PREPARING A LAW FORM

1. Open Client file

Click on client case
under “Recent

— Cases”, or click on

“Open Case” and

Case Billable Types

chose client case

2. Click on “Prepare Form”

Click on

“Prepare Form”
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NOTE - IT IS A GOOD IDEATO
EXPLORE AND BECOME FAMILIAR
WITH THE LAW FORM LIBRARY, TO

SEE WHAT FORMS ARE AVAILABLE
(THERE ARE SEVERAL THOUSAND)

3. First explore the law library

Explore the

Law Library

to see what

forms are

available




: Case Explorer:

8 Entiies Involved

Propertes & Debts

% Income & Expenses
Damages & Di

4 Coon e ™ Prease choose alaw forn:

Custody & Visitation 523 Criminal Law
- Child Support Info 223 Criminal Defense
-5 Receipts & Disburseme i1-23 Opening Game Foms
.23 Mid-Game Forms

{23 Bond Forfeiture stuff

=-23 Change Judge
=) Motion - Change Judge - KS

Motion - Change Judge

Case Expense Notice - Change Judge

[o— -~ Z) Onder - Change Judge

{23 Change Venue

{24 Clarifying Things

123 Compe! Discovery

forms are

Case Income

available
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4. Choose the form you want to prepare

 Case Explorer: | Case
83 Entities Involved Office File No.:

Retained

G ncome 8 Bpenses [ Selectlawforn R @
/ Damages & Discovery
S Cout ko Please choose a law fomn:
Custody & Vistation T3 Custody-Vistation
I Child Suppott Info 23 Engagement Stuff
<5 Receipts & Disburseme 23 Entry of Appearance riage of John Br...
{23 Leave to File

Highlight
e form,

3 Answer
{23 Answer AND Counter

Case Expense

then click

2] Pettion - Dissolution-Separation-Nuty - C ~
EA I

Prepare Form
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5. When form opens, chose appropriate caption

NEEHm P
Petition - Dissolution - Children |

L L LA

Dissolution Caption group

Divorss Caption - K3
Dissolution Caption - MO

IS You are now in the

| S s st S form “Player”. Now

~  days immediately preceding the filing of the Petition herg

choose appropriate

resides at 123 Main Stree, Sedan . Kansas v 67361

2. Respondent has been aresident of the State of Ca pti O n ) t h e n C I i C k
= days immediately preceding the filing of the Petition herg
llS 124
elect

resides at 456 Second Str, Sedan . Kansas v 67361
3. Petitioner’s Social Security numberis __-__ -

Security numberis -

File Options Help
NEEHm P

Petition - Dissolution - Children |

I, L L L L L L bbb L

COMES NOW Petitioner, by and through counsel, and for his ~ Petition filed

Enter info

1. Petitioner has been a resident of the State of v if

] (]
~  days immediately preceding the filing of the Petition herein and pre re q l l I re d

resides at 123 Main Stree | Sedan . Kansas ~ 67361 B

2. Respondent has been aresident of the State of 7 |in excess of

on all

~  days immediately preceding the filing of the Petition herein and presently

resides at 456 Second Str, Sedan . Kansas ~| 67361_ |

3. Petitioner’s Social Security numberis ___ - - and Respondent’s Social

Security numberis -

4. Petitioner and Respondent were married on September 18, 2013 ~ in the County of

T B B & &



7. Select appropriate alternate clause on each alternate clause
group (= a drop down list of alternate fields that can be chosen)

A layer Jissolupon "ChGIEET WENEN NN TEEN TEN "SNSSSSSSSSN WS W

File Options Help

Choose

appropriate

Montgomery _ State of Kansas

clause in each

alternate clause
=

4 A
TITe TrIe,; UAre O DITUT &I SoCTar Secanty mumoers or the child

S group; then click

Dtz of Saparation group

(@) Physical Separation clause
(©) Non-Physical Separation clause

Name : Date of Birth : Social Seq]
Tommy Bride ; February 18.2011  ~ § xax-xx-334 o y))
— Select
9. The child ~ resided with Petitioner  ~ sixty days imme}
Read
-~ W = = = = pa S 9 ~r. 731 PM
T e B B g o [ ONE-SHEEROLE@@EM a0 I

8. Once form completed, click on blue triangle icon to go to the
form “Viewer” (it strips the data in all fields and gives you a
chance to edit form before saving and printing it)

Petition - Dissolution - Child

Once form
completed, click on
blue triangle icon to

go to form “Viewer”

—
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9. Now tidy up and make any minor edits to your form

File Edit Format Table Options Help

NG HBoaB

i imE s b Tidy up and make
(05 S WS e e -

‘ Pﬂiliﬂl\'DiSSDlllliDl\'C'\ildltn)/mihhle'Pﬂi‘iﬂlI' issolution... - . .
pononerwnemmwmy (e Uired minor edits

Street, Sedan, Kansas 67361

3. Petitioner’s Social Security number is xxx-xx-1122 and R to yo u r fo r m ( C h e C k

number is xxx-xx-5566.

4. Petitioner and Respondent were married on September 18 for Spacing edits’. add

Montgomery. State of Kansas, and the marriage was registered there]

5. Petitioner and Respondent separated on or about March 0

any other desired
sentences or
paragraphs, etc)
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10. Now click on “Save As”, and save your form to your
computer (say, “Petition for Divorce 031814”).

File Edit Format Table Options Help
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Petition - Dissolution - Cl x

Click on “Save As” icon, and save your
form to your computer. NOTE — it saves
by default in .rtf format, so the form can

be reopened again for further edits in
either Word or WordPerfect

immediately prete
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11. To print form, click on print icon above; or open saved form
in Word and print.






