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There are several versions of TXdocs. This
booklet was prepared using TXdocsPlus
Anywhere. That is the cloud version of
TXdocs and it contains TXdocs' practice
management features (PLUS practice
management).

If you are using a different version of TXdocs
some of these tips may not be applicable to
you.
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Menu/Set up Options

1 Menu/Set up Options

The TXdocs Main Menu uses tabs to group related features together. To customize TXdocs go to the
Settings tab.

& TXdocsPlus

-l
| A

Online Intake Document Assembly Integrated eFiling Practice Management Tecls Clients & Cases Settings Utilities Learning Center Help
F 5 ) '1 q‘} o= @ ¥| Show today’ 7| Sh k
Rl X y's appointments ow tasks
h Mi ft Word - Office 365 Pro Pl
T B o b <I J ferese o e ST TS | 2 show phone slips V| Show contacts
Firm Personal Billing System Remote Select Word

Settings Settings Settings Settings Drive Processor
l View
b

1.1 Digital Signatures - let TXdocs automatically insert digital
signatures

Under Texas Rules of Civil Procedure 21(f)(7), you can digitally (electronically) sign documents that are
being eFiled. Digitally signing documents is a great time and resource saver because you do not have
to print the document just to sign it and then scan it back in.

When you add an attorney to your firm's staff list you can tell TXdocs to insert either "/s/" or an image of
the attorney's signature into pleadings and other documents generate in TXdocs.

i TXdocsPlus

-_\
(3 . : - .
.3) Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients 8 Cases Settings Utilities Learning Center Help
f 3 v '-‘j q‘} Ev] 7| Show today’ i
\ ( y's appointments V| Show tasks
h Mi ft Word - Office 365 Pro Pl
En D 0 & _{ J crosett Her ee sk Fre Flus ¥| Show phone slips V| Show contacts
Firm Personal Billing System Remote Select Word
Settings Settings Settings Settings Drive Processor
%, Firm Settings
Contacts Manager =
o = Staff
OsmeE| &
Staff Members
Manage Staff

Display: | All Contacts & C¢ [

Filter: -t Alan Schoolcraft
A .ﬁ‘ TXdocs Account

=1 :
) i Bobby Pages Alan Schoolcraft
t Divorce Firm Information
Simple Wills Subscriotion Details Bobby Rodriguez Initials:  ALS

1.2 Remote Drive Sync - use DropBox, OneDrive or GoogleDrive to
synchronize file changes

When you download and edit a document that was assembled in TXdocs, then the edited version on
your computer is different from the original copy that is still in TXdocs in the cloud.

Among other things, this means that you will not be able to reliably use the document you find in
TXdocs' document manager because it will not contain the edits you made after download.

DropBox, Google Drive and OneDrive are free programs that will automatically synchronize all changes
you make to a document on your computer with the original copy that is still in the cloud.

You can set up TXdocs to work with any of these programs using the Remote Drive option in the
Settings tab.
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© TXdocsPlus =
)
’J Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients & Cases Settings Utilities Learning Center Help
2 = :
sl 4;03 é'j gh q J E Microsaft Ward - Office 385 Pra Plus ¥| Show today's appointments ¥/ Show tasks
- - V| Show phone slips 7 Show contacts

Firm Personal Billing System Remote Select Word

Settings Settings Settings Settings Drive Processor

View

1.3  Spell checker - let TXdocs check your spelling

The TXdocs spell checker works throughout TXdocs to help you awid embarrassing spelling errors.

To enable TXdocs' spell checker go to Personal Settings which is found on the Settings tab.

¥ TXdocsPlus

1)
.y Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients & Cases Settings Utilities Learning Center Help
‘:_-ﬁ o élj % <I ‘ @ ¥| Show today's appointments ¥ Show tasks
h Microsoft Word - Office 365 Pro Plus
et O & V| Show phone slips V| Show contacts
Firm Personal Billing System Remote Select Word
Settings Settings Settings Settings Drive Processor
View
m‘ = Schoolcraft
Contacts Manager | preferences - Alan
[ 1:! = Word processor
$ - m-| General
e
Display: | All Contacts G al Microsoft Word - Office 365 Pro Plus 1  Change word processor |
Filter:

-2 & List Preference

t Divorce
Simple W “* Contacts List
[=}- & Bells, Tobias Enalnt
L Bell Fam
A Bumford, Ign e
b 3 Capper, Cecil 23 Calendar
[=}- X Client, New

Probate Calendar [l Enable Spelling Checker

[=+ & Conway, Robg [¥] Review previous answers

r— Divorce mw‘,w,
1.4 Close/Reopen Clients & Cases instead of deleting them

If you delete a Client then you will lose all information about that client and all cases under that client.
Likewise, when you delete a case you lose all information, including answers. Additionally, if you want
to use conflict checker, that client and case will no longer exist so conflict checker won't search them.

Instead or deleting clients and cases, just close them. That way they won't clutter your clients and
cases lists and you can reopen them if you ever need to do more work for them.

The options to Close and Reopen clients and cases are found on the Clients & Cases tab.

i TXdocsPlus - No Case Selected

-
.f) Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients & Cases Settings Utilities Learning Center Help

Edit Case Print Close Reopen Upload /
Answers Client List Clients/Cases = Clients/Cases Download

1.5 Upload/Download files between your PC and the Cloud

When you click on the Upload/Download option on the Clients & Cases tab, you will be able to upload
and download files between your PC and the Documents Manager in TXdocs.
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1.6

1.7

Simply select a case and you will see a list of all files in that cases' folder. Use the Upload to this folder
button to add files from your PC or the Download file button to download files to your PC.

NOTE: You can also drag files from your PC and drop them into the selected case folder.

£ TXdocsPlus - No Case Selected

—~
»
._’) Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients & Cases Settings Utilities Learning Center Help

4 & . o G

Edit Case Print Close Reopen Upload /
Answers Client List Clients/Cases | Clients/Cases Download
consce e [
G $ B U B Filter: ‘ ‘
— ) ~
Display: | All Contacts & Ce £ Client Documents j | Date Name
Filter: I:l @ 3 AAA Customer Web Pages 7/10/2018 Original Petition for Divorce.rtf
EN - [E] & Abraham, Virginia 71212018 | CertService.rtt
Divorce 4 Acme Partership Formation 7/24/2018 Petitioner's Affidavit in Support.ref
=+ * Bells, Tobias L [+ Ca Statements 6/08/2021 Backdrop_1.pdf
Bell Family Tru u Trial C
L Bumford, Ignacio = TrislCase
A Capper, Cecily [+] 3 Abrams,John
—] ient, New 3 ammms, Mike
= & Client, N [+ Ad Mik
L
Probate 3 Adams, Carlton L
C . Robert
- & Conway. Robe [+] =3 Adams,John
Divorce -
Lease 1 3 Adams, Mike
Brohaa [+] =3 Albricon, Helen M
= 4 Alexander, Louis V
[ Add a contact or client ] \il (3 Alexander, Mary
[E2 Adda case for "Abrams, | [ Alfonsin, Tess
L [4] Fa_ Alhauch Carln
[l/ Edit "Abrams, John" ] D[]« [z ][+ [+ ][re] [~ <
PR R [ pre— [r—— |
L. s L
——| ** NEW ** You can upload files by dropping a file onto this window.
TXdocs support: (210) 253-9506 /

Recently Assembled - quickly find documents you assembled
recently

If you need to edit, download or reassemble a document that you recently assembled, the quickest way
to find it is by using the Recently Assembled option on the Document Assembly tab.

-l
"j Online Intake Integrated eFiling

=) =) xR i | LR = =)

Assemble Recently Practice Tables of Create Quick Format
Documents Assembled Tools Contents Form Sets Text Wizard

Document Assembly Practice Management Tools Clients 8 Cases Settings Utilities Learning Center Help

Find A Form - find a form anywhere in TXdocs

We often get calls asking "does TXdocs hawe a form?" The Find a Form button was
created to help you find a desired form anywhere in TXdocs. The Find a Form button can be found on
the Document Assembly tab.

-
Lo P
.3) Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients & Cases Settings Utilities Learning Center Help

2 @ R @l R B B

Assemble Recently Practice Find a Create Quick Format
Documents Assembled Tools Form Form Sets Text Wizard
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1.8

When you type a search term, TXdocs first scans the practice area selected for the best results. The
titles and bodies of forms in all practice areas are also scanned for possible matches. If the initial results
don't have what you're looking for, click 'Show additional results' to view other options.

Find a Form a X

This form is used to execute a contract for legal services between an A
attorney and a client. |t provides for an explanation of the services to be
rendered to the client, explains the billing procedures of the law firm with
options for different billing processes and describes the duties of both the

BAlForms @ Local Forms
Practice area Chapter
Family Law (Longino) ~| |an © ! red X
@ O Favorites Sortby: | Chapter
Additional search results
Results with the search term found in the body of the forms and in other practice areas. —_—
~ 1. Client Matters
1.02 Attorney Retainer Agreement [ ]
04 Initial Leter Enclosing Attorney Retainer Agreement & @
~ 2. Initiating an Action
2,14 Return of Service on Individual Defendant - In Person 2 7
~ 7. Property Transfers
712 Assignment of Right to Return of Utility Deposits 7
7.22 Change of Address (Tax Returns) 2 7
~ 8. Retirement
Letter to Plan Administrator - Temporary Orders >
2.04  Recerds Authorization for Retirement and Employee Benefits 2 7
5.06  Order Dividing Employes Federsl Retirement System Benefits & O
7 Order Dividing Military Retired Pay >

[CUSTOM LETTERHEAD] &
ATTORNEY RETAINER AGREEMENT

On* *. [Name of client(s)] hired * *to
represent [Name of client(s)] s interests in a pending or
contemplated * *, the “Scope of Work™ for which Law
Firm is being retained. (more commonly referenced throughout this
Agreement as the client’s “family law matter” or “matter”), by
entering into this Attorney Retainer Agreement.

Representation will not commence. nor any attorney-client
relationship be formed, until a signed copy of this agreement and the
payment requested below have been received.

Parties to the Agreement

1. The parties to this Attorney Retainer Agreement are
[Name of client(s) - without conjugation] and * *
referenced as “Client” and “Law Firm.” respectively. throughout this
Agreement.

2. * swill be the designated attorney handling
Client’s matter by Law Firm. but Law Firm may. as needed. also

nea athar naralamal accictante and ctaff mamhare Ar amnlatese A

v

>
B« TrainingVideo | @ Help

Format Wizard - tell TXdocs how you want assembled docs to be

formatted

Set you preferences once to style all the documents you assemble. There are hundreds of ways that
you can customize how your assembled documents look in TXdocs. You can choose a style preset, and
also set options for (1) All document types (2) Pleadings & Orders (3) Agreements & Contracts (4)

Letters and (5) Individual forms.

Add multi-line footers, customize your font selection, line spacing, paragraph settings, and more.

The Format Wizard option can be found on the Document Assembly tab.
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2.2

[ag?
) Online Intake

Document Assembly  Integrated eFiling ~ Tools  Clients & Cases  Settings  Utilities

X B A B

Learning Center  Help

2B ®

Assemble Recently Practice Client Find a Create Quick Format TXdocs
Decuments Assembled Tools Documents Form Form Sets Text Wizard Editor
Clients & Cases Manager Gl ** Document Format Wizard X
Display: | All Clients, Cases & Prospects v _ Style Presets
Filter: (4
her: | | Pleadings & Orders Save time by chaosing one of our preset styles, You can always modify the details t suit your own persanal style.
£+ & Client, Cline Modern Style Preset Traditional Style Preset
I~ Agreements & Contracts
L Doe, Jane Letters I Apply Modern Style ] Apply Traditional Style I
L % Probate
& Kingensmith, Karlee Individual forms The modern style preset follows the The traditional style configures the format wizard
L T— recommendations as found in Matthew Butterick's to the classic TXdocs styling.
= "Typography for Lawyers".
X sample, Susie ¥pography 4
Divarce Some notable settings are: (for pleadings) Some notable settings are: (for pleadings)
& smart, Tex - Font: Open Sans, 12pt - font: Times New Roman, 12pt
Adoption - multi-line footer with page number and smaller - single line footer with ‘page of pages’
font size numbering
- titles are bold, not underlined or italicized - titles are bold
-1.25 line spacing -15line spacing
-left aligned paragraphs - left aligned paragraphs
- na first line indent - italicized subheadings
- 05 firstline indent
Font for all document types
:] FomtSize: 12 FoncName: OpenSans
(recommended fonts: Book Antiqua, Century Schoolbeok, Franklin Gothic, Open
o, T (Y=o Rermman)
Preview document style
[& PreviewPleading [@ Preview Agresment [ [&  Preview Lemer
< >
v
[ EEzn = |'] NOTE: Selections in Format Wizard apply to all staff in your firm.
I Add a case for "Klingensmith, Karlee" ] Save and close [m Cancel | R R @ Hep
[ W Edit "Divorce” ]
< & (1]

Assembling Documents

Let TXdocs help with your document assembly.

One of the greatest time saving benefits in TXdocs is its ability to save and reuse your answers
throughout the case. Enter a name one time and you never have to retype it again in that case. TXdocs
will prefill the information for you. To take full advantage of this feature, create a case for your client, then
select that case prior to assembling pertaining documents.

Use the Clients & Cases Manager to easily add, edit and select
cases for document assembly.

Add your clients and cases. As your list grows, use the filter option to quickly find what you're looking
for.

© 2024 TXdocs




Assembling Documents

Document Assembly Integrated eFiling Tools Clients & Cases Settings Lilities Learning Center Subscribe (520 days left) Help
1 1 = = %y
2 @ 3 (3 5 B B B &
B B3R 1 & F 2
Assemble Recently Practice Client Find a Create Quick Format TXdocs Preview a
Documents Assembled Tools Documents Form Form Sets Text Wizard Editor different version
Clients & Cases Manager . Join the thousands of Texas attorneys who are practicing smarter with TXdocs.
Display: | All Clients, Cases & Prospects Ml We even offer you a money back guarantee! Read more
Fileer: ‘ | L4
e Document Automation €
=2
Trust for Ben
Will
& Doe,Jane =l Online Intake
[ Probate TFE—‘
& Klingensmith, Karlee St
Divorce
& Sample, Susie
L Divorce Direct your clients to a secure website where they can enter
case intake and inventory information.
& Smart, Tex
[ Adoption
5 Document Assembly
“=
Access thousands of Texas-specific forms covering 12 practice
areas.
il } Integrated eFiling
< >
s The only integrated eFiling platform - file your documents
[ Add a Client 1Y ] without retyping case information.
[ Add a case for "Client, Clint" ]
[ W Edit "Client, Clint" ]
< = 1]

2.3 Reassemble Button - quickly select a previously assembled form
to reassemble

If you need to reassemble a document to make a change, use the Reassemble button to awoid having to
answer all the setup information like selecting a case, selecting the document, etc. If you previously
started assembling a document, but quit and saved before finishing, the document will be identifiable by

this symbol
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Document Automation

L Online Intake

=
=]

o=
—

Direct your clients to a secure website where they can enter case
intake and inventory information.

=g Document Assembly :

Choose from 5,000 Texas-specific documents covering 12
practice areas.

il } Integrated eFiling

The only integrated eFiling platform - file your documents without
retyping case informartion.

Assemble New Documents Reassemble Documents

1.»TXDOCS

Select forms

Select Document(s) To Reassemble

(lane Doe - Probate)

Date Document

8/15/24 | Initial Letter to Client.doc

D 8/28/24 | Application for Family Allowance and Order of Mo Administration

2.4  Creating one-off documents.

Sometimes you just need to create a quick, one-off document for a task and you don't need to saw it to
a client or a case. For those rare instances, you can click the 'Do not use a case checkbox' and then
TXdocs won't require you to select a client and case. (Your answers will be discarded after you
assemble the document(s).
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Select Forms Options

Document Assembly Options

Client: <No Case Selected>

Case: <No Case Selected>

[Nisssemble a document without a client and casei (When checked, your answers will not be saved)

View already answered questions  (When checked, you will see all of the questions affecting the document)

2.5 Expand/Contract Buttons - hide/unhide the forms underneath
each chapter heading

If you want to hide all the individual forms so that you can quickly scroll to your desired chapter and then

see only the forms in that chapter, just click the Collapse -~ button. Then, scroll to the chapter you
want and click the "+" to see all the forms in that chapter.

To reverse this and display all forms in all chapters, click the Expand 1 button.
You will find these same buttons on similar lists throughout TXdocs.

(Note: You can change whether forms lists are initially shown as expanded or collapsed in
Personal Settings.)

Select Forms
B All Forms “) Local Forms [ | Form Sets
Practice area Chapter
Family Law (Longino) w All ~ Q1 Search forms X
® O Favorites o0 Sorthy: | Chapter ~
**%x%| angina's Texas Family Law***+* ~
5 0. Intakes
0.01  Blank Child Custody Strategy Intake L
1.02  Divorce Information Intake w7 [
Elank Diverce Information Intake w7 [
1.02  MNon-Divorce Family Law Intake w7 [
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2.6 Local Forms - this tab lets you select from hundreds of county
local forms

While selecting forms to assemble, you can find local forms for your county on the Local forms tab.
Jump to your county by typing the first few letters of the county name. To set a county as your default,

click the “ icon at right. The default county will display at the top of the list.

Select Forms
(3 All Forms @ Local Forms “I Form Sets
Practice area
Family Law (Longina) ~ Q1 Searchforms X
® O Favorites o7
) Andrews County ~
Standing Temp Order on Children, Property and Conduct of Parties (Andrews) w [4
”~ Angelina County
Joint and Mutual Standing Order on Children, Property, and Conduct (Angelina) w7 [7
Order Requiring Completion of Childrens Interest Seminar (Angelina) I
Standing Scheduling and Discovery Order in CPS Cases (Angelina) w2
e Aransas County
E-filing Service Request (Aransas) w 7
Standing Order (Aransas) w 7
) Archer County
Standing Temporary Injunction in Family Law Cases (Archer) v [
”~ Armstrong County
Standing Order Regarding Children, Property, and Conduct (Armstrong) w7 [
e Atascosa County
Process Request Sheet (Atascosa) w2
Standing Order (Atascosa) w 7
) Bandera County
Standing Order Regarding Children, Property and Conduct (Bandera) w 7
”~ Bastrop County
Standing Order Regarding Children, Property, and Conduct (Bastrop) w7 [7
”~ Bee County
Standing Order (Bee) w2
, Bell County B W

2.7 Favorites - select from a list of your most commonly used forms

While selecting forms to assemble, the Favorites tab provides a way to very quickly find and select
forms that you assemble often. TXdocs will track which forms you use most often and add them to the
list. You can adjust the maximum number of favorites added by TXdocs in 'Forms List' option found in
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Personal Settings. You can also manually add and remowve forms in this list by double clicking the star
to the right of the form's title.

Select Forms
B Al Forms () Local Forms (] Form Sets
Practice area Chapter
Family Law (Longino) w All W () Searchforms X
@ O Sortby: | Chapter ~
e 1. Client Matters ~
1.01  Consultation Agreement L
12 Anorney Retainer Agreement & 7
14 Initial Letter Enclosing Attorney Retainer Agreement & 7
~ 3. Petition and Responses
3.0 Original Petition for Divorce & O
202 Waiver of Service - Divorce b
2.05 Respondent's Original Answer to Petition for Divorce & 2
2,07 Counterpetition for Divorce L
208 Counteranswer in Divorce & 7
” 4. Decree, Findings and Agreement
4.0 Final Decree of Divorce & O
5 5. TROs and Temporary Orders for Divorce
5.02  Motion to Extend Temporary Restraining Order - Divorce b
5.06  Motion for Temporary Orders (Divorce) & 7
5.07  Motice of Court Proceeding for Temporary Orders and Order to Appear - Divorce & 7
508  Temporary Orders - Divorce & O
” 6. Marital Property
Inventory and Appraisement b
~ 10. Modifications
Petition to Modify Parent-Child Relatienship & 7
~ 11, Suit Affecting the Parent-Child Relationship
2 Order in Suit Affecting Parent-Child Relationship L Y

2.8 Place the forms that you frequently assemble at the same time
into form sets.

Sawve time from searching for the same forms over and over again. Organizing forms into sets makes
them easily accessible. When you're ready to assemble, select the full list, or just those forms you
need.
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2.9

(ho
.f) Online Intake Document Assembly Integrated eFiling Tools Clients & Cases Settings Utilities Learning Center Subscribe (320 days left) Help
Clients & Cases Manager n Select Farms
Display: | All Clients, Cases & Prospects ~
[5 All Forms (@ Local Forms @@ Form Sets
Fikdare v - .
' | ‘ Practice area
e Wills
': Trust for Ben
Wil L
(- & Dos Jane # [] Standard Estate Planni m &
[ Probate
=+ & Klingensmith, Karles Simple Will &
Divorce Simple Will - Spouse &
=+ & sample, Susie
Divorce Statutory Durable Power of Attorney 2
= & Smart, Tex Spouse's Statutory Durable Power of Attorney &
L Adoption
Medical Power of Attorney and Designation of Health Care Agent 2
Spouse's Medical Power of Attorney and Designation of Health Care Agent 2
Directive to Physicians and Family or Surrogates 2
Spouse's Directive to Physicians and Family or Surrogates Z
Declaration Regarding Anatomical Gifts Z
Spouse's Declaration Regarding Anatomical Gifts Z
HIPAA Release and Authorization (PDF) Z
Spouse's HIPAA Release and Authorization {(PDF) Z
Out of Hospital DMR (TX Dept of State Health Svcs) Z
Spouse's Out of Hospital DNR (TX Dept of State Health Sves) Z
< >
el
| Add a Client v ]
l Add a case for "Client, Clint" ] Click on the "Add" button to create a formset. Add
I | Edit "Client, Clint" ]
4 = B a Quit This Session (1] ng Video

Form Help - see a summary description of your highlighted form

You can see information about purpose, contents and uses for the selected form in a small box on the

top right of the form selection screen.

The box has a scroll bar on the right so you can scroll through the information. You can also drag the

bottom of the box down to enlarge the box.

Select Forms.

B Al Forms Local Forms [ Form Sets

Pracice area Chaprer

Family Law (Longino) <] (A <] [Q Ssearchforms X
RO Favorites Sorcby: | Chapter

This form is used by the parties to provide full disclosure of the community property, to partitian and exchange that community property
into their respective separate property, and to represent and warrant each party's complete understanding and acceptance of the
import and effect of their agreement.

5.04  Suggested Division of Community Property

Acknonledgment of Disclosure of Property and Financial Obligations:

606 Agreement for Partition or Exchange of Property o

Agreement for Partition or Exchange of Property (long form)
Agreement to Convert Separate Property to Community Property
Motion to Appoint Auditor

Order Appointing Auditor

Motion to Appoint Receiver

Order Appainting Receiver

2 Receiver's Oath

514 Motion o Dissolve Receivership

Morin rn Lisr Real Bronarn:

AGREEMENT FOR PARTITION OR EXCHANGE OF PROPERTY
In consideration of the promiscs, partitions and cxchanges contained in this Agreement, [Name of client - first
teration] and * *, (the “Parties™), make this Agreement for Partition or Exchange of Property (this "Agreement”)
pursuant to Article XVI, Section 15, of the Texas Constitution, and Sections 4.102 and 4.103 of the Texas Family Code.

1. The parties stipulate as follows

1 Pursuant to Section 3.001 of the Texas Family Code, cach spous's separate property consists of the property
ovned or claimed by that party before marriage; the property acquired by that party during marriage by gift, devise, or
descent: and the recovery for personal injuries sustained by the that party during marriage, except any recovery for loss of

carning capacity during mariage.

2 Pursuant to Section 3.002 of the Texas Fanily Code, the parties’ comamaity property consists of the property,

other than separate property, acquired by cither party during the marsiage. Income or property received from or with

mrin b $ b 2 wnb i i b e san i e . st b i s
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2.10 Chapters droplist - show only the forms for a selected chapter

Select a chapter from the droplist to display only the forms for the selected chapter.

Select Forms
B Al Forms (°) Local Forms [ | Form Sets
Practice area Chapter
Family Law {Longi - All ~ | |Q Searchforms
amily Law {Longino) sarenform Type words to search form's title
@ Q@ Favorit{ #*#+*| gngino's Texas Family Law#*##++ Sortby: | Chapter ~
ADR
**_ongir| Ad Litems and Amicus "
Adoptions
~ 0. Intakes | Affidavits and Supporting Documents
" Artorneys "
0.01  Blank Child O S Support Enforcement W O
1.02  Divorce Info Client Marters o A
Cohabitation and Premarital - Separation Agreeme }
Blank Divd Collaborative A
Counseling, Evaluation and Testing
102 Mon-Diverce| Custody Enforcement I
Decree, Findings and Agreement
Blank Nory General Discovery 3
0.04  Adoption Int3 Income Withholding for Support .
Information Requests and Motices ;
Elank Ada| Initiating an Action s A
Insurance -
105 Adult Name | Intakes w [0
International Travel Restrictions
Blank Adul |nte rventions 4
) 1. Client Ma Judges
Jury
Consultation| Lis Pendens w 0
Marital Property
12 Aworney Ret{ Mediation v [
- Military Issues
72 Limited 5cop| Miscellaneous Forms for Terminations and Adeptia 4
] » Miscellanecus Motions and Orders
14 Initial Letter | w [0
Miscellanecus and General Forms !
)5 Client Letrer | Medifications hd A
% Client Data Sheet {Current Case) w 0
£ Client Letter - Shell v [
5 Client Letter - Verification to Discontinue Work v [
Client Letter - Initial Disclosures (cases filed before Sept. 1, 2023) v [
7 Client Letter - Do Mot Settle v [
& Client Letter - Informal Dissolution w [l w

2.11 You can Preview a form template using the Preview button

To preview the highlighted form template, click on the Preview button.
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Select Forms

® AllForms Local Forms [ This form is used for a client represented by other counsel, whe has now retained new counsel, and wishes to substituts previous -
Dractice sres Chaprer counsel for the new attorney retained. The new counsel will become the attarney in charge, pursuant to Rule 8 of the Texas Rules of
- Civil Procedure.
Family Law (Longina) v | |Anomeys ~ Search forms
v

Favorices Sertby: | Chapter <] | [CAPTION] ~
Filter active MOTION TO SUBSTITUTE ATTORNEY
Only showing selected chapter. Press <ESC> or click the butten to clear the filter. [OPTIONAL TEXT]JUNOPPOSED

[END OPTIONAL TEXT]
Pursuant to Rules 8 and 10 of the Texas Rules of Civil Procedure, [Name of movant for motion to substitute atty]

Artorney Appearance [Role of movant for motion to substtute atty], [flefiles] this Motion to Substitute Attorney and [state/states] as follows:

2502 Motion to Substitute Attorney

PR [OPTIONAL TEXT]L. This is a suit for dissolution of marriage between the partics.
reedpau
Motion te Substitute Attorney X
Motion { L between the parties and
Orderf{ | [CAPTION] =
Motion { MOTION TO SUBSTITUTE ATTORNEY
relationship.
orderd] [OPTIONAL TEXT|UNOPPOSED
[END OPTIONAL TEXT]
Appeard Pursuant to Rules § and 10 of the Texas Rules of Civil Procedure, [Name of movant for motion to substirute atty], [Role of movant for motion to substitute atty], [fle/files] this Motion to
Substitute Attorney and [state/states] as foflows:
[OPTIONAL TEXTI1. This is a suit for dissolution of marriage between the parties. inor for type of adoption].
[END OPTIONAL TEXT][OPTIONAL TEXT]2. This is a suit for dissolution of marriage between the parties and affecting the parent-child relationship. &

[END OPTIONAL TEXT][OPTIONAL TEXT]3. This is a suit affecting the parcnt-child relationship.

[END OPTIONAL TEXT][OPTIONAL TEXT]4. This is a suit for parcntage.

2.12 Print a blank form template from the Preview window

If you want to print a copy of the highlighted form, open the form in the Preview window as showing in the
previous tip. Then click the print button at
the bottom. (*with subscription)

[OPTIONAL TEXT] Certificate of Service

I certify that a true copy of this document was served in accordance with Rule 21a of the Texas Rules of Civil Procedure on the following on * *.

[REPEAT][Certificate of service verbiage]

[END REPEAT]
= = =
Attorney for [Insert the type of party (Plaintiff Defendant) represented by primary attorney for value in C00034L into attorney's signature
blockINSERT ~C00034L]

[END OPTIONAL TEXT) v

2.13 You can see the name of the form being assembled on the
bottom of TXdocs

While assembling documents, if you want to see which one you are currently assembling just look on
the bottom line of TXdocs.

Cause number, if known

| 54321 | 2

[ 1 Include notice that this document contains sensitive data L2}

i =T= 2 Te T £ hkad

TXdocs support: (210) 253-9506 / support@mdocs.com I TX116 ] 25.02 Mortion to Substitute Attorney
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2.14 Save lots of time by setting default answers

There are a lot of questions in TXdocs that you usually answer the same way. For example,. name of
the county where the action is filed is one of the most often asked questions in TXdocs. STOP typing
the county every time and instead tell TXdocs to prefill the answer with the county you usually practice
in. Then, you only have to type the county in those instances where you file in some other county.
There are probably hundreds of questions in TXdocs like this.

To set a default answer, type your most common answer and then click the Set Default button.

Use the 'Edit Default Answers' option found in Utilities to view and edit your default answers.

A SetDefault © Hep

< Previous | 3

[ H = QuickText l

Court Information

County where case is/will be filed
*® lHarris ‘ [2]

Type of court 2]

(®) District Court

L) County Court at Law

2.15 Use QuickText to create a library of answers you can insert using
hotkeys

This feature would be used to store generally lengthy answers that you want to be able to select and
insert into the blank in TXdocs.

The QuickText button pops up a window where you can select and insert your preferred text into the
current answer field.

Note: On this same pop up window you have buttons to create and edit your QuickText library.
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Assemble for: John Abrams - Divorce |

[ e B cveex |[2 scocen B o |CEEID
4L
0001
ind d
rney Tite Shortcut Text
nent Child under 3 Provisions I F9 In regards to Children Under 3; Until the child reaches 3 years of age, 1|
Permanent Injunction Request - Divorce F2 Committing any of acts with the purpose or effect of harassing, embarr
(Mot
30L
ervic
< > < >
>
) ) @
306 / support@wmdocs.com

2.16 Copy a case to save time when creating a similar case

Copying a case includes the case answers you've provided during assembly. This can be time-saving,
particularly when creating a similar trust for each individual child of your client. To copy a case, right
click on the case to open the options menu, then select '‘Copy case'.
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r--l - - C C - o
A A E CASE e .
|'/;-._‘;\
y Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients 8 C:
—— - ]
. | Q
E) - = & ¢
Mew Mew eService Case Status All Manage Link TXdocs
eFiling Only Status Cases Firm cases
Contacts Manager 1L H
Document Automation ©
GO SECE WD VI
Display: | All Contacts, Cases & Prospects ~
Filter: | | &
= & Client, Clint
rust for Ben
Will Assemble documents —
I & Doe, Jane Case manager onlll
L Probate I3 cFile
=} & Klingensmith, Karlee 5] eServe
L Divorce ©  Billing manager
= tSampIe.Susie ) Timeslip e webs
Divorce & Expense slip formatii
= X Smart, Tex [l Task
L Adoption - .
4 Appointment —
51 Email —
Post a payment ume
%, PhoneSlip re: Clint Client - Trust for Ben
Add a case for Clint Client
/" Edit case - Clint Client - Trust for Ben
B Delete case - Clint Client - Trust for Ben specific
L# Close case - Clint Client - Trust for Ben
‘ E Copy case - Clint Client - Trust for Ben with answers
Expand all L
Collapse all tegr(-
( , =
e
[ Add a Contact or Client |']
The only integrated eFiling platform
[ Add a case for "Client, Clint” l without retyping case information.
[ [ Edit "Trust for Ben" l
¥ = ]

2.17
buttons

Hot Keys - save time by using hotkeys instead of always clicking

Many buttons in TXdocs have hotkeys which allow you to execute the button without having to get your
mouse and then click on the button. To execute a Hotkey press your Alt key and the underscored letter

in the button's label.
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3.1

For example, when assembling documents, you can press Alt+N or Page Down to go to the next screen
and Alt+P or Page Up to return to the previous screen.

Assemble for: John Abrams - Divorce .

|
E:j[@ -« e | IE:“:
104L

10001
and d Certificate of Conference

rney

0 = I

inent

- Status of conference between parties {2]
1{Mot :

TXdocs Editor

TXdocs Editor is a word processor just like Word® that's enhanced with TXdocs features and
functionality. With TXdocs Editor, you don't need to download a document to edit it, or upload in order to
eFile.

Select TXdocs Editor as your word processor to save time and

To select TXdocs Editor as your word processor, go to the settings tab and click on 'Select Word
Processor'.

r-'l -
A
|". ‘q\
?) Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients & Cases Settings Utilities Learnii
E s O -:j % = E Show today" i
I y's appointments
i b .
TXdocs Editer
E-1¥ 3 i:L) o £ \_[—J Show phene slips ]
Firm Personal Billing Systemn Remote Format Select Word
Settings Settings Settings Settings Drive Wizard Processor ‘
View

Contacts Manager N Which Word Processor do you use?

‘Word processor

U $EVE W ¢ 3

O Microsoft Word O Corel WordPerfect O Pages (Apple/Mac O5)
Display: | All Contacts, Cases & Prospects ~

Filter: | | - - - - - - -
v TXdocs' Editor Tool is the time-saving word processing solution designed for Anywhere {Cloud)
= l Cliant. Clint subscribers. It integrates with your TXdocs account and conweniently allows for document edits within
|_ - your browser, which eliminates the need to download/upload documents or use a remote drive. See
will how TXdocs' Editor will save you valuable time in this brief overview.
- & Doe, Jane
- Probate
= Klingensmith, Karlee
(- Divorce
-+ X Sample, Susie
ivorce
Click here for & short introduction video
[} ; Smart, Tex
(- Adoption =Ris

@poc (O poox

Ok l la Cancel
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3.2

Easily review case answers, make addtions & edits, and create
new documents from scratch.

The information fields in TXdocs Editor make it easy to identify, review and edit case information brought
in during document assembly. You can create new documents using TXdocs Editor, too. Incorporate
your digital signature and stored addresses, and send documents to your client securely through the
client portal.

#»TXDOCS B KarieeKlingensmith - Divorce 1) Original Petition for Divorce.docx (B savedocument | (&) (& RA Logout
TXdocs Home Insert Page Layout View References. Proofing [#1 TXdocs Navigation v
= X - B Repice | [
B L& = 85
Sendtocient | Pleading Letter Image | Officals Other Atto

Navigate Feids Searcn Fieids oral s
] i vt L Fy C Foo 7

L L TR NN IS MUt SR . TXdocs Navigation
DISTRICT -
LANCE KLINGENSMITH B
SETDEFAULT
AND IN THE INTEREST OF Name of Petitioner
Karlee Klingensmith
DOUGLAS KLINGENSMITH, A
CHILD

@ > @

BEXAR COUNTY, TEXAS
ORIGINAL PETITION FOR DIVORCE
Level of Discovery

1. Pursuant to Rule 190 of the Texas Rules of Civil Procedure, discovery is

intended to be conducted in this suit under Level 2.

Parties

- 2. This suit is brought by Karlee Klingensmith, Petitioner, against Lance
I i seeking dissolution of their marriage and resolution of

issues affecting the parent-chid relationship.

- 3. Karee Klingensmith. The last three numbers of Karlee Klingensmith's
Texas driver’s license number are 236. The last three numbers of Karles
Klingensmith's Social Security number are 545.

Service of Citation
4. No service of citation on Lance Klingensmith is requested at this time.

Divorce Jurisdiction

i Klingensmith, Karlee RA

V
Tools are software programs that help you perform common/time
consuming tasks

You will find buttons to open the software tools on TXdocs' "Tools" menu tab. Many of the tools are also
used by TXdocs while assembling documents. For example, if you are assembling a Divorce Inventory,
the Inventory tool will open during the assembly for you to enter the inventory data.

TXdocs' Tools include:

Child Support Calculator Delinquent Support Calculator
Divorce Inventory Proposed Division

Redactor Probate Inventory

Annual Account Final Account

Heirship Tree Guardianship Inventory
Annual Account Final Account

Annual Report Amortization Schedule

Texas Codes Officials Directory

Other Attorneys Conflict Checker

Deadline Calculator
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2 TXdocsPlus ww
2
f) Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients 8 Cases Settings Utilities Learning Center Help
= - ] ] e em=a v
[* FE 7 | e & Y
Texas Officials Other Conflict Deadline Create Import Client Training
Codes Directory Attorneys Checker Calculator Worksheet Worksheet Video

4.1 If you just want to enter/edit data and you don't need to
assemble a document, it's much easier to just open tools such as
the Family Law Inventory, Proposed Division, or Heirship Tree
from the menu rather than going through the document
assembly process.

Tasks like preparing Inventories, Accountings, Annual reports, etc. can last for several days, entering
and editing data as it is received. For those types of tasks, it is much more efficient to simply open the
tool using the menu rather than making changes while assembling the document.

TXdocs' tools can be found on the Tools tab.

Tools that apply specifically to Family Law, Probate and Guardianship can be found on the Practice
Tools button which is also on the Tools tab.

i TXdocsPlus o
o)
?) Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients & Cases Settings Utilities Learning Center Help
»=3 (| === === v
X | B = @ e m B
Pr Family Law Tool: cials Other Conflict Deadline Create Import Client Training
T £ |Fami y Law fools tory Attorneys Checker Calculator Worksheet Worksheet Video

A~ Probate Tools

»
»
Cont &  Guardianship Tools 3
>

[5) Business Tools

G __")ocument Automation
4.2 You can export to Excel from the Inventory and the Proposed
Divison tools

In some courts and counties, attorneys are often asked to provide inventory data as an excel
spreadsheet. In both the Inventory and in the Proposed Division tools, there is a button you can use to
export your data to an Excel worksheet.
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Community |Petitioner separate |Respondent separate |Other property

| Community Estate Value -
ASSETS
[=} Household Items in Possession of Petitioner
Roomba Vacuum 100.00
— Ninja Food Processor 70.00
[—} Household Items in Possession of Respondent
~— Furniture and furnishings at 123 Main Street, San Antonio, Texas 78258 20,000.00
[=]- Motor Vehicles, Boats, Airplanes, etc.
— 2001 Toyota 6.,000.00
2002 Ford Ranger | 3,500.00
[—]- 2019 Audi A8 52,026.36
Vehicle loan - First USA Bank 65,989.98
[—} 2019 Suzuki Sidekick 7.450.76
'— Vehicle loan - Bank Of America 4,300.00
[=} Real Estate
?} 123 Main Street 279,000.00
— Mortgage payable to Mortgage Lender 110,000.00
'— Debt to Home Equity Lender 4,500.00
- [=1- 9876 FM 2343 . 153,000.00
IXICTIRNIEICNIC3IC) v

(Hint: To Add an item, simply double-click on the category you want.)
BHEEE R EE= © e

4.3 Probate Heirship Tree lets you print or create a PDF file of the
decedent's family tree

[ Assemble

[ oK HQ Cancel

Ad Litems and Courts have really begun to appreciate it when TXdocs subscribers hand them this family
tree printout that clearly shows all of the heirs and their interest in the estate.

The Heirship Tree tool can be found on the Tools tab by clicking the Practice Tools button.

(=
.‘j Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients & Cases Settings Utilities Learning Center Help
= = T P z=2] —
R | D 1= iy | e [ ; | Y
Prj Bmilv Low Took » lals Other Conflict Deadline Create Import Client Training
T % Y —_———— E— B Worksheet Worksheet Video
|l= Probate Tools k Inventory

Cﬂl‘l‘hf Guardianship Tools » Annual Account
©  Business Tools v

T % B OB »

Final Account
Final Account - Temporary Administration

B
“
L
?;:,J Heirship Tree
-

s Online Intake
4.4 Texas Codes gives you access to 32 Texas Codes (Family Code,
Estates Code, TRRC, etc.) with just 2 clicks

No matter what you are in the middle of, you can instantly pop up any of the following 32 Codes and
publications with just 2 clicks. There is a powerful search feature that lets you search for keywords in
your selected code.
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The Texas Codes button can be found on the Tools tab.

Agriculture Code Alcoholic Bev. Code Aux. Water Laws
Bus. & Comm Code Bus. Org. Code Civ. Prac & Rem. Code
Code of Criminal Proc. Education Code Election Code
Estates Code Family Code Government Code
Health & Safety Code Human Res. Code Ins. - Not Codified
Insurance Code Labor Code Local Gov. Code

Nat. Res. Code Occupations Code Parks & Wildlife Code
Penal Code Property Code Sp. Dist/Local Laws
Tax Code Texas Constitution TX Rules of Civ. Proc.
TX Rules of Evidence Transportation Code Utilities Code

\Water Code

& TXdocsPlus - ACTIVE CASE: Robert Conway - Divorce

@ Online Intak D« Assembly eFiling Practice Management  Tools Clients & Cases  Settings  Utilities  Learning Center  Help

4.5 Officials Directory gives you instant access to contact
information for clerks, courts, sheriffs, etc.

With the Officials Directory you can get phone number, fax number , address, website and email
address for virtually every District Clerk, County Clerk, County Attorney, District Attorney Court, Sheriff,
Constable and AG Local Office in Texas.

The Officials Directory tool can be found on the Tools tab.

© 2024 TXdocs



Tools are software programs that help you perform commorZ&im

3 TXdocsPlus - ACTIVE CASE: Robert Conway - Divorce

P
R
'ﬂ Online Intake D ly efiling  Practice Management  Tools = Clients & Cases  Settings  Utilities  Learning Center  Help
— = = cxxa -
B 2 @ e 5 | FR Y
Texas Officials Other Conflict Deadline Create Import Client Training
Codes Directory Attorneys Checker Calculator Worksheet Worksheet Video
Contacts Manager L

T $E CE >
Display: | All Contacts & Cases|[ v |

=+ & Abrams, john [+]
L Divorce
Simple Wills
[=}- & Bells, Tobias
L £ Bell Family Trust
(— & Bumford, lgnacio
t— X Capper, Cecily
=} & Client, New
L Probate
=+ X Conway, Robert

Divorce

Lease
.

4.6 Conflict Checker will check your entire TXdocs database
(answers, appointments, bills, etc.) for a name to see if there
may be a potential conflict of interest

Almost any time you enter a name in TXdocs, that name is saved to a database. The Conflict Checker
searches those databases and then gives you a list of cases, appointments, phone slips, etc. where
that name appears.

Some liability insurance companies will give a discount to firms who have a conflict checker along with
policies to insure it's use.

This tool is only available in TXdocsPlus.

(A
"'/ Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients & Cases Settings Utilities Learning Center Help

=— * [ === =

[ % [y iy & ® et : | B
Texas Officials Other Conflict Deadline Create Import Client Training
Codes Directory Attorneys Checker Calculator Worksheet Worksheet Video

4.7 Create Worksheet is used to create a list of every question used
in assembling selected forms

Some attorneys like to use printed worksheets to hand to a new client to help with gathering the
information that will be needed for the new case. This feature gives you the ability to create a file that
contains a complete list of all questions that will be asked when assembling the documents you select.
You can then open the file in your word processor and edit it to create your worksheet.

Py
L i
.’_) Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients & Cases Settings Utilities Learning Center Help

— = | = -
B = @@ e & | B SR ¥
Texas Officials Other Conflict Deadline Create Import Client Training
Codes Directory Attorneys Checker Calculator Worksheet Worksheet Video
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Tools are software programs that help you perform commorZ&im

4.8

Deadline Calculator will calculate the due date for any deadline
in the Tex. Rules of Civ. Procedure and Tex Civ. Practices and
Remedies Code

Select the rule and enter the trigger date and the Deadline Calculator will tell you when the appropriate
action is due. If the deadline falls on a weekend or courthouse holiday, TXdocs even adjusts the
deadline accordingly.

In TXdocsPlus, you can even have the calculator add the deadline to your Deadlines Manager.

(wn
g
.9 Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients & Cases Settings Utilities Learning Center Help

BE = @ e & = B

Texas Officials Other Conflict Deadline Create Import Client Training
Codes Directory Attorneys Checker Calculator Worksheet Worksheet Video

eFiling
The integrated eFiling system is built right into TXdocs. This means you save time and effort because

TXdocs is able to use your data for the client, case and assembled documents to reduce time, typing
and errors.

You can access TXdocs eFiling from the main menu or from the large button on the Document
Automation pane.

[y
’*j Onlineintake  Document Assembly ~  Integrated eFiling ~ Practice Management ~ Tools  Clients & Cases  Settings  Utilities  Leaming Center  Help
- = ¥
R @ 52 5 &£ &
New New eService Case Status All Manage Link TXdocs
eFiling Only Status Cases Firm cases
Contacts Manager 4 .
) N ) Document Automation
U $§ BE Y E »
Display: | All Cantacts & Ce[ v | ' =l - Online Intake
Filter: 4 — : 3 H
=2 r#:w TXdocs is the first document solution that
brams, n -~ . T . .
Divor, integrates client intake, document production
oree Directyour clients to a secure website where they can enter case . ) .
Simple Wills intake and inventory information. and eFiling. With this seamless approach,
B & oo TXdocs turns document assembly into true
ell Farmily Tru: :
& Bumford, Iznacio > Document Assembly Document Automation.
XL Capper, Cecily «=]
[=F & Client, New S
L Probate Choose from 5,000 Texas-specific documents covering 12
[=F & Conway, Robert practice areas.
Divorce
Lease "
Benhara * Integrated eFiling
< >w =
~ e
The only integrated eFiling platform - file your documents without
retyping case information.
74 Edit "Abrams, John" A N
» TXDOCS
Y [S .’
TXdocs support: (210) 253-9506 / support@odocs.com T mie ] ]
. — e e A em L e e
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5.1

5.2

5.3

TXdocs' "Smart" eFiling system is learning every day as our users
file documents. The smarter it gets, the more it helps to reduce
errors and rejected filings.

TXdocs' artificial intelligence is designed to learn about the eFiling system's requirements and quirks that
vary from county to county and document type to document type. This knowledge is being accumulated
as documents are being filed. As TXdocs acquires more experience, it will be able to recognize what
document your are filing in which county and then guide you through selecting the correct document
type and case type. This will be particularly helpful when you are filing in a county you are not familiar
with.

Automatic PDF conversion means you don't have to convert
your docs to PDF before eFiling.

There is no need to convert your documents to PDF before efiling them. TXdocs does this for you
automatically.

Merging documents into a single PDF is a snap in TXdocs

Most counties require documents to be separate PDF files but there are some who require all files to be
merged into a single PDF. TXdocs eFiling provides a simple way to handling merging the documents.
On the tab where you select the documents to eFile there is a link labeled "I'd like to merge multiple
documents into 1".  Click that link and you'll see a window where you select the documents to merge
and then click Merge. It's that simple.

Note: Ower time TXdocs Smart eFiling will learn which counties require documents to be merged and will
handle it for you automatically.

© 2024 TXdocs



5.4

E, eFile docum on behalf of Karlee Klingensmith - Divorce

Case Documents Jurisdiction  Case type Filer Case parties Filing Redaction eService

You can drag & drop documents from your computer directly onto this window. Pick the document(s) and click the select button.

Documents Modified on ‘ Lead document #1
final decree of divarce-1.dac 00/10/2024 04:52PM > faEE
final decree of divorce.doc 09/10/2024 04:47PM Select lead document.
income withholding for support.pdf 09/10/2024 04:57PM
4 Remove lead
original petition for divorce.doc 09/13/2024 12:06PM
standing order (bexar).pdf 09/13/2024 12:06PM I'd like to merge multiple documents into 1
waiver of service - divorce.doc 08/28/2024 08:26AM

> Add
attachment
4 Remove
attachment

> Add order

Remove
Training ‘
0 Nigse

0, @ ® ® ® ® @ ®

Fee Submit

Lead document(s)

Lead document #1

Add lead document

L

Tell TXdocs to automatically email courtesy copies of new
eFilings

You can set TXdocs to send a courtesy copy of eFiling emails to a specific email address.

will be pre-filled with the courtesy copy address to save you time.

On the Integrated eFiling tab, click the Manage Firm button. Then select Firm info.

This address
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5.5

5.6

» TXdocsPlus - ACTIVE CASE: John Abrams - Divorce

-l
¢
A el Dot e Al Iricgreted cFiling JIPE et e e i s e

R @ - = 4 L

New New eService Case Status All Manage Link TXdocs
eFiling Only Status Cases Firm cases
Contacts Manager
© $ B U BE
Firm Management
Display: | All Contacts & Ce Firm info
Firm Name: ‘RERLF . ‘
Filter: Users
Attorneys
Al =
= & Abrams, John Country: United States "
-

Simple Wills Payment Accounts
[=F & Bells, Tobias

Address Linel: ‘IZBAAddress " ‘

Payment accounts

L {3 Bell Family T
|— & Bumford, Ignacio Address Line2: ‘ ‘
L Capper, Cecily Service Contacts
[=+ & Client, New Firm Service Contacts Cry: ‘Um\/ersﬂ\ City st ‘
Probate

[=+ & Conway, Robert

Info
Divorce = s Texas ]

Leace User Profile
. Drnhara Notification Options Zipe 22248 .
Change Password

Log Out
Add a contact or lig] °9 Phone: 210-226-3232 "
Add a case for "Abra

Y3 Edit "Divorce”

Y B >

Courtesy Copy: | efilingl@oxdocs.com |

(Please use a comma to separate multiple email addresses) 5

Save Changes L

TXdocs support: (210) 25:
—

Select your case to start eFiling so TXdocs can pre-load your case
data and save time and typing

The major benefit of having eFiling integrated into TXdocs is that TXdocs will preload answers and other
data from your case file into the eFiling windows. To do this, click the "Select case" button. If you are
eFiling something for which you do not have a case in TXdocs, you can check "Skip selecting a TXdocs
case".

@ @ ©) @ ® ® @ ©)

Case Documents  Jurisdiction Case type Filer Case parties Filing eService Fee Submit

Fober Connay-Broree

[[] Skip selecting a TXdocs case.

Easily select "other" documents for eFiling

The eFiling window where you select the document(s) for filing will always show all documents that are
listed in your document manager (generally documents you have assembled). There are two ways to
select other documents to file. Click the "Select other documents" button or drag/drop a file from your
computer.
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5.7

@ @ © ® ® ® @

®

@

Case Documents Jurisdiction Case type Filer Case parties Filing Redaction  eService Fee Submit
A
You can drag & drop documents from your computer directly onto this window. Pick the document{s) and click the select button. Lead documend(s)

Documents Modified on | Lead document #1 Lead document £1
final decree of divorce-1.doc 00/10/2024 04:52PM > 2w

Add lead document

final decree of divorce.doc 09/10/2024 D4:47PM Selectlead document.
income withholding for support.pdf 09/10/2024 04:57PM
< Remove lead
original petition for divorce.doc 09/13/2024 12:06PM
standing order (bexar).pdf 09/13/2024 12:06PM I'd like to merge multiple documents into 1
waiver of service - divorce.doc 08/28/2024 08:26AM

> Add
attachment
< Remove
attachrment

> Add order
‘ Remove
= SElete dacument order

> |

Check the status of all eFile cases submitted to the court system

When you log into your existing eFile account, TXdocs downloads your eFiling & eSenvice history,

providing extended preservation of your filing history. View the status of current filings, view eSenices,
and easily resubmit any files rejected by the court.

=
o e e

B @ M ot

. Radmesages [

Chents & Cases Manager Filings Service Inbox Service Outbox
Display: | All Clients, Cases & Prospects.
Fiker: Envelopes  TXdocs Case Submitted On Filing Des [ New Filing to this Case New eService to this Case

| Jane Doe- Prabate Financial

&4 Accepted 275169 Jane Doe - Probate 09/0412024 17:56:18 Applicatic View Details #  service Recipients
S L Do, jave Canceled 275142 Tex Sample - Adoption 03/0412024 14:22:50 Final Dect
Probate Accepted 274811 Clint Client - Will 08/28/2024 18:00:31 Applicatie [ Resubmit = Cancel Filing
=1 & Kingensmith, Kerlee Accepted Telashi G Vanish - Divorce 08/21/2024 16:51:45 Mineral D
Oivarce Accepted 2 Netlinked to 3 TXdocs case 0811512024 14:05:14 | Appearan L8 i Toes s
=k & Semple, Susie Accepted b vas

Divorce

SR Accepied | o737as View the status of your [ case information -
joption Acce
e & 573142 3 Refugio County - District Clerk
fraars filings at a glance. Family - aringe Reladorship
Diverce No Children (350.00)
Dries Attorney

Az TXdocs Company Card

Party type Name Email
Pecitioner Trust, Waxilium
Respondent  Trust, Sofia

Filing Status : Submitied

o Filing Ty
"Add s Client i Code puio g Type
eFile & eService
[ T ‘
4 Edic "Clien, Clint’ €

Does not contain sensitive di
v

T : B i TXDOCS
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5.8

Watch our eFiling videos to learn about the most sophisticated
and easy to use eFiling system in Texas - and it's already in
TXdocs

There are sewveral eFiling training videos on TXdocs' website. Go to www.txdocs.com and select Training
Videos/EFILING TUTORIALS.

https://www.txdocs.com/training-videos/informational-videos/

<« C | @ txdocs.com/training-videos/informational-videos/ e % * O 2

B Email & Admin @ BML [ Linkedin West Google Financia Avition £ TXdocs® Anywhere... @ avwxworkshops - V.. Africa

Z LOGIN . 210 253.9506 > TRY IT FREE

TXDOCS Products Forms Subscriptions Training Videos Support Contact Q

FULL TRAININGS +

Have questions?
TXDOCS TUTORIALS + CALL Us

(210) 253-9506
TXDOCSPLUS TUTORIALS + Mon-Fri 8 am-5 pm CST
ONLINE INTAKE TUTORIAL +

EFILING TUTORIALS -

« eFiling: Quick Start Introduction (5:20 minutes)

« eFiling: Full Tutorial with Tips and Tricks (18:32 minutes)

« cFiling: Registering and Managing Your Firm's eFiling Information and Users (6:47 minutes)
« eFiling: Case Status and Link TXdocs Cases (7:24 minutes)

* Electronic Signatures (4:49 minutes)

Online Intake

Let your clients do the writing for you. Use online intake to securely exchange case intake information.
Choose from a selection of questionnaires and inventories, even customize your own.

You can access TXdocs Online Intake from the main menu or from the large button on the Document
Automation pane.

© 2024 TXdocs



http://www.txdocs.com
https://www.txdocs.com/training-videos/informational-videos/

Online Intake

%) Oninelrtake | Document Assembly | Integratedefiing  Took  Clients&Caes  Settings _ Utlities_ Leaming Center_ Help e ———

R 7 @
Assemble | Recently | Practice finds Create Quick Format TXdocs
Documents  Assembléd | Tools Documents  Form Form Sets Tet Vizard dtor
Clients & Cases Manager I
ooy A1Clens coseseproes 1| DOCUument Automation €@
=1~ & Client, Clint
[ Will
=+ & Doe Jane Online Intake
- & Kingensmith Karlee -
Divorce
- & sample. Susie your clients t bsite where they can enter
ntake and Invencory nformatn.
S & Smar Tex E
[
Adoption The fastest and easiest way to quickly see what
TXdocs is about is to watch this video. It will save
Document Assembly many hours of clicking around trying to learn
TXdocs on your own.
Access thousands of Texas-specific forms covering 12 practice = T t
* } Integrated eFiling
< > efiing placform - ile
< wihout reyping case information.
'Add a Client 52
=
1 ¢ TXDOCS
¥ 8B Q3 F & >

6.1 Document Exchange

The Document Exchange portal provides a secure means of exchanging case information with your
client.

Client/case

Begina New Service Client:  Karlee Klingensmith

- . Case: Divorce
Manage Existing Services

Client's email address: | KarleeK@email.com ~
Document Exchange

Documents from your client Documents for your client

Customize Your Site
dit Report.pdf <% Original Petition for Divorce.doc @
Customize Help Uploaded: 09 Uplooded: 09/25/2024

Customize Questionnaires

Print Services Overview

L |
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Online Intake

6.2

6.3

Customize Online Intake so it looks like your firm's website

By default, the Online Intake site is very generic looking. You can customize this site to look similar to
your firm's website by uploading your logo and a header file.

NOTE: For more detailed instructions on customizing Online Intake click the Help button.

A
"j OnlineIntake ~ Document Assembly  Integrated efiling  Tools  Clients 8t Cases  Seftings  Utilities  Leamning Center

Help
L ¥
Request Client | Download Client §3 Online Intake Manage
Information Information J
Clients 8 Cases Manage: 4 ] ’
= = * Begin a New Service
Display: | All Clients, Cases & Prospects -
=F & Client, Clint Document Exchange Click here to view your site
will
[} & Doe, Jane Customize YYour Site
I be | if or .b fil
L 48 probate mages { must be jpg, .png, .gif or .bmp files)
=+ & Klingensmith, Karlee Customize Help Logas ‘ D
IDivorce ] I
2 2 sample, sute Customize Questionnaites Note: The max size of the logo image flle is 60x60 pixels
L ¥ Divorce Background color
=+ & Smart, Tex Print Services Overview @® Use default Oother [ ]
L 1 Adaption I
Welcome pages ( must be .htmi files )
General: | ‘ D
Inventary: | ‘ D
Both | ‘ D
M  Upload custom files iﬂ Remove custom files
< >
N B¢ Training Video @ Hep
[ ‘Add a Client |v]
[ Add a case for "Klingensmith, Karlee" ]
(i Edit "Divorce” J
< & B

Open Online Intake as your client to check your client's progress
(or to preview your customization)

If you want to see how your client is progressing on entering the information you requested, you can
open Online Intake and see exactly what your client sees and what has been entered. If you are

customizing your site, this is also a good way to open Online Intake and see how your customization
appears to your clients.
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Online Intake

v
[1?) ) ” )
OnlineIntske | Document Assembly  Integrated eFiling  Tools  Clients & Cases  Settings  Utilities  Leaming Center  Help
z ¥
Request Client | Download Client
Information | Informatien
Clients & Cases Manager 1
s X

Display: | All Clients, Cases & Prospects v

o [ e Fier: [Be2,Jore - Dveree |
Begin a New Service
L

Doe, Jane - Probate
will Manage Existing Services Case: Doe, Jane
L Doe, Jane

Divorce Invento .
L i Service: Divorce Intake

Probate Document Exchange Tasks (0/0)
A Klingensmith, Karlee Documents (0/0) Statws: Questionnaire has been downloaded
Divorce Customize Your Site Klingensmith, Karlee - Divorce
L sample, Susie Divorce Inventory
Divarce Customize Help Era;kg /) ‘ Download client's data
L smart, Tex . ) . Documents (1/1)
L Adoption Customize Questionnaires

Sample, Susie - Divorce

Divorce Intake
Tasks (0/0)
Documents (0/0)

b
Delete questionnaire I i

Print Services Overview E

Change client's email address I

Resend client's welcome email
[

Reopen questionnaire

N
) p—
. g

v
[ ‘Add a Client |v] N N

[ Add a case l
[ ,
74

Edit "Client, Clint"

Z o B

6.4 Sending questionnaires

There are questionnaires available for most practice areas, and you can customize your own. To preview

any questionnaire, click its expand button [“'. To send a questionnaire, select a case, confirm/add the
client's email address, choose the questionnaires to send, personalize your message, then click Send.
The email provides the links and instructions they need to get started.
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Online Intake

I 03

'_‘) Onlinelntake | DocumentAssembly Integrated cfiling  Practice Management ~ Tools  Clients & Cases  Seftings  Utilities  Learning Center Subscribe (521 daysleft)  Help
3 ¥

Request Client | Download Client

Information | Information

Contacts Manager Rl Oniine Intake Man,

B0 §EHCEH . 3
s Client
Display: | All Contacts, Cases & Prospects | \sniease
Fle [ ¢ Manage Existing Services Client: :}
Case:
i Document Exchange Client's email address: v
& Doe, Jane
L ¥ probate Customize Your Site
& Kingensmith, Karlee Choose praciice area
e Customize Help brocice area:
& sample, Susie
L Drmves Customize Qi a () .
& Smars Tex [ Divorce Intake 71 [ Divorce Inventory 71 [ Family Law - Initial Disclosures - Basic (7
L 4 Adoption Print Services Overview [ Disclosures for Divoree or 7 [] Disclosures - Suits Invohving Support (4] [] Family Law Intake 7
[ Financiel Information Statement 71 [ Child Custody Strategy Intake {7 [ Family Law - Pretrial Disclosures 7
] Family Law Adoption Intake 71 [ Adult Name Change Intake &
Email
From: | Ross Anderson -
Subject: | FROM: Ross Anderson - Please provide information
Salutation: [& Preview
(optional)
NOTE: The email we send willinclude a link to the TXdocs website as well as a user name and temporary password. In sddition to
the salutation, you can add a sentence or two that will appear at the beginning of the email to your clien.
< >
.
[ ‘Add a Contact or Client |v]
[ Add a case for "Client, Clint” ]
Y aining Video
[ W Edic "Client, Clint” ]
Z = U ]

The questionnaires are mobile friendly, adding ease and convenience for your clients, and making the
process more efficient and timely for you.

Online Intake

They can complete Intake
forms on a computer or
mobile device.

Email address
SusieS@mailinator.com

Password

Forgot password | Enter password reset code

& onlineintake txdocs.com (.

h m
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Online Intake

6.5

Set up a bcc so that you automatically receive copies of TXdocs'
emails to your client

You can tell TXdocs to send a copy of every email it sends to your client. To do this, go to
Settings/Firm Settings/Online Intake.

i TXdocsPlus

-
(g
.‘) Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients & Cases Settings Utilities Learning Center Help
E v, % - @ V| Show today’
\y y's appointments ¥ Show tasks
Il Mi ft Word - Office 365 Pro Pl
b o o i _( J rese o eesma e Flus ¥ Show phone slips ¥ Show contacts
Firm Personal 5
Settings Settings  |[AREINMISSIHNGS
SuusLpuun UeLans =
Contacts Manager o Payment Method )
Account Password Online Intake

§ECE >
You can enter email addresses that you would like Bec'd, for any email TXdocs generates
! Contacts and Cases

Display: | All Contacts & Cz E for your clients using Online Intake. Please separate each email address using a;

) (alan@mwxdocs.com;support@wdocs.com)
Filter: 4 Contacts and Cases

=2 3 Emails to include in the Bea:
Divorce ﬁ’ Phone Slips
Simple Wills -
=} X Bells, Tobias Phone Slips
L % Bell Family Tru:
A Bumford, Ignacio -ﬁ Shortcuts
AL Capper, Cecily
=} X Client, New Case Note Shortcuts
‘ Probate Calendar Shortcuts

=} X Conway, Robert
Divorce E
Lease
Brahara

r > Phone App Users -

|
Add a contact or client ) eFiling

[ Addacase for “Abrams, Setup eFiling
I #  Edit"Abrams, john"
Online Intake
' >

TXdocsPlus has additional Practice Management Capabilities with
many special features

TXdocsPlus is TXdocs with a lot of additional Practice Management features to help you run your office.
There are major components such as Billing, Calendaring and Case Management and there are also
many less known features that will also simplify your work.

TXdocsPlus Major Components

Case Manager
Billing Manager
Calendar

Email Manager
Phone Slips
Deadlines Manager
Task Manager

All of these features are available on the Practice Management tab.
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TXdocsPlus has additional Practice Management Capabilities4Gith

> TXdocsPlus f v

"y Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients 8 Cases

(e Lo rem
PEIRNEN - R SN © B el m
Calendar Case Phone Slips Email Task Deadlines Billing Training
Manager Manager Qutbox Manager Manager Manager Video

Settings Utilities Learning Center Help

7.1 The Contacts Manager filter allows you to type a word or words

and the Contact/Case list will instantly display the contacts and
cases containing the word(s)

The Contacts Manager lists all open Clients and Cases. Use the filter to quickly narrow down the list.
Type a search term and as you type the list will be filtered to only display those clients and cases that
contain that word. Click the eraser button to instantly remowve the filter.

i» TXdocsPlus

-l
.
.‘) Online Intake Document Assembly Integrated eFiling Practice Management Tools Clie
- !
2 = o B E# el
Calendar Case Phone Slips Email Task Deadlines Billing
Manager Manager Outbox Manager Manager Manager
Contacts Manager B

Document Automation

. Eraser |
Display: | All Contacts & Cz E I.j’/" —

Filter: | T'?U‘Si I }, l_' e :—l

$ B N E »

Online Intake

o=

-1 O | =

l f Bell Family Trust

Direct your clients to a secure website where they can enter case
/|

- X/ [rue, Beverly intake and inventory information.

| |
7|

-

' Filter |

Trust Documents i

__{] Document Assembly
& | =

Choose from 5,000 Texas-specific documents covering 12

AFacticre araas

7.2 Use "Case Types" to categorize and then display only cases of
the selected type

TXdocsPlus' Contact Manager lets you filter cases by "Case Type". To enable and customize this
feature, go to Settings/Firm Settings/Contacts and Cases. After you set this up, the 'Display' drop list in
Contacts Manager will let you select a Case Type to filter the list. Another benefit of categorizing your
cases by type is the ability to include summaries per case type in some financial reports. The organized
view allows for quick identification and comparison.
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TXdocsPlus has additional Practice Management Capabilities4dith

&2 TXdocsPlus

(-
! L
‘f) Online Intake Document Assembly Integrated eFiling Prac
e b A
£l oD (s LF 3
Firm Personal Billing System Remote
Settings Settings Settings Settings Drive
Contacts Manager Q
, n
. . - i
i [ f . \
SR - B [ Click down arrow to ‘_
o -
ooy [ESYe | selectafiter o
= ‘
Only Clients =
n === ]}
5 & Only Contacts —
L Attorneys .Dit;e:tynzr.clienzs to .afsecu rs website
1n € andad Invento Inrmrmaton.
Ay g |PRIMARY ATTY-— b
| | Alan Schooelcraft
Rodri
| 1 Bﬂbh}" Ddl"lgu&z i Docu mer
C Ma [,
= Y _ « =]
= 2 Dries Driessen e ~
| | Marialyn Barnard ‘ Case types dare
. ; c
o g |MarkDavies | displaved here
--CASE TYPES-—-- ‘r-
_,.,--""_...-"'-'.._
Criminal gl
Estate i ” Integra
< Family ——
Pro Bono - J
Ad Probate
: Retained The only integrated eFiling platform - f
Ad .,i::.rle.u. —r retyping case information.
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TXdocsPlus has additional Practice Management Capabilities4iith

& TXdocsPlus

-

24*)  Online Intake
F 3

i

Document Assembly

Firm
Settings Sett -
Contacts Manager & S

B - Manage Staff

G LS E
N -l

Display: | All Contacts 844# TXdocs Account

Filter:
SN

Firm Information

Subscription Details

Divorce Payment Method
Simple W Account Password
[} & Bells, Tobias
L Bell Fam|

— & Bumferd, Ign
;3 Capper, Cecill

! Contacts and Cases =

- Contacts and Cases
=} & Client, New
- Probate

[ X Conway, Robd (.:.1 Phone Slips

Divorce

Phone Slips

Lease

Deabhata
< =

— Shortcuts

Case Note Shortcuts

Add a contact o
Add a case for "A

Calendar Shortcuts

7.3

Integrated eFiling

Practice Management Tools Clients & Cases Settings Utilities Learning Center Help

i ) | Show today's appointments [¥] Show tasks
.Q -
Per:

Contacts and Cases

Contacts

[[] Check here if your firm assigns ID numbers to clients nclude client number in the Contacts Manage

Default area code: 210
Cases
[[] Check here if your firm assigns ID numbers to cases nclude case number in the Contacts Manage

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

Case Type

Add

Criminal
Estate .

P Edit
Family
Pro Bono

& Delete
Probate

Right-click on a client or case to see a pop up menu of all actions

you can take with the selected item

Virtually every list in TXdocs contains a right click menu that gives you options for acting on the selected
list item. In the Contacts manager, if you right click on an option you will see a different menu than

when you right click on a case.

2 TXdocsPlus - ACTIVE CASE: John Abrams - Divorce

-
"y Online Intake

o & o’ b

Document Assembly

Integrated eFiling

PracticeManagement  Tools  Clients&Cases  Settings | Utilties  Leaming Center  Help
e @) Show today's appointments [#] Show tasks
{3 Microsoft Word - Office 365 Pro Plus !
7| Show phone slips ¥ Show contacts
Remote Select Word
Drive Processor

Firm Personal Billing System
Settings Settings Settings Settings
Contacts Manager 4

T $ B JE »

Document Automation

g ™~

Display: | All Contacts & Cz EI

[=F & Abrams, John ~|
D _
Simp Assemble documents
=+ X Bells, Tob Case manager
‘ Beil £ |l | eFile

I~ X Bumford, @ eServe
X Capper,C g Billing manager

== + Client, Net () | Time slip

Expense slip

- Conway, R
& D'y )| Task
ivor
&7 | Appointment
Lease
Denkd ¥ | Email
< [5] | Postapayment

PhoneSlip re: John Abrams - Divorce

<
Add a contaq
Add a case for John Abrams
Add a case fo | | Edit case - John Abrams - Divorce

| Edit "Divl B | Delete case - John Abrams - Divorce
L | Close case - John Abrams - Divorce
W
= Expand all

Collapse all
TXdocs subnore (e c e

Right-click on a case to select any action
you want to take with that case.

omr‘

jt document solutis
L

| — —vrrcegrau:ycncﬂfintake, document
website where they ¢~ r case . ) .
ion. /ﬁ and eFiling. With this seamless apg

TXdocs turns document assembly
Document Automation.

cific documents covering 12

egrated eFiling

jtform - file your documents without

W X116 T
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TXdocsPlus has additional Practice Management Capabilities4gith

7.4 The active ("selected") case is always displayed on the title bar

The case that is currently selected in TXdocsPlus is always displayed on the top title bar.

¥ TXdocsPlus - ACTIVE CASE: John Abrams - Divorce

2
i GrTn el T G T Gne—— I e e O
L v % i @ 7| Show today’ i 7| Sh
) '_’j ( ) y's appeintments ow tasks
Microsoft Word - Office 365 Pro Plus
i & O o ¥ {—J e i ! " | @] show phone slips V| Show contacts
Firm Personal Billing System Remote Select Word
Settings Settings Settings Settings Drive Processor
View

Contacts Manager JJ

N Document Automation
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7.5 The Document Manager allows you to drag files from the file
manager on your PC and drop them into the case folder

A great way to organize your case is by keeping all files together in the document manager. To copy
files that were not assembled in TXdocs to the Document Manager, just drag them from your computer
and drop them into the Document Manager.
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7.6  Click the Expand/Collapse buttons to show and hide the cases in
the Contacts Manager list
The Contacts Manager, like many other lists in TXdocs, has Expand L and Collapse buttons. Click

the Collapse button to hide the cases in the contacts manager and then click the Expand button to
show the cases.
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TXdocsPlus has additional Practice Management Capabilities4dith

Contacts Manager
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- L Conway, Robert
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Add a contact or client
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- | Edit "Divorce"

A — I T

7.7
Expanded or Collapsed

Some attorneys want TXdocs to initially only show Contacts and others want TXdocs to show both
Contacts and Cases. In Personal Settings you can tell TXdocs how you cant this to display when

TXdocs is opened.

Tell TXdocs whether you want Contacts Manager to first appear
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TXdocsPlus has additional Practice Management Capabil
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] Show only clients
[[] Only show my clients and contacts

[] Show only cases with case type:

If your client sends one check for multiple cases, you can easily
allocate that payment between multiple cases

Payments from your clients are handled through the Billing Manager. If you have a case highlighted (or
a client who has only a single case) and click "Post a payment", TXdocs will be preset to post the
payment to the selected case or to the only case available if you have selected a client. If a client
sends one check to be applied to multiple cases, then select the client in Contacts Manager before you
click "Post a payment". If you do that, then the payment window will allow you to select which of the
client's cases as well as how much per case the payment is applied to.
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8.2

8.3

You can easily refund the trust balance to your client

To refund some or all of a client's trust balance, click on the Trust tab in Account Details, then the Add
button to select 'Add a trust refund'. Enter the amount you want to refund as a negative amount.
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Undoing statements - if you want to modify a statement after it
has been generated, you can "undo" the statement

After you generate a statement, if you realize you made a mistake, you can undo that statement as long
as it is the last statement generated for that case. After you select the case, in Billing Manager, select
the Statements tab under Account Details. Select the last statement shown in the list and then click

'Undo statement'.
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8.4

8.5

Document Automation i[ase Manager > ;Biling x
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! Client/Case Specific Case: | Divorce

Actions [ ] Use date range
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w | ¥4 Print case history

Single Statement

Consolidate Statement
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e [=}- 1073172021 000655 2,502.93 | Individual statement
10/31/202 2,502.93  Divorce
= 1273172021 000656 195.00 | Individual statement

ﬂl_l Firmwide Billing
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Menthly Billing
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Status ‘Timeslips Expense insz Statements Payments Received ‘Credits Trust ‘Trust Deposit Requests

Description

Print a Court Exhibit report to prove up your fees and expenses

Use a Court Exhibit report when you need to proved up your fees and expenses. You can find this report

in Billing Manager. Select a case and then select Case Reports.
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Create your own shortcuts in billing (like '/TCC') to quickly enter
common phrases like 'telephone conference with client'

There are common words and phrases that you will use very often when creating timeslips and expense
slips. You can save time and reduce errors by creating a library of those words and phrases and
assigning a few keystrokes a shortcuts for them. For example, you could create a shortcut so that
when you type /TCC, "telephone conference with client" would be entered into a timeslip.

To create billing shortcuts go to Settings/Billing Settings/Billing Shortcuts.
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8.6

When generating monthly statements, you can exclude (1)

Inactive cases or (2) Inactive cases except with balance due or
(3) Inactive cases except with balance due trust balance

Some firms choose to mass generate monthly statements. You can choose to exclude certain
accounts before generating the statements.
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8.7 Use Rate Schedules to set up standard rates for different types
of cases, for different situations or for different staff members

When adding or editing a case in Contacts Manager, you can assign a rate schedule to that case. A
rate schedule will TXdocs to prefill the specified hourly rate or percentage discount to timeslips created
for that case. Create and edit rate schedules in Settings/Billing Settings.

Client: Robert Conway

Description: | Divorce

Case type: | Family

Billing

|| Hold (do not generate statements in monthy billing)

"] Pro bono case

__| Automatically apply funds in trust to balance due on a statement

Trust minimum balance:
Trust replenishment level:

Rate Schedule:

7] Add Monthly Fee

2,500.00

3,500.00

Church Member

B} Cancel

|
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Billing
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8.8 Document pricing can be used to have TXdocs automatically
create a billing slip with a standard price for the selected

document

| guarantee, attorneys who wait until the case closes and then search through files to find items to bill
overlook and fail to bill for a lot of their work. To reduce how often this happens, set TXdocs to
automatically generate a billing slip every time you assemble a document or documents. If you can set
prices for each document then that price will be pre-filled into the timeslip. You can also tell TXdocs
whether to generate a single slip that includes all documents you just assembled or to generate
separate slips for each document.
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8.9 You can totally customize how your statements look. You can
even create a custom header to include at the top of your
statements.

There are dozens of settings you can use to customize how your billing statements look and what they
contain. You can also select from several predefined statement styles. To customize statements, go to
Settings/Billing Settings/Customize Statements.
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8.10
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When you want to request additional trust funds from your client, you can generate a printed or emailed

request in TXdocs.

Trust Deposit Requests can be created in the Billing Manager/Account Details.
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Billing

8.11

8.12

Statement numbers

You can tell TXdocs to generate and include statement numbers on your statements. You can also
specify how you want the numbers to be formulated - numbers only, year +number, etc. Numbering

set in the same place you customize statements. Settings/Billing Settings/Customize Statements
Statement Number Style tab.
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You can tell TXdocs to track time in Minutes, Tenths of an hour
or Hundredths of an hour in timeslips, statements and reports

Beginning Statement Number: 123

You can select whether you would like time increments displayed like "30 minutes"”, ".5 hour", or ".50"

hour. This selection is made in Billing Preferences.
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9 Calendar

9.1 You can drag/drop appointments on your calendar to change
days or to change the duration

To quickly change the duration of an appointment on a calendar, drag the bottom edge of the
appointment up or down. To quickly change the day or time of an appointment, click in the displayed
appointment and drag it to the date and time you desire.
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Calendar

9.2 When you create an appointment you can have TXdocs email an
invitaton for the appointment

When you are creating an appointment you can check a box to have TXdocs send an invitation to your
client or to someone else. Click the link next to the checkbox to set up the email.

< o
Time: ~ -
Start: | 9/15/2022 — E] An | 8:30AM — ] Al day
- r ’
End: |915/2022 (o3| A | 9:30AM ] Recurring

Reminder: TXdocsreminderE’ 15 1 | Minutes

Add a reminder

Case: -lr (Click to select - Not Required)

Subject I

[ ] Outside event

Note:

[+ Send invitation email Click here to configure the invitation email.

[+] Billable

{5 Timeslip | oK |B Cancel ‘
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Calendar

9.3 You can easily create default text for TXdocs to include in
calendar invitations

When you add an appointment to your calendar, you can tell TXdocs to send an invitation

(reminder/notice, etc.) to your client or some other person. In Personal Settings, you can store some
text that you would like pre-filled into your calendar invitation.
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9.4 Personalize your calendar by setting different colors for each
staff member

If you have multiple people in your firm who use the calendar and if you use a group calendar to show

everyone's appointments on the same calendar, it's helpful to specify a different color to use for each
person.

While adding staff members to TXdocs, you can specify different colors to use for each member.
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Neme: 1
Initials: (to sign on)

Office phone: Cell phone: (210) 253-9506 | Fax: | (210)253-9506

Ernail: [training@txdocs.com l

[[] Attorney Bar No.:
[ ] Timekeeper - calendar & billing
Hourly billing rate: 300.00
Regular event color:

[w] Mobile app login allowed App Password: | 0000000000000 OOONO

[] Use alternative email for reminders

[] Use alternative phone for reminders

[#] Include me in TXdocs' informational emails

Click "Next" for more settings.

1 outof 2
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10 Timer

10.1 Quickly create a timeslip when using the timer

TXdocs' Timer feature pops up a small window that remains open and displays time elapsed. When you
finish the task you are working on you can generate a timeslip with the time and case already pre-filled.
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¥ TXdocsPlus - No Case Selected
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Contacts Manager " Document Au(nmati( Y

) n ) . Click this button to generate a timeslip
U § B JE & & » Timekeeper:  Bobby [] Group calendar
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Display: | All Contacts & Cases E Day | Week | O Waorkweek @ Full week 4 » September5 - 11, 2022
Filter: "4 > Monday 7 Wednesday 8  Thursday 9 Friday 10  Saturday 1" Sunday ~
(- Bell Family Trust - a Timer
— X Bumford, Ignacio /| Golfing 4 Septe
|- & Capper, Cacily ’ Lo
il ’
=l X Client, New B o] E 567
Probate [ A b o | 5 1213 14
= & Conway, Robert “ 19 20 21
Lease Robert Conway - Divorce v =
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Probate - -
. P . . Mo Tu'Wi
Real Estate The case for the generated timeslip is pre-filled with
| wll 10 the case selected in Contacts Manager. Click the 345
[ & Davs.Jeananne 1 briefcase to change to another case. .
il 18 19
>l v T T
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11 General
11.1 Copy and Paste for Apple/Mac computers

You can copy and paste text in TXdocs using the standard Ctrl+C keys to copy selected text and Ctrl+V
to paste the text. In TXdocs Anywhere, you can also use this functionality to copy text from your
desktop into TXdocs.

11.2 If your TXdocs Anywhere session gets disconnected you can
reconnect within an hour and pickup where you left off

11.3 You can start multiple copies of TXdocs

If you are in the middle of an assembly session and you need to do something in TXdocs that you can't
access while assembling documents, you can start a second copy of TXdocs.

To start a copy, click on the resize button in TXdocs to reduce its size. You can then see the TXdocs
button that you use to start TXdocs. Just click it and open the second copy of TXdocs.

When there are multiple copies of TXdocs running, you can switch between them by clicking on the
icons at the bottom of your screen.
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% TXdocs Anywhere X 4+ @
< C @ anywhere7.txdocs.com/software/html5 html e % *» 0 a
B Email 7 Admin @ BML [ Linkedin West Google Financial Aviation ~ &¥ TXdocs® Anywhere.. @ avwxworkshops - V... Africa

Click th button t
TXDOCS Shiink the size of TXdocs

=y
After you shrink TXdocs you can click on ':Q Online Intake  Document Assen Integrated eFiling Practice Managei  Tools  Clients & Cases  Settings  Utilities  Leaming Center  Help

the TXdocs shortcut to start the second

[ ‘ Assemble for: Robert Conway - Divorce

\_“A <« 2revou B JEREETTN [ cucsrex (@ secoeru @ oue |‘

Type of Case - PO000OL

Party Information - P11991 @ TS
Children - table (std) - P12¢
P County filed g

=
'ﬁ Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients & Cases Settings Utilities Learning Center Help C
] &) B & =2 | B
= = R 5 B - =
Assemble Recently Practice Find a Create Quick Format
Documents Assembled Tocls Form Form Sets Text Wizard

Contacts Manager &

U $ BHUE »

Display: | All Contacts & C:
o2 -

Document Automation E

Online Intake

TXdocs is the first document solution that
integrates client intake, document production

Divorce Direct your clients to a secure website where they can enter . N N
Simple Wills case intake and inventory information. and eFiling. With this seamless approach, =
L R ]
- Be"sﬁ’:“ . TXdocs turns document assembly into true [
ell Farmily Tru .
{~ & Bumford, Iznacio > Document Assembly Document Automation.

|— & Capper, Cecily «[=
[=}- & Client, New
L

Probate Choose from 5,000 Texas-specific documents covering 12
[}~ & Conway, Robert practice areas.
Divorce

Lease

. B g] Integrated eFiling i

— ( Switch between multiple copies of )

<

™

Add a contact or client H H
The only integrated eFiling platform - file your documents TXdocs by clicking on one of these
without recyping case informaton.

£  Edit"Abrams, john"

vec- 1.» TAROCS
L TXdocs support: (210) 253-9506 / support@uxdocs.com ] X116 | | s 3 TXdocsPlus -
11.4 Always 'Exit' TXdocs to make the license usable by others in

your firm

The number of licenses you hawe for your firm determines the number of people who can use TXdocs at
the same time. If you have people in your office who share the use of TXdocs, it's important to free up
the license you are using when you are finished with TXdocs. To close TXdocs and free up the license
you are using, you must Log off.

To log off, first click the TXdocs logo in the upper left corner and select Exit. Then, on the large blue
TXdocs welcome window, click on the Log off button in the top right corner.

Intake

Document Assembly Integrated eFiling Practice Management Tools Clients & Cases Settings Utilities Learning Center Help

=l ES = =\

B &

FeveTIIe Recentl
Documents Assembl

Click this logo then click Exit ] Format

Wizard
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& TXdocs Anywhere x +

< C @ anywhere7.txdocs.com/software/htmlS.html e % *» O a
Bd Email & Admin @ BML [ Linkedin West Google Financial Aviation ¥ TXdocs® Anywhere.. @8 avwxworkshops - Y. Africa

Log off button

TXDOCS

Welcome back!

Click on one of the buttons below to get started.

12  Getting Help
Whenever you need assistance from our Texas friendly support team, we're here and ready to help.

12.1 Our phone number and email address is always visible in TXdocs

The phone number and email address for TXdocs support are always visible on the bottom left corner of
TXdocs. Please do not hesitate to contact us when you need help.

[l R

L £ Probare Choose from 5,000 Texas-specific documents covering 12
[} & Conway, Robert practice areas.
'» Divorce
Lease )
. B 2 } Integrated eFiling
v ==
[ _rea i |
The only integrated efiling platform - file your documents
without retyping case information.

£ Edit "Abrams, John"

xma - i.» TXDOCS

 TXdocs support: (210) 253-9506 / support@wxdocs.com ] TX116 | |

12.2 Use the "Contact us" form to request new forms or changes to
existing forms or to just give general feedback

We want to hear from you! If you don't want to call or it's outside of business hours, use the Contact us
form to let us know what we can do better. If you have forms you would like to see added or changed,
let us know. We try very hard to take your suggestions and implement them in TXdocs.

The Contact Us button can be found on the Help tab.

-l
d
.‘J Online Intake Document Assembly Integrated eFiling Practice Management. Tools Clients & Cases Settings Utilities Learning Center Help

@ o P L

Getting Help Concierge Contact About
Started Help Request. Us

12.3 TXdocs Concierge is handy for requesting training

TXdocs provides unlimited on-on-one remote training. If you don't want to call or it's outside of business
hours, use the Concierge form to ask for scheduled training.

The Concierge button can be found on the Help tab.
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'ﬂ Online Intake Document Assembly Integrated eFiling Practice Management  Tools Clients & Cases Settings Utilities Learning Center Help
Getting Help Concierge Contact About
Started Help Request Us

12.4 The TXdocs Facebook user forum is where users meet to
exchange ideas and information

Join the "TXdocs User Forum' on Facebook, to share your experience and gain insights from other
subscribers.

12.5 There is an extensive library of videos to help you learn
everything there is to know about TXdocs

There are dozens of short training videos available in TXdocs. The topics range from getting started
through advanced features.

Access a menu of these videos by going to the Learning Center tab and clicking Training videos.

)

=
P
'?) Online Intake Document Assembly Integrated eFiling Practice Management Tools Clients & Cases Settings Utilities Learning Center Help

P

I{ » 2

ab L] )
Schedule Free Training Help me assemble

raining ‘ Videos a document
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