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How to Configure and Use Form Sets
(Florida version)

Why should you use Form Sets?

The ability to build, save and use Form Sets is one of the best time savers that ProDoc offers to you. In virtually
every law practice, many different clients will need the same group of forms for similar cases. Form Sets enable
you to prepare these documents quickly and easily.

Specifically, using form sets provides the following benefits for your practice:

Creating a Form Set

At the ProDoc main menu, click Customize—Form

Simplifies the form selection process. You select the stored form set when you assemble
documents. Click the Form sets tab to choose the set you wish to assemble. You can omit one or
more forms from the set for a single assembly session.

Eliminates duplicate questions and answers in the assembly process. Any questions asked for
different forms in the set will only be asked and answered once. Common answers are used for
each form in the set when you assemble the forms.

Allows you to include your own supplemental forms (see the Creating Supplemental Forms
tutorial) in a set to meet any special needs you may have.

Allows you to quickly choose and print a variety of worksheet question lists taken from every
form in the form set (Print—Worksheets—Select Forms button). This provides you a
standard case input worksheet for clients who need the documents.

Select a volume from which to build your form set.
You can either double-click the title, or click a title
(for example, Family Law) and click OK.
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The Browse and Update Form Sets for Family Law
window appears. Click the New Set button. The
Form Set Name window appears.

Name your form set (for example, Dissolution, No

Children) and click OK. The Form Set name appears
on the Browse and Update Form Sets window.
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Click the Update Forms button. The Selecting
Forms for [name of set] window appears.

At this point, you can use the keyboard search feature
(described in the following paragraph) or the Find a
Form window.

Click the Alphabetical tab at the top of the window.
The list of forms is now ordered alphabetically.

ﬂ Selecting Forms For Form Set: Dissolution, No Children

Volume:  Family Law

As you type, the characters

Subolume *| TNumericz appear here and the highlight
peti-—moves to the next match.

#htomey-Client (] Parental 1me Shanng Schedule - 15t Lircut 151 ~
Letters [ Parenting Ca-ordinator Infoimation and Acknowledgment Form - 15th 11514
Uncohtested Dissalul [ Parerting Scheduls 11-300
Pleadings [ Parenting Schedule and Responsibiliy \Worksheet 1025

Service and Process | Petfor Reg & Enf of Foreign Decres, with Order - Brevard County 1182

F'eliti.:.n for Adoption Information [SCE

Emergency or Tempc

Discovery P'faCt‘CE [ Pefition for Adoption of Adult by Stepparent [5Ct) 129811

Mation Praclice ] Peton for Change of Mame (Aduk] (5CH 12923
Entorcament snd Car || [ petiionfor Change of Mame (Fami) (501 12982
ficgicllings (L] Peiion for Change o Mame (Winar Children) (ST 12982

Judgments and Felat 4 » v
Post-Trial and Appea J

Clasing Documents - -
Supplemental Procee [" EEEE] ] [fﬂ) ity ] lJ i ] l“’ View ]

Find a form by typing the first few letters of the form
title you need. For example, to easily find the form
titled “Petition” type “peti.”

Select the form by clicking the box to the left of the
form title. After clicking the box, your search letters
are discarded, and you can repeat the process to find
and select another form.

If you need to clear a mistake, press the backspace key.
The highlight will back up through the selections as
you remove letters.

While searching and selecting forms, you can use the
buttons on the window to interact with the highlighted
form.

Select either selects the form or clears the selection
check box.

The Form Information window displays more about
the form, including the purpose of the form. This lets
you determine if the form meets your needs.

n Form Information

Form: Petition for Dizzolution, no children [simple]

Form 3-101 Petition for Dissolution of Marriage
{(without children)

This form is used in an uncontested dissolution
procesding.

The form (a) if applicable, regquests restoration of
the wife's former name, (b)) states that the parties
anticipate executing a comprehensive marital
settlement agreement, and (o) reguests that the
Court (i) dissolwve the marriage and (i1) ratify the
marital settlement agresment.

View opens forms in a window. You can view the
form’s layout, including placeholders which are filled
with your answers when the form is assembled.

Petition for Dissolution, no children (simple)

[caption]

PETITION FOR DISSOLUTION OF MARRIAGE
WITHOUT_DEPEMDENT_DOR_MINOR_CHILDREM

[HusbandMwife [client]]. [name of husband/wite], by and
through the undersigned attarney, files thiz Petition far
Digzolution of M ariage and states as follows:

1. This is an action for dissolution of the bonds of
marriage between the parties in the above-styled cause,
specifically Petitioner, [client's name], born [Petitioner
birthdate]. hereinafter called "[Husband wife (client]])." and
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After you have selected the forms you want to include
in your set, click OK on the Selecting Forms for
Form Set window. The selected forms appear on the
Browse and Update Form Sets window.
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Click the Close button to finish creating your form set. To create new form sets, or to change or delete your
form sets, follow the same basic procedures as outlined

ProDoc will remember your form set designations for above

each volume.

For more information and help, see the ProDoc Software Manual, or go to the Support/Training section of
our website, www.prodoc.com/support/cbt/index.asp, to use our computer-based training.
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