SOFTDOCS GUIDE

Westlaw AU

Working with Softdocs on Westlaw AU

This guide is designed to assist with Softdocs in Westlaw AU.

How to Access Softdocs in Westlaw AU

To view your collection of precedents:
1. Go to www.westlaw.com.au
2. Enter your OnePass Username and password
3. Click Sign In.

Working within Softdocs in Westlaw AU

1. First Time User
a. Locating a Precedent
b. Setting up Firm Information
2. Starting a Matter
a. Launching the Interview and Completing a Master Matter File
b. Saving the Answer file and Downloading the RTF
3. Uploading documents for Reuse

1. First Time User
Ta. Locating a Precedent

To browse, begin by clicking on the Forms and Precedents folder in the Table of Contents. Note you may not need to
do this step if you have chosen to display your Thomson Reuters products by Title. Alternatively search by precedent
name via the Forms and Precedents search template.
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The first time you use Softdocs Online you should load your firm details so this data can be autofilled throughout
your suite/s.
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Tb. Setting up Firm Information

SOFTDOCS GUIDE

To enter your firm details, locate the MASTER — Matter File (or any document, form or letter within your suite/s).
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Click on the link and the Start Interview screen will launch. Select the option ‘FIRM Details (click to complete)’ and

follow prompts.

Softdocs Online - Start Interview

Document Title
00 MASTER - Matter Information Master File
If you have a matter answer file to pre-fil answers to the interview questions, please upload this fle below and click on StartInterview.

Should you wish to create or amend saved firm answers, please complete the form below.
Altematively you tan skip all e above steps and click on StartInterview to commence the interview process.

Upload Matter Answer File: Choose File | No file chosen
FIRM Details (Click to complete) T ©
Contact Information
Fim Name Firm Type v

Uses First Person
Fax No,

Firm ABN (incl. ABN)
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Softdocs Online Suite Jurisdiction Source

Softdocs Cnline - AUS Family Law CTH

Click 'FIRM Details (click
to complete)’ drop down

Phone No.
Email

Firm ACN (incl. ACN)

Enter FIRM Details
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Softdocs Online - Start Interview

Document Title Softdocs Online Suite Jurisdiction Source

Affidavit General Proof of Signature (Family Court) [AFFO7] Softdacs Online - AUS Family Law CTH Family Law Courts
If you have a matter answer file to pre-fill answers to the interview questions, please upload this file below and click on Start Interview.

Should you wish to create or amend saved firm answers, please complate the form below.
Alternatively you can skip all the above steps and click on Start Interview to commence the interview process.

Upload Matter Answer File: Choose file | No file chosen

Start Interview

FIRM Details (Click to complete) v

Choosing ‘Firm’ adds the word
(@ Inf i .. .
eneact informaien ‘solicitors’ to the firm name. Choose
moon Coarnes Lo snos I Firm Type Firm v / ’ . .
Lawyers’ as an option if you do not

Uses First Person Yes Phone No 02 8587 7095
Fax No. 02 8587 7000 Email general@tr.com req"“re thls
Firm ABN (incl. ABN) 64 058 914 66B Firm ACN (incl. ACN} Enter a value

Select from the drop down, choosing how
you wish your correspondence sent

This will enable auto completion of some of the relevant information within the forms. These details will appear in
ALL correspondence.

[NOTE: Please ensure that you have turned off the ‘pop-up blocker’ in your browser — see separate Guide Softdocs
Browser Set up for further information on browser settings.]

Once you have completed the ‘FIRM Details (click to complete)’ you can start a matter.

2. Starting a Matter
2a. Launching the Interview and Completing a Master Matter File

Each document, form or letter is launched by starting an Interview. For each new matter that you commence, you
should first complete the MASTER - Matter File located within the Suite. This collects all common data on the
matter and can be saved and reused to autofill subsequent documents for the matter.

To commence a new MASTER - Matter File locate the file within the Suite and click ‘Start Interview’.

Westlaw AU '7 THOMSON RELTERS"

=| Softdacs Online - Start Interview

Document Title Softdocs Online Suite Jurisdiction Source
00 MASTER - Matter nformafion Master File Softdoes Onling - AUS Family Law CTH
I you have 2 mafier answer fle to pre-fi ers o fhe inferview quesiions, file below and click on Start Inferview.

‘Should you wish to treate or amend saved firm answers, please compiete the form below.
Atiematively you can skip all e above sieps and click on Start Inferview o commence the interview process.

Upload Matter Answer Fle: " onoocp e | No fle chosen

Click Start Interview to

launch the interview

FIRM Details (Click io complete)
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You will be presented with the Interview. The answers that you provide to these questions are used to assemble the
form. You can move between the dialogs by either clicking the ‘Next’ or ‘Previous’ buttons on the bottom of the
Dialog Pane OR by clicking on the links in the Interview Outline on the left.

If a variable in a dialog is mandatory, that variable will be highlighted in red. The related icon for the dialog in the
Interview Qutline will also have a red * until all the required questions in that dialog are answered.

Interview Outline Mandatory question Dialog Pane Multiple entries

F ==l x
https://sqftdocsonline.westlaw.com/softdocs/hdSulfmitRquest _
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Interview Cutling x v
[=] Proceeding Details Gender}(tdm?ﬁnf Erase All Answers ?
% _E Applicant Details %
: iti "
F] 1: Applicant Details Family/Company Name Given Names Regis 4= | New Repetition
appli 5 i

++[F) Respondent Details 3= | Insert Repetition
=+ | Delete Repetition
[=] Affidavit to be made by CERTE T
+-F) Body of Affdavit ‘ 4t | Move Repetition Up
[=] Authorised Witness Details ER Move Repetition Down

IS THIS PARTY REPRESENTED? DO YOU ACT FOR THIS PARTY? Display Representative Details

® Yes U Ne " Yes ' Ne Yes '* No

Solicitor on Record - Full Name Practising Certificate No. & State/Territory Contact Solicitor - Full Name

Firm Name Street Address

W
Telephone Facsimile Email Address
Agrees to electronic service? in
Yes No -
M FIRsT E] 4 BREVIOUS | | NEXT p [Z] LasT p | | | FinvisH gy ‘
Previous question Next question Finish interview

When trying to move to the next Dialog Pane, you will receive the following message until such time as all the
required questions are answered:

/i HotDocs

Oneor more guestions In the Proceeding Detalls dizlog are reguired and must be
answered before you can procesd.

Once you have completed the Interview, you will be presented with the Interview Complete screen.
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2b. Saving the Answer file and Downloading the RTF

At the Interview Complete screen you will see a ‘Save Answer File’ option. Save and rename the Answer file in order
to identify it with your matter. An Answer file can be used to quickly produce and reproduce documents, forms and
letters as it will pre-fill any previously answered questions, see 3. Uploading documents for Reuse.

Westlaw AU THOMSON REUTERS

Softdocs Online - Interview Complete

The interview process is now complete and the document is ready for you to download.

An Answer file is also available for download for future reference.

Document download

Download RTF

Save answers Save completed Answer file and

rename it in order to identify it with
your matter

Save Answer File <

Close

Once you have saved the document, click ‘Download RTF' to view the completed document.

Westlaw AU THOMSON REUTERS

Softdocs Online - Interview Complete

The interview process is now complete and the document is ready for you to download.

An Answer file is also available for download for future reference.

Document download Download completed file using
Download RTF 4 Download RTF

Save answers

Save Answer File

Close
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3. Uploading Matter Answer file for Reuse

You can upload a MASTER — Matter File to pre-fill fields previously answered in a new document, letter or form
associated with that matter.

To upload an Answer file click ‘Choose File’ and browse to the location you have saved the Answer file. Once
uploaded, you are ready to Start Interview.

Westlaw AU THOMSON REUTERS™

Softdocs Online - Start Interview

Document Title Softdocs Online Suite Jurisdiction Source

Affidavit General Proof of Signature (Family Court) [AFFOT] Softdocs Online - AUS Family Law CTH Family Law Courts

If you have a matter answer file to pre-fill answers to the interview guestions, please upload this file below and click on Start Interview.

Should you wish to create or amend saved firm answers, please complete the form below.

Alternatively you can skip all the above steps and click on Start Interview to commence the interview process Up[oad saved Answer file
I & . .
Upload Matter Answer File: Choose file | No file chosen < using Choose file

Start Interview

After you have completed the Interview save the file as the same version, and not a new version, to ensure your new
or amended answers are saved each time.

Confirm Save As Select Yes to save the file as the

| — same version each time

j E CALC_2460631.anx already exists,
=== Do you want to replace it?

Note: Differences may appear depending on which browser you use. Using Google Chrome and Firefox enable the
interview screen to expand to full screen. Using Internet Explorer launches a smaller pop-up box. These differences
are related to the browser and not Softdocs Online. Please refer to separate instructions on browser settings & pop
up blockers.
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