
®

TIPS & TRICKS FOR

SMARTER DRAFTING

© 2026 TXdocs
TXdocs



2

TIPS & TRICKS FOR SMARTER DRAFTING 
 
                                                                                                                                                                                                                                        © 2026 TXdocs

TABLE OF CONTENTS

1. FINDING FORMS
 
                                                                                           3

2. DOCUMENT ASSEMBLY
 
                                                                                5

3. RESUMING WORK
 
                                                                                         8

4. TXDOCS EDITOR
 
                                                                                          11

5. FORMAT WIZARD
 
                                                                                       13

6. DOWNLOADING & UPLOADING FILES
 
                                                     17

7. ONLINE INTAKE
 
                                                                                           20

8. EFILING
 
                                                                                                        25

9. CONTACTS MANAGER
 
                                                                                29

10. TOOLS
 
                                                                                                           33

11. LEARN & EARN
 
                                                                                            36



FINDING FORMS



4

TIPS & TRICKS FOR SMARTER DRAFTING 
 
                                                                                                                                                                                                                                        © 2026 TXdocs

FINDING FORMS

1 FINDING FORMS

ADVANCED KEYWORD SEARCH
¶In addition to using the keyword search, you may find more matches with Show

Additional Results.TXdocs will display a list of forms that include your search term
anywhere in both the title and the body text of all available forms-- including forms from
other practice areas. 

¶Use the Sort by drop-down menu to display your search results alphabetically, or by
relevance.

FIND & ASSEMBLE LOCAL FORMS
¶Select the Local Forms tab to find and assemble forms that are specific to all 254

Texas counties. Type a county name into the keyword search bar to find templates that
comply with local rules and regulations. 

¶Set your county as your default county to speed up your searches. Click the icon to
the right of your desired county to make it default to the top of the list.

CREATING FORM SETS
¶Group commonly bundled forms into a Form Set. Check the boxes next to each desired

form, as if you were about to assemble them, and click the Create Form Set button. Name
your new Form Set, then click OK. 

¶Access your custom Form Sets using the Form Sets tab.



DOCUMENT ASSEMBLY



6

TIPS & TRICKS FOR SMARTER DRAFTING 
 
                                                                                                                                                                                                                                        © 2026 TXdocs

DOCUMENT ASSEMBLY

2 DOCUMENT ASSEMBLY

COPY/PASTING TEXT INTO FIELDS
¶Copy/paste answers into your assembly with keyboard shortcuts. For Windows, use

Ctrl + C to copy and Ctrl + V to paste. For Mac OS, use (Left) Command + C to copy, and
(Left) Command + V to paste.

SETTING DEFAULT ANSWERS
¶Skip repetitive questions by setting default answers. Answer a field, then click Set

Default button from the top menu. Now this field will be  auto-filled in future assemblies.
NOTE: Default answers will not override existing answers.

USING QUICK TEXT
¶Create Quick Text to quickly insert your language into assembly fields. Quick

Text> Add. Name your Quick Text, then type or copy/paste your text in the box. Choose to
make the text available to all staff, or just yourself.

¶To apply Quick text, click the desired assembly field> Quick Text> Double-
click your text from the list. Use the keyword filter to search your Quick Texts if you
have a large library.
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DOCUMENT ASSEMBLY

TOGGLING SIGNATURE SETTINGS
¶Upload your custom signature or use a text signature.  Toggle your settings by

selecting Settings> Firm Settings> Manage Staff> Highlight your name> Edit. On
panel 3 of 3 drag and drop an image file, or select the text signature option under
Type of Digital Signature.

¶Auto-sign your documents by changing your signature settings. In the same
window as the previous tip, enable either Ask during assembly or Always in the Let
TXdocs Automatically Digitally Sign Your Assembled Documents box. One of these
must be selected to upload images.
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3 RESUMING WORK

KNOW YOUR SAVE & QUIT OPTIONS
¶Resume incomplete assembly progress by saving your answers before you quit the

session. Select Quit to view the four options:

§ Restart at First Question: restarts at first panel; answered questions stay filled.
§ Quit Without Saving: 
§ Quit and Save Answers: 
§ Cancel- Continue Assembling: 

REASSEMBLE OR RESUME DOCUMENTS
¶Redo past assemblies, or pick up where you left off with Reassemble Documents.

Document Assembly> Reassemble Documents. Select forms that were either incomplete,
or forms were completed but need revisions. Click Next to start assembling.
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RESUMING WORK

VIEW RECENTLY ASSEMBLED FORMS
¶View all your firm's recently completed documents. Document Assembly tab from the

top menu> Recently Assembled.

¶Filter the list by staff member. Use the Filter drop-down menu to select one or all staff
members. 
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TXDOCS EDITOR

4 TXDOCS EDITOR

EDIT FASTER WITH SMART FIELDS
¶Edit documents quickly with Editor's smart Fields. In TXdocs Editor, click a blue

highlighted field, type your edit in the TXdocs Navigation Panel, then press the Tab key to
apply changes. Click Save Document when finished. All fields of the same type will update
across the entire case. Other related case documents opened in Editor will update in real-
time. 

¦DID YOU KNOW? 
TXdocs will align headers with paragraph text so sections always stay together. Page
breaks will not separate paragraph/section headers from the body text for better
readability and consistent formatting. 

TXdocs auto-renumbers paragraphs, clauses, and ordered lists. 
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5 FORMAT WIZARD

¦DID YOU KNOW?
Changes in Format Wizard apply firm-wide to all future documents. Apply style settings
once, let your documents format themselves.

APPLY STYLE PRESETS
¶Customize your document formatting with Style Presets. Try out a Modern or

Traditional style preset using Format Wizard, then modify details like font, margins, footers,
and more. Settings> Format Wizard> Style Presets.

¶Preview your customizations before saving. Use the Preview [document] buttons to
view a sample of your changes. Always save your work when finished making changes.
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FORMAT WIZARD

FORMAT DOCUMENTS BY TYPE
¶Customize formatting styles for different document types. Formatting preferences can

be set for three documents types, or for specific forms (Settings> Format Wizard> Select a
document type):

§ Pleadings & Orders
§ Agreements & Contracts
§ Letters
§ Individual Forms

SET UP MULTI-LINE FOOTERS
¶Create a multi-line footer that applies instantly to your new documents. Settings>

Format Wizard> Select a document type> Footers. Select one of the placement boxes,
and add special character inserts to your footer. To add a line to your footer, place your
cursor at the end of your text> Enter, then add another insert or your own text. Preview and
save your changes.
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ADD YOUR CUSTOM LETTERHEAD
¶Create stunning letters by adding your own logo, design, or text with a custom

letterhead. Use the Letterhead Editor to customize a text file, or upload an image to
instantly apply it to every letter you draft. Format Wizard> Letters> Letterhead.

CAPTION ALIGNMENT
¶Align your pleading captions either to the left or the right. Settings> Format Wizard>

Pleadings & Orders> Caption.
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DOWNLOADING & UPLOADING FILES

6 DOWNLOADING & UPLOADING FILES

DOWNLOADING FILES
¶Click the links in the pop-up menu to download documents.

UPLOADING FILES
¶Drag and drop your computer files to your client's case folder in TXdocs. Keep your

work organized; store your client's documents in one place, and eFile them directly through
TXdocs. 

§ If using TXdocs Standard, Clients & Cases> Client Documents. 
§ If using TXdocsPlus, Practice Management> Case Manager> Activities> Documents. 
§ Select a case, then drag & drop files into the folder.
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SETTING UP A REMOTE DRIVE
¶Let TXdocs synchronize your client documents with DropBox, Google Drive,

or One Drive. Keep your client files and case answers synced at all times. To
connect a remote drive, go to Settings> Remote Drive. Use the drop-down menu to
select which drive to use. Contact TXdocs Support (210) 253-9506 for assistance.
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7 ONLINE INTAKE

CHECK YOUR DASHBOARD FOR INTAKE UPDATES
¶Monitor your client's intake progress with your Online Intake Dashboard. Online

Intake> Dashboard.

¶Display prospects separately from clients on your intake dashboard. Use the Type
drop-down menu to filter clients from prospects.
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ONLINE INTAKE

SEND QUESTIONNAIRE & TASK REMINDERS TO CLIENTS WHO
ARE FALLING BEHIND.
¶Use your intake dashboard to remind clients of incomplete or overdue

questionnaires & tasks. Online Intake> Dashboard> Questionnaires Incomplete OR
Overdue Tasks> Send Reminders
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SETTING UP CLIENT PORTALS
¶Let clients provide intake info and important documents securely online using the

Client Portal. The Client Portal will be set up when you send your client an intake
questionnaire. Online Intake> Send Questionnaires.

¦DID YOU KNOW?
The Client Portal will also be set up the first time you send a document to a client
using Document Exchange.

CUSTOMIZE WELCOME EMAILS
¶Personalize your message with a custom welcome email for clients. Clients receive a

welcome email with login help when you first send intake forms. Add a default custom
greeting to include with the instructions. Settings> Firm Settings> Online Intake> General>
Default Salutation. Add some auto-calculating fields to include more detail.

DOWNLOADING INTAKES
¶Download and store completed intakes and inventories for seamless assemblies.

Once case answers are stored, answer fields will auto-fill your clients info during assembly.
Online Intake> Dashboard> Questionnaires Available For Download. Select a completed
questionnaire, then click the download icon.
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ONLINE INTAKE

GATHERING INVENTORIES
¶Gather client's property inventories through intake questionnaires. Asset inventories

are available for Family Law, Wills & Estates, and Probate.Clients can type out their own
information using an inventory questionnaire. Online Intake> Send Questionnaires.
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EFILING

8 EFILING

CONNECTING YOUR ACCOUNTS
¶eFile faster by connecting your eFile Texas account to TXdocs. When selecting New

eFiling for the first time, you'll be prompted to login to your eFile Texas account. Once you
have logged in, eFile your assembled forms directly through TXdocs.
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EFILING

SELECTING DOCUMENTS
¶Format file attachments to comply with court requirements. Select lead documents

and attachments in the formats requested by the clerk. You may even merge all documents
into one PDF file if needed. Integrated eFiling> New eFiling> Select Case> Documents
Panel.

¦DID YOU KNOW?
TXdocs auto-converts your .doc/.docx (Word) files into PDFs for faster eFiling?
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EFILING

STATUS ALL CASES
¶View the status for ALL of your firm's filings, not just the ones filed through TXdocs.

Integrated eFiling> Status All Cases.

¶Filter Status All Cases to display all your staff's filings, or just yours. Integrated
eFiling> Status All Cases> All OR Only Mine. Note: This feature is only available to the
Firm Admin. 

¦DID YOU KNOW?
You can view filings that you've served, and filings served to you through Status All
Cases. Status All Cases> Service Inbox/Outbox.



CONTACTS MANAGER



30

TIPS & TRICKS FOR SMARTER DRAFTING 
 
                                                                                                                                                                                                                                        © 2026 TXdocs

CONTACTS MANAGER

9 CONTACTS MANAGER

FILTER YOUR CONTACTS MANAGER
¶Filter contacts with the Display menu, or by using the Filter search bar. Contacts

Manager (Clients & Cases Manager for Standard users)> Display OR Filter.

EXPAND & RETRACT LIST DISPLAY
¶Use the arrow icons to expand the clients and cases display, or retract it. 

SELECTING CASES FROM YOUR CONTACTS MANAGER
¶When preforming case work, select the case under the client's name in the

Contacts manager to attach your work to the correct matter.
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CONTACTS MANAGER

OPENING CLIENT ACTION MENUS
¶Access more client menu options by clicking the three dots (AKA the kabob menu)

next to your client's name.
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CONTACTS MANAGER

CLOSING & REOPENING CASES
¶Close completed cases with the kabob menu to remove the client's name from the

Contacts Manager. Contacts Manager> select client's case> Kabob menu (the three
dots)> Close Case.

¶If necessary, you may reopen previously closed cases. Clients & Cases> Reopen
Clients/Cases.

VIEWING YOUR CLIENTS' DOCUMENTS
¶Review, edit, or download your clients files through Client Documents.

§ If using TXdocs Standard, Clients & Cases> Client Documents. 
§ If using TXdocsPlus, Practice Management> Case Manager> Activities> Documents. 
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TOOLS

10 TOOLS

CREATE PROPERTY DIVISION PLANS
¶Use the Proposed Division Tool to quickly create division plans for divorces.

Tools> Practice Tools> Family Law Tools> Proposed Division.
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TOOLS

CALCULATING PROBATE ESTATE INTEREST 
¶Map out the decedent's family tree for instant calculations of heir's interest in the

estate. Tools> Practice Tools> Probate Tools> Heirship Tree

¦DID YOU KNOW?
You can export your division plans as Excel files, or the Heirship Tree as an image
that can be presented to the court and opposing counsel.
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11 LEARN & EARN

¦DID YOU KNOW?
You can earn Ethics CLE credit, and learn everything TXdocs with a FREE
TXdocs Certification course and final exam. Learning Center> Certification Course.
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