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[bookmark: DownloadInstructions]PURCHASE AND INSTALL MICROSOFT WORD
VERSION 2013 OR LATER AND THE FORM TOOL PRO

The Perfect Legal Pleadings system consists of three programs: (1) Microsoft Word 2013 or later; (2) The Form Tool Pro; and (3) Perfect Legal Pleadings.  Microsoft Word is a computer word processor.  The Form Tool Pro is a document assembly program that runs on Microsoft Word.  Perfect Legal Pleadings contains thousands of Oklahoma legal pleadings and forms that are constructed to run on Microsoft Word by use of The Form Tool Pro document assembly program.
Simply do a search for Microsoft Word in your search engine, such as Google, and purchase and download a copy that is at least 2013 or later.  Below is the link to the Microsoft website where you can purchase Microsoft Word.
Click Here to Purchase, download and install Microsoft Word.
You can also purchase Word at any of the following links.
https://digitalproductkey.com/word-2019/418-buy-purchase-download-install-word-2019.html

https://pcsalesonline.com/utilities/office-2019-professional-plus?gclid=CjwKCAiAp4KCBhB6EiwAxRxbpACrxsUwwg0MAedakX85Hzm2HT29iALxW1A174aG8HdbekJPUTbUoxoCN7kQAvD_BwE

https://www.microsoftsoftwares.com/collections/microsoft-office/products/microsoft-office-2019-professional-plus-for-windows-pc?gclid=CjwKCAiAp4KCBhB6EiwAxRxbpDhumqodsLUuNRJ_mLucx_K4hEx1TT7d3wKroL-dgKMHlLHVKFLBUhoCM-EQAvD_BwE

https://www.microsoft.com/en-us/microsoft-365/p/word/cfq7ttc0k7c7?activetab=pivot%3aoverviewtab
If you don’t want to purchase Word 2019 and instead want to use Office 365 or Microsoft 365 then follow the instructions below.
Click on the link below to purchase, download and install TheFormTool Pro.  NOTE: You must have Word already installed before installing TheFormTool Pro.
Click Here to Purchase and Install TheFormTool Pro
Once you have Microsoft Word and TheFormTool Pro installed, follow the instructions below to purchase, download an install Perfect Legal Pleadings.
NOTICE - OFFICE 365 USERS
If you are using Office 365 or Microsoft 365, then make sure you have the desktop version turned on and not the cloud (online) version.   Click here to get instructions on switching to desktop mode.  Microsoft has a free version of Office 365 online.  The free version does not have all the advanced functions of Word.  If you are using the free version, then you will have to purchase a desktop version of Word 2013 or later to use The Form Tool Pro and Perfect Legal Pleadings.  You can purchase the desktop version of Word at the link above.


[bookmark: InstallPLP]DOWNLOAD AND INSTALL INSTRUCTIONS
[image: ]











First click on the “Buy Now” button.  Then the screen below will appear.
Now click on “Buy subscription” and the screen on the next page will appear.
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IMPORTANT
Be sure that “I agree to
Receive news and offers” is
Checked so that you will
Receive emails with updated
Versions. 








[image: ]No enter your email address and click on “I agree to terms and conditions” and input your credit card information and click on the “Buy subscription” button.  Then the screen below will appear.  Click on “Download”  in the screen below and the Perfect Legal Pleadings program will begin installing and you can watch it’s installation progress in this area.












In addition to the screen on the preceding page you will also receive an email similar to the one below that you can also download the Perfect Legal Pleading program from.
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[image: ]Once the Perfect Legal lPleadings program is completely downloaded the screen should appear as depicted below.  NOTICE:  This signifies that the download is complete. 









Now click on “PLP_Install.exe”
And the screen on the next page
Will appear.
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Now click on “Next” and the page below will appear.
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Now click on “Next” and the screen on the following page will appear.
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Now click the “I agree with the above terms and conditions” so that it is selected (black) and then click “Next” and the screen below will appear.
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DO NOT CHANGE THE LOCATION OF INSTALLATION.  LEAVE IT AT “C:\”
Now click on “Next” and the screen on the following page will appear.
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Now click on “Start” and the screen below will appear.
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This will display the progress of the download.  Once it turns completely green across the bar it has completed the download and will show the screen on the following page.
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Be sure the “Launch PLP Install” is selected and then click “Exit”.  Then the screen on the next page will appear.
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Now click on “Install”.
If you get an error message similar to the one below, then follow the instructions below to fix the problem. Click here to go to instructions on how to fix.
[image: ]

Now when you start Microsoft Word there should be a tab in the control ribbon at the top of the screen that is entitled, “Perfect Legal Pleadings”.  Click on this tab to access the Perfect Legal Pleadings program.  NOW YOU NEED TO FOLLOW THE INSTRUCTIONS ON THE FOLLOWING FEW PAGES TO COMPLETE THE INSTALLATION PROCESS.  This includes changing the folder where the Masterlist of TheFormTool Pro is stored.

CHANGE DATA STORAGE FOLDER.  If you already have a path location because you are already using TheFormTool Pro or Doxera, then go to the instructions after the instructions on how to change the path. 

 Now you need to change the folder where the data is stored.  To do this, open the TFT Control Ribbon by clicking on TheFormTool tab in the Word Control Ribbon.

1. [image: ]
2. 
3. 
4. 


Once you click on the TFT tab in the Word Control Ribbon the following TFT Control Ribbon will appear.

5. [image: ]
6. 
7. 
8. 
9. 
10. 

In the TFT Control Ribbon click on “Options” command.  A drop-down list of choices will appear.  Select “Path” from the drop-down list that will appear after you click “Options”.

11. [image: ]
12. 
13. 
14. 
15. Holidays
License code
License agreement
Path
Uninstall

16. 




17. 

Once you have clicked on the “Options” command in the TFT Control Ribbon and selected “Path” from the drop-down list, the following dialogue box will appear.
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You MUST change the “Path to TheFormTool files.”  Delete the contents in the data field and change the path to the following:

C:\LEGAL FORMS DATA\TFT Forms Data

CAUTION:  You must TYPE the above path in the box.  DO NOT use the folder icon to select the path.















[bookmark: Doxera]DOXERA USERS FOLLOW THE INSTRUCTIONS BELOW – DO NOT CHANGE THE PATH

First install Perfect Legal Pleadings.  After it is installed go to the folder “C:\legal forms data\tft forms data\masterlists” and open the “masterlists” folder and the screen on the next page will appear.
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Now click on the “Name” box, which will select all of the files.  The screen should look like the screen below.  Now place your cursor in the blue area and right click on your mouse and a drop down list will appear.  Select “copy” from the drop down list.
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Now go to the location that you currently have your TheFormTool Pro Masterlists file and right click on your mouse and in the drop down list click on paste.  (To find the current location of your masterlists, see the instructions following the screenshot below.  The screen below will appear.  Select “Let me decide for each file”.  If any files have the same name, DO NOT REPLACE THEM.  This process will merge the Perfect Legal Pleadings masterlists with your current materslists so that you have access to both.
[image: ]








To find the path to your current (Doxera) masterlists, go to the “Options” tab on TheFormTool control ribbon and click on it.  A drop down list will appear.  In the drop down list that appears click on “path”.  This should display the path to where your current masterlists file is located.
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[image: ]Once you click on path in the drop down lists that appeared after you clicked on “options”, the display below will appear.  This is where the path to your current formtool data is stored and where your current masterlist will be located.






[bookmark: HyperlinkInstruction]SET HYPERLINK CONTROL:  You may already have your hyperlink control in Word set where you can just click on a hyperlink to open it.  Otherwise, to execute a hyperlink in Word you must hold down the CTRL key and left-click your mouse on a hyperlink.  If your hyperlink setting in Word is not already set where you can just click on a hyperlink to open it, then you will need to change this in Word.  To check your hyperlink setting in Word or to change it follow the instructions below:
[image: ]
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 




First, click on “File” in the Word Command Ribbon (tool bar).  Then the screen below will appear.







[image: ]
16. 
17. 
18. 
19. 
20. 
21. 
22. 
23. 
24. 
25. Second, click on “Options” in the screen to the left.  Then the screen on the following page will appear.

26. 
27. 
28. 
29. 
30. 
31. 
32. 
33. 
34. 
35. 
36. 

37. [image: ]
38. 
39. 
40. 
41. 
42. 
43. 
44. 
45. 
46. 
47. 
48. 
49. 
50. 
51. 
52. 
53. 
54. 
55. 
56. 
57. 
58. 
59. 
60. 
61. 
62. 
63. 
64. 
Fourth, make sure “Use CTRL + Click to follow hyperlink” is NOT CHECKED (make sure box next to these terms is empty).  If it is checked, then uncheck it.

65. 
66. Third, click on “Advanced” in the screen above.  Then the screen below will appear.

67. 
68. 
69. 
70. 

71. [image: ]
72. 
73. 
74. 
75. 
76. 

77. 
[bookmark: ReadOnly]
SET ORIGINAL FORMS TO “READ-ONLY”.  To protect your original Perfect Legal Pleadings forms from being overwritten accidentally, you need to set the forms folder to a “read-only” folder.  The forms folder is labeled “legal forms” and is found on your C drive (C:\legal forms).  To set the legal forms folder to read-only complete the following steps:

First, open the file manager by clicking on this icon in the bottom of your computer screen.
[image: ]





Once you have clicked on the file manager icon, the screen below will appear.  Now go to the C drive by double left clicking your mouse here
[image: ]
Once you click on the “C” drive icon above, the screen on the following page will appear.


[image: ]



Now place your cursor on the folder “legal forms” and right click your mouse.  A drop down list will appear.  At the bottom of the list is “properties”.  Left click on “properties”.  When you click on “properties” the following screen will appear.  Make sure the attributes is set to “Read only”.  Make sure “Read only” is checked.
[image: ]









[image: ]Now left click on “Apply”.  Then the following will be displayed.  Make sure “apply changes to this folder, subfolders and files” is selected and then click on OK.







HOW TO ADD NAVAGATION TOOLS TO YOUR
[bookmark: QuickAccessToolbar]MICROSOFT WORD QUICK ACCESS TOOLBAR

The Word Quick Access Toolbar allows you to quickly navigate documents, as well as other aspects of Perfect Legal Pleadings easier.  Word allows the option of having your Quick Access Toolbar above or below the Word Control Ribbon.  We have found that installing it beneath the Control Ribbon makes it more convenient.  To install a Quick Access Toolbar, follow the instructions below.

This is a Quick Access Toolbar.  To begin installation place your cursor anywhere in the Word Control Ribbon and right click on your mouse.  When you do this, a drop down list will appear.  Select “Customize Quick Access Toolbar” by left clicking your mouse on the phrase. The drop down list may give you the option to create a Quick Access Toolbar.  If the option of creating is available, then left click your mouse on it.

[image: ]









Once you click on “Customize Quick Access Toolbar” in the drop down list, the screen below will appear.
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Click on “Popular” and a drop down list will appear.  Select “All Commands” from the drop down list and the screen on the following page will appear.


[image: ]

Make sure you have selected “All Commands”.  There will be an extensive drop down list that appears.  We will be selecting the functions to add to your Quick Access Toolbar from this drop down list.  In these instructions we will only be adding a few, but you can always add whatever you want in addition to the ones you add below.

Scroll down the list in the drop down list until you find “Undo”.  Once you find “Undo” place your cursor on it and highlight it and then click “Add” and the screen below will appear with “Undo” added to the box on the right.

[image: ]



















Follow the instructions on the following pages to add additional navigation aids.










Now Scroll down the “All Commands” list and find “Redo”.  Then click on “Add” and “Redo” should appear in the box on the right of the page.  Be sure to select the “Redo” with the circular arrow to the left of it.
[image: ]




















Once you click on “Add” you should see “Redo” in the box on the right (as shown in the screenshot below).

[image: ]

















Now scroll down through the “All Commands” list and find “Back”.  Highlight “Back” and then click “Add” and “Back” should appear in the box on the right.



[image: ]


















Now scroll down the “All Commands” list and find “Forward”.  Highlight “Forward” and click on “Add” and you should see “Forward” in the box on the right.  Be sure to select the “Forward” command that has the circular arrow to the left of it.

Now scroll down the “All Commands” list and find “Top of Document”.  Highlight “Top of Page” and click on “Add” and you should see “Top of Document” in the box on the right.
[image: ]




















Continue instructions on next page


Now scroll down the “All Commands” list and find “Bottom of Document”.  Highlight “Bottom of Document” and click on “Add” and you should see “Bottom of Document” appear in the box on the right.
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Now scroll down the “All Commands” list and find “Save”.  Highlight “Save” and click on “Add” and “Save” should appear in the box to the right.
[image: ]



















Continue on next page.


Now find “Comments” in the “All Commands” list.  Highlight “Comments” and click on “Add” and you should see “Comments” in the box on the right.
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Now make sure “Show access Toolbar below the Ribbon” IS CHECKED.
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Now click on “OK”
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These commands are the same commands that are in the Perfect Legal Pleadings Control Ribbon.  

For a video explanation of these functions go to the Support page of our website – perfectlegalpleadings.org.




SPECIAL NOTE

FINDING “MASTER LIST”

When the instructions instruct you to click on “Masterlist”, you will have to click on “Source” in TheFormTool Control Ribbon and select “Masterlist” from the drop-down list that appears when you click on “Source”.

[image: ]




“Masterlist” is now in a drop-down list under “Source”.







For training videos on how the Perfect Legal Pleadings system works go to: VIDEO TRAINING


WARNING:  THE PERFECT LEGAL PLEADINGS PROGRAM CONNECTS TO THE INTERNET FOR COMPANY MONITORING OF MONTHLY SUBSCRIPTION PAYMENTS.  IF A PAYMENT IS NOT RECEIVED, YOU WILL RECEIVE A NOTICE TO EITHER PROVIDE ANY NEW CREDIT CARD INFORMATION IF YOUR CARD EXPIRED, OR TO PROVIDE SOME OTHER METHOD OF PAYMENT.  IF PAYMENT FAILS TO BE PAID THEN YOUR PERFECT LEGAL PLEADINGS PROGRAM WILL BE DISABLED VIA THE INTERNET AND YOU WILL NOT BE ABLE TO USE  IT. YOU WILL ALSO LOOSE ANY CLIENT DATA YOU HAVE SAVED TO THE TFT DATABASE.
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[bookmark: PLPRibbonAndTabs]Perfect Legal Pleadings
Control Ribbon and Commands

Once you have completed the installation process above, you are ready to begin using Perfect Legal Pleadings (PLP).

To begin, click on the Perfect Legal Pleadings (PLP) tab in the Word Control Ribbon.


[image: ]






Once you click on the Perfect Legal Pleadings tab, the PLP Control Ribbon below appears.


[image: ]


For the Divorce Procedures Module we will only be dealing with the commands of the PLP Control Ribbon highlighted in red below.




[image: ]


[bookmark: TFTControlRibbonAndTabs]TheFormTool
Control Ribbon and Commands

Another Control Ribbon that we will be dealing with is the Control Ribbon and commands of TheFormTool Pro (TFT).  To open the TFT Control Ribbon, click on TheFormTool tab in the Word Control Ribbon.



[image: ]





Once you click on the TFT tab in the Word Control Ribbon the following TFT Control Ribbon will appear.



[image: ]







The only commands we will be using in the TFT Control Ribbon are the TFT commands highlighted in red below.


[image: ]










[bookmark: FindingForms]FINDING FORMS 
There are two methods of locating the legal form or procedure you need:  (1)  scrolling through the Procedures Table, or (2) clicking on the form or procedure in the Procedures Index.  We will first look at the Procedures Table.  

[bookmark: DivorceProceduresTable]Procedures Table

To open the Divorce Procedures Table, merely click on the PLP Forms & Procedures command in the PLP Control Ribbon.


[image: ]

Once you have clicked on PLP Forms & Procedures in the PLP Control Ribbon, the screen depicted on the following page will appear.  







[image: ]
































You can left click on any of these hyperlinks and it will open the corresponding forms and procedures.


NOTE:  If the hyperlinks are not working <Click Here> to see instructions for setting the hyperlinks in Word


[bookmark: DivorceProceduresIndex][bookmark: SectionsAndCells]SECTIONS AND CELLS 

[bookmark: ProcedureSectionsDivorceProcedureTable]Procedure Sections 
In The Procedures Table

Below is a screenshot of part of the Divorce Procedures Table depicting the Procedure Sections and the Procedure Cells.  A Procedure Section may have several Procedure Cells under it.  For example, in the screenshot below you will see the Procedure Section entitled “Drug Testing.”  Under that Section you will see two Procedure Cells: one for “Drug Test: 12 O.S. §3225” and one for “Drug Test: 43 O.S. §110.2”.
[image: ]Procedure Section




By clicking on the title of a particular form or procedure within a Procedure Cell, you will be taken to that form or procedure.










Procedure Cells













To watch a video relating to the Divorce Procedures Table <Click Here>.


[bookmark: ProcedureCellDivorceProcedureTable]Procedure Cells 
In The Divorce Procedures Table

Below is a screen shot of one of the Procedure Sections in the Divorce Procedures Table that contains only one Procedure Cell.  By clicking on the title of the form in red font in the Procedure Cell, you will be taken to that form or procedure.

[image: ]






In each Procedure Cell, you also see the relevant law relating to the form or procedure.







By clicking on the particular law in blue font, you will be taken to that statute on OSCN or in the law contained in the PLP Module.







In some Procedure Cells you will also find additional information that is applicable to the particular procedure in the cell.  By clicking on any of these items you will be taken to a website or document containing the associated information.
















[bookmark: TurningCommentsOnAndOff]TURNING THE COMMENTS (LAW) PANELS ON AND OFF.
When you open a form, you will see laws relating to the form or procedure in a panel to the right of the Questionnaire.  You can turn this panel on and off by clicking on the “Comments” command icon in the Quick Access Toolbar.
[image: ]












This is the Law Panel (Comments) to the right of the Questionnaire of the forms.

Click the “Comments” icon to turn the Law Panel on and off.




[image: ]







[bookmark: ProceduresAndForms]PROCEDURES AND FORMS 

[bookmark: LoadingAForm]Loading a Form

Below is a depiction of a portion of the Procedure Section for “Supervised Visitation Program” and a portion of the Procedure Cell in this particular Procedure Section (discussed on the preceding page).
[image: ]
Procedure Section of the Divorce Procedures Table.




Procedure Cell of this Procedure Section.





When you click on the title of the form or procedure, you will be taken to the Questionnaire for that form or procedure.  After clicking on the term “Request for Supervised Visitation” in the Procedure Cell above, the following screen will appear.  Below is a portion of the Questionnaire for the form entitled “Motion for Supervised Visitation.”  NOTE:  If the form is not opening <Click Here> for instructions on how to correct the issue.

[image: ]














[bookmark: FillingInTheQuestionnaire]Filling in the Questionnaire 

Below is a depiction of the Supervised Visitation Procedure we opened in the preceding page.  All you need to do is type in or select the answers to the questions in the Questionnaire.  Alternatively, if you have already processed other forms for a particular client and saved the data, you can load the data (answers) into the form instead of typing in the answer to each question.  Saving and loading data to the data base will be covered later.
[image: ]Answers to Questions.
Questions.



The red stars are to draw the User’s attention to specific items that may not have data in them if information is loaded from the data base.  This is because these questions are either specific to this form, or may be data that has changed (such as the date the pleading will be filed).


The Answer to some Questions may be just check boxes that you check.







The Answer to some Questions will need to be typed in.





The Answer to some Questions will be contained in drop-down  lists of items to choose from.  The various forms of answers will be discussed later.



Each question that requires you to type in information for the answer will depict, in green font.  The Format the answer must be typed in is shown below the question.  You MUST follow the formatting properly.
















To watch a video relating to the Questionnaire <Click Here>.

[bookmark: FormSectionsInLongerForms]Form Sections In Longer Forms

In the Questionnaires for some of the longer forms or procedures, such as Petitions and Decrees, you will find links to assist you in going to various Sections in the Questionnaire (Form Sections).  These links are located in the Form Header, which is at the top of the Questionnaire.
[image: ]Form Header








Here is a list of the links to the  Questionnaire Sections in this particular procedure (Decree with children).  By clicking on any of the items in blue font you will be taken to the  Section in the Questionnaire containing the questions relating to that particular topic.

















If you click on “Jurisdiction and Venue” in the Form Header of the Questionnaire above, you would be taken to the following Form Section in the Divorce with Children Questionnaire.
[image: ]






You can also click on the navigation aids in longer forms.  These navigation aids are set forth in blue font just below the title of the Form Section.  There are three navigation aids in each Form Section Header: (1) <NEXT SECTION>, (2) <PREVIOUS SECTION>, and (3) <TOP>.  <NEXT SECTION> takes you to the next Form Section Header.  <PREVIOUS SECTION> takes you to the previous Form Section Header.  <TOP> takes you to the Form Header, which contains a list of all the Form Section Headers.

[bookmark: TypesOfAnswersInQuestionnaire]Types of Answers 
in the Questionnaire 


There are basically five types of answer fields in the Questionnaire for a particular form or procedure – a single typed answer, a series of typed answers, drop-down single choice answers, drop-down series (list) choice answers, and check box answers.  Either type of drop-down answer will sometimes allow you to type in an answer rather than selecting one from the drop-down list.  To watch a video relating to the Questionnaire <Click Here>.

[bookmark: DataFieldForSingleTypedAnswer]1.  Data Field for a Single Typed Answer
A single typed answer is merely where you type in only one answer in the data field.  
Below is an example of a single answer data field.
[image: ]


This is the question to be answered.
The green terms set forth the format the answer MUST be in.  NOTE:  IF YOU DO NOT ENTER THE ANSWER IN THE PROPER FORMAT YOUR DOCUMENTS WILL NOT BE ACCURATE.
This is the answer field or data field where you will type in the answer to the question.











[bookmark: DataFieldForSeriesTypedAnswers]2.  Data Field for a Series of Typed Answers

A data field for a series of typed answers is a field where you type one entry (answer) and then add another row or data field and enter another entry (answer).  You are entering a series of answers or data, such as a list of fixed medical expenses of the children, or the names of the children, etc.  Below is an example of a question that has a data field for a series of typed answers.


















Place your cursor in the data field and click the “Add” Icon in TFT Control Ribbon to add an additional data field for another answer in the series.

[image: ]
[image: ]










ADDING AN ANSWER TO A SERIES TYPED ANSWER.  When you are entering answers to a data field that allows a series of typed answers, you will need to use the functions in the TFT Control Ribbon depicted below.  You will merely click on TheFormTool tab on the Word Control Ribbon and it will open the TFT Control Ribbon depicted below.


[image: ]





[image: ][image: ]To add an additional row so that you can enter another answer in the series, you will need to click on the “Add” icon     in the TFT Control Ribbon to add an additional data field for the next answer.  After you click the “Add” icon in the TFT Control Ribbon the answer field in the Questionnaire will insert another field to enter another answer, as depicted below.

[image: ]

[image: ]


















Place your cursor in the data field and click the “Add” Icon in TFT Control Ribbon to add an additional data field for another answer.










REMOVING AN ANSWER FROM A SERIES TYPED ANSWER.  If you have entered a list of answers in a series type answer field and you want to remove one of the answers from the series, you will need to use the functions in the TFT Control Ribbon depicted below.  You will merely click on TheFormTool tab on the Word Control Ribbon and it will open the TFT Control Ribbon depicted below.



[image: ]








[image: ][image: ][image: ]To remove an answer you have entered in the list, click on the answer you want removed from the series and click the “Remove” Icon              in the TFT Control Ribbon.  After you click on the “Remove” Icon the answer you had your cursor on in the Questionnaire will disappear.





Place your cursor in the answer you want to remove and click on the “Remove” Icon in TFT Control Ribbon.

[image: ]




[bookmark: RefreshAfterAddingSeriesTypedAnswers]REFRESH AFTER ADDING OR REMOVING SERIES TYPED ANSWERS.

[image: ][image: ]After you have completed entering and removing all the items (answers) you want in the list, then you will need to click the “Refresh” Icon    in the TFT Control Ribbon (see below).  By doing this the answers you entered are added to subsequent questions in the Questionnaire that may be linked to the list you typed.


[image: ]









[bookmark: DropDownSingleChoiceAnswers]3.  Drop-Down Single Choice Answers

Often a question will have a drop-down list for the user to select an answer from a list of possible answers.  Sometimes a drop-down list will only allow one answer to be chosen and sometimes a drop-down list will allow the user to select more than one answer (a series or list of answers).  If the answer data field only allows one answer, the user will select the most appropriate answer in the drop-down list or type in an answer if the correct answer is not in the drop-down list.  Below is an example of a drop-down list of choice answers.  By clicking on the down arrow the drop-down list of choices will appear.

[image: ]lump sum
weekly
monthly
annual
semiannual
quarterly
biweekly
semimonthly









[bookmark: DropDownSeriesChoiceAnswers]4.  Drop-Down Series (List) of Choice Answers

A drop-down list of choice answers that allows the User to select a series (list) of items from the drop-down list works basically the same as the “Drop-Down Single Choice Answer” discussed above.  First, the User will click on the down arrow so that the drop-down list of choices appears.  Then the User will select the first choice from the drop-down list (or if not in the list, type in the answer in the field instead of clicking on the “down arrow” that reveals the drop-down list).  Below is an example of a drop-down list that allows a series (list) of choices.  Simply click on the “down arrow” to reveal the drop-down list of choices.

[image: ]
support alimony under a temporary order
costs of genetic testing to determine paternity
reimbursement of costs associated with the birth of a child of the parties
medical support arrearages
reimbursement of reasonable past child support expenses
past child care costs











ADDING ANOTHER ANSWER TO DROP-DOWN SERIES (LIST) CHOICE ANSWER.  When you are entering answers to a data field that allows a series of answers from a drop-down list, you will need to use the functions in the TFT Control Ribbon depicted below.  You will merely click on TheFormTool tab on the Word Control Ribbon and it will open the TFT Control Ribbon depicted below.


[image: ]





[image: ][image: ]To add an additional row so that you can enter another answer in the series, you will need to click on the “Add” icon      in the TFT Control Ribbon to add an additional data field for the next answer.  After you click the “Add” icon in the TFT Control Ribbon the answer cell in the Questionnaire will insert another field to enter another answer.  Then you click on the “down arrow” and the drop-down list of choices will be revealed again for you to select another item from the list, or you can type in another answer, if the data field allows a type-in answer in the series.
[image: ]
support alimony under a temporary order
costs of genetic testing to determine paternity
reimbursement of costs associated with the birth of a child of the parties
medical support arrearages
reimbursement of reasonable past child support expenses
past child care costs
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Place your cursor in the data field and click the “Add” Icon in TFT Control Ribbon to add an additional data field for another answer.







[bookmark: RemovingAnswerFromDropDownSeriesChoiceAn]REMOVING AN ANSWER FROM A DROP-DOWN SERIES (LIST) CHOICE ANSWER.  

If you have selected or typed in a list of answers in a drop-down series (list) choice answer and you want to remove one of the answers from the series, you will need to use the functions in the TFT Control Ribbon depicted below.  You will merely click on TheFormTool tab on the Word Control Ribbon and it will open the TFT Control Ribbon depicted below.



[image: ]








[image: ][image: ]To remove an answer you have entered in the list, click on the answer you want removed from the series and click the “Remove” Icon              in the TFT Control Ribbon.  After you click on the “Remove” Icon the answer you had your cursor on in the Questionnaire will disappear.
[image: ]


[image: ]





Place your cursor in the answer you want to remove and click on the “Remove” Icon in TFT Control Ribbon.








[bookmark: RefreshAfterAddOrRemoveDropDownSeriesCho]REFRESH AFTER ADDING OR REMOVING DROP-DOWN SERIES CHOICE ANSWERS.

[image: ][image: ]After you have completed choosing and removing all the items (answers) you want, then you will need to click the “Refresh” Icon     in the TFT Control Ribbon (see below).  By doing this the answers you entered are added to subsequent questions in the Questionnaire that may be linked to the list of items you have chosen.
[image: ]








[bookmark: CheckBoxAnswers]5.  Check Box Answers

A check box answer has a list of choices in the answer column of the Questionnaire and allows you to check the appropriate box(es) for the answer or answers you desire.  Follow the instructions associated with the question to determine if you should check only one box or whether you have the option of checking several or all the boxes that apply.  An example of a check box choice answer is displayed below.
[image: ]










These are the check box answers. Check the box or boxes the question instructs.











[bookmark: Grids]Grids

[image: ][image: ][image: ]Grid answers are found at the bottom of the Questionnaire for almost all forms.  The Grid contains a row of questions linked to the answer in the first column of the Grid.  Each field in a row of the Grid may have any type of answer input associated with it – single text answer, series text answer, drop-down list answer, etc.  Grid answer fields work similar to the series answers discussed above.  When you are in a grid answer area (an example is set forth below) you will click the “Add” icon      in the TFT Control Ribbon to add an additional row for more data, or place the cursor in a row you want to remove and click the “Remove” icon            in the TFT Control Ribbon.  After you have added and/or removed all the information you desire, click on the “Refresh” icon      in the TFT Control Ribbon.  NOTE:  All Grids will be located at the end of the Questionnaire for the particular form.
[image: ]
















 [image: ] To add an additional row so that you can enter information for another person, you merely place your cursor in a row of the grid answers and click on the “Add” Icon in the TFT Control Ribbon.

[image: ] To remove a row of information you have entered, merely place your cursor in the row you want to remove and click on the “Remove” Icon in the TFT Control Ribbon.

 [image: ] After you have completed adding and removing the rows of information you desire, click the “Refresh” Icon in the TFT Control Ribbon.





Some Grids will allow you to select answers from a drop-down list.  Just as with the other drop-down answers previously discussed, you merely click on the “down arrow” to reveal the list of choices.  Then choose the appropriate answer, or if the answer is not in the drop-down list, you will type it in.















[bookmark: TabbingBetweenAnswerFields]Tabbing Between Answer Fields
When answering questions in the Questionnaire for a form, rather than using your mouse and placing it in each answer as you fill out the form, you can use the Tab key on your keyboard to tab to the next answer field or Shift+Tab to move backwards.  It’s quicker than reaching for the mouse and placing it in the next answer field each time (quicker even than reaching for the arrow keys on your keyboard).  Tabbing moves your cursor exactly where needed to respond to the next question.  Just tab and type!
Once the questions for a procedure are answered, you are ready to process the forms.  However, before processing the forms it is advisable to save the answers you just entered to the data base for future use in other forms.  The PLP program contains a data base that holds all the answers from every form you fill out for a particular client or matter.  Each time you fill out a form it is advisable to save the answers to the client’s data base file so that you don’t have to answer all the questions in the Questionnaire of another form.  Instead you can merely load the data from the client’s data file into the new form and only need to answer questions in the new form that are specific to that form.  This will be discussed in detail on the next few pages.
You can go to the Questionnaire Header at any time by clicking on the “Start” Icon in the TFT Control Ribbon.
[image: ]




[image: ]
Questionnaire Header for Petition for Divorce without children.







[bookmark: FillingInTheForms]
Filling In The Forms

The following is for TheFormTool Pro version before 10-14-19
[image: ]
[image: ]After opening a form, click “Start”      in the TFT Control Ribbon at any time to quickly move the cursor to the top of the Questionnaire (the Questionnaire Header).  The forms normally open to the Questionnaire Header of the form.
[image: ]







[image: ][image: ]
        After typing or loading answers into the Questionnaire, click “Fill”        to move all the answers into the form, automatically formatting fields properly, changing pronouns and singular/plural words, calculating date offsets and math, and including or excluding conditional text as appropriate.  On most forms this is all you need to do to fill the form.
[image: ]If the form you are filling is a long form, then when you click on “Fill” you will see the display below.  This display will only appear when a form is long.  These steps will allow the longer forms to fill faster.If you are sure that all the answers in the Questionnaire are correctly entered then check this box to speed up filling the form.  





If you have not previously used the TFT “Reset” function, while the form was open during this session with the form, and you have not previously filled the form during this session, then check this box to make the form fill even faster.







If you want to fill the document and petrify the form in one step, then check this box.  NOTE:  You will not be able to “Reset” the form after it fills if you check “Petrify” here.  WE RECOMMEND THAT YOU GO AHEAD AND CLICK ALL THREE OPTIONS.  This will process the forms much faster.  Some forms will not function propertly unless all three options are checked.
Once you are ready to fill the form (have clicked on the appropriate 3 boxes in the display), click “OK”.



[image: ]After filling in the form, we recommend you save it in its “filled” state.  At some later date, if a misspelling is discovered or other information changes, simply load the copy of the form you saved with the Questionnaire still attached and make the revision in the Questionnaire and click “Fill” again to update the entire form.  We recommend you save both the form with the completed Questionnaire, as well as, the final petrified version of the form to the client’s file.
[image: ]            After filling in a form with the Fill button, you may want to return to the original unfilled view.  Click “Reset”         to return the form to its original state, without disturbing the contents of the Questionnaire.
[image: ]





[image: ]
[image: ]               After filling a form, click Petrify            to convert all the fields to plain text and remove the Questionnaire.  The form is then an ordinary Word document ready for emailing to a client, printing, or any other purpose.  On longer forms, where the Speedy Fill screen with the three options appears (shown on the preceding page) you will not need to click Petrify.
The following is the Method to Fill Forms after TheFormTool Pro version of 10-14-19
[bookmark: ClearingAnswers][image: ]On October 14, 2019, TheFormTool Pro method of filling was changed.  The following is the method to fill forms on any version of TheFormTool Pro purchased or installed after October 14, 2019.



First, you click on “Options” in the TFT control Ribbon.  A drop down list will appear with several choices.  Select “Speedy Fill” and the display on the following page will appear. 
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Check all of these boxes.  Then click on “OK”.  

PROCEDURE TO FILL FORM AFTER 10-14-19
[image: ]





After clicking on “OK” in the previsous step, go to the TFT control ribbon and click on “Fill”.  Then the following screen will appear.  ALWAYS click on “Yes”.
[image: ]









After you click on “Yes” in the above screen, simply wait on the form to fill and petrify.  Then the form is ready for use.



Clearing Answers
If you desire to clear all the answers in the Questionnaire of a form, click on “Tools” in the TFT Control Ribbon and click on “Clear Answers” in the drop-down list.
[image: ]




To watch a video relating to this subject <Click Here>.





[bookmark: Printing]PRINTING
[bookmark: PrintingWord2010]WORD 2010.  Once you have filled and petrified the forms, the Questionnaire will have been removed and all the fields in the forms finalized.  Now the forms are ready for printing.  When you open the Print Screen in MicroSoft® Word 2010 you will see the figure below.
[image: ]
Click “File” in the Word Command Ribbon and this screen will appear.  













Click “Print” and the screen to the right will appear.  






















Before printing the form you will need to turn off the comments to the form in the above screen.  To do this, click on the tab labeled “Print All Pages.”  A drop-down list of options will appear and you will notice that in the drop-down list there is a selection labeled “Print Markup” checked.  YOU MUST UNCHECK the “Print Markup” label before printing the document.  If you fail to do this, the form will print out with all the comments (laws) associated with it. 

[bookmark: PrintingWord2013]WORD 2013 and later.  Once you have petrified a document, the Questionnaire will have been removed and all the fields finalized.  Now the forms are ready for printing.  When you open the Print Screen in MicroSoft® Word 2013 or later you will see the figure below.
[image: ]





Click “Print” and the screen to the right will appear.  
















Before printing the form you will need to turn off the comments to the form in the above screen.  To do this click on the tab labeled “Print All Pages.”  Then a drop-down list of options will appear and you will notice that in the drop-down list there is a selection labeled “Print Markup” checked.  YOU MUST UNCHECK the “Print Markup” label before printing the document.  If you fail to do this, the form will print out with all the comments associated with it.
To watch a video relating to this subject <Click Here>.
 

THE DATA BASE 

[bookmark: OpeningSaveLoadDataBaseScreen]OPENING THE SAVE/LOAD (DATA BASE) SCREEN
Many forms might be used in a single matter, and lots of information is repeated among those forms – the client’s name, address, phone number, and so on.  Rather than retyping all that information in each form, you can save your answers from one form and reuse those answers in later forms.
[image: ]First, once you have answered all the questions in the Questionnaire for a form and are sure they are accurate you click on the “Save/Load” icon               in the TFT Control Ribbon.

[image: ]




After you click on the “Save/Load” icon in the TFT Control Ribbon, you will see a display of the data base Save/Load screen shown below.
[image: ]The Data Base contains folders and within each folder are files.  

For example, a Folder may be entitled “Divorce Clients” and the files under this folder might include the names of the divorce clients.















[bookmark: FoldersInTheDataBase]FOLDERS IN THE DATA BASE

The answers you enter to questions in the forms can be saved to the Data Base for loading in other forms.  This saves a lot of time when processing a new form.  Once you have answered questions in a form, such as client’s name, opposing party’s name, etc., you can save these answers (data) to a file in the Data Base under that client’s name and when you need another form processed, you merely load the answers (data) you previously saved under the client’s file.  The files are contained in Folders.

[image: ]This area contains the answers in the form that you are working on.




This area contains the answers in the file (data base) for the folder.






By clicking on the down arrow icon a drop-down list appears with the answer folders that you have created.

[image: ]




If you desire to create a new Folder, then you can click on the “Add” icon + and type in the name of the new folder.  If you click “Add” you will see the screen on the next page.





To remove a folder, click the “X” icon
To change the name of a folder click the pencil icon.


[image: ]


[bookmark: CreatingNewFolderInDataBase]Creating a New Folder in the Data Base

Folders should normally be named a type of case, such as “Divorce Clients”, or “Probate Clients”, etc.  Under each folder you would then have a file for a particular client’s data.  You can think of the Folder as a drawer in your file cabinet that contains client files.  The drawer on the file cabinet would be named “Divorce Clients” and the files in the drawer would be the files with each client’s name on them.

[image: ]First, open the Data Base (Save/Load) Screen as explained above.







Second, Click on the “down arrow” icon and a drop-down list of folders  will appear showing the folders already in the PLP Module.


Third, click on the folder “Answers” in the drop-down list of folders.  












[image: ]

Fourth, Click on the 
“plus” icon + and the input screen for the name of the folder you wish to create appears.






Fifth, type in the name of the new folder you are creating (such as “Divorce Clients”).  Then click “OK”.






[bookmark: DeletingFolderInDataBase]Deleting a Folder in the Data Base

There may be an occasion when you want to delete a Folder in the Data Base.  CAUTION:  If you delete a Folder all the files contained under that Folder must be deleted first.  Make sure you want to delete a Folder before deleting it.

[image: ]First, open the Data Base (Save/Load) Screen as explained above.







Second, Click on the “down arrow” icon and a drop-down list of folders  will appear showing the folders already in the PLP Module.


Third, click on the name of the folder in the drop-down list you want to delete.  After you click on the name the screen below will appear.












[image: ]




Fourth, click on the red “X” icon and the removal screen will appear.  Click on “Yes” and the Folder will be deleted.
















BEFORE YOU CAN DELETE A FOLDER, YOU MUST FIRST DELETE ALL THE FILES IN THAT FOLDER.  The procedure for deleting files is explained below.  If you try to delete a Folder that has files in it, then when you click on the Red “X” Icon, the following screen will appear.

[image: ]























Since the files under the Folder named “DIVORCE CLIENTS” have not been deleted in this example, this screen will appear reminding you that you will need to delete all the files in the folder before you can delete the folder. 





















[bookmark: RenamingFolderInDataBase]Renaming a Folder in the Data Base

There may be an occasion when you want to rename a Folder you have previously created.  Below is the process to rename a Folder.

[image: ]First, open the Data Base (Save/Load) Screen as explained above.







Second, Click on the “down arrow” icon and a drop-down list of folders  will appear showing the folders already in the PLP Module.


Third, click on the name of the folder in the drop-down list you want to change the name of.  After you click on the name of the folder the screen below will appear.













[image: ]        

Fourth, click on the pencil icon and the input screen for the new name for the folder will appear.

[image: ]











Fifth, type in the new name for the Folder and click “OK”.










[bookmark: FileInDataBase]FILES IN THE DATA BASE


[bookmark: CreatingNewFileInDataBase]Creating a New File in the Data Base

Once you have created a folder to place data in (explained above), you will need to create a file to save that particular client’s data in.  

[image: ]First, open the Data Base (Save/Load) Screen as explained above.







Second, Click on the “down arrow” icon and a drop-down list of folders  will appear showing the folders already in the PLP Module.


Third, click on the name of the folder in the drop-down list of folders that you want the file you are creating to be listed under.  In this example we are going to create a file for John Doe under the “Divorce Clients’ Folder.  So we would click on the folder “DIVORCE CLIENTS” in the drop-down list.











[image: ]

Fourth, Click on the 
“plus” icon + and the input screen for the name of the answer file you wish to create appears.










Fifth, type in the name of the new file you are creating (such as “Doe_John”).  Then click “OK”.










[bookmark: DeletingFileFromDataBase]Deleting a File from the Data Base

[image: ]First, open the Data Base (Save/Load) Screen as explained above.







Second, Click on the “down arrow” icon and a drop-down list of folders  will appear showing the folders already in the PLP Module.


Third, click on the name of the folder in the drop-down list which contains the file you want to delete.  In this example we are going to delete the file for John Doe under the “Divorce Clients’ Folder.  So we would click on the folder “DIVORCE CLIENTS” in the drop-down list.












Fourth, click on the File down arrow icon and a drop-down list of all the files under this folder will appear.

[image: ]






Fifth, select the file in the drop-down list that you want to delete and click on it.





















[image: ]Sixth, click on the red “X” icon and the delete screen will appear.







Seventh, click “yes” and the file will be deleted.
















To watch a video relating to this subject <Click Here>.




















[bookmark: RenamingFileInDataBase]Renaming a File in the Data Base


[image: ]First, open the Data Base (Save/Load) Screen as explained above.







Second, Click on the “down arrow” icon and a drop-down list of folders  will appear showing the folders already in the PLP Module.


Third, click on the name of the folder in the drop-down list which contains the file you want to rename.  In this example we are going to rename the file for John Doe under the “Divorce Clients’ Folder.  So we would click on the folder “DIVORCE CLIENTS” in the drop-down list. 












Fourth, click on the file down arrow icon and a drop-down list of all the files under this folder will appear.

[image: ]






Fifth, select the file in the drop-down list that you want to change the name of and click on it.  Then the screen on the following page will appear.




















[image: ]




[image: ]        

Sixth, click on the pencil icon and the input screen for the new name for the file will appear.












Seventh, type in the new name for the file and click “OK”.








To watch a video relating to this subject <Click Here>.





[bookmark: SavingAnswersToDataBase]SAVING ANSWERS TO THE DATA BASE

Using the data base is one of the primary time saving features of the system.  Once you have entered the answers to the questions in a form, save them to the data base for later usage.  Then if you need to process another form for that client later, all you need to do is load the Questionnaire with the data you saved to that client’s file and the form will be filled without the necessity of you typing in all the answers to the questions in the new form.  For every form you answer and process for a particular client you should save the answers to the data base.  By doing this the client’s data file continues to store more and more data that can be used in other forms and you will need to answer fewer and fewer questions in forms you may need in the future for that client.  IT IS HIGHLY RECOMMENDED THAT YOU SAVE THE DATA BEFORE FILLING OR PETRIFYING THE FORM.

Once you have answered all the questions for a form, click on save/load in the TFT Control Ribbon to open the data base screen.
[image: ]








Once you have clicked on save/load in the TFT Control Ribbon the following screen will appear.


[image: ]This area contains the answers in the form that you are working on.




This area contains the answers in the file (data base) for the folder.













[image: ]






Click on the “down arrow” icon on the folders portion and a drop-down list of folders  will appear showing the folders already in the PLP Module.


Click on the name of the folder in the drop-down list which contains the file of the client you want to save the answers to.  In this example we are going to save the answers to our client, John Doe’s file.  The type of case we are handling for John Doe is a divorce.  Therefore, we would select “DIVORCE CLIENTS” folder from the drop-down list.













[image: ]Click on the “down arrow” icon on the file portion and a drop-down list of files under the folder you selected will appear showing the files already in the PLP Module under the folder, “DIVORCE CLIENTS”.






Click on the name of the file in the drop-down list which contains the client’s file you want to save the answers to.  In this example we are going to save the answers to John Doe’s file.
















To watch a video relating to this subject <Click Here>.




Since we are saving answers from a form, we will select the “right arrow” icon to transfer the answers (data) in the form to the client’s answer file (data base).

[image: ]



















Once you click on the “right arrow” icon, the following screen will appear.  This screen shows that we are going to take the “Answers in form” and transfer them to the “Answers in file (data base).”
[image: ]

























Notice, only the answers in the form we just completed that differ from the answers already in the client’s file (data base) are checked and these are the only answers that will be saved to the client’s file (data base).  In addition, any answers checked will overwrite any prior answers in the client’s file (data base).  

[image: ]























If you want to overwrite answers that are already in the file with answers that are in the form, then you will need to click on the “check mark” icon to select all the answers in the form to overwrite all the data base answers.  Be cautious, if you check a box that does not have an answer in the form, it will overwrite the answer in the data base.  You don’t have to select ALL of the answers in the form.  You can check them individually and only the items check will be replaced in the data base.
If you click “Go” now, only the answers in the form you just completed will be added to the client’s data base file.  Normally you will only want to save the new answers you just entered in the form, so you would normally go ahead and click on “Go” and the data will be saved.
The data base already contains answers in this client’s file from previous answers that have been saved.


















[bookmark: LoadingAnswersFromDataBase]LOADING ANSWERS FROM THE DATA BASE

Once you open a form for a client and you already have stored data on that client, you will want to load the client’s data stored in the data base to the new form.  This will save an immense amount of time, because you won’t have to answer all the questions in the new form.

To load the answers already stored to the client’s file (data base), click on save/load in the TFT Control Ribbon (depicted below) to open the data base screen.
[image: ]








Once you have clicked on save/load in the TFT Control Ribbon the following screen will appear.


[image: ]This area contains the answers in the form that you are working on.




This area contains the answers in the file (data base).













[image: ]






Click on the “down arrow” icon on the folders portion and a drop-down list of folders  will appear showing the folders already in the data base.


Click on the name of the folder in the drop-down list which contains the file of the client you want to load the answers from.  In this example we are going to load answers from John Doe’s file.  The type of case we are handling for John Doe is a divorce.  Therefore, we would select “DIVORCE CLIENTS” folder from the drop-down list.













[image: ]Click on the “down arrow” icon on the file portion and a drop-down list of files under the folder you selected will appear showing the files already in the data base under the folder, “DIVORCE CLIENTS”.






Click on the name of the file in the drop-down list which contains the client’s file you want to load answers from.  In this example we are going to load answers from John Doe’s file.





















Since we are loading answers already in the client’s file (data base) into the new form, we will select the “left arrow” icon to transfer the answers (data) already in the client’s file to the new form we are working on.

[image: ]



















Once you click on the left arrow icon, the following screen will appear.  The answers in the client’s file (data base) that will be loaded into the new form are highlighted in blue and are also checked.  Now you simply click on “Go” and the answers will be loaded into the form.

[image: ]






















[bookmark: UpdatingAnswersInDataBase]UPDATING ANSWERS IN THE DATA BASE
You will frequently want to update the answers in a client’s answer file.  For example, let’s say you corrected a name spelling, or maybe a new form asked questions that did not appear in earlier forms.  With the current form on your screen (and accurate answers in the form’s Questionnaire), click “Save/Load”, select the client’s file, and click the right arrow to indicate answers should be copied from the form to the file.  The answers that differ between the form and the answers in the client’s file in the data base are automatically selected.  Once you have the answers you want selected, click “Go.”


[bookmark: MasterLists]MASTER LISTS
[image: ]Sometimes a question in a Questionnaire for a form may have instructions in red type in the question cell requesting you add information to a Master List. The icon for Master Lists is found in the TFT Control Ribbon.  To watch a video relating to this subject <Click Here>.




NOTE:  The Master List is now contained in a drop-down list under Sources.
Master Lists are great repositories for information that is used in multiple forms.  For example, many firms maintain a Master List of attorneys, along with their addresses, phone numbers, and other information.  That information is then available in all forms to create certificates of mailing, etc.  Rather than require the user to type a name, there are Choice answers that use a Master List as their source.  Not only have you saved the trouble of typing the name; you also don’t have to type (or even remember) the address, phone number, etc.  And, when you want to add another attorney and their information all you do is update the Master List of attorneys.
[image: ]Once you click “Master List” icon under Sources in the TFT Control Ribbon you will see the following screen.


If you click on the down arrow icon you will see a drop-down list of the names of the Master Lists.  Select the Master List you want to change from the drop-down list.  CAUTION:  Do not change any Master List except “Attorneys” or “OppAttorney”.








[image: ]




[image: ]We opened the Master List “Attorneys” from the drop-down list depicted on the preceding page.  This opened the screen depicted below.




After selecting a Master List, click “Edit” to open the Master List Table Document so you can make changes or additions.  WARNING:  THE ONLY TWO MASTER LISTS THAT A USER SHOULD EVER CHANGE ARE: (1) “ATTORNEYS”; AND (2) “OPPATTORNEY”.  IF YOU CHANGE ANY OF THE OTHER MASTER LISTS, THE PROGRAM WILL NOT FUNCTION PROPERLY.
After clicking on “Edit” above, you will see a Microsoft® Word Table like the one below.  If you don’t see the table below, look in your Task Bar at the bottom of your screen and look in the Word icon and pull it up.
[image: ]


Now all you need to do is modify the information in any row of the table, or place your cursor in the last row of the table, in the last column to the right and tab to add another row to the table and enter information for another attorney.  Once you are finished making changes or adding additional attorneys, you must save the table.  To save your changes or additions to the Master List, click on Master List in the TFT Control Ribbon (which is now under Sources).
[image: ]




[image: ]After clicking on Master List the screen below will appear. The list you created is summarized here.




Click “Save and Close” to save your work, or “Continue Editing” to return to the Master List editing document for more editing or additions.
Click “Master List” at any time to return to the Master List screen and manage your lists.

[bookmark: AttorneyInformationInMasterList]HOW TO ADD OR MODIFY ATTORNEY INFORMATION
 IN THE MASTER LIST

[image: ]STEP 1:  Select the TheFormTool tab in the Word Control Ribbon to open the TFT Control Ribbon.








[image: ]STEP 2:  From the TFT Control Ribbon select the  “Master List” tab (the MasterList is not in a drop-down list under Sources).









After clicking on “Master List” the following screen will appear.
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STEP 3.  Click on the Master List drop-down menu tab (left click on arrow).  Then the following screen will appear, showing the titles of all the Master Lists.
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STEP 4:  Select the Master List entitled, “Attorneys” that is in the drop-down list.
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After you select the Master List entitled, “Attorneys”, something similar to the following screen will appear.
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STEP 5:  Click on “Edit”.  After clicking “Edit” (above) the following screen will appear.  If you don’t see this screen on your monitor, look under your Word icon in your task bar at the bottom of the screen on your monitor and pull up the Master List from the Word icon in your task bar.  This will be a Word Document.  
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STEP 6:  Modify the information appearing in the screen (document) [see below for screen shot of the document].  Or, if you want to add an additional attorney and his/her associated information, simply use your normal Word commands such as right clicking on the last row and clicking “add row below”.  You can also simply go to the end of the last column of the last row and hit “tab”.  The bottom of this screen (document) will give you all the information for adding new attorneys, deleting an attorney from the list, or modifying an attorney’s information.
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Instructions on how to add, delete and modify are set out here.














STEP 7:  After you have completed making your modifications to the “Attorneys” Master List (screen shot displayed on the preceding page), click on “Master List” in the TFT Control Ribbon (Master List is now in a drop-down list under Sources).
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After clicking on “Master List” in the TFT Control Ribbon, the following screen will appear.  Now all you need to do is click on “Save and Close” and all your changes will be saved.  NOTE:  If you are already working on a form that is currently open in Word, you will have to click on “Refresh” in the TFT Control Ribbon to update the options in the form you are working on.
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To change information for opposing attorneys, you follow the above steps, except instead of opening the Master List entitled “Attorneys”, you would open the Master List entitled “OppAttorney”.

To watch a video relating to this subject <Click Here>.





[bookmark: ColorCoding]COLOR CODING
The cells of the Divorce Procedures Table have background colors of red, green, blue and yellow.  A background color of yellow indicates that the form or procedure is automated, which means it has a Questionnaire and the forms are processed by TheFormTool.  A background of blue indicates that the form is a standard from, usually from the Department of Human Services, or the Administrative Office of the Courts or simply a Word document that is not automated.  A background of red indicates a website form.  Green indicates under construction.  The example below shows the blue background in cells and the yellow background in cells.
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[bookmark: DHSForms]

[bookmark: SupportMaterials]SUPPORT MATERIALS 

	After you have installed the Divorce Procedures Module you will notice a new tab in the Microsoft® Word control ribbon labeled “Perfect Legal Pleadings”  (See figure below).
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By clicking on the “Perfect Legal Pleadings” tab in the Word Control Ribbon you will see the various options for the Divorce Procedures Module displayed.  (See figure below).
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In the Perfect Legal Pleadings (PLP) Control Ribbon you will find six icons that, if clicked on, will take you directly to legal information that may be useful to the user during their processing of any procedure – (1) Family Law Statutes; (2) Legal Websites; (3) Local Court Rules; (4) Visitation Schedules, (5) Bar Journals; and (6) Law Summaries.  (See figure above).  If you click on “Family Law Statutes” in the figure above, you are taken to the “Family Law Statutes” screen, which contains relevant laws related to divorces.  (See figure of “Family Law Statutes” screen on the next page).


[bookmark: FamilyLawStatutesMenu]Family Law Statutes Menu

Below is a portion of the “Family Law Statutes” screen.  By clicking on any of the items listed on the Family Law Statutes screen you will be taken to a display of that information.  

[image: ]


[bookmark: LegalWebsitesMenu]Legal Websites Menu

Below is a portion of the “Legal Websites” screen.  By clicking on any of the items listed, you will be taken to a display of that information.  
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[bookmark: LocalCourtRules]Local Court Rules

Below is a portion of the “Local Court Rules” screen.  This menu contains a list of all the counties in Oklahoma that have published local court rules.  By clicking on the name of a particular county, you will be taken to the local court rules for that county. 
[image: ]

[bookmark: StandardVisitationSchedules]Standard Visitation Schedules

Below is a portion of the “Standard Visitation Schedules” screen.  This menu contains a list of the current visitation schedules for each county in Oklahoma.  By clicking on a particular schedule, you will be taken to that visitation schedule.
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[bookmark: BarJournals]Bar Journals

Below is a portion of the “Bar Journals” screen.  This menu contains a list of Oklahoma Bar Journal Articles relating to family law issues.  By clicking on a particular article, you will be taken to that article on the Oklahoma Bar Association Website. 
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[bookmark: LawSummaries]Law Summaries

Below is a portion of the “Law Summaries” screen.  This menu contains a list of Law Summaries relating to family law issues.  Each Law Summary contains the primary relevant law relating to the topic covered by the summary.  By clicking on a particular law summary, you will be taken to that document. 
[image: ]
[bookmark: AddCommandsQuickAccessToolbar][bookmark: LettersEnvelopes]LETTERS, ENVELOPES, ETC.

To watch a video on this subject <Click Here>.

The forms in the Divorce Procedures Table set forth under the “OFFICE FORMS” Section (depicted below) can be loaded and the information in them changed and then saved so that you can use them later with your particular information in them.
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These forms can be loaded and changed.  Then save them back to the location you loaded them from.  Then when you need them they will have your information on them.  You cannot do this with the other forms in the PLP Module.
For example, by clicking on “Letter” the form letter below will be opened.  See the next page for how to change information.
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These are Word documents and you merely use the normal Word commands to change the information on the documents.  Or, if you desire you can create your own documents (letter, envelope, etc.) and save them under the same file address and name as the document you are replacing.  For example if you are replacing the letter form in the PLP System with your own letter, save your letter under the name “OFFICE FORM – Letter” to the following location:  C:\LEGAL FORMS DATA\OFFICE FORMS\.
If you merely want to modify these forms that are already in the system, simply use your Microsoft® Word commands.  For example, by clicking in this area you will see that this is a Word Text box and you can simply delete the information and type your own information and save the document.
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These areas are all Word Text boxes that you can click on and change or move the box to another location in the letterhead.



The following are the forms that you can change in the PLP Module.  The part in green is the name of the document you are saving.
Letter (file address:  C:\LEGAL FORMS DATA\OFFICE FORMS\OFFICE FORM – Letter.dotm).
Envelope (file address: C:\LEGAL FORMS DATA\OFFICE FORMS\OFFICE FORM – Envelope.dotm).
Client Bill (file address: C:\LEGAL FORMS DATA\OFFICE FORMS\OFFICE FORM – Bill.dotm).
FAX Cover Sheet (file address: C:\LEGAL FORMS DATA\OFFICE FORMS\OFFICE FORM – FAX.dotm).
Memorandum (file address:  C:\LEGAL FORMS DATA\OFFICE FORMS\OFFICE FORM – Memo.dotm).

[bookmark: InstallOnAnotherComputer][bookmark: SpecialNotes]SPECIAL NOTES

FILLING DECREE WITH CHILDREN

When processing and printing Decree With Children and other longer forms it will be necessary for you to fill and petrify the form at the same time.  If you fill the form first and then attempt to petrify the form, it will not petrify.  The reason for this is because of the length of the pleadings and documents contained in the Decree With Children.  We also recommend you use the following procedure when filling and petrifying the Orders Modifying and Temporary Orders.
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[image: ]
After you have answered the questions in the Questionnaire  or loaded answers into Decree With Children, you will need to click “Fill” and the box to the right will appear.  Be sure to select all three choices in the “Speedy Fill” box to the right.
Then select “OK”.












FINDING “MASTER LIST”

TheFormTool has modified their program since the this PLP User Guide was developed.  Therefore, in the discussion above, when the instructions instruct you to click on “Masterlist”, you will have to click on “Sources” in TheFormTool Control Ribbon and select “Masterlist” from the drop-down list that appears when you click on “Source”.
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“Masterlist” is now in a drop-down list under “Source”.



[bookmark: GridAnswerAlignmentProblems]GRID ANSWERS ALIGNMENT

When you are entering data into a Grid Type Answer, if the alignment of the data fields gets out of alignment (as depicted below), then adjust the zoom level of MicroSoft® Word.
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The zoom level control of Word can normally be found at the bottom right corner of your screen.
Here is an example of the Grid Answer data field being out of alignment.  To correct this, simply change the zoom level of Word.
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You can also change the zoom level by clicking on “Zoom Options” in the Perfect Legal Pleadings Control Ribbon.

[image: ]

[image: ][image: ]
When you click on the zoom options of Word the display to the left will appear.  Simply change the zoom level until the alignment of the Grid Answer data field is no longer out of alignment.  Normally 110% will work.










[bookmark: Troubleshoot]TROUBLESHOOTING

For some reason, Microsoft Word will sometimes lose its settings.  One of these settings causes the code in a form to be shown instead of the letters and numbers.  In such a case the form may look like the one below. To fix this, follow the instructions below.
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To correct this take the following steps:
[image: ]1:	First step is to click on “File” in the Control Ribbon.



After you click on “File” the following screen will appear.
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Next click on “Options” in the screen above.  Once you do this the screen on the next page should appear.



[image: ]From the screen below, click on “Advanced”.


















Once you have clicked on “Advanced” in the above screen the screen on the next page will appear.
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After opening the above screen, scroll down until you see the option that says, “Show Field codes instead of their values.”  Make sure this box is NOT checked.
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[bookmark: NoMasterListError]NO MASTERLIST ERROR
If you get a message relating to No Masterlist, then take the following steps to correct it.
CHANGE DATA STORAGE FOLDER.  Now you need to change the folder where the data is stored.  To do this, open the TFT Control Ribbon by clicking on TheFormTool tab in the Word Control Ribbon.

18. [image: ]
19. 
20. 
21. 


Once you click on the TFT tab in the Word Control Ribbon the following TFT Control Ribbon will appear.

22. [image: ]
23. 
24. 
25. 
26. 
27. 

In the TFT Control Ribbon click on “Options” command.  A drop-down list of choices will appear.  Select “Path” from the drop-down list that will appear after you click “Options”.

28. [image: ]
29. 
30. 
31. 
32. Holidays
License code
License agreement
Path
Uninstall

33. 




34. 

Once you have clicked on the “Options” command in the TFT Control Ribbon and selected “Path” from the drop-down list, the following dialogue box will appear.
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You MUST change the “Path to TheFormTool files.”  Delete the contents in the data field and change the path to the following:

C:\LEGAL FORMS DATA\TFT Forms Data

CAUTION:  You must TYPE the above path in the box.  DO NOT use the folder icon to select the path.

35. 
36. 
37. 
38. 
39. 
40. 
41. 




42. 
SPECIAL NOTE

FINDING “MASTER LIST”

When the instructions instruct you to click on “Masterlist”, you will have to click on “Source” in TheFormTool Control Ribbon and select “Masterlist” from the drop-down list that appears when you click on “Source”.

[image: ]




“Masterlist” is now in a drop-down list under “Source”.


43. 


[bookmark: Uninstall]UNINSTALLING PERFECT LEGAL PLEADINGS
To uninstall Perfect Legal Pleadings follow the steps below:
First click on the Windows Icon in the bottom left corner of your computer screen.
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Once you click on the Windows Icon a panel will appear.  Select “Settings” from the panel (this is the second or third icon from the bottom left of your computer screen) and the Windows Setting Screen will appear (see below).
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Now click on “Apps”.  Then the “Apps” screen on the next page will appear.




[image: ]













Now scroll down through the list of programs until you find “PLPWordAddIn”.
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Now click on “PLPWordAddIn” and the display below will appear.
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Now click on “Uninstall”.


Next scroll to the “App” labled “PLP” and click on it.
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Now click on “Uninstall”
[image: ]





Now open the file manager by clicking on this icon in the bottom of your computer screen.
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Once you have clicked on the file manager icon, the screen on the next page will appear.  


Now go to the C drive by double left clicking your mouse here
[image: ]
Once you click on the “C” drive icon above, the screen below will appear.
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Now place your cursor on the folder “legal forms” and right click your mouse.  A drop down list will appear.  Now select “delete”.  Do the same thing to the “legal forms data” folder.  Delete the files labeled “legal forms” and “legal forms data”.
Now you have completed the uninstall of Perfect Legal Pleadings.



[bookmark: ReInstall]HOW TO RE-INSTALL PERFECT LEGAL PLEADINGS
First follow the Uninstall instructions above before doing a re-install.  To do a Re-install open the File Manager by clicking on the folder icon at the bottom of your computer screen.

[image: ]






Once you click on the folder icon and open the File Manager the following screen will appear.  Find the copy of “PLP.exe” that you downloaded.  It will probably be found in your “downloads” folder on your computer.  
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Now double left click on the file “PLP.exe” and follow the installations instructions (set forth below) on your computer screen.  NOTE:  If you have more than one PLP file (such as PLP(1).exe; PLP(2).exe; etc.) then click on the one with the highest number in the parenthesis.
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Now click on “Next” and the page below will appear.
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Now click on “Next” and the screen on the following page will appear.
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Now click the “I agree with the above terms and conditions” so that it is selected (black) and then click “Next” and the screen below will appear.
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DO NOT CHANGE THE LOCATION OF INSTALLATION.  LEAVE IT AT “C:\”
Now click on “Next” and the screen on the following page will appear.
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Now click on “Start” and the screen below will appear.
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This will display the progress of the download.  Once it turns completely green across the bar it has completed the download and will show the screen on the following page.
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Be sure the “Launch PLP Install” is selected and then click “Exit”.  Then the screen below will appear.
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Now click on “Install”.

Now when you start Microsoft Word there should be a tab in the control ribbon at the top of the screen that is entitled, “Perfect Legal Pleadings”.  Click on this tab to access the Perfect Legal Pleadings program. 



SET ORIGINAL FORMS TO “READ-ONLY”.  To protect your original Perfect Legal Pleadings forms from being overwritten accidentally, you need to set the forms folder to a “read-only” folder.  The forms folder is labeled “legal forms” and is found on your C drive (C:\legal forms).  To set the legal forms folder to read-only complete the following steps:

First, open the file manager by clicking on this icon in the bottom of your computer screen.
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Once you have clicked on the file manager icon, the screen below will appear.  Now go to the C drive by double left clicking your mouse here
[image: ]
Once you click on the “C” drive icon above, the screen on the following page will appear.
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Now place your cursor on the folder “legal forms” and right click your mouse.  A drop down list will appear.  At the bottom of the list is “properties”.  Left click on “properties”.  When you click on “properties” the following screen will appear.  Make sure the attributes is set to “Read only”.  Make sure “Read only” is checked.
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[image: ]Now left click on “Apply”.  Then the following will be displayed.  Make sure “apply changes to this folder, subfolders and files” is selected and then click on OK.








[bookmark: PLPWordAdIn]HOW TO REMOVE THE PLPWORDADDIN
Sometimes you may get an error message relating to PLPWordAddIn.  To fix this problem, follow the instructions above for uninstall and reinstall.  If that doen’t work, then follow the instructions below:
First uninstall Perfect Legal Pleadings by following the steps below:
First click on the Windows Icon in the bottom left corner of your computer screen.
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Once you click on the Windows Icon a panel will appear.  Select “Settings” from the panel (this is the second or third icon from the bottom left of your computer screen) and the Windows Setting Screen will appear (see below).
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Now click on “Apps”.  Then the “Apps” screen on the next page will appear.
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Now scroll down through the list of programs until you find “PLPWordAddIn”.
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Now click on “PLPWordAddIn” and the display below will appear.
[image: ]



Now click on “Uninstall”.


Next scroll to the “App” labled “PLP” and click on it.
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Now click on “Uninstall”
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Now open the file manager by clicking on this icon in the bottom of your computer screen.
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Once you have clicked on the file manager icon, the screen on the next page will appear.  


Now go to the C drive by double left clicking your mouse here
[image: ]
Once you click on the “C” drive icon above, the screen below will appear.
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Now place your cursor on the folder “legal forms” and right click your mouse.  A drop down list will appear.  Now select “delete”.  Do the same thing (delete) to the “legal forms data” folder.  Delete the files labeled “legal forms” and “legal forms data”.
Now you have completed the uninstall of Perfect Legal Pleadings.

CONTINUE FOLLOWING THE INSTRUCTIONS ON THE FOLLOWING PAGES TO COMPLETE THE REMOVAL OF THE PLPWORDADDIN.







[image: ]Now Click on “File”.









After clicking on “File” above, the screen below will appear.
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Click on “Options” and the screen on the following page will appear.


[image: ][image: ]












Click on “Add-Ins” and the screen below will appear.



Click on “Go” (with “COM Add-ins” selected) and the screen below will appear.
[image: ]
Make sure PLPWordAddIn is selected and click on “Remove”.  


Now do a reinstall.  To do a Re-install open the File Manager by clicking on the folder icon at the bottom of your computer screen.
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Once you click on the folder icon and open the File Manager the following screen will appear.  Find the copy of “PLP.exe” that you downloaded.  It will probably be found in your “downloads” folder on your computer.  
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Now double left click on the file “PLP.exe” and follow the installations instructions (set forth below) on your computer screen.  NOTE:  If you have more than one PLP file (such as PLP(1).exe; PLP(2).exe; etc.) then click on the one with the highest number in the parenthesis.
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Now click on “Next” and the page below will appear.
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Now click on “Next” and the screen on the following page will appear.
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Now click the “I agree with the above terms and conditions” so that it is selected (black) and then click “Next” and the screen below will appear.
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DO NOT CHANGE THE LOCATION OF INSTALLATION.  LEAVE IT AT “C:\”
Now click on “Next” and the screen on the following page will appear.
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Now click on “Start” and the screen below will appear.
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This will display the progress of the download.  Once it turns completely green across the bar it has completed the download and will show the screen on the following page.
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Be sure the “Launch PLP Install” is selected and then click “Exit”.  Then the screen below will appear.
[image: ]







Now click on “Install”.

Now when you start Microsoft Word there should be a tab in the control ribbon at the top of the screen that is entitled, “Perfect Legal Pleadings”.  Click on this tab to access the Perfect Legal Pleadings program. 



SET ORIGINAL FORMS TO “READ-ONLY”.  To protect your original Perfect Legal Pleadings forms from being overwritten accidentally, you need to set the forms folder to a “read-only” folder.  The forms folder is labeled “legal forms” and is found on your C drive (C:\legal forms).  To set the legal forms folder to read-only complete the following steps:

First, open the file manager by clicking on this icon in the bottom of your computer screen.
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Once you have clicked on the file manager icon, the screen below will appear.  Now go to the C drive by double left clicking your mouse here
[image: ]
Once you click on the “C” drive icon above, the screen on the following page will appear.
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Now place your cursor on the folder “legal forms” and right click your mouse.  A drop down list will appear.  At the bottom of the list is “properties”.  Left click on “properties”.  When you click on “properties” the following screen will appear.  Make sure the attributes is set to “Read only”.  Make sure “Read only” is checked.
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[image: ]Now left click on “Apply”.  Then the following will be displayed.  Make sure “apply changes to this folder, subfolders and files” is selected and then click on OK.








[bookmark: MacroMainMenu]HOW TO INSTALL MAIN MENU MACRO

If the “PLP Forms & Procedures” button is not working (not taking you to the main menu table of contents when you click on it), follow the steps below to create a macro to activate it.
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First, double left click your cursor/mouse on the “Macros” tab. 
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When you click on the “Macros” tab, the screen below will appear.
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Now, click on the “Record Macros” button.  Then the screen on the following page will appear.


[image: ]








Now, type “PLPMenuMain” as the Macro Name.  Make sure the macro is stored in “All Documents (Normal.dotm)”.  Then click on “OK”.
Now in the left upper part of your screen click on “FILE” (see below).  
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Once you click on “FILE”, the screen below will appear.
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Now click on “Open” and the screen on the next page will appear.
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Now click on “Computer” and the screen below will appear.
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Now click on “Windows (C:)” and the screen on the next page will appear.

[image: ]

Now scroll down until you find the file labeled “legal forms”.  Click on “legal forms” and the screen on the next page will appear.
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[image: ]Now click on “CONTROL PANEL – Master.docm” and the screen below will appear.
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Now click on “Stop Recording”.  Now you should be able to click on the “PLP Forms & Procedures” button and open the Table of Contents of Perfect Legal Pleadings.

[image: ]





[bookmark: InstallPLPUpdates]
HOW TO INSTALL 
PERFECT LEGAL PLEADINGS UPDATES

Perfect Legal Pleadings will email you the updates from Google Drive.  When you check your email you will find an email from Perfect Legal Pleadings similar to the one depicted below.
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Open the email as usual by clicking on the email.  When you open the email you will see a display similar to the one depicted below.  Now click on “Open”.
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Once you have clicked on “Open”, the screen on the next page will appear.
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Now click on “Download”.  The following screen may appear.  If it appears, then click on “Download anyway”.
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Once you click on “Download anyway” the screen below will appear.  Now click on “Save” and the screen on the next page will appear.
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You should have some type of button to click on to open the PLP.exe file (this file may be PLP(1).exe or PLP(2).exe etc. depending on how many times you have downloaded PLP or its updates).  Click on the button that opens PLP.exe.  Then the screen on the next page will appear
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Now click on “More info”.  When you click on “More info” the screen below will appear. Now click on “Run anyway” and a screen will appear stating” Do you want to allow this app from an unknown publisher to make changes to your device?”  Click on “Yes” when that screen appears and the screen on the next page will appear.
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Now click on “Next” and the page below will appear.
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Now click on “Next” and the screen on the following page will appear.
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Now click the “I agree with the above terms and conditions” so that it is selected (black) and then click “Next” and the screen below will appear.
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DO NOT CHANGE THE LOCATION OF INSTALLATION.  LEAVE IT AT “C:\”
Now click on “Next” and the screen on the following page will appear.
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Now click on “Start” and the screen below will appear.
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This will display the progress of the download.  Once it turns completely green across the bar it has completed the download and will show the screen on the following page.
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Be sure the “Launch PLP Install” is selected and then click “Exit”.  Then the screen below will appear.
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Now click on “Install”.

Now when you start Microsoft Word there should be a tab in the control ribbon at the top of the screen that is entitled, “Perfect Legal Pleadings”.  Click on this tab to access the Perfect Legal Pleadings program. 



SET ORIGINAL FORMS TO “READ-ONLY”.  To protect your original Perfect Legal Pleadings forms from being overwritten accidentally, you need to set the forms folder to a “read-only” folder.  The forms folder is labeled “legal forms” and is found on your C drive (C:\legal forms).  To set the legal forms folder to read-only complete the following steps:

First, open the file manager by clicking on this icon in the bottom of your computer screen.
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Once you have clicked on the file manager icon, the screen below will appear.  Now go to the C drive by double left clicking your mouse here
[image: ]
Once you click on the “C” drive icon above, the screen on the following page will appear.


[image: ]



Now place your cursor on the folder “legal forms” and right click your mouse.  A drop down list will appear.  At the bottom of the list is “properties”.  Left click on “properties”.  When you click on “properties” the following screen will appear.  Make sure the attributes is set to “Read only”.  Make sure “Read only” is checked.
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[image: ]Now left click on “Apply”.  Then the following will be displayed.  Make sure “apply changes to this folder, subfolders and files” is selected and then click on OK.









[bookmark: TheFormTool]KEEPING THEFORMTOOL PRO UPDATED
The people at TheFormTool don’t send you notice when they have a newer version of their program.  You must go to their website and check from time to time to see if there is a newer version of TheFormTool available.  You can download the most recent version of TheFormTool Pro at the address below.
https://www.theformtool.com/updates/


How to Install the Perfect Legal Pleadings form tab to your Microsoft Word Control Ribbon.
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Place your cursor in any area of your Word Control Ribbon and right click on your mouse.  When you do this, a drop down list will appear with 4 choices on it.  Select “Customize the Ribbon” from the drop down list.  After you select “Customize the Ribbon” the display below will appear.
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On the above display place your cursor on “Home” and left click on it.  Then click on “New Tab”.  The display on the next page will appear.
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Now left click on “New Tab (Custom)”.  Then click on “Rename” and the display below will appear.
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Now type “Perfect Legal Pleadings” in this box.  Then click on “OK”. Then the display on the next page will appear. 
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Now left click on “New Group (Custom)”.  Then click on the drop down list icon and a drop down list will appear.  Click on (select) “Macros” from the drop down list that appears.  Then something similar to the display below will appear.
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Now left click on “TemplateProjectNewMacrosPLPMenuMain”.  Then click on “Add”.
Then the display on the next page will appear.
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Now left click on “TemplateProjectNewMacrosPLPMenuMain” to highlight it.  Then click on “Rename” and the display below will appear.
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Now type “Perfect Legal Pleadings Forms” in the box.  Then select whatever icon you want to be displayed on your Word Control Ribbon for the Perfect Legal Pleadings button on the Control Ribbon.  Then left click on “OK”.  Then the display on the next page will appear.
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Now left click on “New Group (Custom)”.  Then left click on “Rename” and the display below will appear.
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Now use your backspace key to empty the contents of this box entitled “Display name:” and then click on “OK”.  Then the display on the next page will appear.
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Now left click on “OK”.  You should now have a tab on your Microsoft Word Control Ribbon entitled “Perfect Legal Pleadings”.  You should be able to click on this button and go to the Perfect Legal Pleadings Table of Contents.


[bookmark: PLPWordAddInInstallError]HOW TO INSTALL THE PLPWORDADDIN IF YOU GET A CERTIFICATE ERROR DURING INSTALLATION.

Sometimes when someone attempt to install Perfect Legal Pleadings they get an error similar to that depicted below.  To fix this problem and complete the installation fo Perfect Legal Pleadings, follow the instructions below.
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Follow the instructions on the following pages to work around the above error message.











HOW TO INSTALL PLPWORDADDIN 
IF ERROR OCCURS DURING INSTALLATION

At the bottom of your computer screen click on the file icon to open your file manager.
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Once you click on the file icon, the screen below will appear.
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Now go to the folder labled “PLP Installation”.  You will find it on your “C” drive.  The address is C:\PLP Installation.
Now double left click your mouse on the folder “PLP Installation” and the screen on the next page will appear.
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Now double left click your mouse on the folder “PLPWordAddin” and the screen below will appear.


[image: ]











Now place your cursor on the file “setup.exe” and RIGHT click your mouse and a drop down list will appear.  In the drop down list click on “Properties” and the screen below will appear.
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	Now click on “Digital Signatures” and the screen on the next page will appear
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Now Click on “Perfect Legal Pleadings” in the Signature list.  Once you click on “Perfect LegL Pleadings” the line containing that phrase will be highlighted in blue as depicted to the left.

No click on “Details” and the screen below will appear.
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Now click on “View Certificate” and the screen on the next page will appear.
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Now click on “Install Certificate” and the screen below will appear.
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Make sure “Current User” is selected and then click on “Next” and the screen on the next page will appear.
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Make sure 
“Place all certificates in the following store” is selected.







Now click on “Browse” and the screen will appear as depicted below.
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Make sure “Trusted root Certification Authorities” is selected (highlighted in blue).  Select it by clicking on it.





Then click on “OK” and the screen on the next page will appear.













[image: ]
















Now click on “Next” and the screen below will appear.
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Now click on “Finish”.

Now follow the instructions on the following pages to install the PLPWordAddin.




At the bottom of your computer screen click on the file icon to open your file manager.
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Once you click on the file icon, the screen below will appear.
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Now go to the folder labled “PLP Installation”.  You will find it on your “C” drive.  The address is C:\PLP Installation.
Now double left click your mouse on the folder “PLP Installation” and the screen on the next page will appear.
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Now double left click your mouse on the folder “PLPWordAddin” and the screen below will appear.
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Now place your cursor on the file “setup.exe” and RIGHT click your mouse and a drop down list will appear.  In the drop down list click on “Run”, “Run as Administrator”, or “Open” and the PLPWordAddin Screen below should appear.
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Now click on “Install” and the screen on the next page will appear.

Now when you start Microsoft Word there should be a tab in the control ribbon at the top of the screen that is entitled, “Perfect Legal Pleadings”.  Click on this tab to access the Perfect Legal Pleadings program.  NOW YOU NEED TO FOLLOW THE INSTRUCTIONS ON THE FOLLOWING FEW PAGES TO COMPLETE THE INSTALLATION PROCESS.  This includes changing the folder where the Masterlist of TheFormTool Pro is stored.

CHANGE DATA STORAGE FOLDER.  



 Now you need to change the folder where the data is stored.  To do this, open the TFT Control Ribbon by clicking on TheFormTool tab in the Word Control Ribbon.

44. [image: ]
45. 
46. 
47. 


Once you click on the TFT tab in the Word Control Ribbon the following TFT Control Ribbon will appear.

48. [image: ]
49. 
50. 
51. 
52. 
53. 

In the TFT Control Ribbon click on “Options” command.  A drop-down list of choices will appear.  Select “Path” from the drop-down list that will appear after you click “Options”.

54. [image: ]
55. 
56. 
57. 
58. Holidays
License code
License agreement
Path
Uninstall

59. 




60. 

Once you have clicked on the “Options” command in the TFT Control Ribbon and selected “Path” from the drop-down list, the following dialogue box will appear.
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You MUST change the “Path to TheFormTool files.”  Delete the contents in the data field and change the path to the following:

C:\LEGAL FORMS DATA\TFT Forms Data

CAUTION:  You must TYPE the above path in the box.  DO NOT use the folder icon to select the path.

















SET HYPERLINK CONTROL:  You may already have your hyperlink control in Word set where you can just click on a hyperlink to open it.  Otherwise, to execute a hyperlink in Word you must hold down the CTRL key and left-click your mouse on a hyperlink.  If your hyperlink setting in Word is not already set where you can just click on a hyperlink to open it, then you will need to change this in Word.  To check your hyperlink setting in Word or to change it follow the instructions below:
[image: ]
78. 
79. 
80. 
81. 
82. 
83. 
84. 
85. 




First, click on “File” in the Word Command Ribbon (tool bar).  Then the screen below will appear.
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86. 
87. 
88. 
89. 
90. 
91. 
92. 
93. 
94. 
95. Second, click on “Options” in the screen to the left.  Then the screen on the following page will appear.

96. 
97. 
98. 
99. 
100. 
101. 
102. 

103. [image: ]
104. 
105. 
106. 
107. 
108. 
109. 
110. 
111. 
112. 
113. 
114. 
115. 
116. 
117. 
118. 
119. 
120. 
121. 
122. 
123. 
124. 
125. 
126. 
127. 
128. 
129. 
130. 
Fourth, make sure “Use CTRL + Click to follow hyperlink” is NOT CHECKED (make sure box next to these terms is empty).  If it is checked, then uncheck it.

131. 
132. Third, click on “Advanced” in the screen above.  Then the screen below will appear.

133. 
134. 
135. 
136. 

137. [image: ]
138. 
139. 
140. 
141. 
142. 

143. 

SET ORIGINAL FORMS TO “READ-ONLY”.  To protect your original Perfect Legal Pleadings forms from being overwritten accidentally, you need to set the forms folder to a “read-only” folder.  The forms folder is labeled “legal forms” and is found on your C drive (C:\legal forms).  To set the legal forms folder to read-only complete the following steps:

First, open the file manager by clicking on this icon in the bottom of your computer screen.
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Once you have clicked on the file manager icon, the screen below will appear.  Now go to the C drive by double left clicking your mouse here
[image: ]
Once you click on the “C” drive icon above, the screen on the following page will appear.
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Now place your cursor on the folder “legal forms” and right click your mouse.  A drop down list will appear.  At the bottom of the list is “properties”.  Left click on “properties”.  When you click on “properties” the following screen will appear.  Make sure the attributes is set to “Read only”.  Make sure “Read only” is checked.
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[image: ]Now left click on “Apply”.  Then the following will be displayed.  Make sure “apply changes to this folder, subfolders and files” is selected and then click on OK.












[bookmark: PLPWordAddInisNotInControlRibbon]HOW TO FIX PROBLEM WHERE PERFECT LEGAL PLEADINGS TAB DOES NOT APPEAR IN WORD 
CONTROL RIBBON


FIRST MAKE SURE THE PLPWORDADDIN IS INSTALLED.
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Click on “File” and the screen below will appear.
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Click on “Options” and the screen on the next page will appear.
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Click on “Add Ins” and the screen below will appear
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Now make sure “COM Add-ins” is selected and click on “Go” and the screen on the next page will appear.
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Make sure “PLPWordAddIn” is checked.  If checking this box doesn’t fix the problem the proceed to the steps below.



MAKE SURE THE PLPWORDADDIN IS ENABLED.
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Click on “File” and the screen below will appear.
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Click on “Options” and the screen on the next page will appear.
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Click on “Add Ins” and the screen below will appear

[image: ]

Make sure “Disabled Items” is selected and click on “Go” and the screen shot on the next page will appear.
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If “PLPWord AddIn” appears in the list of items, select “PLPWordAddIn” and then click on “Enable”.  NOTE:  “PLPWordAddIn” does not appear in the list in the above example, but if “PLPWordAddIn” is not enabled on your computer it will appear in this list. If the above does not work, then follow the steps below.



IF THE ABOVE DOESN’T WORK, TRY THE FOLLOWING
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Click on “File” and the screen below will appear.
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Click on “Options” and the screen on the next page will appear.




[image: ]
















Click on “Add Ins” and the screen below will appear
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Make sure “Word Add-Ins” is selected and click on “Go” and the screen on the next page will appear.



[image: ]

Make sure “Perfect Legal Pleadings Macro.dotm” is checked and then click on “OK”.



[bookmark: oFFICE365]OFFICE 365
SWITCHING TO DESKTOP APPLICATION OF WORD

We highly recommend that you install Word 2013 or later to your desktop rather than using Office 365 or Microsoft 365.  If you are using the free version of Office 365 or Microsoft 365, then you will need to purchase a desktop version.  Perfect Legal Pleadings and The Form Tool Pro will only operate on a desktop version.

To purchase and install Word 2019 click on one of the following links.

https://digitalproductkey.com/word-2019/418-buy-purchase-download-install-word-2019.html

https://pcsalesonline.com/utilities/office-2019-professional-plus?gclid=CjwKCAiAp4KCBhB6EiwAxRxbpACrxsUwwg0MAedakX85Hzm2HT29iALxW1A174aG8HdbekJPUTbUoxoCN7kQAvD_BwE

https://www.microsoftsoftwares.com/collections/microsoft-office/products/microsoft-office-2019-professional-plus-for-windows-pc?gclid=CjwKCAiAp4KCBhB6EiwAxRxbpDhumqodsLUuNRJ_mLucx_K4hEx1TT7d3wKroL-dgKMHlLHVKFLBUhoCM-EQAvD_BwE

https://www.microsoft.com/en-us/microsoft-365/p/word/cfq7ttc0k7c7?activetab=pivot%3aoverviewtab
If you don’t want to purchase Word 2019 and instead want to use Office 365 or Microsoft 365 then follow the instructions below.

Office 365 or Microsoft 365 have a cloud version and a desktop version.  Perfect Legal Pleadings will only operate on the desktop version.  Therefore, you will need to switch to the desktop mode. The link below will show you a short video and instructions for switching to the desktop application of Word if you have Office 365.   

https://support.microsoft.com/en-us/office/video-switch-between-online-and-desktop-apps-8524b1c9-2286-431b-946b-1e684d3ee862

If you don’t have the desktop version of 365 installed, but you do have the online (cloud) version of 365, then follow the instructions in the link below.

https://www.zubairalexander.com/blog/how-to-install-the-desktop-version-of-office-if-you-have-an-office-365-subscription/

https://www.youtube.com/watch?v=VvLK-tc0eC0

Follow the instructions in the link below to install the desktop version.

https://www.ablebits.com/docs/microsoft-office-install-desktop/

How to make Office files to open in desktop mode by default.  Follow the instructions in the link below.

https://www.syvantis.com/blog/open-office-files-in-their-desktop-app-now-by-default

For troubleshooting addins for Office see the link below.

https://support.templafy.com/hc/en-us/articles/115005420025-Troubleshooting-Add-ins-are-missing-in-Office
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REQUEST FOR SUPERVISED VISITATION - Includes: Motion for Supervised Visitation + Notice and Order Setting Hearing +
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430.5. §1122(D): Custody, Guardianship, Visitation - Mandatory Considerations.
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'governedby the Okiahoma Child Supervised Visitation Program.
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and
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fo the Okdanoma Child Supenvised Visiation Program.

2. By February 15, 2005, the associate district judge of each county may appoint a team to
a. identiy, for purposes of the Oklahoma Child

Supenised vistation Program.
b. identify individuals whowill be willing to serve as third-party persons to observe and oversee court-ordered supervised
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(5) consent form specifying release of information, and
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g. identify which information ofthe parties and the child will be confidential and which may be availableto others.
3. From recommendatons of e teamestabiished pursuant o this subsecton, e,
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Court Administrator may develop an infofmationallbrochure outlning the provisions ofthe Oklahoma Child Supervised Visitation Program
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H. Except for acts of dishonesty, willful criminal acts, or gross negligence, no member of the judicial district supervised visitation team or
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Justice).
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‘minute of his action and forthwith transmit said minute to the courtclerk of the
‘county in which the action is pending.
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process and print. All are automatically selected. Ifyou donot want an | B notice and Order Setting Hearing on Motion for Superised Vistation

item processed and printed then uncheck them. R Supervised Visitaton Order.
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APPROVAL OF ORDER: Select all of the parlies of persons thaf are

signing their approval to the Order.

200.5.§101.1.

A judge of the district court, when sitting in any county of the district, may
‘make any order of a nature not requiring notice and hearing, in any cause
pending in any county of the district and he alsomay sign the journal entry of
‘any order, judgment or decree therefofore made in any other county of the
T SUch ounalenty os Sprovetl3S o fomiy al paies arece
thereby, or by theirattorneys. In the event of any such action being taken
outside the county in which the cause is pending, the Judge shall make a
‘minute of his action and forthwith transmit said minute to the court clerk of the.
‘county in which the action is pending.

DOCUMENTS TOPRINT. Select the documents or pleadings you want to
process and print. All are automatically selected. If you do not want an
item processed and printed then uncheck them.

HEEE

LAW - SUPERVISED VISITATION (430.5. §110.1a).

What is the full name and pronoun gender of our client? | [77] (2]
Format: “John Doe”
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CLENT'SATTORNEY. Select the Aftormey in the firms handing Tis ]
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CLICK HERE TO SEE INSTRUCTIONS FOR CHANGING ATTORNEY
INFORMATION.
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]
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the opposing party?
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‘WETHOD OF SERVING NOTICE ON OPPOSING PARTY: Seleci e | 77

method you are going to use to serve this pleading on the opposing party.

This will be used in the Certificate of Mailing (Service) on the
pleading.

12 0.5. §2005 - Service and Filing of Pleadings and Other Papers
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