays which cases
My Info the highlighted service
contact has been

User Profile oy
Netification Options \ connected wit
Change Password "

Log Out

o Add H_/ Edit Hﬂ Delets l

[ use the buttons to add |
edit or delete any of the
service contacts
records
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User Profile

User Profile - Changes the default user settings

5

Firm Management

Firm info

Attorneys

Payment Accounts

Payment accounts

Service Contacts

Firm Service Contacts

User Profile

Notification Options
Change Password

Log Out

eFile Firm Management - UserProfile

First Name: |Jane * |
Middle Name: |R |
Last Name: |DOE‘

Email: Txdocstest@yahoo.com

’. The user profile shows the A

original administrator's

information. This information

can also be found on the
Users tab.

Save Changes

Notification Options - This changes our notified settings.

i

Firm Management

Firm info
Users

Attomeys

Payment Accounts

Payment accounts

Service Contacts

Firm Service Contacts

My Info
User Profile
Change Password

Log Out

eFile Firm Management - Notification Options

[V Filing Accepted

[ Filing Returned

[V Filing Submitred

[ Service Undeliverable

v Filing Submission Failed

v Filing Received

Notification messages will be

sent out upon the completition

of these steps. Please check
off any notification that are
unessary to your practice.
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Change Password - If you need to change the registered password you
can click on this option to insert the old password and then type a new
password.

At eFile Firm Management - Change Password |;|£-

Firm Management

Firm info

Leze 0Old Password: e |

Attomeys

New Password: o |

Payment Accounts

Payment accounts Re-type New Password: o |

Valid passwords are between 8-20 characters long and contain a mix of upper case and

Service Camar S lower case characters and at least 1 number or symbal.

Firm Service Contacts

My Info
User Profile

Metification Options

Change Password Change Password

Leg Qut

4.3 Step by Step Efiling

After logging into our eFiling system you are ready to begin filing your
documents with TXdocs. To start click on eFile at the top left of the
TXdocs program

The submit screen will open with our 10 step eFiling process

Step 1. Select a case and determine if the case in an initial filing or for
an existing case. NOTE: If you decided to quit in the middle of
submitting your document you can save the information as a draft (Click
here to see recovering a draft). Upon selecting your case and initial
filing a second option will appear asking if you want to recover/revisit the
found draft.
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X

TXd
Documents Practice Management Tools Clients & Cases Settings Utilities Learning Center Help
2 | = | =5 i . s ™
E & M = -l]!l (,0 = (| When you are ready selectthe |
|| eFile | eService Case | Status All Manage Link TXdocs | FileTime button "eFile" in the tab eFIImg to
2 Only Status gases 1 Firm | cases | open the 10 step screen
exas eFiling \ J
P < efile document(s) on behalf of Jane Doe - Divorce = | = -
Case Documents  Jurisdiction Case type Filer Case parties Filing eService Fee Submit
' "\
Select a case from your |
~ client/case list. This will display ‘
[H ?{ < Doe Div E the client and case list to the rlght )

Does this case already exist in the Texas eFiling system?

(Has any party already filed in this case?)
Nao, this is a new case (initial filing)

After case has been selected two
options will apear asking if this is a
new case or an existing case. Select
one of the options and then click on
Next or choose to resume a draft

Yes, this is an existing case.

After filling out all
required information in
a step press the next

button in the bottom
right side of the screen

Step 2. After the case has been selected the list of assembled
documents for this case will be listed on the left-hand side. The right
side will display the selected lead document and any attached
documents or orders. If you want to upload a document that wasn't
assembled by TXdocs you can click on the button Add Other Document
to open the upload download tool (Click here to go through Uploading
eFiling). Step 2 also allows for the user to add an additional lead
documents or merge lead documents. Files assembled in TXdocs will
be converted to a pdf format during the filing process.
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A

Submit documents to Texas eFiling

@ ©)

Documents

©)

Jurisdiction

@ ® ® @

Case

Submit

Respondent's Original Answer to Petition for Divorce.doc

bmm

if you need to remove a
document select the
document from the

appropriate list then click

~ Remove
lead

> Add

If you need to upload a )
document to this list click on

Select a document from the list.
When the document is
highlighted in blue press select
to make the document a
lead/attached/orders.

Remove

remove
the bottom left button to add L
a new lead or attachment. If
no lead has been selected

then the document add will
automatically be set as the
lead document

Add order

Remove
order

e

Add as lead document

Case type Filer Case parties Filing E-Service Fee
—
Pick the document(s) and click the select button. You can also drag the document over. Lead document{s
Documents ‘ Lead document #1 Lead document #1
P " > Select
respondent’s original answer to petition for divorce.doc

Add lead document

Add as attachment

. Add as proposed order

>

Step 3. Set the jurisdiction of the court. If the lead document was
assembled in TXdocs we will pull from the case answers to auto input
the jurisdiction information. Please review that you are in the correct
district and then click next. When eFiling into an existing case to the right
of the jurisdiction screen will be a question asking to search by cause

number or by party name.
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& Submit documents to Texas eFiling Bi-

@ @ ©) ® ® ® @ ®

Case Documents  Jurisdiction Case type Filer Case parties Filing E-Service Fee Submit
———
Search: Enter (part of) the name of the court or county... ﬂ
|Co|m: ‘ ~

Supreme Court
10th Court of Appeals
11th Court of Appeals
13th Court of Appeals
14th Court of Appeals
1st Court of Appeals
2nd Courtof Appeals
3rd Court of Appeals
4th Court of Appeals
5th Court of Appeals
6th Court of Appeals
7th Court of Appeals
&th Court of Appeals
9th Court of Appeals
Anderson County - County Court
Anderson County - County Court at Law
Anderson County - District Clerk
Andrews County - County Clerk
Andrews County - District Clerk

Angelina County - County Clerk

<« | LI

Step 4. Select the category and case type for the document. NOTE:
some documents assembled through TXdocs have been set up to filter
out unrelated categories. If you are running a Petition for divorce we will
only show the family law categories for the jurisdiction. Alternatively, if
the document has been upload into our efiling system then we will list all
categories for the jurisdiction.

[<
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& Submit documents to Texas eFiling Il‘i-

@ ©) ® ® ® ® @ ®

Case Documents  Jurisdiction Case type Filer Case parties Filing E-Service Fee Submit
Search: Enter (part of) the case category... ﬂ Search: Enter (part of) the case type... ﬂ
Caregory Case type ‘
Debt/Contract - Debt Collection (182.00)
Civil - Injury or Damage Debt/Contract - Other {182.00)
Civil - Other Civil

Civil - Related to Criminal Matters
Probate
Probate - Guardianship

Probarte - Other

<« | L

Step 5. Insert any filer information. For some cases damage sought will
appear as a drop-down item.
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A Submit documents to Texas eFiling \;Ii-
@ @ ©) ® ® ® @ ®
Case Documents  Jurisdiction Case type Filer Case parties Filing E-Service Fee Submit
S
Filing Attorney: Jane M Doe |E|

Procedures / Remedies

| Procedures / Remedies ‘ il

|| Appeal from Municipal or Justice Court
D Arbitration-relared

D Attachment

[] gill of Review

[ ] certiorari

D Class Action
D Declaratory Judgment “

<« | LI

Step 6. You can add edit and deleted parties for the case. Depending
on your previous answer choice we will filter the appropriate party type
for your filing and based on your case answers we will input your parties
information.
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& Submit documents to Texas eFiling Il‘i-

@ ©) ® ® ® ® @ ®

Case Documents  Jurisdiction Case type Filer Case parties Filing E-Service Fee Submit

® s
First name: H ;-\r‘ Middle: | ‘ Last | :Ir| Suffix: E‘

<Not set» Email Address: ‘ |

Country: United States lz‘
| fad party Address Line 1 :‘ |

Address Line 2:‘ |
City: |:| State: | Texas E‘ Zip: I:l

Step 7. Select your filings code, the name of the lead document will be
inserted as the filing description, but this can be changed if necessary.
If necessary you can add an eService to this filing. When a document is
an upload we will check the document for embedded text, length and
other complication which could have the filing rejected. When you have
filled out the information above the table please be sure to double click
on the documents security to mark if it has sensitive information. After a
document has been uploaded the files will have a green check box this
means that you can click on next to go to the fees page or the eservice
page. If you see an exclamation point this means that the document was
converted from its original file type to a pdf. You can check the pdf to
see how things look and if you need to make any adjustments by
clicking on the documents name.
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r'S Submit documents to Texas eFiling M

@] @ ® O) ® ® @ ®

Case Documents  Jurisdiction Case type Filer Case parties Filing E-Service Fee Submit
N
5 Fie Filing code: Petition $ 0.00 [v]
Petition Filing Description: |Ycu can enter a description to help you remember what filing this is.

Add eService to this filing: [l

Reference Number: |Firm client # or case tracking #

Courtesy Copies: |Ema|l addresses to receive a copy of this filing. Separate addresses with a comma. |
Filing Comments: ~
Comments for the reviewer to read when assessing this filing.
v
Status  Description (double-click to edit} Doc type Security* (double-click to edit) Uploaded document |
Respondent's Original Answer to Petition for Di Lead Document | Please select.., (double click) * | Uploading...
< > < >

Optional services

Search: Enter (part of) the service... L2

|zsue Citation (% 8.00)

Add
Record Search (% 10.00) cervice
Copies - Certified ($ 5.00)
Copies - Non-Certified ($ 1.00)
Remove

Service - Sheriff - All Other ($ 90.00) '

service

Step 8. If you didn't choose in step 7 to include an E-sevice screen you
will be taken to step 9. Otherwise, on this screen, you can include an
existing contact from your manage firm page, a public option, or
alternatively, add a new E service contact.
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A Submit documents to Texas efiling =|8| x
@ @ ©) ® ® ® @ ©)
Case Documents  Jurisdiction Case type Filer Case parties Filing E-Service Fee Submit

Mame Email Firm Name Association (double click to edit)

R fi
Add existing service contacts [ Add new contact I [ = Emmii contserirom
l— A ||

Select Service Contact
[F\rm Service Ccmtacts‘ Public List |
Search Public List
First Name: “ ‘ Firm Name: | |
LestName: | | Email: | |
Firm Name First Name Middle Name Last Name Email Address |
Select Contact B  Cencel

Step 9. Upon completing the previous steps your payment will be
calculated. In this window, you will be able to change who pays and what
payment method should be used.
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rS Submit documents to Texas eFiling \;Ii-

® @ ©) ©) ® ® @ ®

Case Documents  Jurisdiction Case type Filer Case parties Filing E-Service Fee Submit
N
Payment Account: Dumb Account ok lz‘ What is this? Petition

Petition $0.00

Total this filing $0.00

Total Filing Fees $0.00

Court Case Fee 5182.00

Convenience Fee $5.26

Total $187.26

< | L

Step 10. The submit window will display all the information placed up to
this point. Review then press on the green check box to finalize your
filing.
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A Submit documents to Texas eFiling I;‘i-

©) @ ©) ® ® ® @ ®

Case Documents Jurisdiction Case type Filer Case parties Filing E-Service Fee Submit

Case Information L FEES

Location: Brooks County - County Clerk Petition
Case Category: Civil - Contract Petition 50,00
Case Type Debt/Contract - Other (182.00)
. Total this filing $0.00
Filing attorney: Jane M Doe
Payment account: Dumb Account
Total Filing Fees 50.00

Party type Mame Email Convenience Fee %5.26
Defendant Sammy, W Tolm Total $187.26
Plaintiff Iren, P Zin
Filing Code Description Reference Filing Type
Petition eFile

Description Security

Respondent's Original Answer to Petition for Divorce Dioes not contain sensitive data

Submit this filing?

E

4.4 Recovering a Draft

In some cases a efiling session can not be completed in a single run. If
this happens you can chose to save the filing as a draft. A draft is a filing
that has data in it, but has not been marked as submitted. To save a
filing as a draft quit the efiling process (NOT TXdocs or the Anywhere
tab) and select the option save draft.
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[E] eFile document(s) on behalf of Jane Doe - Divorce

0] @ ® ® ® ® @ ®

Case Documents  Jurisdiction Case type Filer Case parties Filing eService

earch: (part of) the case ype... L2
ase ype / ‘

5
C
Family - Marriage Relationship Annulment Mo Children (255.00)
Al
D
D

Family - Other Family Law nnulment with Children (285.00)
eclare Marriage Void (295.00)
= 95.00

Family - Parent Child Relationship
Family - PostJudgment Actions

Divorce wi th Children (285.00}

Save as draft? [NewEfileSubmission]

l'e'l Do you want to save this filing as a draft?
L ¢ 4

<« | LI

After a draft has been created the information saved from your last
efiling session will be saved to the case's draft page. When you are
ready to pick up the filing again click on the eFile button and complete
step 1 of the efiling procedure. A message will appear when the case

and filing type has been selected asking if you want to continue with
your previous draft.

This case has previously saved but incomplete filing drafts. Show drafts

If selected you will be taken to the draft page. On the right hand window
we will display the information recovered from the highlighted draft. On
the left we will show when the draft was last saved. Select the save you
want to continue with and click at the bottom left "Resume draft" to pick
up where you left off. Alternatively, if you want to not select any of the
save drafts click on the button called "Continue without resuming a draft"
this will start you off on step 2. A draft will not be removed untill the filing
has been complete or if the button "Remove draft" has been clicked.
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0] ©) ®

Documents

Jurisdiction

l Jane Doe - Divorce

Initials  Last saved

HRC 05/17/2021 | 10:56AM

eFile document(s) on behalf of Jane Doe - Divorce

® ® ® @ ®

Case type Filer Case parties Filing eService Fee Submit

File name Type
Decree of Divorce.DOC

Folder
WTSPLUS-HOST-A\TX5ubscribers$\TX140\sharedClientDc

Case Information

Lecation: Anderson County - District Clerk

Lead document

Case Category:

Case Type

Family - Marriage Relationship
Divorce Mo Children {295.00)

Filing attorney:

Payment account:

Parry type Mame Email

Remove
draft

I > Continue without resuming a draft

4.5 Eservice

You can server to attorney or other attorneys that are connected to the
serves. This is email that keeps a record in the court system. Got
through the process of selecting a case and the required
documentation. ON stage 3 you will need to have the cause number or
party information available.
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A Submit documents to Texas eFiling == -
Case Documents Jurisdiction Filer Filing E-Service Submit
Search: Enter (part of) the name of the court or county... ﬁ Search existing case How to search?
Court |A Search by
Supreme Court (® Cause Number ) Case Party
10th Court of Appeals
11th G f A I
thourt ot Appeals Cause Number: | *
12th Court of Appeals
13th Court of Appeals
14th Court of Appeals

1st Court of Appeals

2nd Court of Appeals

3rd Court of Appeals

4th Court of Appeals

5th Court of Appeals

6th Court of Appeals

7th Court of Appeals

8th Court of Appeals

9th Court of Appeals

Anderson County - 173rd District Court
Anderson County - 369th District Court
Anderson County - 3rd District Court
Anderson County - 87th District Court

Anderson County - County Court

= >

4.6 Uploading Efiling

Anywhere is on our secure servers meaning that users looking to
download or upload documents from their computer must take steps to
transfer data from their machine to our systems.

To Upload a Document

1. To do this you will need to use the "file browser tool" on step 2 of our
efiling window. This is located at the bottom left of the effiling screen.
Click on the button "Select other document". If the lead document has
not been selected then the document uploaded will be marked as the
lead. if there is a lead document then select then when you click on the
button "Select other document" a drop down window will appear asking
if the uploaded document is an alternative lead, attachment or proposed
orders.

2. A window called File Browser will open. The left window will contain a
list of client's and their associated cases while the right window will show
a list of documents. Click on your clients case. if you do not see the
case underneath the client please click on the plus button to the left of
the client's name.
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3. The upload button can be selected after you select the case you want
to upload to.

4. Upon clicking upload you can drag a file from your computer to the
drag and drop location or select from your computer files what
documents you want to upload. we have a 1GB upload limit.

5. After files appear on the upload screen you can click upload to add
these selected files from your machine to our Anywhere servers.

Upload file(s) to \shared\ClientDocs\Jane, Doe\Description\

Drop files here Select files here
You can drop fles here 1o/

4.7 Case Status and Link

After login into your efiling account TXdocs will pull the old filing data
into the program. This data will appear in both the "Status All Cases"
and "Link TXdocs Cases" screens. This data is outside of TXdocs, but
details regarding the case can be seen within the program. If this data
matches a case that is currently in TXdocs you can link the efiling
records to your contact and case.

To do this click on the button "Link TXdocs Cases" and select the efiling
record with a single left click. Next click on link TXdocs case and chose
the case description that this record should belong to. When complete
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the record will show in the "Case status" window and you can use the
case window to perform additional filings.

Practice Management  Tools lients 8 Cases  cFiling  Settings  Utilies  Leaming Center  Help

name or case description | (" "Link TXdocs Cases" will open a 3
‘ window containing all case filings
6 attached to your efiling account.

Efiling Case Lst | v, can select a case from the
Date Range table bellow and link this filing to a
From: [5i03/2021 (&) e [sr17201 [ E=) l l TXdocs case to further efile into

\ the case.
Filings .

Case # Court Case Type TXdocs Case

o ® r 2 © 2 o |2

Grimes County - District Clerk | Divarce with Children

Case Information
Grimes County - District Clerk
7

Family - Marriage Relationship
Divorce with Children

o o Qo

I§IBIBI666°6626262666 ;

662626266,
» = =z =z = =

The button for Case Status screen will display all filed case connected
to your login credentials. You can attach cases filed outside of TXdocs
by selecting the button link to TXdocs. Each filing will list its current
status. We have 4 status types:

1. Submitted - After creating a filing within TXdocs the file will be listed
as submitted. This means that it will be in the clerks queue.

2. Cancelled - This is a submitted filing you have rejected. To rejected a
filing click on the cancel filing button to the right of the case status
screen.

3. Rejected - This is a filing that the clerk has sent back. You can review
the reason for rejection by selecting the case and looking at the
comments or viewing details.

TXdocs © 2022 Schoolcraft Legal Systems, Inc.



Efiling Overview

4. Review - This is a submitted filing that the clerk has begun to accept.

5. Accepted - This is a Reviewed filing that has been accepted by the

N
T If youdon'tsee a
R filing please be sure .
/ \
This V‘J:'” dls_;lnlay to change the date ‘
sent emails . . |
range. —— This option lets you ~
Filing History : d N
L ; N o quickly create an The selected case
- — - additional filing for a case will be eserviced
..-’-‘l To: & C |
- - J AN >
Filings |Service Inbox |Service Outhox| 1 IS Will display a pop out window * ;
showing the filing's details
|StEtLIS Envelope# 1L ( IF Mew Filing to this Case ] [E New eService to this Case
Reviewed 217116 Mot linked to a TXdocs case 05/10/2021
Reviewed 217109 Not*™ "‘Q?J'2021
Reviewed 217109 N When a rejected flllng I [E] Resubmit ] -} Cancel Filing
[ 1707 Na  has been highlighted - f
Accepted ;;Egz E an option to resubmit ¢ M B e
Accepted 217027 N the filing will appear Lucsuu: newgw ool You can cancel a filing
\ / Cause number: 61588 ili isi
Ea— g der201 Couse number 588 when the filing |s_just
od r ust like the link ~Case Category: Civil - Injut marked as submitted.
[ Just like the lin is wi
Mot linked to a TXdocs case TXdOCS case Thls WI” Chﬂﬂge the
~ status of the case to
button on the Cancelled
Status for filing can be TXdocs home '
marked as Acceptedl page you can link B wee MName i Email | "*L
Cancelled, Rejected, an outside filing ot R (
Submitted R . efendant D R . t d fl " h
eviewed, and \ to a case. ejecte ||ng_] \'\.J'I show
Submitted - a message listing the
] Darz1/202t filing as rejected and
04/21/2021 Filing Status : Rejected any comme nts from the
0 04/02/2021
- I clerk
Submitted 215082 0 04/02/2021 Filing Code Description
Cancelled 215083 cl 04/02/2021 Motice of Appe: Certificate of Ap._ -
Submitted 214911 ol 03/29/2021 Description Security
Submitted 214911 ol 03/29/2021 Original - Certificate of Reinstats Does not contain sensitive di
< 2w v
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For our TXdocsPlus users we added a new tab to the case manager.
This tab displays the status for the case status page. The case status
page contains the same information that the all case status screen, but
is linked specifically to the client loaded in the case manager.

x
Date R
@) 1o [rnem 3 |
r Filings | Service Inbox | Service Outhox
Status Envelope# Submitted On Accepted On
cople | 217003 | osr06r2021 05/06/2021 [ B NewFil his C: l [ £ NeweSeni his C: l
Related Contacts
=R [ View Details l [ﬂ l
Activities
DDDDDDDDD S ~ P Resubmit = Cancel Filing
Billing The cases status will be displayed for all
Appointments filings for the case. If you do not see any
eeeeeeee items in the case status screen please
SSSSS check if the date range is correct
When a case has been selected we wil Case Information
Comiuescaias) load the case data to the right and allow for Locar Refugio County - District Clerk
Emails the filing to be resumited or new filings to Cau: nber
Phone Slips the case to be created
eFiling
(Case Status

If this case has any
submitions this tab will be
clickable. When selected

the case status button
will be displayed in the
case manager window

5 ipi
Name Email
y, Do ot

4.8 Efiling Logout

Some of our user need to login to an alternative firm to complete their

efiling. To do this you will need to log out within the firm management
screen.
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A eFile Firm Management - UserProfile .

Firm Management

Firm info

Users
First Name: |Jar|e

Attorneys

Middle Name; | ‘

Payment Accounts

Payment accounts Last Mame:

Doe

Email:

Service Contacts wdocstest@acl.com €

Firm Service Contacts

My Info

User Profile

Motification Options I/"' -,\

Change Password

Click on this option to log
out of the program.

If the option to Log Out has been clicked a secondary window will
appear asking if you are sure you want to log out. Click on yes to
confirm your intent to log out. Afterward you will be taken back to the
register firm screen where you can choose to login with an alternative
account.

Log out? [EFileFirmManagement]
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5 TXdocs Tools
5.1 Family Law Tools

TXdocs subscriptions include quite a few special software tools to help with tasks in your family law
practice. If you will take the time to get familiar with them they will save you a lot of time.

5.1.1  Child Support Obligation Calculator

The child support calculator is available under Tools on the main menu.

TXdocs makes calculating child support simple. You enter information
and TXdocs factors in monthly gross income, deductions and credits,
and calculates the obligation. While the primary purpose of the tool is to
calculate a person's child support obligatiion, you can also use it to
calculate the obligee's net resources. This is occasionally necessary
under Section 154.130 of the Texas Family Code.

Note the third tab on the window labeled Stepdown matrix. This tab
shows each reduced obligation amount as a child is emancipated.

For a detailed description of how the calculations are made using the
Texas Family Code, read How Child Support is Calculated.

As you fill in the blanks, TXdocs automatically calculates and displays
the statutory child support obligation. If you selected a case using the
button at the top of the window, your information will be saved when you
click OK.
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Case: .Jane Doe - Divorce

Obligor: |JaneD0e | Party: (® Petitioner () Respondent

Obligor Obligee Stepdown matrix
Monthly gross income

5,600.00 Average monthly gross income from employment

500.00 Average monthly Self employment income and other income subject to Social Security and Medicare taxes ‘

Average monthly income not subject to Social Security and Medicare taxes (generally unearned income) |

Average monthly non-taxable income |

Monthly deductions

State income tax

Union dues

Health insurance, dental insurance and cash medical support for the child(ren) under Section 154.182

[] Check here if using a nondiscretionary retirement plan instead of Social Security (Section 154.062 (d)(5))

0.00 Mondiscretionary retirement plan contribution

Benefits paid to the child(ren) as a result of Obligor's disability. (Section 154.132)

Benefits paid to the child(ren) as a result of Obligor receiving Social Security old age benefits. (Section 154.133)

9]
uf
o
=
=
[

0
=
=2
=
o
=1

32 Obligors Children before the court = Obligors Children not before the court

-

Child Support Obligation
$1,505.33 Monthly support obligation $347.38 Weekly support obligation

$752.67 Semi-monthly support obligation 5694.77 Bi-weekly support obligation |
|

OK l [a Qancell © Hep
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Child Support Calculator X

Case: .Jane Doe - Divorce
Children before the court: 3 Children in other households: 0 Netresources. 5017.77

Obligor Obligee Stepdown matrix

CHILDREM IN OTHER HOUSEHOLDS

ﬁ 0 1 2 3 4 3 5] 7
|
L 1 1,003.55
D
R
ﬁ 2 1254 44
g 3 150533
E
F
o 4
R
E
)
T
H
g 6
c
o T
U
R Under Sec. 154.128 of the Family Code, child support obligations are supposed to include children in other hauseholds the obligor
T is obligatedto support. Use this matrix to select the appropriate amount of child support as each child in this matter emancipates.

The children for whom support is being calculated are shown in the first column (column 0). Each row represents a child involved in
this matter. So, ifthere are only 3 children, there will be only 3 rows of buttons. COther children the obligor has a duty to support (not
involved in this matter) are represented by columns 1 through 7. So, ifthere are 3 children in this matter and obligor has a support
obligation for two children in another household, you will find the correct amount of child support on row ™37, in the column under "2".
If one of the children emancipates and there are still two other children in the other household, the step down amount of support
would be in row "2" on the column under 2",

=) [@ =]

5.1.2  How Child Support is Calculated

Texas Family Code Section 154.062 specifies how to calculate Net
Resources of the obligor.

Section 154.062(a) states, "The court shall calculate net resources for
the purpose of determining child support liability as provided by this
section."

Income to Include in Net Resources - Section 154.062(b): Basically, it
is all income of except those items specifically excluded in subsection
(c). [Note: (b)(5) does exclude social security supplemental income and
certain veteran's benefits.] Subsection (c) excludes the following from
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resources (1) return on principal or capital; (2) accounts receivable; (3)
benefits paid under Temporary Assistance for Needy Families (TANF)
and (4) payments for foster child care.

Deductions from Resources to Determine Net Resources: The court
shall deduct the following items from resources to determine net
resources available for child support:

1. Social security taxes

2. Federal income tax based on the tax rate for a single person

claiming one personal exemption and the standard deduction

3. Accounts receivable

4. State income tax

5. Union dues

6. Expenses for the cost of health insurance or cash medical support
ordered under Section 154.182 (Further defined in Section
154.062(e))

7. Non-discretionary retirement plan contributions (if the obligor does
not pay social security taxes) (Further defined in Section 154.062(f))

Using the Attorney General's Tax Charts

TXdocs uses two charts for calculating net income after deducting
social security taxes and federal income taxes published by the Texas
Attorney General: one for Employed Persons and another for Self-
Employed Persons.

It is not clear from the Family Code or from case law how to apply the
charts in situations where the obligor has income from both employment
and self-employment. And what happens if the obligor also has income
that is subject to neither social security nor income taxes?

TXdocs © 2022 Schoolcraft Legal Systems, Inc.



TXdocs Tools

Since the charts list specific amounts for social security taxes, it is
possible to use the charts to calculate net after tax income for amounts
not subject to social security. Of course, for income exempt from social
security and income taxes, we would simply use the gross amount.

Case law has examples of calculating support by simply totaling all of
the obligor's income into one of the two tax chart categories (income
from employment or income from self-employment). Using this method,
the same tax rates are applied to all income regardless of its source.

TXdocs provides a way to apply different tax rates for different sources
of income. The recognized sources are:

1. Income from employment (No clarification needed)

2. Income from self-employment (No clarification needed)

3. Income not subject to social security (i.e. unearned income). We
use the self-employed tax chart to determine how much to deduct
from the gross for federal income tax but we do not deduct the social
security amounts.

4. Income not subject to social security or federal income tax (i.e.
military allowances). For these items, the total gross amount is added
to Resources.

Note: If you enter two or more income sources for the Obligor,
TXdocs will treat each item separately and calculate the net after tax
income as provided above.

Applying the Tax Charts: The tax charts are lists which show the amount
of social security taxes and federal income tax deducted from a specific
amount of gross income to get netincome. The list typically displays
income brackets in increments of $100 and $500. Almost always, the
actual income falls between the amounts listed in the charts. For
example, suppose a person has employment income of $3,127.00.
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The 2021 tax charts provide social security and income tax for our
example incomes of $3,100 and for $3,200.

Social Security

Gross Wages Old Age Medicare Federal Income Tax
3,100 192.20 44 95 229.92
3,200 198.40 46.40 241.92

To calculate social security and federal income tax for $3,127, we have
to extrapolate as follows:

1. Net Income on $3,100
Old Age Survivors and Disability Insurance: 192.20
Medicare: 44.95
Federal Income Tax: 229.92
Net on $3,100: 3,100 - 192.20 - 44.95 — 229.92 = 2,632.93

2. Net Income on $27 (3,127 - 3,100)
Old Age: 198.40-192.20 = 6.20
Medicare: 46.40- 4495 = 1.45
Income Tax: 241.92 —229.92 =12.00

19.65

At this point, we know there is an additional $19.65 in social security and
income taxes deducted between the $3,100 income bracket and the
$3,200 bracket. The following equation determines how much social
security and income tax is deducted for every dollar over $3,100.

3,200
-3.100
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100
19.65/100 = .1965

Social security and income tax on $27: 27 *.1965 = 5.3055
Net on $27: 27 — 5.306 = 21.694

3. Net resources: 2,632.93 +21.70 = $2,654.63

For income not subject to social security taxes, apply the above formula
but only deduct federal income tax.

Applying the Child Support Guidelines

-Section 154.125 applies if obligor has children in this one
household.

-Section 154.128 has a primary application and an alternative
application if obligor has children in more than one household.

After calculating Net Resources available for child support, the Code's
guidelines provide percentages to apply to the Net Resources to
determine the child support obligation. It provides percentages to apply
to Net Resources depending on the number of children being
supported by the obligor.

Children in One Household:

Section 154.125(b) provides the following guidelines when the obligor
only has children in one household, and the net resources of the obligor
are at least $1000 per month:

-1 child: 20%,* net resources

-2 children: 25%, * net resources
-3 children: 30%, * net resources
-4 children: 35%, * net resources
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-5 children: 40%, * net resources
-6+ children: No less than five children

Section 154.125(c) provides the following guidelines when the obligor
only has children in one household, and the net resources of the obligor
are less than $1000 per month:

-1 child: 15%,* net resources

-2 children: 20%, * net resources

-3 children: 25%, * net resources

-4 children: 30%, * net resources

-5 children: 35%, * net resources

-6+ children: No less than five children

Children in Multiple Households:

Section 154.128 provides guidelines for computing the obligation when
the obligor has children in more than one household. The steps for
calculating the obligation are:

1. Determine the amount that would be ordered if all children whom the
obligor has a legal duty to support lived in one household.

2. Divide the obligation calculated in the above sentence by the total
number of obligor's children.

3. Calculate a child support credit by multiplying the per child amount
calculated in the previous sentence by the number of obligor's
children who are not before the court.

4. Adjust Net Resources by deducting the child support credit
calculated in the preceeding sentence.

5. Calculate the child support obligation by applying the guideline
percentages to the adjusted Net Resources calculated in the
previous sentence.

Section 154.129 provides an alternative method of computing support
when obligor has children in multiple households. It provides two tables
showing the percentages to be applied for any combination of seven
children in multiple households; one for net resources below $1000 per
month and another for net resources totaling $1000 or more. TXdocs
provides the result of this approach and the approach described in
Section 154.128.
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Calculating and Applying Child Support Credits

The Family Code provides two credits which may be deducted from the
child support obligation calculated above.

-Section 154.132 Children of Certain Disabled Obligors: If any of the
children for whom support is being calculated are receiving benefits
as a result of a disabled obligor, then the amount/value of the
benefits being received by the child(ren) is deducted from obligor's
child support obligation.

-Section 154.133 Children of Obligors Receiving Social Security: If
any of the children for whom support is being calculated are
receiving social security benefits because obligor is receiving social
security old age benefits, then the amount/value of those benefits
being received by the child(ren) is deducted from obligor's child
support obligation.

5.1.3 Inventory

The divorce inventory tool can be reached by two ways. You can click
on it under the Tools main menu, or you will reach it while assembling an
Inventory during a normal document assembly session. The only
difference is, a few different buttons are visible, depending on which
way you start the Inventory.

Add, Edit, Delete - To add, edit or delete an item, highlight the item's
category (or an item already in that category) and click the appropriate
button at the bottom. Alternatively, double click on a category to add an
item to that category or right click on the category and a menu will pop

up.

Collapse - this button will hide all items in the list so that only the
categories are visible

Expand - this button will cause all of the items to be displayed
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Export - this button will export the inventory into an Excel spreadsheet

Assemble - If you open the inventory from the Tools menu, click the
button to begin assembling the inventory document.

Close - only visible when you open from the Tools menu, this button will
save you work and close the Inventory.

| k' Property Inventory - Jane Doe - Divorce X

Community Petitioner separate Respondent separate Other property

‘ Value =

ASSETS

I:l]— Household Items in Possession of Petitioner
L Miscellaneous Household items 3,600.00
[}~ Household ltems in Possession of Respondent
L Miscellaneous household items 7.800.00
[=I- Motor Vehicles, Boats, Airplanes, etc.
2008 Ford Focus
2015 Ram 1500
[=}- Real Estate

- Property at Property at 206 Winn Ave 128,000.00
— Mineral Interests
[=} Bank Account

Checking account # 9879 at Big Bucks Bank 2,895.00

— Health Savings Accounts

— Medical Savings Accounts
— Brokerage and Mutual Fund Accounts

— Publicly Traded Stocks and Securities
< >
H 44/ 4 2 b 01 v

(Hint: To Add an item, simply double-click on the category you want.)

(8] (<) (@) [B] [R] (2] (B _Evon | (@ rssemoe [0 o< ] [@ ol | TN

5.1.4 Delinquent Child Support Calc

The Delinquency Calculator is used to calculate the total amount of
principal and interest remaining due for child support, child support
judgments, and costs by an obligor. Calculations are performed using
the requirements in the Texas Family Code. To open the calculator,
click Delinquency Calculator under the Tools main menu item or click
the button in the Essentials Toolbox.
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Support/Payments/Judgment/Costs - Click these buttons to add items
to the list.

Edit - Click this button to edit the item that is highlighted in the list.
Delete - Click this button to delete the highlighted item.

Standard report - Click this button to view and then optionally print a
simple report showing each item in the list along with totals.

Audit report - Click this button to view and then optionally print an
extensive report showing each item in the list. You will see detailed
information on how each payment is applied and how the remaining
balance of each obligation, judgment and cost is determined.

PRINTING REPORTS: When you print a report, you will first be asked
to select a printer. This selection will determine where the report is sent
if you do print it. Next, you will be asked to select whether you want the
report generated as Text, Print, or PDF. If you select Text, then,
instead of printing, the report will be saved as a text file. If you select
PDF, the report will be saved as a pdf document. If you select Print,
then the report will be sent to your selected printer. Regardless of any
of the previous selections, the report will always be displayed to you for
viewing before printing or saving.

Audit Tab - this tab simply displays detailed information about
obligations and payments, as well as totals.
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A Child Support Delinguency Calculator X
Setup Audit Child Support
Payments — Remaining obligation —

Date Description Obligation  Payment  tolnterest to Principal tojudgments to Costs Principal  Accrued Int.| *
9/01/11 Payment 2,000.00 2,000.00 0.00
Client: Alan Schoolcraft 10/01/11 Payment 2,000.00 2,000.00 0.00
11/01/11 Payment 2,000.00 2,000.00 0.00
Case: Divorce 12/01/11  Payment 2,000.00 2,000.00 0.00
1/01/12  Payment 2,000.00 2,000.00 0.00
Obligor: || 20112 | Payment 2,000.00 2,000.00 0.00
Obligee: ‘ 30112 Payment 2,000.00 2,000.00 0.00
4/0112  Payment 2,000.00 2,000.00 0.00
5/01/12  Payment 2,000.00 2,000.00 0.00
Calculate interest through 6/01/12  Payment 2,000.00 2,000.00 0.00
7/0112 | Payment 2,000.00 2,000.00 0.00
Report dater™ | 7/24/20 =7 8/0112 Payment 2,000.00 2,000.00 0.00
9/0112 Payment 2,000.00 2,000.00 0.00
*Interest will be calculated through the Report 10/01/12 Payment 2,000.00 2,000.00 0.00
date specified above. 11/0112  Payment 2,000.00 2,000.00 0.00
12/01/12  Payment 2,000.00 2,000.00 0.00
170113 Payment 2,000.00 2,000.00 0.00
2/0113 Payment 2,000.00 2,000.00 0.00
& Standard report 3/0113  Payment 2,000.00 2,000.00 0.00
4/0113  Payment 2,000.00 2,000.00 0.00
) G 5/01/13_ Payment 2.000.00 2.000.00 0.00

H 44 2 » bl v

Child Support Payments Judgment Costs il Edit B Delete

@  How Delinquent Support is Calculated oK B Concel

5.1.5 How Delinquent support is calculated

EXPLANATION OF HOW CALCULATIONS ARE MADE BY
TXdocs

HOW PAYMENTS ARE APPLIED
Payments made before Jan 1, 2010 - Applied in the following order of
priority:
(1) Current Child support;
(2) Non-delinquent child support owed;
(3) Interest on principal amounts specified in subdivision (4) and (5);
(4) The principal amount of child support that has not been confirmed
and reduced to money judgment;
(5) The principal amount of child support that has been confirmed and
reduced to money judgment; and
(6) The amount of any ordered attorney fees or costs.

Payments made on or after Jan 1, 2010 - Applied in the following order
of priority:

(1) Current child support;

(2) Non-delinquent child support owed;

(3) The principal amount of child support that has not been confirmed
and reduced to money judgment;
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(4) The principal amount of child support that has been confirmed and
reduced to money judgment;

(5) Interest on the principal amounts specified in Subdivisions (3) and
(4);and

(6) The amount of any ordered attorney fees or costs.

ACCRUAL OF INTEREST
Statutory requirements for calculating interest - Family Code Sec.
157.265 & 157.266.
Sept 1,93 to Dec 31,01
12% simple interest whether or not reduced to judgment
6% simple interest
applies to -
a: payments becoming due on or after 1/01/02 and
b: Combined principal AND interest on support due before 1/01/02.

Judgment Call - it is unclear whether or not to add accrued interest to
principal when applying interest at 6% after Jan 1, 02. TXdocs elected
to not compound the interest this way.

IMPORTANT NOTE: Effective Jan 1, 2000, payments that become due
on or after 01/01/00 interest accrues only on the portion of delinquent
amounts that is greater than the monthly obligation. (Family Code sec.
157.265(a)).

5.1.6  Proposed Division Tool

The Proposed Division Tool lets you create different proposals for
dividing assets and debts of the community estate. This window shows
all assets and debts you entered while preparing an inventory for the
case.

Add: Click this button to add an item to the list. (NOTE: it is a bit more
efficient to just double-click on a category (like "Real Estate") to add an
item in that category.

Edit: Highlight an item and click Edit to change information about that
item.

Delete: Highlight an item and click Delete to permanently delete it from
the case.
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Mediator: If you are working with a mediator who uses TXdocs'
Mediator program, click this button to upload your proposed division to
the mediator.

Export: Click this button to export the proposed division to an Excel
spreadsheet.

Assemble: Click this button to assemble a Proposed Division
document in TXdocs.

To assign an asset or debt to one of the parties, simply click on the
appropriate column next to the item's description. You also choose to
propose selling or otherwise disposing of the item by click in one of
those columns. As you make assignments, the totals and percentages
shown on the left side are immediately updated.

¥ Proposed Division of Assets and Liabilities - Jane Doe - Divorce x
Flan: | Original plan - Current case plan ~ [ [@] Save as ... l [ | Editplan ] [ B Delete plan This is the current case plan
To award an asset or assign a debt, click in the party’s column
Equalization Payment
Awarded to/Paid by ~| Fa 4
Amount Unawarded Mone
Pet Resp  Other Sell @
ASSETS (O Respondent to Pefitioner
E} Household ltems in Possession of Petitioner (O Petitioner to Respondent
| [ Miscellaneous Household items 3,600.00 & 7 . .
Amount 0.00
E} Household Items in Possession of Respondent
| [ Miscellaneous household items 7.800.00 §'7 Community estate (including retirement accounts)
E} Motor Vehicles, Boats, Airplanes, etc. Assets Debts
}—2008 Ford Focus f Unawarded: 289500 0.00
\_2015 Ram 1500 o To Petitioner: 131,600.00 0.00
E} Real Estate To Respondent: 7.800.00 0.00
[ Property at Property at 206 Winn Ave 128,000.00 o i Total: 142,295.00 .00
— Mineral Interests Equalization
[=} Bank Account Petitioner 0.00
L Checking account # 9879 at Big Bucks Bank 2,895.00 % Respondent 0.00
I— Health Savings Accounts Metto Petitioner 131,600.00 944 %
| Medical Savings Accounts MNetto Respondent: 7,800.00 56 %
(— Brokerage and Mutual Fund Accounts
— Publicly Traded Stocks and Securities
— Publicly Traded Bonds
{— Business Interests
< H K3 >
M4 42y 0 v
Add ] [ #  Edit l [ B Delete ] D D [ % ediator l [ [=] Export ] [ = Print ] [ Assemble l [ Save and close ] [ B Cancel l © Hep

Creating Alternate Plans

You can create and save alternative proposals for dividing the estate.
To create an alternative proposal, click the Save as... button at the top of
the screen. Then enter a name for the plan you are working on and
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click OK. This create a copy of the plan you are working on and under
the name you just entered.

TXdocs can only use one inventory plan to generate documents. If you
create one or more alternate plans, you will have to tell TXdocs if you
want it to use that plan for all future documents, including the decree. If
you are working with a property division plan that is not the plan TXdocs
knows to use, you will se a "Make this plan the case plan" button in the
upper right corner. Click that button to tell TXdocs to start using this
plan for all future documents.

If you click Assemble while viewing an alternate plan, TXdocs will
assemble the Proposed Division using the alternate plan you are
looking at. This gives you the ability to prepare multiple alternate
proposals for presentation during negotiations.

IMPORTANT!!! (Make sure to save changes when creating new plans before closing

the proposed division tool. Canceling before saving the changes will result in the
changes taking effect for all plans and not just the plan changes were made to.)

% Proposed Division of Assets and Liabilities - Jane Doe - Divorce x

[ZEURN Original plan - Current case plan l [I;Eﬂ Save as ... }de Edit plan l l B Delete plan ] This is the current case plan

Alt plan 1
Onginalplan_Currenteaseplan

lisset or assign a debt, click in the-,_=a/s column

"‘{\j' Clicking on the drop down list When you are looking at an alternate plan, you can tell
> reveals alternate plans saved in TXdocs to start using that plan by clicking this button.

ASSETS
E} Household ltems in Possession of F'elil\\ y.
L Miscellaneous Household items 360000 o
[—=1 Hrnzshnld tame in Pressssion of Rasnnndant

additions to the original plans

Amount. 0.00

5.1.7 Redactor

The Redactor is available under Tools/Family Law Tools on the main
ribbon bar. Itis designed to help you redact sensitive information from
documents before you file them and have identified certain information
that you may wish to redact from your filed documents. The Redactor
will search your documents for that sensitive information and replace it
with a mask.

Some information Redactor will redact include:
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e Driver's license, passport, social security number, and tax id
numbers;

e Bank account, credit card, and financial account numbers.

¢ Birth dates, home addresses, and the names of minors.

When you select a case and document. Redactor searches the case
answers for sensitive information and then it searches for that
information in the document. When the information is found, it is
replaced with the designated mask. Redactor can process documents
in .rtf, Word and WordPerfect formats.

1. Go to Tools/Redactor on the main menu to launch the Redactor.
2. Select a case.

3. Click the Document button to choose from a list of all documents you
have assembled for the selected case. (Note: - on the window where
you select the document, you can also browse to select a document
you did not assemble in TXdocs.)

After you select a document, the list will display all answers in the case
which the contain sensitive information.

Select/Unselect/Select all/lUnselect all - initially, all of the listed
information will be selected for redaction. If, for any reason, you do not
want Redactor to redact a particular answer, you can unselect it.
Questions selected for redaction have a green checkmark in the left
column.

Edit Redact to - The column on the right shows what each item will be
redacted to. If you want to change that to some other mask, click the
this button. You can then type in anything else you think the information
should be redacted to. You can also double click the proposed
redaction to edit it.

Filename - by default, Redactor will simply prepend "Redacted" to the

filename of the document being redacted. If you wish, you can change
this name.
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Redact now: - click the Go button to perform the redaction.

NOTE: If your county or judge requires information to be redacted
differently than the way TXdocs is setup to redact, you can change it.
Use the Customize Redactor feature to tell TXdocs how you want
your sensitive information redacted.

4F Redactor *

Unselect any items you do not want redacted

Jane Doe - Divorce i
S —— — First select the case and documents to
Original Petition for Diuorce._d?g___———‘.\ redact. |
R o
ormation Redactto (mask)
cial Security Number 314-56-9113 0000000113

Child's Name Cidney Hux CH

Child's birth date 06/20/2008 ____— Child 1's birth date

Account number child's UTM account — -

Account Number of Account Heldforachild | Redactor scans the document and

finds all sensitive information that
should be redacted. The far right
. column shows how each item will be r )

oy

If you think the information )
should be redacted to ‘
something else t han what is
shown in the right column, click F‘-\Q:\
the Edit button to change it. ) \l/ F——

| | [ ]

selectall | [\

Save redacted file as

i N
Folder: c1SLSCHMDRunTime\ClientDocs\Doe, JaneDivorce| o L)
oieer £ untimeitlientoceiboe, JaneLNOE]  When everything is setup the way you want it,

Filename: |REDACTED - Original Petition for Divorce.doc click redact now to execute the redaction

A
[ Redact now l [a Cancel l

S

N

5.1.8 Customize Redactor

Customizing the Redactor allows you to tell TXdocs how you want
particular information redacted all the time. This prevents you from
having to change the "Redact to" field every time you redact a
document.

The left column describes the information being redacted, the middle
column shows how TXdocs will redact the information unless you
change it, and the right column show's how you have told TXdocs to
redact the information.

TXdocs © 2022 Schoolcraft Legal Systems, Inc.



TXdocs Tools

You can check the Skip column to tell TXdocs to never redact that
particular information.

For example, in some counties attorneys are expected to redact
children's names by using their initials. In other counties, attorneys are
expected to use generic titles such as "Child 1" and "Child 2". To
change how children's names are redacted, simply highlight "Child's
Name" in the left column and click Edit.

A% Redactor ] X

The left two columns show you what TXdocs will do unless you customize the entry. "X" represents the sensitive information to be redacted.
Any visible "y"s are portions of the answer which will appear in the document. The number "1" is used to show a numbered item. For
example, an item that could refer to the first child, second child and third child will appear as "Child 1's name”, "Child 2's name", etc.

TXdocs Setting Your Preference
Description Redact To Skip Redact To

Respondent's Driver's License Number [ ] yyyAAARAAA

Respondent's Social Security Number [] | 0000000

Petitioner's Driver's License Number [] | ecceeccccc

Petitioner's Social Security Number [] ' DDDDDDDDDD

Prior full name of child [] | PRIOR NAME OF THE CHILD1

Patient's Social Security Number : yyyyEEEEEE

Account Number [ ] | yFFFEFFFFF

Custodial Account Number 2000000y Yy [

Child's Name [] |initials

Child's birth date Child 1 's birth date I

Child's Social Security Number [] | CHILD 1's SOCIAL
i orvers LcenseNumber ———— | |18
Petitioner's social security number 20000y Yy L

Respondent's social security number 200000 yyy :

Petitioner's driver’s license number OO0y Yy ]

Dacnan, Annt'c Ariviar's licanca nimnbhar VVVVVVViane

L 4 > £ >

e o Edit /P  Reset B} Close

5.2 Probate Tools

TXdocs subscriptions include quite a few special software tools to help with tasks in your probate law
practice. If you will take the time to get familiar with them they will save you a lot of time.

5.2.1 Probate Inventory

This is where you will begin entering in property and claims for your
Probate case. The items that you enter into the inventory tool will be
saved to the Client whose case you selected and when you open that
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case in the Annual or Final account tool all saved items will populate
those tools.

You only need to include property and claims owed to the estate on the
inventory so you are provide tabs for each of those categories.

Add - to add an item to the inventory just click the Add button.

Edit - highlight an item and click Edit to change the details of that item.
Alternatively, you can double click on an item to edit it.

Delete - this button will permanently delete the selected item from

TXdocs.
Assemble - click this button when you are ready to assemble the
inventory document
b Tddocs Probate Inventory *
Property Claims (owed to the estate) Property
| Property Walue
E CASH IN ACCOUNTS ™+
I— RBFCU checking account 285031
[
- werREAL PROPERTY
[ 106 winn Ave. 6,000.00
[
#++++PERSONAL PROPERTY
[~ 2016 Lexaus ES 350 18,750.00
[— Claim ofthe estate against Danny Debtor 21,875.00
[
= #+++BONDSINOTESISECURITIES**#++
[ 1000 shares GWE commen stock 21,785.56
[
Add ] [lv_’_’ Edit l [ﬂ Delete l [ | Assemble ] [ Save & close l [ﬂ Ccancel ] © Hep
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5.2.2  Probate Accounting

The Annual Account tool provides a convenient way to enter all of the
information you will need to prepare an annual account.

This accounting period: Enter the beginning and ending dates for
this accounting period.

Check here if you want to include a list of unpaid debts: Itis
unclear whether the code requires this so TXdocs leaves it up to you as
the attorney to decide whether you want to include this information.

New accounting period: If your probate case continues past the first
year, you can begin a second accounting year. BUT, do not begin a
new accounting year until you have completed and assembled the
Annual Account for the current year.

Assemble: When the information for the period has been completed,
you can click the Assemble button and create the Annual Account for
your probate case.

Receipts: On this tab, include all receipts that have come into the
representative's possession that belong to the estate.

Disbursements: On this tab, include all cash disbursements made by
the representative on behalf of the estate.

Claims: On this tab, include all claims against the estate presented to
the representative during this accounting period.

Property: On this tab, include all property belonging to the estate that
came into the possession or control of the representative. NOTE:
Since you have to account for all property, you do not generally want to
Delete anitem. Instead, use the Distribute/Sell button to remove the
item from the list and to automatically create an entry on the
Distributions/Sales tab. You would delete an item if it was entered in
error.

Disbributions/Sales: On the Property tab, there is a button to
Sell/Distribute an item of property. When you click that button, an entry
will automatically be created in this list. This means you will generally
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not need to manually Add items since they will be automatically added
from the Property list.

Taxes: On this tab, include all taxes currently owed or paid by the
estate during this accounting period.

Tax Returns: On this tab, include all tax returns filed during the
accounting period.

® TXdocs Probate Accounting >

Setup Receiptz Dishurzements Claims  Property Distibutionz/Sales Taxes Taw retums

Annual Account Setup

This accounting period
Beginning date: 71416 Ending date: FA09M 7

[ iCheck here if you want to include a list of urpaid debts in the Accounting

Mew accounting period

Thiz option will cloze out the curent accounting period and process data to start a
nEw accounting period.

Do not use this option until you have finished everything and
assembled the accounting for the current period.

Current accounting period: 1

Click here to begin a new accounting period

Assemble H Save & close HB Cancel l © Hep

5.2.3 Probate Final Account

The Final Account tool provides a convenient way to enter all of the
information you will need to prepare a final account for a probate case.

This accounting period: Enter the beginning and ending dates for
this accounting period.
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Check here if you want to include a list of unpaid debts: Itis
unclear whether the code requires this so TXdocs leaves it up to you as
the attorney to decide whether you want to include this information.

How many annual Accounts have been filed in this cause:
Indicate how many.

Assemble: When the information for the period has been completed,
you can click the Assemble button and create the Annual Account for
your probate case.

Receipts: On this tab, include all receipts that have come into the
representative's possession that belong to the estate.

Disbursements: On this tab, include all cash disbursements made by
the representative on behalf of the estate.

Claims: On this tab, include all claims against the estate presented to
the representative during this accounting period.

Property: On this tab, include all property belonging to the estate that
came into the possession or control of the representative. NOTE:
Since you have to account for all property, you do not generally want to
Delete anitem. Instead, use the Distribute/Sell button to remove the
item from the list and to automatically create an entry on the
Distributions/Sales tab. You would delete an item if it was entered in
error.

Disbributions/Sales: On the Property tab, there is a button to
Sell/Distribute an item of property. When you click that button, an entry
will automatically be created in this list. This means you will generally
not need to manually Add items since they will be automatically added
from the Property list.

Taxes: On this tab, include all taxes currently owed or paid by the
estate during this accounting period.

Tax Returns: On this tab, include all tax returns filed during the
accounting period.
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1]
Setup Receipts Disbursements Claims Property Distributions/Sales Debts Taxes Tax returns

Final Account Setup

Thiz accounting period
Beginning date: 7414416 Ending date: 7097

Check here if you want to include a list of unpaid debts in the Accounting

How many Annual decounts have been filed in thiz cause
() Hare ® Ore () More than one

1
Assemble H Save & close l[a Cancel l © Hep |

5.24 Probate Final Account Temp

The Annual Account for Temporary Administrations tool provides a
convenient way to enter all of the information you will need to prepare a
final account.

Assemble: When the information for the period has been completed,
you can click the Assemble button and create the Annual Account for
your probate case.

Select Optional Items to Include: [f you select any of these options
then additional tabs will be created for you to enter information about
that each selected option.

Property: On this tab, include all property of the estate.

Sales: On this tab, include all sales of property made by the
representative on behalf of the estate.
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® T¥docs Probate Accounting - Temporary Administration X

Setup Property Sales

Account Setup

Select Optional ltems To Include In This Account

While Sec. 452.151 explicitly requires an accountto include a list of all property
and areturn of all sales, the Court can give the administrator additional powers.
Select any of the items that were handled by the administrator.

[ Disbursements

[ claims

Assemble ][g Save & close l[a Cancel l

5.3 Guardianship Tools

5.3.1 Guardianship Inventory

This is where you will begin entering in property and claims for your
Probate case. The items that you enter into the inventory tool will be
saved to the Client whose case you selected and when you open that
case in the Annual or Final account tool all saved items will populate
those tools.

You only need to include property and claims owed to the estate on the
inventory so you are provide tabs for each of those categories.

Add - to add an item to the inventory just click the Add button.

Edit - highlight an item and click Edit to change the details of that item.
Alternatively, you can double click on an item to edit it.

Delete - this button will permanently delete the selected item from
TXdocs.
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Assemble - click this button when you are ready to assemble the
inventory document

Property Claims (owed to the estate)

| PROPERTY

| Froperty Value

[ CASH IN ACCOUNTS =+
I— Checking #37772733 - at RBFCU 3,883.00
[

[ REAL PROPERTY**++*
I— 4173 Second Street 24 541.00
[

[ PERSONAL PROPERTY*+**
2013 Lewus 8,760.00
I— Claim ofthe estate against DANNY DEBTOR. 1,460.00
[

| BONDS/MOTESISECURITIES

|
[ Add l [/ Edit l [= Delete l [ | Assemble l [ Save & close l [a Cancel ] _

5.3.2  Guardianship Annual Account

The Annual Account tool provides a convenient way to enter all of the
information you will need to prepare an annual account.

This accounting period: Enter the beginning and ending dates for
this accounting period.

Check here if you want to include a list of unpaid debts: Itis
unclear whether the code requires this so TXdocs leaves it up to you as
the attorney to decide whether you want to include this information.

New accounting period: [f your guardianship case continues past the
first year, you can begin a second accounting year. BUT, do not begin a
new accounting year until you have completed and assembled the
Annual Account for the current year.
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Assemble: When the information for the period has been completed,
you can click the Assemble button and create the Annual Account for
your probate case.

Receipts: On this tab, include all receipts that have come into the
representative's possession that belong to the estate.

Disbursements: On this tab, include all cash disbursements made by
the representative on behalf of the estate.

Claims: On this tab, include all claims against the estate presented to
the representative during this accounting period.

Property: On this tab, include all property belonging to the estate that
came into the possession or control of the representative. NOTE.:
Since you have to account for all property, you do not generally want to
Delete an item. Instead, use the Distribute/Sell button to remove the
item from the list and to automatically create an entry on the
Distributions/Sales tab. You would delete an item if it was entered in
error.

Sales/Dispositions: On the Property tab, there is a button to
Sell/Dispose an item of property. When you click that button, an entry
will automatically be created in this list. This means you will generally
not need to manually Add items since they will be automatically added
from the Property list.

Taxes: On this tab, include all taxes currently owed or paid by the
estate during this accounting period.

Tax Returns: On this tab, include all tax returns filed during the
accounting period.
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® T¥docs Guardianship Accounting hed

Sefup Receipts Disbursements Claims Property Sales/Dispositions Debts Taxes Tax returns

Annual Account Setup

Jane Doe - Divorce

This accounting period

Beginning date: | 9/15/16 Ending date: | /14117

Echeck here if you want to include a list of unpaid debts in the Accounting

New accounting period
This option will cloge out the current accounting period and process data to start a

new accounting peried. Do not use this option until you have finished everything
and assembled the accounting for the current period.

Current accounting period: 1

Click here to begin a new accounting period

I | Assemble l [B gave&close] [a Cancel l

5.3.3  Guardianship Annual for Final Settlement

The Final Account tool provides a convenient way to enter all of the
information you will need to prepare a final account for a guardianship
case.

This accounting period: Enter the beginning and ending dates for
this accounting period.

Check here if you want to include a list of unpaid debts: Itis
unclear whether the code requires this so TXdocs leaves it up to you as
the attorney to decide whether you want to include this information.

How many annual Accounts have been filed in this cause:
Indicate how many.

Assemble: When the information for the period has been completed,
you can click the Assemble button and create the Annual Account for
your probate case.
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Receipts: On this tab, include all receipts that have come into the
representative's possession that belong to the estate.

Disbursements: On this tab, include all cash disbursements made by
the representative on behalf of the estate.

Claims: On this tab, include all claims against the estate presented to
the representative during this accounting period.

Property: On this tab, include all property belonging to the estate that
came into the possession or control of the representative. NOTE:
Since you have to account for all property, you do not generally want to
Delete an item. Instead, use the Distribute/Sell button to remove the
item from the list and to automatically create an entry on the
Distributions/Sales tab. You would delete an item if it was entered in
error.

Sales/Dispositions: On the Property tab, there is a button to
Sell/Distribute an item of property. When you click that button, an entry
will automatically be created in this list. This means you will generally
not need to manually Add items since they will be automatically added
from the Property list.

Taxes: On this tab, include all taxes currently owed or paid by the
estate during this accounting period.

Tax Returns: On this tab, include all tax returns filed during the
accounting period.
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® T¥docs Guardianship Accounting hed

Sefup Receipts Disbursements Claims Property Sales/Dispositions Debts Taxes Tax returns
Final Account Setup
Jane Doe - Divorce

This accounting period

Beginning date: 9/15/16 Ending date: anany

How many Annual Accounts have been filed in this cause

(O ftone (® One (O More than one

| Assemble l [m Save & close l [a Cancel l

5.3.4 Guardianship Annual Report

Add - to add an item to the inventory just click the Add button.

Edit - highlight an item and click Edit to change the details of that item.
Alternatively, you can double click on an item to edit it.

Delete - this button will permanently delete the selected item from
TXdocs.

Assemble - click this button when you are ready to assemble the
inventory document
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TXdocs Guardianship Annual Report - Jane Doe - Divorce *
Receipts  Dishursements Receipts

Thisz list shows all receipts you curently have in the spstem for this period. The annual report should include all receipts that were "for: [1] the support and maintenance of the ward; [2] the

education of the ward; or the support and maintenance of the ward's dependents™.

Click. in the box on the left to select/unselect items ta include in the repart,

| Amont Source For

[V]:... B780.00; Sale of 2013 Lewus support of ward

275.00 GVEC Electric Coop support of ward

3,500,000 U.5. Goverment 551 support of ward

[ Add l [[\( Edit l [= Delete l [ | Assemble l [B Save & close ] [a Cancel l © Hep

5.4 Client Web Services

Client web services give you the ability to have your client enter case
related information on an internet site and so that you can download that
information directly into TXdocs.

5.4.1 WebServicesNew

Client Web Services give your clients the ability to go online and enter
their own information at TXdocs' secure website. When they are
finished, you simply download the data directly into that client's case file.
This process will save you and your staff tons of time with every case.

Here is an outline of how the system works:
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1 . In the Client Web Services Manager Window, you select an existing
client and case.

2. Click a button to send an email to your client. The email includes a
link to our website and a password.

3. Your client logs on and completes the information.

4. When your clients are finished, they click a button that sends a
notification email to you.

5. Using the Client Web Services Manager, you download the data and

it's there, ready for use the next time you assemble a document for that
case.

HINT: If you enter your clients' email addresses as you add the client to
TXdocs, you won't have to enter it again on this screen.

b ] P [~ [ —r—

e

5.4.2 WebServicesExisting

This window shows all clients for whom you have set up a Client Web
Service. Underneath each client's name is a list of the services that are
pending.

After your client has logged on and entered information, the "Download
client's data" button is enabled and you will be able to download that
information.
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Begin a new service

Manage existing services

Customize your site

Email: MachinelNTakaTXDOCS@mailinator.com

Case: Cohen, Harry - 0.0 Property (A)

[=I- Cohen, Harry - 0.0 Property (To)
(. Intake - Married Couple Wills
[=} Cohen, Harry - Findings Stats: Client has begun but not finished

Service: Divorce Intake

Customize help
Diverce Inventory

[=I- Doe, James - 20180802 0805
L Divorce Intake * l
[=}- Doe, James - 20180802 1121
L Divorce Intake *

[=} Ma, Chunyuan - Adoption
': Divorce Intake * = Delete completed service

Divorce Inventory *

Download client's data

[=F Ma, Chunyuan - Test Case
Divorce Intake * /-
Divorce Inventory * . Change client's email address
[=I- Rodriguez, Bobby - CWS SBOT INVENTORY
L Divorce Inventory *
[} Rodriguez, Bobby - FAM INTAKE
[ Divorce Intake * o
[~} Rodriguez, Bobby - SBOTCWSINTAKE
L Divorce Intake =
[} Rodriguez, Bobby - SBOTINTAKE p! a
L Divorce Intake *
[=}- Rodriguez, Bobby - SBOTINTAKE2

L Divorce Intake *
< > w

Reopen service

Open as user

Training Video e Help a Close

Download client's data: After your client has entered their information for the
selected service, this button is enabled. It will download the client's information to your
TXdocs.

Delete completed service: Overtime you will build a long list of services that you
have to scroll through. You can manage this list by choosing to delete all of the data for
a client's service that you no longer need.

Change client's email address: Use this to change the client's email address in
TXdocs.

Reopen service: After you have downloaded a client's data, the case is closed and
your client will not be able to log on the add or change data. This protects you from
having them change information without you knowing it. If you decide that you should
allow your client to log on and update their information, you can Reopen the service for
them.

Open as user: Click this button to open the website just as if it is your client logging in.
This gives you the ability to preview their data or to provide them help. Using this
feature, you will access the site as if you are your client.

5.4.3 WebServicesCustomize

The Client Web Services site can be customized to look like your firm's
website. You can upload a header and/or a footer image to be
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displayed whenever one of your clients visits the site. You can also
completely replace the standard TXdocs welcome page with a page
created by you.

& TXdocs Legal services x  +

[¢] & ows.txdocs.com/software/htm|6.htm[?at=F8IMCTEEMHODXLDKPO3EBXBEXS JOWGHBLSHAQNVR425H/HQAEA15)Y4IP7TTCIITRCNGX00709)I2FDUOUATHB0SYP1565A2KY T5E& irmguid=ZfUoCgv0Kar1QdUOBVUA... st

i Apps B Email % hitps//adminbdoc. @ Cifi G GoogleAds G AnaticsTools&S. [ TXdocslogin @ Albridge @ fiy2lunchcom [J] PortalConnect 4G Accounting Coach [l Double Entry Bookk., @7 International Permits »

Welcome To Our Client Portal \

You can add a Header image to display across this top area. For

[ me=site you can provide detailed information for us to use inyour f ©X@Mple, you could copy the header from your firm's website and
display it here

Name: PREVIEW N
Case: *** PREVIEW= Here are a few pointers:

« You do not have to complete everything at one time. You can always save your work and come back later.
« Answer each question to the best of your ability. If you are uncertain about how to answer a question, click on the *?" icon to the right of that

question. Youcanreplace this entire page with one thatcontains

At the bottom of every page there [IITOFMALIONYOLDFEf@Ement” or “Note to attorney”. Use that field to provide any additional or
explanatory information you feel would be helpful to us.

For the Inventory, be sure to provide information on your Assets, Debts, and Retirement. You will see each of those listed at the top of the page.

On the Intake form, you will see @ and @ . Those icons let you know when you have completed the information in each section. You will not be

able to submit the form to us until all sections have been completed and show icons.

To get started, simply click on the "Forms/Data” item to the left of this page.

A\ Client Web Services Manager X

Click here to see what your clients will see when they log on.
Begin a new service

Manage existing services

Click here to view your site

Customize help
Images ( must be .jpg, .png. .gif or .bmp files)

Header: | ‘ n

Logo:

Note: The max height of the logo image file is preferably 140 pixels

Welcome pages ( must be .html files )

Intake: | ‘ n

Inventory: I \ |
N
After selecting any customization files, click here to upload
them to your site. This will remove all of your
customization files from your site.
\, o

—

Upload custom files B Remove custom files

0 o

To get started, click on the link "Click here to view your site". This will
show you the same page that your clients will see when the log on.
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Then, after uploading your customization files click there again to see
the effect of your changes.

To upload a custom logo or header, the image files must meet these
requirements.
- they must be either .jpg, png, .gif or .omp format
- the headers image can be up to 1400 pixels wide, and the logo can't
be more than 1200 pixels wide.
- the height can be anything you want - we have found 200 pixels for
the header and 140 pixels for the Logo looks pretty good.

The easiest way to acquire an image is to open your firm's website in
your browser and take a screen shot of it. Then, use an image editor to
crop and re-size the header and footer sections into individual files.

Client Web Services provides web pages for obtaining Inventory
Information (Family Law and Probate) as well as new case intake
information for Family Law, Probate and Wills. You can create
replacement welcome pages for each of those:

- the files must be .htm or .html format

- the easiest way to create the files is to create them in Word and then
Save As - Web Page(*.htm,*.html)

After you have created and selected the images and welcome pages
that you want to use, click the Upload custom files button on the
screen to upload the files.

Finally, after you are finished, click the preview link to see how the site
will look to your clients.

5.4.4  WebServicesHelp

Each service in Client Web Services has its own help information.
When your client is preparing to use the service. they can click on a
Help button for additional help information on how to answer the
questions. You can edit those help files to provide any other information
you wish.
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B

Begin a new service All services:

[=}- Family Law

=

Divorce Inventory

[=} Probate

Customize help Probate Inventory
Will Probate Intake

Manage existing services

Customize your site

Small Estate Assets and Liabilities
Intestate/Heirship/Small Estate Inta
New Probate Client Intake
[=- wills
i— Intake - Married Couple Wills
Intake - Single Person Will

This help text has not been customized

OB - @

Microsoft Sans Serif v

b XBDB oA

Western v

=l
Nl
=

I

g | v

<

The Divorce Intake form gives us the information we will need to begin your divorce proceeding. It includes A
information about you. your spouse. your children and your mamiage

On the left side of the form, you wil see a list of the pages that are included in the form.  These are items such
a3 Employment. Your Income, etc

Click on each page and then complete all of the requested information

After you have completed a page, click the Save button at the bottom of the page. After each page is
completed, the icon will change to a green check mark

MOTE: Depending on your screen size, some of the forms and some of the fields might require you to scroll
down

‘When all pages have a green check. or ff you need to quit and come back later to finish, click the Close
Divorce Intake button on the far left of your screen.

When you close the form, f all pages have a green check, you will be asked if you are finished. K you say yes,
then we will be notified that the form has been completed.

& Publish

e

B Close

When you highlight a service, the help information displayed for that
service appears in the editor on the right. Simply edit the help

information as you wish.

Once you are satisfied with your change to a specific help page, click
the Publish button to save and upload your change to that help text.

5.5 Deadline Calculator

The deadline calculator will calculate any deadline contained in the
Texas Rules of Civil Procedure or the Texas Civil Practice and
Remedies Code. Additionally, it the deadline falls on a courthouse
holiday in the relevant county, the deadline will be bumped to the next

day.

Source: Select the code you want from the drop list.

Jump to:

If you know the rule or section number, type it here and then

click the jump to button to jump to that section/rule.
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Add to favorites: The "Source" drop list includes an entry titled
"Favorites". If there are deadlines you use frequently, highlight the rule
and click Add to Favorites. This will add the rule/section to your
favorites list to help you find it quicker the next time.

Use generic calculator: Check this box if you just want to calculate a
deadline based on some number of days but not based on any
particular rule.

Add 3 days for service by mail: Check this box if you are serving
notice by mail.

Holiday schedule: Every year TXdocs surveys all of the Texas
counties and attempts to obtain their courthouse holiday schedule.
Select the appropriate county from the drop list and TXdocs will adjust
calculated deadlines for courthouse holidays.

Trigger date: Enter the date that the trigger event occurred.
Calculate: Click this button to perform the calculation

Save to Deadlines Manager: If you use TXdocsPlus, when you click
this button you will select the relevant case and then TXdocs will post

this deadline to the Deadlines Manager and to the selected case's Case
Manager.
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(5 Deadline Calculator X
Source: | TRCP - Texas Rules of Civil Procedure w [ Use generic calculator
pee | | After three days’ notice to the adverse party or his attorney, make written sworn
motion before the court stating the loss or destruction of such record or papers,
Jump t0:| | [ Add to favorites ] accompanied by certified copies ofthe originals if obtainable, or by substantial
— copies thereof.
12 | Attorney to Show Authority R
15 Writs and Process (Standard Answer Filing Deadline
18a(b) Time to File Motion To Recuse [] Add 3 days for senice by mail (TRCP 21a (c))
21(b) | Motice of Hearing (Standard Hearing Motice) )
38 | Third Party Practice Holiday schedule: | Anderson -

Lost Records and Papers

87 Motion To Transer - 45 days notice
87 Motion to Transer - Response
99 Issuance and Form of Citation

Trigger event:  Date of Service

Trigger date: | 21821 |3
[ T ——— y

114 | Citation By Publication - Answer date % """" LS

116 | Service by Publication - first publication

117a | Citation By Publication in Tax Suits - answer day-

117a | First Publication - 28 days

120a Special Appearance Affidavits

122 | Constructive Appearance

129 How Costs Collected [ [@ savetoDeadines Manager l

143 Rule for Costs

44 4 2 F kM € )L
5.6 Officals Directory

Sworn motion made no earlier than Tuesday,February 23, 2021

The Officials Directory provides contact office for the offices of every
County clerk, District Clerk, County Attorney, District Attorney, JPCourt,
County Court, District Court, Sheriff and Constable in every county i
Texas. It also provides contact information for each Court of Appeals,
the Supreme Court, Attorney General and Secretary of State.

Office: Just select the office you want from the drop list.

To jump to a county type the first letter of the county's name.
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L Texas Officials %
S CountyClerks |

County Clerks

Anderson 2

Andrews { District Clerks Phone: (254) 435-2201

Angelina { COUNY Atlorneys Fax (254)435-2152

Aransas District Attorneys

Archer © JP Courts Website:  www.bosguecounty.us
Armstron goutntdy gou:s Address: Bosque County Clerk
Atascosal| et ouns F.O. Box 617

Austin G| Sheriffs 110 South Main, Rm 110
Bailey Co Constables Meridian, TX 76665
Bandera | APpeals Courts

Bastrop q Supreme Court

Baylor Col Aftomey General - Local Offices EB| county clerk@bosquecounty.us
Bee Courl Secretary Of State

Bell County Clerk
Bexar County Clerk

Blanco County Clerk In the list on the left, you can type a letter to jump to the first county whose name
Borden County Clerk begins with that letter. For example, type "G™ to jJump to Gaines County.

Bosque County Clerk
Bowie County Clerk Click the clipboard icon to copy the information to your clipboard. You can then paste

Brazoria County Clerk that information into a document.

Brazos County Clerk
Brewster County Clerk

4 44 4 7 » kr H £ b )
5.7 Opposing Counsel

The Opposing Counsel tool gives you a way to build a contact list
database of attorneys you deal with. In addition to their name, address
and phone numbers, it will save their firm name and bar number. When
you are assembling documents and you need to include an attorney for
a certificate of service or for some other reason, you will be able to
simply select the attorney from your list. If the attorney is not already in
your list, TXdocs will automatically add the attorney when you enter the
attorney's informatin for the document you are assembling.
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A Certificate of Service

O >
Certificate of Service
Service on: (@) amorney () party
Type of service: electronic filing manager |
Person served: | ‘ _

Address: /
Email address: |

/L |

Fax number: | (000) 000-0000 /

/ OK I a Cancel

While assembling documents, you can select an attorney in
your list by clicking the Lookup button.

When you click Lookup attorney, the following window will open. You

can select an attorney from the list. If the attorney is not already in your
list, then add the attorney and then select him/her.
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A Select Attorney O X

Ishmael Contreras Laredo This is a list of attorneys with whom you have worked. If the attorney you want is
Laura Smith Anywhere not on the list, then take the time to add him/her by clicking the Add button. Then,
Sam Sharkey San Antonio select the attorney to include the information in the decument you are assembling.

/1

Select an attorney from this list or use

the Add button to add an attorney and LiEglRRtoes
then you can select that newly added
atto rney, Address: 404 Pat Booker Rd.

Universal City, TX 78148

Phone: (210) 253-9506

Fax: (210) 999-399%

Email: alan@txdocs.com

The Case Manager in TXdocs Plus provides all of the information about a case in a single
place. This includes the name and contact information for the oppesing counsel in that
case. If you select an atterney here, the attorney's information will also be added to your
Case Manager window in TXdocs Plus.

Add ¥/  Edit B Delete B Cancel
5.8 Texas Codes

Texas Codes is provided by TXdocs as an internet tool for reading and
searching the Texas Codes. When you click the button, TXdocs opens

your internet browser with a menu page that lets you select which code
you want to work with.

After you select a code, you will be able to jump to specific sections
and search using an advanced search feature. You can also copy
sections of the code to your clipboard by clicking on the clipboard icon
that becomes visible as you select a section. You can also create
bookmarks of favorite sections.

TXdocs © 2022 Schoolcraft Legal Systems, Inc.



TXdocs Tools

|E] Search Texas codes

Agriculture Alcoholic Auxiliary Water Business and Business Civil Practice Code of
Code Beverage Code Laws Commerce Organizations and Remedies Criminal
Code Code Code Procedure

I
I
I
I
I
I
I

Education
Code

Election Code

Estates Code

Family Code

Finance Code

Government
Code

Health and
Safety Code

I
I
I
I
I
I
I

Human Insurance - Not Insurance Labor Code Local Natural Occupations
Resources Codified Code Government Resources Code
Code Code Code

I
I
I
I
I
I
I

Parks and
Wildlife Code

Penal Code

Property Code

Special District
Local Laws

Tax Code

Texas
Constitution

Texas Rules of
Civil Procedure

I
I
I

Texas Rules of
Evidence

Transportation
Code

Utilities Code

Water Code

Welcome to the TXdocs code search.

Please select a code by clicking ene of the codes above.

Ashort overview of the possibilities

«+ Search through a code for a word, combination of words or start of a word
« Jump to sections by entering the section number in the quick locator

« View the bill text when links are provided in the section text

+ Bookmark sections for easy access in TXdocs

Powered by TXdocs

R w5
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| Search Texas codes be
W Finance Code change code »
Jump to section Sl Cllck here to see the list of L//
enter the section number | ¢ search keywords or enter the section numbe bookmarked favorites Q

Advanced search
Tip: You can search for keywords (e.g. rights and duties) or section numbers (e g.154.009 or 154* for all section-numbers that
start with 154 ).

Table of Contents (4) cannet, because of illness or disability. discharge the member's duties for a substantial part of the member's term;
or

11.104 EXPENSES AND -
COMPENSATION OF (5) is absent from more than half of the regularly scheduled finance commission meetings that the member is eligible
MEMBERS. to attend during a calendar year without an excuse approved by a majority vote of the finance commission

11.105 MATTER IN WHICH (b) If the banking commissioner, savings and mortgage lending commissioner, or consumer credit commissioner has
MEMBER HAS knowledge that a potential ground for removal exists, the banking commissioner, savings and mortgage lending commissioner, or
PERSONAL INTEREST. consumer credit commissioner shall notify the presiding officer of the finance commission of the potential ground. The presiding

11.106 MEETINGS. officer shall then notify the governor and the attorney general that a potential ground for removal exists. If the potential ground for

removal involves the presiding officer, the banking commissiener, savings and mortgage lending commissioner, or consumer credit

1107 PRESIDING OFFICER commissioner shall notify the next highest ranking officer of the finance commission, who shall then netify the govemor and the

11108 SUNSET PROVISION atlorney general that a potential ground for removal exists

ke EBANNDDUACRTDS o {c) The validity of an action of the finang”” ~d for removal
of a member of the finance commission existed|  Click here to copy the section to your clip board.

11.110 TRAINING

Acts 1997, 75i0 Leg.. ch. 1008, Sec. 1, eff. SepL I I997 AmENuer DY ACIS 20U T T I TEg e St ‘-r:.—ren—seprw 2001.

nan SEPARATION OF Amended by: Acts 2007, 80th Leg., R.S., Ch. 921 (H.B. 3167), Sec. 6.005, eff. September 1, 2007.

FUNCTIONS -
A 7”‘\\
112 PUBLIC TESTIMONY 11.104 EXPENSES AND COMPENSATION OF MEMBERS. @
11.113 ADVISORY
COMMITTEES A member of the finance commission is entitled fo
(1) the reimbursement for reasonable and necessary expenses incidental fo travel incurred in coun"mthe
erformance of official duties; and ( . . . .
11202 HEARINGS OFFICER P L Click here to bookmark this section as a favorite ‘
AND AUDITOR (2) a per diem for each day thal the membe._ y
1.203 E‘Illigéi:g: gE Acts 1997, 75th Leg., ch. 1008, Sec. 1, eff. Sept. 1, 1997. Amended by: Acts 2009, 81st Leg., R.S., Ch. 1317 (H.B. 2774), Sec.
e 28(b), eff. September 1, 2009.
11.204 SHARING OF STAFF,
SHARING OF STAFF: 11.105 MATTER IN WHICH MEMBER HAS PERSONAL INTEREST. n
FACILITIES A member of the finance commission may not act or participate in the portion of a commission meeting during which the
ALLOCATION OF COSTS. matter considered specifically relates to an entity:

(1) of which the member or the member's spouse is an officer, director, stockholder, shareholder, or owner; or
11.301 BANKING RULES

11.302 SAVINGS ASSOCIATION

(2) in which the member or the member's spouse has another financial interest.

AND SAVINGS BANK Acts 1957, 75th Leg., ch. 1008, Sec. 1, eff. Sept. 1, 1957. Amended by: Acts 2007, 80th Leg . R.S., Ch. 237 (H.B. 1962), Sec. 1. eff
RULES. Seplember 1, 2007

11303  DISCLOSURE OF
CERTAIN INFORMATION 11.106 MEETINGS. n
TOFRIEE (a) The finance commission shall hold at least six regular public meetings during each calendar year on dates set by the
COMMISSION .

commission

PROHIBITED.

11304 CONSUMER CREDIT (b) The presiding officer or three members of the finance commission may call a special public meeting of the commission.

I 400

5.9 Conflict Checker

The conflict checker searches all records in your TXdocs database for
name to find if that person has somehow been involved in some
previous case handled by the firm. When you enter in a Single name it
will only search for that name and when you search for a First and Last
name it will produce results where the first and last name are present
together.

The conflict checker is most effective if you are using TXdocsPlus
because it will check all contacts, case notes, appointments, expense
slips, time slips, etc. If you are just using TXdocs, then the only
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database to be checked is the contacts database that contains the
names of your clients.

A TXdocs Conflict checker

TXdocs Conflict Checker

TXdocs will search for exactly what you type into the blanks, For example, if you search for "Jo", TXdocs will find "Jones, "Johnson”, "Jolly", etc. So,
if you are not sure of the exact spelling of the name you are locking for, just type in the first few letters to see all possibilities.

A single name search looks only for the letters, name or phrase you want. TXdocs will look for an exact match.

IMPORTANT: Names are often stored in the database as separate bits of data. One field is Lastname and another field is first name. As a result,
searching for a client named “John Doe" using the single name feature will not find that client. Instead, use the Lastname/First name option.

Search type

oFrgemd |

O Last name/First name Last First:

B Cancel © Hep
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Formating in TXdocs
6.1 SetupDocFormatinitial

After TXdocs is initialized you will receive the following window. This
screen sets the format for documents you want to assemble. These
options can be changed later on through the use of the Document
Format Wizard

Format For Aszembled Documents

Create Beautiful Documents in TXdocs

This window provides just a sample of the options now available to you through our Document
Format Wizard. Find the Document Format Wizard under the "Documents” tab on the TXdocs
main menu.

All documents
[ You can change our
Select Font FontSize: 12 Font Name:Times New Roman “ default fonts from times

new roman
Pleadings

Line spacing: | 150 = Alignment | Left

.".- --.\

[] show page numbering for all pleadings  (Page # Of #) \ \
(NOTE: Use the Document Format Wizard to create custom footers and headers) Add pag e numbers

to pleadings, but

Letters not page numbers

to agreements, a

Linespacing: |1.08 (5| Alignment: | Left v header for you
letters

Letterhead: @ Mone () Text file () Image file

N,
Mo

This setting can tell TXdocs to insert a letterhead at the top of all letters you generate in TXdocs.

more information

@ :

6.2 Documents Format Wizard

This is one of the most complex windows in TXdocs. It gives you
incredible power to control almost every aspect of how your assembled
documents will be formatted.

Located at the top of TXdocs:
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X_) l Documents l Practice Management Tools CIients&Cases! eFiling Settings Utilities Learning
=I_ [ ﬂ = [z = = =0 0 —
.é. [ (i ] _@ 1 = e E Microsoft Word

Assemble Recently Tablesof  Create Create Quick | Format| Upload/ | SelectWord
Documents | Assembled | Contents ' Form Sets  Worksheet | Text | Wizard) Download | Processor

You can tell TXdocs how you want completed documents to be
formatted. To format documents, select Setup/Format assembled
documents in the main menu. Then select the tab that corresponds with
the formatting changes you wish to make.

The formatting options available to you are dependent on the type of
document. For example, for pleadings, you will be able to set options
for the caption of the pleading. This would not be relevant to a letter.

The settings you make in this window generally apply to all documents
of the particular type. For example, when you make a selection for
bolding the captions in Pleadings, that selection applies to all pleadings
you assemble. BUT - you can override this selection in the Individual
Forms section of this window. There, you can select a particular
pleading form and make a different selection.

Every form in TXdocs has been preset by us as either a Pleading or
Order, an Agreement or Contract, or a Letter.
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IMPORTANT: After you have made your formatting selections, be sure
to click the Save and close button to save your selections

All document types

Click this option to set font name and size that you want applied to all of
your documents.

%\ Document Format Wizard

Pleadings & Orders
Select a font here that TXdocs will use when generating your documents. (NOTE: This

SEESTUEIE L ST font will not be applied to PDF forms which you fill in.)
Letters

Font for all document types

:l Font Size: 12 Font Mame:  Times Mew Roman

Individual forms

All Documents tab just
displays what font you want
your documents set to.

Pleadings and Orders

Click this option to set preferences for captions, headers and footers,
signature blocks, etc. that you want applied to all pleadings and orders
that you assemble.
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Pleadlngs & Orders Headers/Footers have 3 sections. Left aligned text will appear at the left margin of the header/footer, centered text
appears centered in the header/footer and right aligned text appears at the right margin. You can use one, two or three of
the sections in the same header.

F:;} Document Format Wizard
All document types
Margins

Footers & Headers

Headers

ra

: Left aligned:
Caption . You can setup Headers and Footers
Title Centered: in this section. If you have word ‘
Body perfect then we recomend clicking on
Right aligned: the checkbox for table positioning.

Section Heading \

Subheading Click to insert a spe-cial cllaracter into the header
Dispositive [ Page# l l Today ie: 01/01/15 l [ Your initials l [ Form title l [ Cause Mumber l
Indented Paragraphs [ Total pages l I foday ie: January 1, 2015 l [ Your name l [ Client Name l [Case Description l
Signature Blocks
Footers
Warnings Left aligned: ‘ ‘
Agreements & Contracts
Centered: ‘
Letters
Individual forms Right aligned: ‘ l ‘
Click to insert a specigl character into the footer
[ Page# l Today ie: 01/01/15 l [ Your initials l [ Farm title l [ Cause Number l
4
[ Total pages/l l Today ie: January 1, 2015 l [ Your name l [ Client Name l [ Case Description l

[] Use alignment instead of a table for positioning. @ Preview Pleading
|

Agreements & Contracts

Click this option to set preferences for headers and footers, margins,
etc. that you want applied to all agreements and contracts that you
assemble.
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= s

All document types

Pleadings & Orders
Agreements & Contracts -2 These settings are applied to the regular paragraphs throughout the document

Margins Line spacing: | 1.50 |7 In agreements and
Footers & Headers Frbeiden [0sp B contracts and the ojcher

0 F sections you can edit the
Title line spacing in the body of

Spacing before: 0 : (points)
Body the documents.

i i Spacing after: 8 : (points)
Section Heading

Subheading Alignment: Left e
Indented Paragraphs The'legal consultation session will occur-afterthis Consultation-Agreement-has-seen:
Warnings signed-and-payment of the-consultation-fee-has-been-verified. Signing-this-agreement-creates an-

artorney-clientrelationship-for-the-course-of the consnltation session-only 9
Letters
e

Alegal vonsuliztionincludes-a discussion " \
Individual forms issuesimvolvad-inyourcase, what remedies, 1 Fan This is an exam P|9 of the bOdf Of

and-the Feasibilivy ol each remedy. - TFAlan-Schoag an agreement ]
will be-infermed-of the amount of the retainer fee-arsexpecermrve parrveorework tar———

commenceonyour-vase and presented with-acontracl-for lagal representation.§

Letters

Click this option to set preferences for captions, headers and footers,
margins, etc. that you want applied to all pleadings and orders that you
assemble. NOTE: You are also given the option to set up a letterhead
file that you want TXdocs to insert at the top of all of your letters
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F:;} Document Fermat Wizard %

All document types

Pleadings & Orders

Agreements & Contracts

Letterhead

Letters
(® Mone O Text file (O Image file

Margins

Footers & Headers

Letterhead

Here you can setup TXdocs tofautomatically insert a letterhead file or image at the top of all letters you create.

Date
Body

[ Youcan upload an image )

of your letter to TXdocs by

dragging and dropping the
image onto TXdocs then
selecting this checkbox.

Individual forms

Be sure to preview and
correct your heading.

A

| |

Individual forms

Throughout this window you will see a Preview button. Click this button
to see a document formatted using your selections.

TXdocs © 2022 Schoolcraft Legal Systems, Inc.



Formating in TXdocs

=0

Select forms to format

Select forms to remove fo

Click the Select Forms button to get started

l Select forms

Practice Area

Form Title Already Formartred

' I

<]
You can set the formating to

Practice area: | Family Law ~ Filter:

search form's title

~.  be diffrent from other forms.
| [ﬂ Advanced Sey] Topic: | All

by Form Number |A\phabet|tal | Local fnrmsl

A
402 — K| Findings of Fact and Conclusions of Law -
403 — |:| Motion to Sign Decree of Divorce
4.04 — |:| Prove-Up Questions in Agreed Divorce
405 - I:l Agreement Incident to Divorce
4.06 — D Motion for Waiver of Prohibition Against
407 —| I:l Order Waiving Prohibition Against Marrii
4.08 — |:| Statement of Evidence - Divorce
4,09 i |:| Separation Agreement
410 — |:| Prove Up Affidavit Divorce

S5

5.01

TROs and Temporary Orders for Divo
Motion for TRO

',

H A4 4 2 F M

|«

[CAPTION]

[Agreed/Default for Decree]
FINAL DECREE OF
DIVORCE[AND ORDER FOR
CONSERVATORSHIP AND
CHILD SUPPORT]

This case was [OPTIONAL
TEXT]heard on * * [END
OPTIONAL TEXT][OPTIONAL
TEXT]tried on * * [END
OPTIONAL TEXT]

i Training Video e Help

Appearances

S—

<
OK i In Cancel
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7 Practice Management

7.1 Billing Manager

TXdocs' billing manager is a complete billing system for handling
deposits, expenditures and transfers from and between your operating
account and your trust account.

You can generate billing statements for a single case or for all cases
and you can generate reports to provide the status of individual cases or
all cases in your firm.

Keep in mind that TXdocs' Practice Management system uses the
active client/case that is selected in the Contacts Manager on the left of
your screen. So, if you do anything in the Billing System that relates to a
specific client or case, for example receiving a payment from a client,
the billing manager window will be preset to the active client and case.
You will always be able to change the client/case.

You will also note that, if you do not have a Case selected in the
Contacts Manager, then all Case specific items will be disabled in the
Billing Manager
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: - S The selected case will be displayed on the main title bar S0
Documents  Practice Management ~ Tools  Clients 8 Cases  eFiling  Settings  Utilities  Leaming Center  Help
mtmmin ot
o= a B 6’
Calendar  Case | Phone Slips ~ Email Task  Deadlines | Billing
Manager Manager Manager Manager Manager | Manager ; .
# : - - : \
Creating a new timeslip, the active case -
Contacts Manager 1 Document Assembly X | Bill ) ) . Appointments Today h
is already filled in. To change the case, F
(T = z 0 S . . Harrison Cohen | Group
© $ECE WO ¢ 3 click on the gray box surrounding the
Display: |All Contads & Gases ” name or select a different case in the
Fiter. | ¢ contact manager
[ & Assembly, Joe & Timeslip for - o T
[ & Bill, Invoke
[+ & Cohen, Harry Timekeeper  Harrison Cohen ~
[ & Doe, Jane
Dru‘c-rce 5
': prp— et TS Case Jane Doe - Divorce
— L Karma, Cain Case manager Date -
— & Kazuma, Eric{ & Billing manager 2/01/2021 =
-4 F’hil\p.‘ F‘hone“@ Time slip Description
[+ & Practice, Area|'= = =
[+~ & Victoria, Torg | = ?E”;“Ip
[ Task’,
& App\d‘.\t.ment
B Email) §
Postap t
o p\ 5 Type: @® Hourly (O Flatrate (2 Pro bono Tasks q
- — o 'wvnrce
"Doe, Jane - Divorce" is the Rate: -
active Client/Case A
\ J -
, Tl UElete case - Jane Doe =Divorce Duration 000 ]| Hours
L#  Close case - Jane Doe - Divorce Discount | 000 = (percent)
Expand all
Collapse all TOTAL:
B oo (E =] @ oo ]
Phone Slips 1
Harrison Cohen ~
‘ ;
< = By
TXdocs support: (210) 253-9506 / support@tdocs.com TX4999 Switch to
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CASE SPECIFIC ACTIONS

Post a payment: Click his button then fill in the form for the date,

amount and type of payment.

[£] Payment for - Jane Doe - Divorce

Jane Doe - Divorce —

e

[ A receipt will be automatically

Date: [ To change the case, click on this
box or select a different case in the
contact manager
e M) N
- | Anote is optional.
Note: | 1 Some people put the

generated if you select this box |

“ check number here
\

ey

-

]

[] Print a receipt for this payment

Post a Trust Account Deposit: This button functions almost
identically to the other payment button except this one will credit the
payment into the active client's trust account balance.
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J Trust Deposit for - Jane Doe - Divorce

Jane Doe - Divorce -,

S

N

Date: | 2/10/2021 2 NG N
NS To change the case
Amount. | 500.00 | N J click on this box or
", B
PaymentType: | Credit Card - \ select a different
case in the contacts
Note: || | manager
LY
) @]

Transfer a Payment from Trust: This button is used to transfer funds
from the client's trust account for payment of amounts due by the client.
The form will not let you transfer more than the client has available in

the trust account.

& Payment Will Be Added

Jane Doe - Divorce
-

Date: | 22512021 D

T

Balance in Trust account: $500.00

g
e
N
Y

Description: |Pa].rmentfr0mtrustacd
|

Transfer amount. | 0.00

A\

| To change the case | - x

click on this box or
select a different case

: | inthe contact manager
- G

-‘\.

The cases current trust
deposit will be displayed

here

I_" oK | a Cancel © Hep

Generate a Statement: Click this button to immediately generate a

statement for the active case.

Case Specific Reports

Court Exhibit: This option generates a report to use as an exhibit to
prove up attorneys fees and costs for the active case.
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Case History: This option generates a report showing all billing
activities for the selected active case.

Unbilled Items: This option generates a report of all time slips and
expense slips for the active case which have not been included on a
statement.

Statements

Single Statement and Consolidated Statements are very similar. The
difference is that a single statement is for active case while a
Consolidated Statement is a statement that bills for all cases for the
active client. Obviously, if the active client only has one case, then the
result is the same as if you had selected "Single Statement".
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Document Assembly ¥ Billing X

Individual Statement Click here to add a custom message to the
Client/Case Specific Faiyy . e bottom of this statement.
lent

Actions Case: testcase -
Case Reports L
Single Statement RetainerTrust $0.00

Consolidate Statement Due date: | g2/232021 B #  Custom Message
Account Details Printer:  Adabe FOF FE———

[ Apply Fee
Firmwide Billing T Bill To Date -
Monthly Billing ‘ \ ltems To Be Billed
Reprint Statements =S I\ test case
O 21821 4\ 300.00 | Timeslip for Jane Doe
@ 2mem | 50.00 Admin Fee
Firmwide Reports ‘tl 350.00 | BALANCE DUE FORTI Omit the selected item from this statement
Biling Reports | ' Edit the selected item
B Delete the selected item
\ Add a timeslip
Click here to limit the statement to items Add an expense slip

that accrued through specific data. Add a payment

Add a trust deposit
Add a trust transfer

Add an inveice credit (write down)

Right click on this list for a pop up menu
that lets you totally edit and customize
what gets printed on the statements

Use this button to preview how the statement will
look. You will then be able to return and edit the
statement before finalizing it.

e

|@, View Prebill ] [H'i Printfinal statement & Restore omitted items © Hep

Editing a Statement: As you can see in the yellow highlighted text
above, you can change the contents of the statement right from this
screen. Just right click on an item in the list to see this menu:

Omit the selected item from this statement: If you selected an item
in the list, this option will case that item to not be included in this
statement. The item will, however, remain in the case and you will be
able to to include it on any subsequent statements.

Edit / Delete the selected item: These options will permanently
change or delete the selected item from the case.
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Add Timeslip, Expense slip, Payment, Trust deposit: These
options will let you add any of these items which you may have forgotten
to enter before.

**NOTE**: If you want to refund someones trust you can add a negative
Trust deposit, i.e. $-1,000.

Add a trust transfer: If the case has funds in trust, you can use this
option to apply those funds to this statement.

Add an invoice credit (write down): Select this option to make an
adjustment to the amount due on this statement.

Account Details

This option gives you a single location to see all billing details for your
cases. The information is organized and presented on 7 tabs. Simply
click a tab to view the associated information.

Case: If the active client has multiple cases, this drop list will include all
of those cases. Click the down arrow to see and select the case you
want.

Use date range: If you want to limit the data to only those items that
fall within a specific date range, check this box. You can then enter the
From and To dates. You must click the Apply button to apply the date
range.

Undoing Bills: If there was an issue with a bill please see the section
on how to undo a bill .
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you can select which you

f it you have multiple cases )
‘4 want to view

Document Assembly ¥ Billing X

Client Doe, Jane ——

Client/Case Specific Case! festcase el | | &= Print case history
Actions [AUse daterange ~ From: [01/19/2021 | To: |02118/2021 < Apply
Case Reports iy
Single Statement Status ".“u\msshps Expense slips Statements Payments Received Credits Trustretainer deposits
Consolidate Statement 1Y
1\ Current Balances - test case

1N ACCOUNTS DUE
Firmwide Billing % el . Current 0.00
( i 3 30 days 0.00
Monthly Billing Check here if you want
to limit the information to 50 days 0.00
Reprint Statements -
a specific data range. 90+ days 0.00
\ /
— ) ' UNBILLED
rmuwide BopReh Timeslips 300.00
Billing Reports Expense slips: 0.00
Payments: 0.00
Beginning Balance: 0.00
Trust account 0.00

Monthly Billing

The other options for billing give you the ability to generate a statement
for a specific client or case. The monthly billing feature lets you
generate a batch of statements all at once. The most common way to
use this feature is to generate statements for your clients at the
beginning of each month covering all charges that accrued to their
account in the previous month.

Due date: The is the due date that will be printed on the statements.
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Bill To Date: Check this box if you want to only bill for items that
accrued through a specific date. For example, if you are billing on
September 4, you can choose to only bill for items that accrued through
then end of last month (August 31).

Primary Attorneys: This includes a list of all attorneys in your firm.
You can select to limit the monthly billing to just one or more of the
attorneys.

Exclude cases with "$0 balances: Check this box to not include any
cases where nothing is due. For example, there could be charges and
payments during the period but, if the net result is $0 due, the case
would be excluded.

Exclude cases that are inactive: An inactive case is a case in which
there was no activity in the billing system - that is, there were no charges
and no payments during the billing period AND there is no previous
balance still due.

Print Prebill Statements: Prebill statements let you preview what will
be billed to the client. You can review the prebills and then come back
into TXdocs and adjust the statements before final printing.
REMEMBER - printing prebills does not actually bill the client and it
does not post the amounts to the case. You must Generate final
statements to post all entries and keep the system up to date.

Generate final statements: This generate the statements and post all
amounts to the case. If a case is set to "Email statements”, then the
statement will be emailed. Otherwise, it will be printed.
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Document Assembly ¥ Billing X

Generate Statements for All Cases Not On Hold

Client/Case Specific
Ouedate:  [2232021 |2

Actions
[ Bill To Date :| &
Case Reports
Primary Attorneys Options
Single Statement
" [ only print for selected attorneys
Consclidate Statement. [ Exclude cases with "$0" balances

Account t Details [] Attorney Other

Exclude cases that are inactive
[] Harrison Cohen

Printer

Monthly Billing R
Reprint Statements =
= Select different printer

Firmwide Reports -
[a Print Prebill Statements = Generate final statements

Billing Reports

-~ ~
[ "Prebill Statements" let you preview how the statements will look. You can |
check their accuracy and make any desired changes before generating
the final statements.

Reprint Statements

Occasionally you may run monthly statements and something went
wrong with the printer and the statements did not print properly. On this
tab you can reprint all of the statements for a particular date.
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Documnent Assembly / Billing X l

Client/Case Specific

. Reprint all statements for the selected date
Actions

Case Reports
Single Statement

-

d -
Consolidate Statement Statement date; 0212612021 - i

Account Details

Firmwide Billing e

Monthly Eilling The selected statement
date will print out all

bills that were created
Firmwide Reports on that date.

Billing Reports —

Billing Reports

The best way to learn what each of these reports provides is to click on
each button. A preview window will open showing you what the report
looks like and what data will be included.

7.2 CaseManager

TXdocs' Case Manager is designed to give you just about every
conceivable bit of information about a case in a single location.
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Client/Case

This tab provides contact information for your client.

Document Assembly X Billing >’ Case Manager X

Client/Case Details
General Client  Assembly, Joe (10ofAjYOti1ilJZxFkbJZI1 PVdECLgK)
Case: Family Law (u¥YzXcLQjVzVsLeXIJYBvpCMQjsTzwY)

i Casetype: (Mot specified)
Not
Addresses
Work 9681 Final Lane
People B  Suite23
San Antonio TX 78165 .
Related Contact: N (
Related Attorney: \J This button will put the address into
. your clipboard. You can then paste it
Phones anywhere you need it.
Activities Cell (168) 4645161
Documen| t:
Billing Email
Appointments (52 Work tdocstest@bedocs.com
Deadlines = - N
"4 If you set up email, this button will open a window to
Tesks Note > send an email to the client.
PECE T | /
1234567890 “
Communications
Emails
Phone Slip
[ ¥ EditCase l [ #  Edit Client ]
/4
/| N [
/] AN . .
' . J Use this button to edit
A

w the client's information.

Use this button to edit the case

description or other details that

you normally enter when adding
the case to TXdocs.

Notes

You can keep notes about a case. For example, some attorneys like to
add notes to the case file whenever they have a phone conversation
with the client of the opposing attorney. On the Notes tab you will find a
chronological listing of all notes you have made for this case.
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Contacts Manager 4 Document Assembly ¥’ Case Manager X |

G $ ® CE W & » ¥ & Case Notes
General - ~
Display: |All Contacts & Cases v Date Case Note [ 3
Filter: ‘ ‘ ¢ Client/Case

S & Ascomtiy o Notes This form opens for you to enter the case

Business org note.

Civil Lit

Peopl = s - x

Criminal - -

Relted Contact \

Guardianship S Related Attorn \ |

B — eys Case 3 \
Landions / : . \ Joe Assembly - Family Law \ |
Probate Click this button to add a = \
- Date: 212021 [2 \

Real Estate case note. Activities k \

Trust \. J v

Wils ——— Document t Nete: ]
b Billing
B4 Appointm
E-4 Deadi
o -
E-&
—&
ra Communications
ea Dl pmtunen samng
B4 Emails
B4 Phone Slips <

add | (£ Eon | [ Delete |
Print
@ SelectedNote () Date Range
[ Print imestamp

Related Contacts

You can keep track of the people you are dealing with in a case on the
Related Contacts tab. (there is a separate tab for attorneys in the case).
First, you will want to make sure you have added those people into the
Contacts Manager. One really big advantage to adding all contacts into
your Contacts Manager is that years later, the Conflict Checker will be
able to tell you that you have dealt with that person before. Additionally,
by associating that person with a case, the conflict checker will be able
to tell you which case or cases that person was involved in . Another
advantage is that you don't have to try to remember which investigator or
the name of some witness involved in this case - all that information will
be right here. Additionally, when you highlight the person you will see
their phone numbers and addresses.

NOTE: One great time saving shortcut is to simply drag the contact's
name from the Contacts Manager and drop it on the Related Contacts
list.
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Contacts Manager 4 Document Assembly Case Manager X
© - < 5 m .
& s CEF WU SRl Contacts related to this case
General
Display. |All Contacts & Cases - enones
= 4 Client/Caze Work  (646) 161-6541
- Notes Kazuma, Erickson
" [
People 4 o e )
[ To add contacts to this list, Email
Related Contacts you can drag from the Work: - bdacstesi@aolcom
Related Attorneys contacts manager on the
left of your screen or you
" can click the add button at
Activities ork
\ the bottom.
-~ |Erickson Kazuma
Documents 4585 Low Key Lane =
Eilling Suite 16 e
Appointments ‘SanAntonio, TX 71685 Ve \
Deadlines Click a clipboard button
Tasks to add the information
into your clip board.
[~ & Kazuma Erickson Communications friectatontact
-1 Nt Display: | -
a8 QTS - Emails

this list and drop that contact
onto the list of case related

-4
You can drag a contact from
contacts

1 Phone Slips

D O

Related Attorneys

The Related Attorneys feature is very similar to the Related Contacts
feature described above. You can keep track of the other attorneys
involved in a case. First, you will want to make sure you have added
those attorneys into the Contacts Manager. One really big advantage to
adding all contacts into your Contacts Manager is that years later, the
Conflict Checker will be able to tell you that you have dealt with that
person before. Additionally, by associating that person with a case, the
conflict checker will be able to tell you which case or cases that person
was involved in . Another advantage is that you don't have to try to
remember which investigator or the name of some witness involved in
this case - all that information will be right here. Additionally, when you
highlight the person you will see their phone numbers and addresses.
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NOTE: One great time saving shortcut is to simply drag the contact's
name from the Contacts Manager and drop it on the Related Contacts

list.

X THdocsPlus - ACTIVE CASE: Joe Assemb
(Ty)
_X) Documents Practice Management Tools Clients & Cases eFiling Settings Utilities Learning Center Subscribe Now (1685 days left) Help
: * | ===
L2 P o O B B e =
Family Law Probate Guardianship Business | Client Web Texas Officials | Attorneys | Conflict Deadline  Import Client
Tools Tools Togle——Tnale | Qanicag Codes Directory, Checker Calculator  Worksheet
You can change ,/
Contacts Manager your Display to Document AsserM }/VC:SE Manager X]
@ € C g Attorney Only
= S———y — Attorneys Related to This Case
5
Display: | Aftorneys ~ Name Firm |Te51 PLLC
Filter: | | @
Addr1: | 4837 Poor location Lane
Random Name Addr2:  [lsuite 41
| Test Attorney
3 ity [San Antonio
State:
' Related Contacts
— N p 78261
i Attorneys | Phone:  [(684) 613-5468
Youcan add an attorney |, [ueguzsuete
£ Edit Attorney by dragging over the -
fviti . mail: TxDocsTest@txdocs.com
Bl Delete Attorney Actuitey attorney in the contacts | o ‘
Documents manager or clicking on | BarNe: [87246723
Billing the add button to open TestAttorey
Appointment: the Attorney tool. :ﬁfgs:orlocaﬁon e
Deadlines '\__ _‘/" San Antonio, TX 78261
Tasks 5;/”J
[l, = ] [= e I
! Communications
Emails
Phene Slips
X Seclect an Attorne O X
| Aftorney Mame City |
Random Name San Antonio This is a list of attorneys with whom you have worked. [fthe attorney you wantis not
Test Attorney on the list, then take the time to add him/her by clicking the Add button. Then, select

Address: 4837 Poor location Lane

the attorney to include the information in the document you are assembling

Firm: TestPLLC

suite 41

San Antonio, TX 78261

Phone

Fax

Email:

6846135468
1684384616

TXDocsTest@txdocs.com

CEZR

(4 em | [E Deet

© 2022 Schoolcraft Legal Systems, Inc.




Practice Management

Documents

The documents tab provides a list of all documents you have
assembled for the case in TXdocs. You can add documents that were

not assembled in TXdocs to the list by using the Add that is at the
bottom of the documents list.
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Document Assembly }/’Case Manager X

Documents
General
Date
Client/Case R B
Motes
People

Related Contacts

Related Attorneys

Activiti

Billing
Appointments
Deadlines

Tasks

Communications

Emails
Phone Slips
/’ ! Vs Ty
[ This will open the case folderon |
your computer. The default
You can add documents location of the folder is
or files not created by C:\TXdocs\Clientdocs

txdocs using this button
If on anywhere this will open the
download upload tool

J/ L
I 4 < |
V.

L

Add l [= Delete l 5 Open H || Reassemble l I Casefolderl

Billing

This tab provides a snapshot of the billing status of the selected case.
Note the View/Print button at the bottom of the list of statements. You
can select a statement and then use this button to reprint it.
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Document Assembly XrBiIIing /Case Manager X

Billing
General
Current balances
Client/Case
o AMOUNTS DUE UNBILLED TRUST ACCQUMNT
ores Current  1,311.60 Timeslips:  125.00 Remaining:  100.00
30 days: 0.00 Expense slips: 0.00 Unbilled: 25.00

People 60 days: 0.00

90 days: 0.00
Related Contacts

Related Attorneys
Staternents: Original Remaining
Activities 212521
Documents S0

Appointments

Deadlines |
Tasks 4 ™
Camma This list the break down
of statments and
Emals amounts
Phone Slips
Appointments

The appointments tab shows every calendar appointment that is related
to this case. For an appointment to show up here, however, you must
have selected this case at the time you created the appointment. Note
that you can Add, Edit and Delete appointments for this case right here
instead of having to go to the calendar and find it.
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Document Assembly XrBiIIing /Casellﬂanager X]

General Appointments
Display: i
Client/Case play.: @ Pending O Al
Motes Date Subject
et oo mm—
People

Related Contacts

Related Attorneys

Activiti

Documents
Billing
Appointments
Deadlines

Tasks

Communications

Emails

Phone Slips

Click on add an appointment.
Any appointment added for this
case will appear in the
activities list.

£ >

[ Add ] [[( Edit ] [= Delete ]
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Document Assembly XrBiIIing /CaseManager X]

Deadlines
General Show: Undone >
Cli C
ient/Case | Date Description
MNotes March 2021
3/24/21 | Finish protective order
People

Related Contacts
Related Attorneys

Activiti

Documents
Eilling
Appointments
Deadlines
Tasks

Communications

Emails

Phone Slips

Click here to add a deadline for
a case. Any deadline added or
completed will be reflected in
the task manger, deadlines
manager, and the today at a
glance window.

< >
£ >
l[ add | [ Edt | [E Delete |
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Document Assembly XrBiIIing /CaseManager X]

Tasks

General
Display: (@ Mot completed O Al

Client/Case
Motes

People

Related Contacts

Related Attorneys

Activiti

Documents
Billing
Appointments
Deadlines

Tasks

Communications

Ermails

Phone Slips

Added tasks for a case
will appear here, the task
manager, and the today at

a glance window.

I Add |[1{ Edit ] [ﬂ Delete ]
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Emails

The emails tab shows all emails that you sent from within TXdocs and in
which you selected this case. Additionally, if you are using Email
Manager, this tab shows all emails you dragged from your Outlook
folders and dropped on this case.

Document Assembly XrBiIIing /'CaseManager X]

Email
General
From To Diate Subject
Client/Case tedoc @aol.com 10419420 Divorce
Motes hreas @agmail.cor 10M2/20 Mysterious Mail
People

Related Contacts
Related Attorneys

Activities
Documents
Eilling
Appeointments
Deadlines

Tasks

Communications

Phone Slips

<

email from case manager

If you want to email a client
from the case manager you
can click on the button new

email

[E o) (@R (& R
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Phone Slips

Each of these tabs show the appropriate items that have been related to
this case.

Document Assembly XrBiIIing /Casehlanager ot

Phone Slips
General
Client/Case — | 3/03/21 | Jane Doe | (210)253-9506
Call Received - Please Call Back
Motes MESSAGE: call back for walkthrough help
MOTE: - print out example documents
People 3/03/121 | HRC - PhoneSlip created by HRC on 3/03/21 at 2:46PM

Related Contacts

Related Attorneys

Activities
Documents ~
Billing [ The phoneslips will be |
Appointments displayed with notes
Deadlines and messages. If you
Tacks right click on the phone
slip you have several
menu options. Show
IR scation= history will display

Ernails . phoneslips changes

Phone Slips

Phoneslips added for a case
will be placed in the case
manager and the today at a
glance window.

y,

[ add | [ Eait | [ closesiip|
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7.3 Calendar

Adding events to the calendar: There are 3 ways to add an event
directly into the calenar: (1) double-click on any time slot on the
calendar; (2) right-click on the calendar and select Add event from the
pop up menu; or (3) drag a contact from the Contacts Manager and drop
it onto a time slot.

Editing events: There are three ways to edit the details about an
event: (1) double-click on the event; (2) right-click n the event; or (3)
drag the event to a different time or date on the calendar or drag the top
or bottom edge of the event on the calendar to change the length of
time for the event.

Timekeeper: you can view the calendar for any time keeper in your
firm. Simply select the timekeeper from this drop list.

Group calendar: This feature is particularly useful when trying to plan
an event that includes multiple timekeepers. Click on the Group
calendar link and then select all of the timekeepers involved. This will
display all of their calendars on the screen at the same time, thus
allowing you to see time periods when they are all available.
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% Document Assembly X | G Billing X| 25 Case Manage’ s Manager X | [ Email Manager X] ¢ Phone Slips X
L View a 5 day or 7 day calendar.
Timekeeper: | Alan Schooleraft ~ Group calendar
Day Week Month | & Workweek (" Full week ﬂ ﬂ July 20 - 24, 2020
\ Mon, \4\2020 | Tue, 21 July 2020 | Wed, 22 July 2020 | Thu, 23 July 2020 | Fri, 24 July 2020 ~
Exd] Choose a daily, weekly or [ % Trial 1l 4 July 2020 »
monthly view for events 1 MeTuWeTh Fr Sa Su
Click the arrows to move forwad or 12345
PR T e backward one month. 678 9101112
9’"‘ 13141516 171819
202122232425 2%
27 28 29 30 31
= August 2020
10 Mo TuWe Th Fr Sa Su
12
_ 43¢ Mediation 356789
¥ Initial conference I T2 121415 18
00 17181920 21 22 23
11 [l 2425 26 27 28 29 30
I — 31
September 2020
T Mo TuWe Th Fr Sa Su
12°™ Byt - 123456
78810111213
1415 16 17 18 19 20
) . . 212223 24 25 26 27
o Click to return the calendar to "Today’ 28 29 30
100 2 Depositions I
I October 2020
I Mo TuWe Th Fr Sa Su
I} 1234
00 Y% Hearing on restraining order s5678910MN
2 ) ) 12131413 16 17 18
There is one reminder for today. I — 1920 21 22 23 24 35
Edit or delete it using this button. - 27 28 29 30 31
: / e
v
% PrintSetup = Print Calendar = Print Report i) i © Hep

7.4 Email Manager

TXdocs' Email Manager manages the email integration between
TXdocs and Microsoft Outlook. The manager displays emails that are in
Outlook's folders and it gives you the ability to drag a copy of those
emails and drop them into a case. All emails that are dropped into a
case are then visible in Case Manager under the Emails tab.

This feature is only available to you if you use Microsoft Outlook for your
email and if you enabled TXdocs' integration with Outlook in Personal
Settings.

Outlook Folders: This list shows all Outlook folders that you told
TXdocs to manage when you enable Outlook integration in Personal
Settings. When you select a folder in this list, then all of the emails in
that folder will be displayed in the list to the right.

Copying an email to a case: The whole purpose of the Email
Manager is to enable you to copy all emails that relate to a particular
case into the Case Manager for that case. That way, all email relating to
each case is organized and readily available in that case. To copy an
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email to a case, simply drag the email from the list on the right and drop
it onto a case in the Contacts Manager on the far left of your screen.
Alternatively, the Cases list in the bottom left side of the Email Manager
shows recently used cases. If the case you want is shown in that list,
you can drop the case there.

Show email drop history: If you accidentally drop an email into the
wrong case, click this button to fix that mistake.

7.5

1 Document Assembly X[ & Billing X | & Case Manager x [ 75 Calendar X | [7] Task Manager x@neamim WManager X[ ¢ Phone Slips

{3 Email Manager X

Qutlook Folders

Date

Subject cc

Trash

The list to the right shows all emails
contained in the selected Outlook

R7ne??! by And?rs?n Frcts
Tedla

Myrna Arroyo

TXdecs Subseriber Suppert
TXdocs Subscriber Support

8/04/20
8/04/20
8/03/20
7/29/20
7128120
7/28/20
7127120

TCDLA: Register for Fiesta 2020 Advanced Crimal Defen
Re: New Clients/Digital Strategy

Drag emails from this list and drop them on a case

faldar sales@aspose.com 724120 - - ! '
Maria Lowry 7128120 in the Contacts Manager or in the Cases list in the
Briana Ramos 7123120 bottom left corner of this window.
Facebook 7123120

L Ssle of properry

Membership Listmail

722120

Hithere,

Clegg Robinson 7721720 | PRP Forgiveness Application
Tom King 772120 | 2021 Texas Modern Mediation Canference Sponsorship Kashay Mendes
Tony Cardozo 7117720 | Txdocsin Top 10 Lezal Tech Consulting/Service Compar
< > < > ™|
| Cas
A

[=} Kay Connors Moving your in-person events online? No problem - Erica Maki is a webinar pro. Whether you're new to
':AC wwwwww | Case virtual events or simply raising your webinar game, these insider tips will help you deliver a standout,
ASampl engaging session — no matter where your audience is physically located.
[ Charlie Criss

‘Webinar Topic: Take your webinars to the next le This box shows the text of the
highlighted email.
Date: Wednesday, August 5, 2020 ]

Tima: 11 AM DOT /9 DA EOT

Sale of property

=} Penelope Peabody
I iworee
=} Bobby Redriguez

Recently used cases

[ Azachments

Sale of property
[=F Tom Schenk

L Divorce
ﬁ Show recent drops to fix a mistake. )

52 Send and receive all 4 Show email drop history

DeadlinesManager

The Deadlines Manager gives you a single location for managing all
deadlines for all members of your firm. From here, you can filter and
see all deadlines. You can also open a window to create an entire
discovery control plan and automatically add those deadlines into the
manager.

All past due deadlines are colored red.

Show: Click the down arrow to set the filter to only show the deadlines
you need to see.
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Discovery control plan: Click this button to open the discovery plan
window for creating an entire plan and adding those deadlines to the
manager.

Mark done: After a deadline is met you can highlight it and click this
button to remove it from the list.

% Document t Assembly ¥’ [l Deadlines Manager X |

ELLUT Allundone o Select which deadlines you want to see. ]

Client/Case

erty under Rule 196 T.R.C.P. James Doe - 20170201 1333
instructions and definitions James Doe - 20170201 1333

issues of fact and of law James Doe - 20170201 1333

August 2020
8/06/20 | Deposition taken no earlier than Alan Schoolcraft - Guardianship

8/30/20 | Trial date Bobby Rodriguez - 07022018 1747
June 2021

6/01/21 | Drop dead Deadline for discovery responses Mediator Cases - Abernathy

IR <

Add /  Edit B Delete Discovery contral plan Mark done = Print
7.6  PhoneSlipsManager

The Phone Slips Manager provides a single location for managing all
outstanding phone messages for everyone in the firm. Phone slips will
remain on this list until they are explicitly close.

Phone slips that are flagged as urgent are shown in red.

The main line for the phone slip shows the date, who called, the
requested action and a callback number. Below the main line, you may
see one or more additional lines showing the call history, the case it

relates to, any message the caller left, and note from the person who
took the call.
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For: Select whose phone slips you want to see.

Filtering by contact or case: When you click on the drop arrow to
select whose phone slips you want to see, you will notice that at the very
bottom of that list there is "Contact or Case". If you select this option,
then you will be able to select a contact or case and the list will show all
phone slips that relate to that contact or case.

Close Phoneslip: You do not have the ability to delete phone slips
from the system. To remove it from this list, highlight the phone slip and
click Close. Once a phone slip is close it will no longer appear in this
manager but it will continue to be visible in the Case Manager if the slip
was associated with a case.

% Document Assembly X[ @ Billing X | 55 Case Manager X | 7% Calendar X | [2] Task Manager X | T Deadlines Manager X@EmanManager %, Phone Slips X

Sortorder: @ Ascending (O Descending

Urgent
Call Received - No Action

5/25/19 | Kay Cennors | Call Received -
5/25/19 | Penelope Peabody |
Called Again

Action | (210) 477-7366

Call Received - Left Message
Call Receive: d - Left Voicemail
Call Received - Please Call Back
Called Back
Called Again

Search for phone slips. J

Select whose slips you want to see. J

NOTE: Peabody note
- 5f25/19 | Dries Driessen | Call Received - No Action | (210) 233-9306
-|- 5/25/19 | DriesDriessen | Called Again | (210)304-0443
—  7/114/20 | Alan oolcraft | (210)477-7366

Call Received - No Action

CASE: Alan Schoolcraft - A Criminal Case

MESSAGE: phoneslip message

NOTE: this is a test phoneslip note

Click the down arrow to filter slips
based on the requested action.

Highlight a phone slip and click here to
remove it from this list.

Z

Add ¢/ Edic B Close Phoneslip = Princ
7.7 TaskManager

Tasks are things that need to be done but that are not nearly as time
critical as a "Deadline". Think of a Task as a TODO item. Often these
items are personal in nature although you can associate a contact or
case with a task.

Timekeeper: Select whose Tasks you want to see.
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Display active contact/case only: This option will cause Task
Manager to only show Tasks associated with the contact or case that is
selected in the Contacts Manager.

Include deadlines: This option just gives you the option of seeing in
one location everything that needs to be done. It will add deadlines to
the list.

— Document Assembly X r'ff Calendar ¥ E] Task Manager x]

v

Timekeeper: | All [] Display active contact/case only

Status: (@ undone () done () both [ Include deadlines

Due date: Today v

| | Txdocs offers free personal training for
its software. Need to do thatso | can

| 7122120 | Review TXdocs capabilities and setup in person tra figure out how to get the most benefit
from that investment.

Priority  Due Subject

3 7/22120  Pick up present for Shelby

Add ¥  Edit B Delete Mark done = Print © Hep
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8.2

How to...

Bar Forms

Although TXdocs' family law forms are more comprehensive and
provide a broad array of additional tools to help with your family law
practice, a small number of attorneys still want to use the forms from the
bar's Family Law Practice Manual because that is what they are used to.
If you own a digital copy of the manual, this feature gives you the ability
to import your bar forms into TXdocs to use in place of TXdocs' forms.

How to Assemble Documents_2

This help topic will show the basics of assembling documents in
TXdocs. Keep in mind that there are MANY time and effort saving
features available in TXdocs and you really should take the time to learn
about those. Most windows in TXdocs include Help buttons that will
display help specific to the window you are looking at.

Skipping all the additional time saving details, here's a quick overview of
how to assemble documents:

To get started, select the case you want to use and then click the
giant Assemble New Document in the middle of the main window
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.,'&[’ docsPlus - ACTIVE CASE: Jane D

! x_) Documents Practice
T

Assemble

Tools Clients & Cases eFiling Settings Utilities Learning Center Help

ha_: \nm\ent

N
The case that you @ Microsoft Word

select in the contact

Recently Tabl - Format | SelectWord
Documents = Assembled = Cont manager will be Wizard | Processor
- displayed at the top of
Contacts Manager 4 TXdocs. |
@ § ®\ C >
Display: |All Contacts & Ci|~

- L Assembly, Joe
[ L Bill, Invoke
[+~ A Client, First
[+ L Cohen, Harry
- X Doe, Jane

— L Karma, Cain

— XL Kazuma, Erickson
++ & Last, First

++ X Last case, First
v} X Panel, Issue

++ & Philip, PhoneSlips
++ L Scoggins, Amber
++ A Victoria, Torg

< =

[]—§ driessen, dries

, ™

| Select the case you want to use and then click the giant |
‘ Assemble new documents button

Assemble New Documents Reassemble Documents

Txdocs SLIEEGF{' 21[]!253—95[]6 | SuEEOH@D(dOm Com

Tx4999
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STEP ONE

Select any options you want. For the purposes of doing your first quick
assembly, just leave the options as they are. Click the Next button at the
bottom of the window.

% TXdocsPlus - Document Assembly
x) Documents Practice Management Tools Clients & Cases eFiling Settings Utilities Learning Center Developer Help
Contacts L

Select Forms

Options

G §ECE > Document Assembly Options

Display: | Clients & Cases | v

Filter: 4

L Amick, Abigail

& Amick, Shawna
I x Boultinghouse, John
|- & Cobaugh, George
[+ X Conners, Kay
[+ & Criss, Charlie

[ Do not save/reuse answers
REVIEW/EDIT previous answers
[[] Print answers after assembly

[J Apply formatting

=l 1 Doe, Jane

— Divorce

[+}- A Driessen, Dries

[+}- & Dury, Joann
}- & Mediator Cases,
I & Morris, Samantha After you have selected any options, click the Next button (or click on tab #2 above)

[+ & Peabody, Penelope
[+}- & Rodriguez, Bobby

| x Schenk, Tom ‘
| & Schoolcraft, Alan

X Schoolcraft, Jordan
[+ & Test, One ‘
| L Thompson, Jim
|- & TRECTest, ‘
[+}- & Webinar, Example

X Zarate, Susan

< >

K B B

4 Back > B)  QuitThis Session

TXdocs support: (210) 253-9506 / suppert@txdocs.com ‘ X0

STEP TWO

Select as many forms as you want to assemble right now by clicking on
the box next to the form. After you have made your selections, click
Next. (Note: there are any options available on this screen to help you
find the forms you are looking for.)
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)| vecurens |

ook ClwsiCss  oing Seings Ui leamioaCoote o .
A& = 77 [ You can choose your practice area from the
josamtle | Recenty  Tavesot Crose | cssle | Quck Fomat| Sobators drop-down list
Ooamaris | Assmie Comens Fom Sas worinest| Tt Wmd | Frocssr
——— 2 [ 0 susarems © opons "
SECE&D @ b g (e wen ramiyion ] ot s o 0 g
iy A1 Cortace & ases orFomumsor |Aphastcs | Loatforms | ares | Form ses |
e i
e 195 -] ChentLeter-Conimaton fRecusstoTake o Acsonon s [caPTION]
b2a Lo a a
Fig w0 crensaomsdamentcRscatorFie -
T e 18 (] Stmantainaomn o Ao parmenta Cout Costs REPEAT] st eraon] cate
- 199 (] RequesiorGriaSusponDisoursmentUnt Dt Dt
b ol L e . = M name s [Name of Respondet fst teaon] and  amthe Respondetin Canse No. ™ * syed . hich was iedon * it [Count, with omber,shere st s pendog] of
i 2| L0 smervacstontoir County fo body . Texas. 1 yous fage My . * and L was bommin” * [OPTIONAL TEXT] The st e mabers of sy 1
1 W < . N
Il Right page shows a preview of Diver's License e v .’ > TExTIOPTION)
s & taing o cten TEXT)1 2 TEXT)[OPTIONAL TEXT] [ do ot v a Social Secuity manber END OPTIONAL TEXT)
Gae 201 [ ow case mormaton snet
san 20 ] oo orupsts sence 1 . o . i » By siping s Waive of Sevce, I agee o keep
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STEP THREE

Answer the questions and then click Next to proceed to each set of
additional questions. NOTE: A red asterisk next to a question indicates
the question is required and must be answered before you can

proceed.
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%

T
{Yj Documents

Practice Management

Tools Clients & Cases eFiling Settings Utilities Learning Center Developer Help

S)oBjUOD

20f59

@ PO00OOL - AnyFam Type of

P11991L - Party Info - PET i
P12020L - Children - table |
P12021L - Gestational Agn
P12030L - Procedural (Peti
P43762L - Service resident
P12029L - Residency Requi
P12018L - No children/No
P12031L - Long Arm Jurisd
P12034L - Divorce informa
P12400L - Grounds for Div
P44806L - Protective Ordel
P12041L - 60 Day Waiting |
P12420L - Centinuing juris
P12422L - Request for chile
P12060L - Children's Inforr
P12038L - Court-ordered r
P12419L - Children's Prope
P12046L - Conservatorshif
P12056L - Petitioner's Con
P12048L - JMC - parents or
P12050L - SMC/PC - paren
P12052L - JMC - parents or
P12054L - SMC/PC - paren
P12058L - Possession and

P12044L - Military Duty (Pe
P12040L - Child support ar
P12062L - Parties' Propert
P12063L - Equitable factor
P12065L - Other equitable

>

Assemble

A

W

<

> ¢ @ "

. —

Quick Text n

o .

—

Court Information
Click Next to continue to the next set of questions. J

County where case isiwill be filed

| o

* ‘

——
Type of court ﬁ\__?‘f?‘* S—

(®) District Court

A red asterisk indicates that the question is required and must be

O County Court at Law answered before you can continue to the next set of questions

() Unknown

Court Number (e.g., 112th) E\
| | &

Cause Number, if known

\ | @

*+*Potrom***

STEP FOUR

TXdocs support: (210) 253-9506 / support@txdocs.com ™0

After you have answered all questions, your document(s) will be
assembled and then you will open them in or download them to your
word processor. If you are using TXdocs Anywhere, you will download
the documents to your computer for editing and printing.
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% TXdocsPlus - SELECTED CASE: Alan Schoolcraft - Wills, ASSEMBLING FORM: Statutory Durable Power of Attorne

Ty)
x) Documents Practice Management Tools Clients & Cases eFiling Settings Utilities Learning Center Developer Help

Finish

SjOBU0D

Case: Alan Schoolcraft- Wills

Folder: C:\SLSCMD\RunTime\ClientDocs\Schoolcraft, Alan\Wills

Document

(T REE C:\SLSCMD\RunTime\ClientDocs\Schoolcraft, Alan\Wills\Statutory Durable Power of Attorney.doc

Open the assembled document in your word processor.

74
P
i
@ Qpen” 3% Properties a Close
If you are using TXdocs Anywhere, there will be a Download button to download the
completed document(s) to your computer for editing/printing in your word processor.
TXdocs support: (210) 253-9506 / support@txdocs.com TX0

8.3 How to Edit Templates

TXdocs contains a template for every form in our menu. These
templates contain standard language that will be included in the
documents you assemble. You can change these templates so that
TXdocs will assemble a document using different language from what
we provide. BUT, there are two very important points you should know
before you make any changes:

1. If you change a template, TXdocs will no longer be able to update
that template if the law changes. That means you will have to remember
to go back into the changed template and update it yourself.
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2. TXdocs only processes templates that are saved in the .rtf format.
So, after you edit the template in your word processor, BE SURE to
save it using the .rtf format.

To get started, select Edit Templates on the Utilities ribbon bar.

% TXdocsPlus - Document Assembly

.‘_XJ Documents Practice Management Tools Clients & Cases eFiling Settings Utilities Learning Center Developer Help

= »d» & [ N
& Eg P B A
Import Export Check for Edit Beginning Edit Default Use State Bar

Data Data Updates Templates Balances Answers Family Law Forms

The Edit Templates window is where you select the template you want
to edit.

AL Edit Templates [

Select Practice Area | FTTWEIETY ~

Business Entities

o X
Choose the practice area here. J

Templates Import fi

Business Organizations

o A green chy criminal €5 the system is using your customized template rather than the original TXdocs

Family Law - SBOT (2018)

w

Title Filename (Your customized template)

NO TEMPLATES
Order Denying Motion to Reinstate After Dismiss Without Prejudice
Order Granting Motion to Reinstate After Dismissal Without Prejudice

+f Order on Defendant Motion to Dismiss Order on Defendant Motion to Dismiss.rtf

{Emplo; ice to
[Agreed] Motion for

[Agreed] Motion for Discovery
[Agreed] Order for Withdrawal of Attorney
[Agread] Order Substituting Attorney

A green checkmark will appear next to every
template that has been customized.

[Agread] Temporary Orders During Appeal
[Joint] Motion for ADR Scheduling

[Joint] Motion for Arbitration Referral

[Petition - Motion] to Compel Arbitration If you make a mistake or otherwise want to go back
[Petition - Motion] to Vacate Arbitrator's Award to using T).(dDCS' orlgmal templlate, h'ghl'ght the
customized template and click this button.

I¥! Acknowledgment of Disclosure of Property and Financial Obligations

Ad Litem's Written Interrogatories

Adoption Consent and Waiver of Citation
Adoption Order

4 44/ 4 2 » M < > v

| EditTemplate & View Template 2] Reset To Original

8.4 How to Edit Templates in Anywhere

TXdocs contains a template for every form in our menu. These
templates contain standard language that will be included in the
documents you assemble. You can change these templates so that
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TXdocs will assemble a document using different language from what
we provide. BUT, there are two very important points you should know
before you make any changes:

1. If you change a template, TXdocs will no longer be able to update
that template if the law changes. That means you will have to remember
to go back into the changed template and update it yourself.

2. TXdocs only processes templates that are saved in the .rtf format.
So, after you edit the template in your word processor, BE SURE to
save it using the .rtf format.

To get started, select Edit Templates on the Utilities ribbon bar.

% TXdocsPlus - Documen t Assembly
Documents Practice Management Tools Clients & Cases eFiling Settings Utilities Learning Center Developer Help
E m PN
= f = ] A (5]
.J'. Dﬂ 7 D-F i‘ \
Import Export Check for Edit Beginning Edit Default Use State Bar
a

Data Data Updates Templates Balances Answers Family Law Forms

The Edit Templates window is where you select the template you want
to edit.
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AL Edit Templates [

Select Practice Area | FTTWEIETY ~

Business Entities

o X
Choose the practice area here. J

Templates Import fi

Business Organizations

o A green chy criminal €5 the system is using your customized template rather than the original TXdocs

Family Law - SBOT (2018)

Title Filename (Your customized template)

NO TEMPLATES
Order Denying Motion to Reinstate After Dismiss Without Prejudice
Order Granting Motion to Reinstate After Dismissal Without Prejudice

4 _ Order on Defendant Motion to Dismiss Order on Defendant Motion to Dismiss.rtf

o
{Emplo’ ice to .
P oy A green checkmark will appear next to every
[Agreec] Motion for template that has been customized.
[Agreed] Motion for Discovery i

[Agreed] Order for Withdrawal of Attorney
[Agread] Order Substituting Attorney

[Agread] Temporary Orders During Appeal
[Joint] Motion for ADR Scheduling

[Joint] Motion for Arbitration Referral

[Petition - Motion] to Compel Arbitration If you make a mistake or otherwise want to go back
[Petition - Motion] to Vacate Arbitrator's Award to using T).(dDCS' orlgmal templlate, h'ghl'ght the
customized template and click this button.

I¥! Acknowledgment of Disclosure of Property and Financial Obligations

Ad Litem's Written Interrogatories

Adoption Consent and Waiver of Citation
Adoption Order

4 44/ 4 2 » M < > v

|  EditTemplate @ View Template 2] Reset To Original

After clicking on Edit Template a copy of the template will be
downloaded to your machine. When downloaded open the document in
your word processor of choice. Change the Text to your preferred
wording (***Do not rename the downloaded Document***) then upload
the document back into TXdocs. Upload by dragging and dropping the
document onto the TXdocs program. Select that you want to save the
file in the folder Custom in the practice area that you downloaded the file
from and in the templates sub folder. The changes you made to the
template will be visible when you next assemble the edited document.
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i File Browser
Filter: |cu5tom |
&J Client Documents ~ | Date Name |
3 AAA Customer Web Pages 11/24/2020 | 167 Unsworn Declaration.rtf
E [ customl 11/24/2020 702 Counterpetition to Madify Parent Child Relationship during Military Duty.rtf
3 Business Organizations 212412021 799 Original Petition in SAPCR to Prevent Child Abduction.quasi.rtf
3 Criminal 21242021 854 Original Petition for Breach of Contract to Pay Post Secondary Expenses.rif
1 Estates 2/24/2021 Negotiator Plan.rtf
\-.- 9/28/2021 518 Petition for Writ of Mandamus-Return Child.rof

]

A =]

W E

=

ER I

Bz
3

emplates
Family Law SEOT

Foreclosures

Guardianship

=

]

Ca Globals
=

[ Landlord Tenant
=

Litigation

[+ [+ ] [ H =

u

Mechanics Liens

Mesn faldar

Iz bl I >

] Upload to this folder l ] Download file B Training Video

** NEW ** You can upload files by dropping a file onto this window.

8.5 How to Find a Form

There are two places in TXdocs where you can search for forms: (1) in
the Table of Contents option in the Documents ribbon bar tab and (2)
in the Select Forms tab when you are starting a document assembly
session.

Here is where you find the table of contents:

% TXdocsPlus - Document Assembly

|T )
X_) Documents Practice Management Tools Clients & Cases eFiling Settings Utilities Learning Center Developer Help

| él_ E=“|ﬂ E@ m‘ E Microsoft Word

Assemble Recently Tables of | Create Create Quick  Format @ Select Word
Documents | Assembled | Contents | Form Sets | Worksheet | Text  Wizard | Processor

You can also search for forms when assembling documents.
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- |
(T
_) Documen ts  Practice Management ~ Tools  Clients 8 Cases  eFiling  Settings  Utilities  Leaning Center  Developer  Help
Y = ] =
= ﬁ\’ S 1 @ Microsoft Ward
Assemble Recently Tables of  Create Create Quick  Format | Select Word
Documents | Assembled | Contents | Form Sets | Worksheet | Text | Wizard | Processor
Contacts i # Document Assembly X | =[] Accounting % | G Billing X | 2= Case Mansger X |25 Calendar % | [£] Task Manager X | Tl Desdlines Manager %
C§swMCEED @ » Oprons ) SefectForms
Display: | All Contacts & Cases v Bracrice area: ~ | Filter: wordfe) of the form's tidle i Adyanced Search  Topic: [ v
Filter: | | ¢
by Form Number | phabetical | Local for” avorites | Form ses R e R
— Accounting 2 =
— Accounting - Temp Admin Y
— [ Accounting Test Enter a word or words and TXdocs will
r— [ Accounting Test - Guardians filter the list of forms to only showthe o
— i BusOrg ones whose title includes the word(s).
— Civil Lit
I [ Client Web Servi is | [
ClientWeb Services 207 [] Order Waiving Prohibition Against Mar This button opens the advanced search
- ] ) window.
(- Eam No Kids 4.08 |:| Sratement of Evidence - Divorce
— Family Law
— Guardianship E» TROs and Temporary Orders
[ ER House Sale 5.01 [ ] Motion for TRO
— HUD-1 TEST
- Inventory 5.02 [ ] Temporary Restraining Order and Matice of Show Cause Hearing - Diverce
— Landlord/Temamt 5.03 |:| Motion to Extend Temporary Restraining Order

8.6 How to find Assembled Documents

After a document has been assembled it can be located on your
computer. For Classic users this will be in your client documents folder
on C:\TXdocs\Clientdocs. For anywhere users this will be in the upload/
downloads folder.

On TXdocsPlus you will be able to see your assembled documents int
the case manager tab. Selecting documents allows you to efile,
reassemble, and download/open.

8.7 How to Manage Form Sets

On the tab documents you can select Create a formset. This option lets
you select a practice area to add forms that are often assembled
together as part of a common set. You can select this set from the
assemble new documents window by clicking on the tab formset.

8.8 How to Edit Case Answers

Sometimes you will want to change answers that you previously entered
for a case. For example, you may have misspelled a name or
someone's address may have changed. There are two ways to change
that information: (1) You can change the information while assembling
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another document for the case, or (2) You can click Edit Case
Answers on the Clients & Cases ribbon bar.

To change an answer when assembling a new document, when you first
start the assembly session select the Review/Edit previous answers
option. When you see the question asked you will be able to change
the answer. NOTE: Obviously, this only works if the answer you want to
change is asked for the document you are assembling.

# Document Assembly Xr@nccounting Xraﬂ Billing Xrﬂ Case Manager Xr‘ﬁ' Calendar Xr Task Manager an ’

Options Select Forms

Document Assembly Options

[1iDo not savelreuse answers%

REVIEW/EDIT previous answers

] Print answers after assem

[ Apply formating Check this box to tell TXdocs you do not want

to skip questions you have previously
answered.

4 Back ’ a Quit This Session

The other way to change an answer is to select Edit Case Answers on
the Clients & Cases ribbon bar:
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% TXdocsPlus - Document Assembly

N
[ Tyr)
x_) Documents Practice Management Tools Clients & Cases eFiling Settings Utilities Learning Center Developer Help

74 S g g .

Edit Case P_rint PrirE Client Close Reopen

Answers Client List Labels Clients/Cases Clients/Cases

Edit Case Answers window
8.9 How to Set Default Answers

A default answer is an answer that will display the first time a question is
asked in a case. If the default is correct, simply continue on without
having to type anything. If not - just type over it. Setting default answers
saves you time and effort, not to mention it relieves you from the tedious
task of retyping common answers every time you add a new case.

If there is a question you see often, and if it usually has the same
answer (for example, the county where the suit is filed), you should set
your county as the default so you don't have to type it every time you
start a new case.

The easiest way to set a default answer is to click the "Set default"
button when you are answering the question during assembly. If there is
already a default set for the question, the new answer you just
typed/selected will be the new default answer. See the screen below.

Aszemble

:| - <] > QuickText

SetDefaule [ x [T

i Court Information

1] County where case isfwill be filed

Ll | 2

To Edit default answers that have already been set, select Edit Default Answers from the Utilities
ribbon bar.
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% TXdocsPlus - Document Assembly

.'/T ~
y Documents Practice Management Tools Clients & Cases eFiling Settings Utilities Learning Center Developer Help

= £ ) *
L HE P w @ B @
Import Export Check for Edit Beginning Edit Default  Use State Bar

Data Data Updates Templates Balances Answers Family Law Forms

8.10 How to Undo a billing statement

To Undo a statement: you need to go to the statements tab located in
the billing manager's account details page. When on the statements tab
you will have the option to undo your bill. If you have multiple bills for the
case you must undo the bills from the most recently created bill(s) first.
When a bill is undone the timeslips, expense slips, payments trust
changes, and credits will be marked as unbilled again. You can redo the
bill by going to the statement tab. If you are undoing a consolidated bill
this will undo the other cases last billed items as well. Lastly if LawPay is
enabled you should first delete the invoice that LawPay has before
undoing the bill. Click the delete from LawPay button to remove the
invoice. Note: This will not send out a message to the client that the bill
has been retracted, nor does TXdocs allow a bill to be deleted from
LawPay if the client has paid the bill.

Document Assembly X rCase Manager /7‘/ Billing X]

~  Client: Hadi, Everstar

Actions
[] Use date range

Status Timeslips Expense slips | Statements | Payments Received Credits Trust

Case Reports

Single Statement

Consolidate

Statement Date Staternent Number New charges LawPay Status Deposit To Description
B 10/21/2021 20211021000001 105.00 | Created Operating Accoun| Individual statement
10/21/202 103.00 Ciwil
Firmwide Billing [ If ainvoice was uploaded |
Monthly Billing ([ When the statement has t?hLa_wPa_y ﬂ}en f"'i't dn;lete
Reprint Statements been deleted from lawpay or e Invoice from LawrFay

before udoing the

only exist in TXdocs click on tat h

— Undo Statement. This will statement.
T flag any item drafted .

Billing Reports through the statement as un If the statement was Pa'd

| do notdelete the invoice. |
LawPay - L
[’ ‘Ea Undo Statement I [ = View/Print [ L&  Email Statement [I =~ Delete from LawPay l
Invoices
Payrnents v
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