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One-Page Cheat Sheet

For those who are driven to get started right now, without filler or fluff:

L, Doxsera.zip Properties n
1. Install Doxsera

Right-click the Doxsera.zip file you downloaded and choose Properties. If you
see an Unblock button, click it to unblock the file, then click Apply.

General | Carbonite | Securty | Details

i Daxsera zip

Type of file:  Compressed (zipped) Folder (zip)

Click OK to close the Properties screen.

Opens with: [ Windows Explorer Change

. . - . . . cation C\Usersscott_000"\Deskioy
Double-click the same Doxsera.zip file to see the files it contains. ’

5.95 MB (6,239,805 bytes)
Size on di 5.95 MB (6,242,304 bytes)

Double-click the Doxsera.docm file to install the program.

Created. cember 7, 2013, 2 minutes ago

2. Activate it Modfied:  Today, DecIger 7, 2013, 1 minte ago

Go to the new DOXSERA tab in Microsoft Word, click % Options, License foe e Bee
Code, and enter the Registered Name and License Code we emailed to you.

13, 2 minutes ago

Atibutes: [ ] Readonly [ Hidden Advanced

Securty. This file came from another
computer and might be blocked to
help protect this computer.

Unblock

s

Quick Tip: Watch our videos instead of Steps 3 and 4: www.theformtool.com/video-demonstration-of-theformtool

3. Create aform
Open a document or form you’ve used in the past, and save a copy wherever you like to store forms.

Older Files: If you're starting with an older document (created in Word 2003 or earlier), be sure to save it in one of
Word’s new formats (.docx or .dotx) with the Maintain Compatibility checkbox UNCHECKED.

Add a Questionnaire at the bottom of the form by clicking B Questionnaire on the DOXSERA tab.

Type questions in the Question column and a short label for each question in the Label column, like so:

‘ Doxsera (c) 2014 Snapdone, Inc.

Label Question \ Answer
Signer What's the name of the signer?
DOB What's the birthdate of the signer?

Add Fields to the form by placing the cursor wherever a Field is needed and clicking ¥s Field on the DOXSERA tab.
The result will look something like this:

My name is {Signer}. | was born on {DOB}.

Signed:

{SIGNER}

Save and close the finished form.

4. Use your new smart form to create a document

Open the form you created in Step 3. Type answers in the Questionnaire and click = Fill on the DOXSERA tab.
Done!

5. Forlater: This manual and the Quick-Start Guide are available at www.doxsera.com, along with videos, program
support, and forums where you can ask questions, report problems, make suggestions, and exchange tips with the
authors and other users of Doxsera.
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Foreword

Although this is a manual that focuses exclusively on forms — how to make them more

intelligent, more productive and more useful — this Expert Guide is really all about people.
It’s written to help three groups in particular: a form’s audience, its author and its user.

First of all, of course, are the Readers, the form’s ultimate audience, those seeking information.
In the final analysis, Doxsera is ultimately about clients and their opposition; judges and court
officials; regulators and special interest groups; media and the general public. We hope
Doxsera will improve communication between you and everyone you hope to influence with

the written word in a written document environment, whether digital or paper.

This guide is written from the perspective of the Form Author, the expert who wishes to expand
the influence of his or her expertise by making it easier for others to complete a complex form
quickly, accurately and as expertly as would the Author merely by answering a few questions.
Doxsera allows the expert Author to lay out the exact circumstances where “A” is appropriate,
the exceptions where “B” or “C” should apply, and the gray areas where “A” should be
modified but not replaced. Since forms are by definition useful in repetitive similar-but-not-
identical circumstances, the number of alternatives for consideration and inclusion are finite

and therefore manageable by software.

Finally, Doxsera is designed to make a real difference to the Form Users, the men and women
tasked with merging current information into pre-created documents that can at once be
simplistic and complex, literal and figurative, static and dynamic. Doxsera works so well
because it uses technology to make the dynamically complex alternatives built into a form
simple enough to be exactly, accurately and quickly replicable by non-experts. The expert
determines the outcome he or she intends; then the non-expert furnishes the input in one-fifth

the time otherwise required.

We invite you to use Doxsera to give yourself an unfair advantage over your competition by

allowing your forms to work intelligently for you. Follow these three steps to a smarter future:
1. “Brilliantize” a few of your forms with Doxser4, then put them into practice.
2. Use an alternative fee arrangement to hold your revenue constant, and

3. Watch your net earnings mount.
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Installing Doxsera

Step 1: Is the File Blocked?

Windows sometimes blocks downloaded files to protect you from viruses.

Doxsera.zip Properties

General | Carbonite | Securty | Details

Right-click the Doxsera.zip file you downloaded and choose Properties. ol Doszors
If you see an Unblock button, click it to unblock the file, then click Apply. Type ffle. Compressed faoped) Folder (20)

Click OK to close the Properties screen.

Step 2: Open the Installation File

Opens with: [ Windows Explorer Change

Location C\Users'scott_000%Desktop
Size: 5.95 MB (6,239,805 bytes)
Size on disk:  5.95 MB (6,242,304 bytes)

Today, December 7, 2013, 2 minutes ago
Modied: _ December 7, 2013, 1 minute ago
Accessed:  Today. er 7. 2013, 2 minutes ago
Atrbutes: [ Read-only I:NMvanced .
Secuity:  This file came from another

compuser and might be blockedto LIk
help protect this computer

Open the file you downloaded to see its contents. Double-click on the Doxsera.docm file. (Depending on
your computer’s configuration, you might not see the .docm part of the filename.)

Step 3: Security Warnings?

Depending on Windows and MS Word settings, you may need to respond to one or more security warnings

before installation can proceed.

g5 o-

BRI o oeeT cesen PAGELAYOUT  REFERENCES  MAUNGS  REAEW  VEW  DOGEA M-
o St (Body) Ji s ELELNE. "

| S g . AaBCCX| AMBCD AapbCtx

Daserd License Agreement ﬂ

_ llation

w you're.
«| almost done!
of the preceding keense
the Yes bution. If you select
ot i e e
es ™ T g e
] B [ bt
[ S Hyou see & security warming here .. [ ~dowis

L T S —— 0 B B

If you see this ...

You're almost done. Click Yes to the license
agreement, then OK to install.

EEEE
W o

& Cablo (Bed) In fiEaiEe

MART  DESGN

! BN B
" R-FTe-p-mae XS B

gEDoxserd Installation

~you're ‘

1 you see this .. almost done!

ek o st b e
P,

|
|
|
|
|
|
‘ | S Hyou see & security warning here - o this

B i e e e e e T Pov—

If you see this ...

Follow the on-screen instructions to respond to
your computer’s security warnings.
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Step 4: Close and Reopen Word

Close MS Word completely, including all open documents. When you reopen MS Word, you'll find a new tab

on Word’s ribbon menu labeled DOXSERA. Click that tab to reveal Doxserd commands.
~

E] H g - Document2 - Word \ ?T H - O %X
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DOXSERA

g é 1 ) Reset g c %% Save/Load = Remove M Table ¥ Field &P Fetcher = MasterList @) Help

_? Blanks @B Peck Next + Up & Answer IS List I Attn Mark 497 Folios 0About
Start  Fill  Atftn Fetch  Refresh -
B Petrify s Peek Off ¥ Down == Row,Cal ~ ! Condition & CheckForm T Tools~ g Options =
Form Answers Series Form Author's Toals -~

If the DOXSERA tab does not appear, try restarting your computer. If that doesn’t work, please contact us so
we can help get you up and running (www.doxsera.com/resources).

Step 5: Enter License Code

To activate Doxser3, click % Options, License code and enter the registered name and license code we emailed

to you. If you need to buy a license, visit www.doxsera.com. If you’'ve lost your license code, please contact
us (www.doxsera.com/resourcesmailto:support@theformtool.com).

Step 6: Sharing Information on a Network

If you own multiple licenses for Doxsera, see Sharing Information on page 76.

Step 7: Updates

Check for updates periodically at the Doxsera website To be notified when updates are available, subscribe to
our newsletter at www.doxsera.com/newsletter.

The Basics

What’s It Do?

Think of the process of filling in a form as a series of questions and answers. The form author asks a question
(“What's the name of the Grantor?”), and the form user answers the question (“Gretel Purcell”).

Doxsera makes it easy for the form author to ask a series of questions, and easy for form users to answer those
questions.

Creating a Basic Form

My name is Abigail Bentley. | was born on April 17, 1960.

We'll turn this document into a form. If you'd like to
work along with this example, begin by typing or
copying the text shown here into a blank document.

Signed:

ABIGAIL BENTLEY

Doxsera - Expert User Guide (Version 2.2, October 2014)
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Step 1: Create the Questionnaire FEH

Click == Questionnaire to add a Questionnaire to the end of the form.

Doxsera (c) 2011-2014 snapdone, Inc.

Question \ Answer

Type a series of questions, and give each question a short label. For example:

Doxsera (c)2011-2014 snapdone, Inc.

Question \ Answer
Signer What’s the name of the signer?
DOB What’s the birthdate of the signer?

For longer labels, be sure to omit space characters. For example, SignerName and Signer_Name are both
okay, but don’t use Signer Name with a space in the middle. Also avoid special characters like brackets,
slashes, and braces. But don’t worry too much — if you try to use a character that’s not allowed, Doxsera
will automatically remove it for you during Step 2 below. The v Check Form command (page 73) also
catches labeling problems and is a great tool for every form author’s belt.

Meet the Questionnaire! Take a moment to get familiar with the three-column layout of the
Questionnaire. Once you're comfortable with the Label/Question/Answer pattern, guru status is within
reach.

Adding Rows to the Questionnaire

When first creating the Questionnaire, add rows just as you would
in any other Word table — by pressing Tab when your cursor is in
the table’s last cell.

Later on, Doxsera “locks” the Questionnaire so form users can’t
accidentally alter it. But you can still add a row by clicking
c—— Row/Column, * Add.

Step 2: Add Fields to the Form E‘ﬁj

In the body of the form, add Fields wherever answers need | My nameis [1]. | was born on [2].
to be inserted. For example, this form needs three Fields. Signed:

(3]
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To add a Field, place the cursor in the desired location and Q_msertries | o] %] | ) [oene | 7]
click ¥s Field (yes, it’s the friendly Field Bunny) to open this pos
screen.

All the questions in the Questionnaire are listed here, using

the labels you provided. In this example, there are only two:
Signer and DOB. Select Signer and click Insert Field.

Various Field formats appear. In this example, the default
format is correct (Text, FreeForm), but sometimes you will
choose another format here.

Click Done to finish.

+ Text

==

" Number
" Date

Format

* FreeForm

Notice that the Field you added shows up as a gray My name is {Signer]. | was born on [2].

bracketed item: {Signer}. Add two more Fields to finish the Signed:
form.

(3]

Formatting Fields. The “format” choices above actually change the text of a Field rather than using
Word’s font formatting feature — from abc to ABC, for example. But you can also apply any type of
font formatting to a Field, using Word’s ordinary formatting commands — bold, underline, font, small

caps, color and shading, etc.

Insert the second Field by clicking s Field and selecting DOB, Date.
And insert the third Field by clicking ¥s Field and selecting Signer, UPPERCASE.

After adding all three Fields, the finished form looks like | My name is {Signer}. | was born on {DOB}.
this. The first Field uses Text, FreeForm format, the Signed:
second uses Date, and the third uses Text, UPPERCASE.

{SIGNER}

Meet the Brackets. The gray bracketed items above ({Signer}, {DOB}, and {SIGNER}) will become a
familiar sight. They mark where each answer in the Questionnaire belongs in the finished document.
Once the novelty wears off, you’ll find yourself comfortably deleting, copying and pasting these
bracketed items just as you do other text, sometimes saving a few clicks by copying a Field rather than
creating it from scratch.
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Using a Basic Form &

Open a form and click B Start to move to the Questionnaire. Answer the questions, like so:

Doxsera (c) 2014 snapdone, Inc.

Question

Signer

What’s the name of the signer?

Horace Blixt

DOB

What’s the birthdate of the signer?

/

4/17/60

Then click #%& Fill to fill in the form. Done!

—

My name is Horace Blixt. | was born on April 17, 1960.

Signed:

HORACE BLIXT

Turning Old Files Into New Forms

Old File Formats

You're using Word 2007, 2010, or 2013 now, but some of your old documents and forms might have been
created with earlier versions of Word. It's important to convert those old files to the new format so all

Doxsera features are available.

Does it need to be converted?

E d :
HOME INSERT DESIGN PAGE LAYOUT
s & ! ) Reset g c) *% Save/Load
_? Blanks @ Peek Next
Start Fill Attn Fetch  Refresh
i Petrify s Peek OFf

Form Answers

Purchase and Sale Agreement.doc [Compatibility Mode] - Word

REFEREMCES A
= Remove
+ Up

4 Down

Series

GS REVIEW VIEW DOXSERA

=R Table ¥ Field T Fetcher = MasterList @) Help

&8 Answer £= List I Attn Mark &9 Folios OAbout

== Row/Col ~ ‘ Condition J Check Form T Tools~ % Options +
Form Author's Tools

Look at the top of the Word screen. If you see [Compatibility Mode] beside the document name, it
needs to be converted by following the steps below.

Converting an old file

Open your old document or template in Word. Depending on what version of Word you use:

i Word 2007

W] Word 2010 and [ word 2013

choose a file location and name.

(.docx) or Word Template (.dotx).

checkbox is UNCHECKED.
4. Click Save.

1. Click the ] Office button (the round button in
the top left corner), then click Save As and

2. In the Save as type box, choose Word Document

3. Near the bottom of the screen, make sure the
Maintain compatibility with Word 97-2003

Click File, Save As and choose a file location and
name.

. In the Save as type box, choose Word Document

(.docx) or Word Template (.dotx).

. Near the bottom of the screen, make sure the

Maintain compatibility with previous versions
of Word checkbox is UNCHECKED.

. Click Save.
. If you still see [Compatibility Mode] at the top

of the screen, click File, Info, Convert.
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Documents Versus Templates

As you create forms, you can save them as documents (files that end with .docx) or templates (files that
end with .dotx). Doxsera works fine with both types of files, but saving forms as templates does have one
important advantage: When form users double-click a template file to open it, Word creates a new unsaved
document based on that template. This makes it impossible for the form user to accidentally overwrite the
original form — when they click Save, they are prompted to save their new document elsewhere.

As the form author, though, you will sometimes need to revise the original form. Instead of double-
clicking the template file to open it, right-click the file and choose Open. This opens the form itself, rather
than creating a new document, so you can make changes and save the revised form.

Creating Smarter Forms

Doxserd builds intelligence right into the form, automatically including or removing optional text, changing
pronouns and plurals, converting date and number formats, performing math calculations, and more. A
single click by the form user can change the entire landscape of the finished document.

Smart Answers &

In the realm of form creation, different types of questions call for different types of answers. You might ask for
a yes/no response (“Is the signer a U.S. citizen?”), or you might want to present choices (“In which of these
counties is the property located?”), or you might ask for a series of items with a single question (“List all the
shareholders.”).

Doxsera provides several types of answers, making it easy for the form user to respond correctly and
intuitively to every question. To turn a regular answer into a Smart Answer, first place the cursor in an answer
box.

Doxsera (c)2011-2014 Snapdone, Inc.

o memm e e These are answer boxes —
ST Answer one box for the Buyer

I R question, and another for
S| the Seller question.

To select the answer type for a particular question in the Questionnaire, place the cursor in its answer box and
click % Smart Answer to open the Smart Answer screen.

Buyer What's the name of the buyer?

Seller What's the name of the seller?

Text lgropdown ] Yes/No ] Checkboxes ] Derived

Tabs across the top of the
screen allow you to P Tl
choose one of five types

of Smart Answer.

i Cariaz of tawvt havas

Text Answers

Each answer in the Questionnaire begins as a Text answer and stays that way unless you alter it. Text
answers are appropriate for questions like: “What's the signer’s name?” “What’s the ID number?”
“What was the date of the injury?” “What’s the amount due?”
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Single/Series

Text | propdown | Yes/Ho | Checkboxes | Deriyed |

Select Single text box when you are asking for a 4
single piece of information (“Who are you?”). i

I™ with pronoun

I Sripdces e =3 Cancel

Text | propdown | Yes/Ho | Checkboxes | Deriyed |

Select Series of text boxes to ask for several

& Senes of text bowes [ Link to @ preceding Series angwer or 2 Grid

pieces of information (“What are the names of
the shareholders?”).

I™ with pronoun

I | =3 ] Cancel |

How many items in a Series? When using a Series-type answer,
the form author need not specify the number of items. By default,
the answer will be created with room for three items, but the form
user can click the #* Add button to create additional slots as
needed.

Text | propdown | Yes/No | Checkboxes | Deriyed |

Linked Series: If the form includes another s oo
Series answer or a Grid (page 15), you have the s
option of linking this answer to it: select Link to
a preceding Series answer or a Grid, and select
the other answer.

7 Link ta & precedeg Senes answer or 0 Gnd | Directers

For example, the first question in your form
might ask for a list of directors (a Series answer).
The second question could be a Linked answer
asking for each director’s email address.

1T Sribane, e

Note: Linked answers are “old technology”. You will usually want to use newer Grid answers
instead (page 15).
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With Pronoun

To include a pronoun box alongside a Text

Tent | propdown | Yes/Ho | Checkbaxes | Deriyed |

A Singhe taxt bux

answer, select with pronoun. \,wm -

The pronoun box allows the form user to select a
pronoun to go along with their answer: he, she,
it, or they. The form author can make use of this
information throughout the form, using Pronoun
Fields (page 17).

Dropdown Answers

The test bax aliows for
a typed response,

15120020 S, o

Dropdown answers present the form user with several choices in a dropdown list. The question “What's
your favorite color?” could present a dropdown list of red, green, blue, and yellow. The question “What
direction will you travel?” could present a dropdown list of north, south, east, and west.

Single/Series

Select Single dropdown when you are asking for JI. i

a single piece of information (“On what
continent do you live?”).

Select Series of dropdowns to ask for several
pieces of information (“On what continents have
you lived?”).

ext Dropdewn | Yes/Ho | Checkboxes | Deriyed |

Seurce for dropdenn choicas: | typnd hars -

™ Allow user to write in a d#ferent response

Eurn,
Menth Amenza
Scath Americs

pasts, pre
S +C and

Curisy,

The dropdown Bax sllows wters to
eminct crm of eavarnl chesems.

1T Srigbane, e

Jext Rropdown | yes/No | Checkbaxes | Deriyed |

T Single dropdown

Seurcn for dropdenn choicas: | typnd hare -

™ Allow user to write in a d#ferent response

Menth Amenza
Scath Americs
Ctri+C and

Curiev

& Benes of dropdowns [ Lank to a preceding Series arswnr or a God

=
i in the drepdown are
typed hare,

1T Srigbane, e

| . ] Cancel |
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Linked Series: If the form includes another
Series answer or a Grid (page 15), you have the
option of linking this answer to it: select Link to
a preceding Series answer or a Grid, and select
the other answer.

For example, the first question in your form
might ask for a list of directors (a Series answer).
The second question could be a Linked answer
that asks in which continent each director
resides.

Text Bropdewn |Yes/Ho | Checkbaxes | Deriyed |

T Single dropdown

i Senes of dropdo

or dropden chaioas: | typed hare -

™ Allow user to write in a d#ferent response

Type one cheice
v sk

Eurnpe

y and Nerth Amenza

prees Scath America

and

To copy

1T Srigbane, e

¥ Lank to & proceding Serics arswor or a

God Directirs =

Note: Linked answers are “old technology”. You will usually want to use newer Grid answers

instead (page 15).

Source for Dropdown Choices

The list of choices in the dropdown box is drawn from one of four sources.

Source = Typed Here ===

Text Bropdewn |Yes/Ho | Checkbaxes | Deriyed |

W gingle dropdown

The list of choices is typed right into the Smart

Answer screen. Put each choice on a separate \

line.

You may rearrange items using Ctrl+C, Ctrl+X,
and Ctrl+P to copy, cut, and paste.

Click abc to sort items alphabetically. ==

Source = Another Answer ==

1T Srigbane, e

Choices to be shown 0088
inthe dropdown arg  ONE N Y
* typed here, grondown

| QI\ -] Cancel |

Jext DRropdown |Yes/Wo | Checkboxes | Deriyed |

F Singie drepdiwn

 Senes of dropdowns

If the form includes another Series answer or a
Grid (page 15), you have the option of using it as
a source.

For example, the first question in your form
might ask for a list of officers (a Series answer).
The second question could ask who is the
Treasurer, with a dropdown listing the officers
identified in the previous answer.

I™ Allow user to write in & Gifferent respanse

i

The dropdown bow allows users 1o
select one of severs! choices
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Text DRropdown |Yes/Wo | Checkboxes | Deriyed |

Source = Master List ==

 Senes of dropdowns

If you have created any Master Lists (page 73),
you may select one as a source.

For example, a law office might have a Master
List of member attorneys. A form could ask for
the name of the attorney signing this document,
with its Dropdown answer listing all the
attorneys in that Master List.

e} SUI-20M Trigdons, e | Q.K I £

Text Bropdewn |Yes/Ho | Checkbaxes | Deriyed |

Source = Folios == - s i

Folios (page 52) are “storage bins” where
Passages can be stored and later inserted into
forms when and where needed. Folios and
Passages are categorized with Tags.

After choosing Folios as the dropdown source, /
you will choose either Passage Names, Folio

Names, Passage Tags, or Folio Tags to populate
the dropdown list. e— Cel o |

The bottom left area of the screen identifies which names or tags will be included in the dropdown
list. In the example pictured here, the dropdown list is composed of Passage names, and the Passages
shown are the ones contained in the “Doctors” Folio.

Allow User to Write in a Different Response

Text Rropdown | Yes/Wo | Checkboxes | Derived |

When Allow user to write in a different
response is selected,.users have the option of
typing their own response instead of selecting
one from the dropdown list.

I
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Yes/No Answers

Yes/No answers allow the form user to respond yes or no (and sometimes n/a).

Single/Series

ext | propdown  Yes/No | Checkboxes | Deriyed |

Select Single Yes/No when you are asking for a 4
single yes/no response (“Is the property for vl e
sale?”).

I incude 'N/A' choice

pr— ] e |

Text | propdown  Yes/No | checkboxes | Deriyed |

If the form includes another Series answer or a

& Senes of Yes/No's linked to a preceding Senes answer or a Grid Bropeies

I incude 'N/A' choice

Grid (page 15), you have the option to choose
Series of Yes/No's linked to a preceding Series
answer or a Grid. This asks for a yes/no
response regarding each item in the other
answer.

For example, the first question in your form
might ask for a list of properties (a Series

answer). The second could ask whether each of

1T Srig-bena,

those properties is zoned for commercial use (a
series of Yes/No's).

Note: Creating a series of Yes/No’s this way is “old technology”. You will usually want to use newer
Grid answers instead (page 15).

Include ‘N/A’ Choice

Text | propdown  Yes/No | checkboxes | Deriyed |

When Include ‘N/A’ choice is selected,.users

" Senes of Yes/No's linked to 2 preceding Series angwer or 3 Gnd

have the option of responding n/a instead of yes =
or no. (N/A stands for “not applicable”.)

F include 'NIA choice

JEFIT0H Srigebena,
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Checkbox Answers

Checkbox answers allow the form user to check or

Text | Gropdown | Yes/Ho Checkboxes | Deriyed |

uncheck a list of labeled checkboxes. /

The list of checkboxes is drawn from one of four /
sources: typed here, another answer, Master List, or
Folios. See page 10 for details about the four sources.

I

Derived Answers

Derived Answers automatically process other answers (and sometimes Folios) to create new answers
without any further input from the form user. For example, if another answer provides the signer’s
birthdate, then a Derived Answer could perform a calculation to determine the signer’s age.

Freeform

In a Free-form Derived Answer, the answer box
becomes the form author’s private workspace to
perform complex calculations behind the scenes.
This is useful for:

Conditions based on the results of math
formulae, date offsets, or other Conditions.
Given a person’s birthdate, a Derived Answer
can use date and math functions to calculate
the person’s age. That age can then be used as

Text | Dropdown | Yes/No | Checkboxes

I

Berived |

praceding Serine anewnr ar & Grid

the basis for conditional text in the form that
refers to the person as either an adult or a
minor.

Improved readability. If the complexity of a particular passage makes a form difficult to read, it
can be tucked away in a Derived Answer out of the form user’s view.

Faster processing. Use a Derived Answers to perform complex calculations once instead of
repeatedly. For example, given a list of shareholders and the number of shares held by each,
Doxsera is able to determine the name of the largest shareholder. If that name appears many
times in the form, put the calculation in a Derived Answer with the label LargestSH, then use
simple LargestSH Fields wherever needed in the form, rather than repeating the whole

calculation each time.

Use any combination of text, Fields, Lists, and Conditions in the answer box of a Free-form Derived

Answer

Doxsera - Expert User Guide (Version 2.2, October 2014)
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Freeform Linked: If the form includes a Series
answer or a Grid (page 15), you have the option
of linking this answer to it: select Link to a
preceding Series answer or a Grid, and select the
other answer.

You can even chain-link answers. For example,
the first question in your form might ask for a list
of children (a Series answer). The second
question could be a Linked answer that asks for
each child’s birthdate (a Linked Series). And the
third question could be a derived answer that
uses the second answer to calculate each child’s
age (Linked Derived).

Text | propdown | Yes/No | Checkboxes Derived |

/ eries of ok namas

I i

|:. ox ] cancel |

Note: Linked answers are “old technology”. You will usually want to use newer Grid answers

instead (page 15).

Series of Passage Names or Folio Names

If you have created any Folios (page 52), a
Derived answer can also be used to generate a list
of Passage names or Folio names.

The bottom left area of the screen identifies which
names will be included. In the example pictured
here, the list is composed of Passage names, and
the Passages shown are the ones contained in the
“Authority” Folio.

The resulting Derived Answer can be used to
create Fields, Lists, and Conditions throughout
the form just as if it were an ordinary Series
answer.

Text | propdown | Yes/No | Checkboxes Derived |

™ Fraaform

 Benes of Passage names

0000000080 .

b

See the Folios in Derived Answers walkthrough for a demonstration.

Hiding Derived Answers

Since Derived Answers work automatically in the background, they can be hidden from form users to

avoid confusion: after you've finished creating the Questionnaire, click === Row/Column,
"% Show/Hide to hide all Derived Answers. If you need to revise Derived Answers later, click the

same button again to make them visible.
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Grid Answers

Grids are a special type of answers that appear at the bottom of the Questionnaire.

Doxsera (c)2011-2014 Snapdone, Inc.

Question Answer

DateSign Date of signing? 12/29/2012

List all the parties:

Name Street City State ZIP
Grid Terry Porter 555 Main Street Seattle Washington 98101

Garth Blinth 123 Sycamore Lane Chicago Illinois 50103

Eva Roette 868 Meridian Drive Houston Texas 76023

To add a Grid, place the cursor below the first table in the Questionnaire (either above or below any
preexisting Grids), click ¢ Smart Answer, and enter the number of columns desired (up to 63 columns
are allowed, but you would have to use a very small font!).

Grids can contain Smart Answers. When you apply a Smart Answer in a Grid, you are choosing a Smart
Answer for an entire column. To add a Smart Answer, place the cursor anywhere in the desired column
and click % Smart Answer. You will see that some options in the Smart Answer screen are not available
for Grids. For example, the first column of a Grid can only be a Text answer or a Text with pronoun
answer.

Converting Linked answers to Grids. Linked answers are “old technology” and are generally inferior to
Grid answers. If you previously created a Linked answer and have now decided you’d like to use a Grid
answer instead, Doxsera can automatically perform that conversion for you. Place the cursor in the answer
box of the Series answer to which other Linked answers are linked, and click n?Tools, Convert to Grid.
The Series answer and its Linked answers are removed from the top part of the Questionnaire, and a
brand new Grid is created.

Default Answers

To save typing for the form user, provide default answers whenever practical. For example, if your office
is in Washington State, it’s helpful to partially pre-fill the Questionnaire as shown below — the form user
can always type a different state if necessary.

‘ Doxsera (c) 2014 snandone, Inc.

Question \ Answer
SigName What's the signer’s name?
SigState What's the signer’s state of residence? Washington

Fields I{__:

Several types of Fields are available when creating forms. Each type has its own set of formatting options, so a
single answer in the Questionnaire can be used many different ways throughout the form. To insert a Field in
a form, place the cursor where the Field belongs, click ¥s Field, select the desired Field, and click Insert Field.
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Text Fields

Text Fields are the most common type. Use the five
Format options to control how each Field is capitalized in
the document.

Choose FreeForm to capitalize text exactly as it was typed
in the Questionnaire, or one of the other formats to
enforce a particular type of capitalization: First capital,
Title Case, lowercase, or UPPERCASE.

Number Fields

DOB e
" Number
" Date

" FreeForm
" First capital
" Title Case
" lowercase

" UPPERCASE

As this dropdown box shows, Number Fields can be e ——

formatted as numerals with or without commas and

with various numbers of decimal places, as ordinals

(Ist, 2nd, 3rd ...), or as upper- or lowercase words (one,
Two, THREE), ordinal words (first, second, third), or
dollar amounts in several formats (such as Three

Dollars and 38 cents).

Number Fields can be further automated with math /
functions. Click Math to open the Math screen,
discussed on page 29.

" Text

*+ Number

" Date

+ Defined

1,000 (no decimals)  ~

1,000 (no decimals)
11000 (no decimals)
1,000.1 (exactly 1 decimal)
1000.1 (exactly 1 decimal)
1,000.10 (exactly 2 decimals)
1000.10 (exactly 2 decimals)
1000.1 ... (flexible decimals)
,000.1 ... (flexible decimals)
1,000th
1,000TH
one thousand
One Thousand
ONE THOUSAND
one thousandth
One Thousandth
OME THOUSANDTH
one theusand and 10/100
——{ ©One Theusand and 10/100
ONE THOUSAND AND 10/100

Date Fields

Licensedta Demaforusesl one thousand and 10/100ths

One Thousand and 10/100ths

ONE THOUSAND AND 10/100ths

one thousand dollars and 10 cents

Cne Thousand Dollars and 10 Cents

ONE THOUSAND DOLLARS AND 10 CENTS
one thousand dollars and ten cents

Cne Thousand Dollars and Ten Cents

ONE THOUSAND DOLLARS AND TEM CENTS

Date Format

Date Fields can also be formatted many ways, S ——

using both words and numbers. You may even
choose to display only a portion of the date that’s \
typed into a Questionnaire, like the name of the

month or day of the week.

o] 2]

" Text ™ Pronoun
" Number " Singular/Plural
* Date

Eormat | offset | Function |

* Defined format
May 1, 2010 -

| MAaY 1, 2010
Monday, May 1, 2010

MONDAY, MAY 1, 2010

1 May 2010

1 MAY 2010

Monday, 1 May 2010

MONDAY, 1 MAY 2010

1st day of May, 2010

15T DAY OF MAY, 2010

1st day of May in the year 2010

15T DAY OF MAY IN THE YEAR 2010
5/1/2010

05/01/2010

2010-05-01

1/5/2010

01/05/2010

—— 2010-05-01

May

Licensed to Oema far use ol MAY

1st

15T
2010
Monday
MONDAY
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Date Offset

Date Fields can be further manipulated with Date L] i
Offsets. Click Offset to open the Date Offset — : - : :::Z;”ﬂplural
screen. {* Date

Forma®" Offset | Function |

& nafinad
In this screen, related dates can be calculated from Fixed | variable | ﬂ
a date typed in the Questionnaire by the form user. S
For example, the Questionnaire might ask for a (LT [p— ]Tﬁ --------------- [weeks  +]
trial date, and the form could calculate several

Start with the supplied date and subtract 2 weeks. J

other dates, such as a meeting scheduled two ﬂ
weeks before trial, or a phone call scheduled for
the weekday preceding trial.

oK | Cancel ‘
[=] 2011-2012 Snapdone, Ine.

Date Function

Doxsera includes several date functions that are not J ﬂ
offsets: FirstDate, LastDate, Now, and others To 'Tet (" Pronoun

. . . " Mumber " Singular/Flural
use one of these functions, click Function to open

+ Date

the Math screen. o . ncton |
See page 29 for a full discussion of the Math screen. & Defined format
| May 1, 2010 |

You may assign both a function and an offset to a - f
Custom format

Date Field. The offset will be applied to the result i

of the function.

Pronoun Fields (Got Grammar?)

Pronoun Fields automatically choose the proper word [ oore | 2]
based on a Pronoun answer — words like “he/she” and —_1?: :::j;”dplural
“him/her”. They also automate gender words like - pate
“husband/wife” “son/daughter”, and Format
“testator/testatrix”. & Defined

As you place Fields in a form, select Title Case for |: :IS ':th e
pronouns at the beginning of a sentence, lowercase for =P lowercase
pronouns in the middle of a sentence, or UPPERCASE ¢ uepERCASE

when needed. =

If you don’t see the Pronoun option in this screen,
add a pronoun to this answer box (see “With
Pronoun” on page 9).

Iv¥ Abbreviate

(=) 201-2013 Snapdone, Inc.
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The Abbreviate checkbox in the above screenshot has no effect on finished documents, but improves form
readability by contracting four-part Fields (like “he/she/it/they” or “husband/wife/spouse/spouses”) to
show only two parts (“he/she” or “husband/wife”). If you prefer to see all four parts displayed in your

form, turn off this checkbox.

Singular/Plural Fields

Singular/Plural Fields automatically choose the -

Neak

" Text " Pronoun

proper word depending on (1) which pronoun is
selected in a Pronoun answer; or (2) how many items
appear in a Series, Checkboxes, or Grid answer.

If you don’t see the Singular/Plural option in this
screen, change this question’s answer box in the
Questionnaire to a Pronoun answer (page 9), Series
answer (pages 8 and 9), or Checkboxes answer

(page 13).

WG Singular/Plural

(" Date

Format

&+ Defined

Is | Are -

Am | Are
Was | Were

o
|s (shows = when pronoun is plural
| =| (shows = when pronoun is singular)
|es (shows es when pronoun is plural)
ez| (shows es when pronoun is singular)
v | ies

(c) 2011-2013 Snapdane, Ine.

|s (shows s when pronoun is plural)

Word pairs like “is/are” and “was/were” are great when a specific s| (shows s when pronoun is singular)

word is needed, but the options shown here and described below

|es (shows es when pronoun is plural)
es| (shows es when pronoun is singular)

are flexible enough to be used in lots of different situations. y | ies

‘s|” (singular/plural possessive)
y’'s | ies’

"1

|s (shows s when pronoun is plural): Use this Field to tack an “s” onto
the end of any word (usually a noun) when the answer is plural - for
example, after “defendant” in this form.

s| (shows s when pronoun is singular): Use this Field to tack an “s”
onto the end of any word (usually a verb) when the answer is singular
— for example, after “allege” in this form.

| es (shows es when pronoun is plural): Use this Field to tack an “es”
onto the end of any word (usually a noun) when the answer is plural -
for example, after “breach” in this form.

7

es| (shows es when pronoun is singular): Use this Field to tack an “es”
onto the end of any word (usually a verb) when the answer is singular
— for example, after “reach” in this form.

ylies: Use this Field at the end of words that end with Y, as shown
here.

The defendant{s} allege{s} as
follows...

When the contract breachf{es}
reach{es} a combined total of...

These facts are agreed upon by the
above-named partfies}.
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s|’ (singular/plural possessive): Use this Field at the end of a word to
form a possessive. The example shown here uses two Singular/Plural
Fields — the first shows an s when the pronoun is plural, and the second
shows either “ or ‘s. This results in “The defendant’s rights...” when
there is one defendant, or “The defendants’ rights...” for multiple
defendants.

y’s|ies’: Use this Field at the end of words that end with Y to form a
possessive, as shown here.

Count Fields

The defendant{s}{‘s} rights have
been violated.

The above-named part{ies’} rights
have been violated.

Count Fields refer to the number of items in a Series

=] 7]

. —
answer, Checkboxes answer, or Grid (“The company has i m—> count

three shareholders” or “I have one child”).

If you don’t see the Count option in this screen, change
this question’s answer box in the Questionnaire to a Series
answer or Checkboxes answer.

Count Fields can be formatted as numbers, words, or -
ordinals, in upper- or lowercase. /ﬂ
Count Fields can be further automated with math

functions. Click Math to open the Math screen, discussed
on page 29.

List Sublist Item " Singular/Plural

Include all items in the list Format ]Mﬁth ]

Defined
1,000 (no decimals) j

" Custom

¥ Blank line

() 2011-2013 Snapdone, Inc.

Fields for Series and Grids

When a Field is inserted for a Series answer or a Grid

wlf=12]

answer, three additional choices appear:

| Shareholders

& * Count

* List Sublist Item " Singular/Plural

List: Inserts either a Count Field that counts the total / Include all items in the list Format | math |

number of items in the answer, or a Singular/Plural
Field that provides a singular or plural word,
depending on whether the entire Series contains one or
more items.

+ Defined
| 1,000 (no decimals) j

" Custom

The Field shown here provides the number of people
in the entire Shareholders answer.
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Sublist: Allows you to specify a Sublist of items from
the Series provided by the form user. As with the List
choice above, you can then insert either a Count Field
that counts the items in that Sublist, or a Singular/
Plural Field that depends on whether that Sublist
contains one or more items.

The Field shown here counts the number of people in
the Shareholders answer who are named Vanderbilt.

Item: Inserts a particular item in the Series — the first

w12

item, last item, 8th item, etc. You can also select an = ==
item that meets particular criteria: the first item in a
series of names that contains “John”; the 2nd item in a
series of numbers that’s more than 100; the last item in

a series of dates that’s earlier than 1/1/2000; etc.

The Field shown here provides the name of the first
person in the Shareholders answer who is designated
President in the Officers answer.

Custom Field Formats

Shareholders - * Count
List j Sublist Item " Singular/Plural
Include only items where Format ]MEth ]
| Shareholders j {* Defined
| contains j | 1,000 (no decimals) j
this text: r
Custom
| vanderbilt j |
[ oane | 7]
Shareholders j * Text
" X " Date
First | item
" in entire list Format
* in sublist of items where * FreeForm
| Officers j " First capital
it h i .
item chosen is € Title Case
@+ any of these ( none of these
- = oy
President lowercase
[J Vice President ~ UPPERCASE

[0 Secretary
[0 Treasurer

On rare occasions, you may want to create your own custom Field format. For example, plurals of most
words can be created with the built-in Singular/Plural Fields described above, but you could also create

your own custom Singular/Plural Fields for unusual word pairs like “index |indices” or “cactus|cacti” as

the need arises.

To create a custom Field, select Custom and edit the

contents of the Custom box. Plants =] count
List Sublist Item ' Singular/Plural
ut

This example shows a custom Singular/Plural Field, b
you may also create custom formats for Number Fields,
Date Fields, and Pronoun Fields.

Modifying Fields

[P ] 2|

Mnclude all itemes in the list
" Defined

% Custom

cactus|cacti

You can go back and make changes to an existing Field at any time. Just place the cursor in the Field and

click s Field to return to the Field building screen.
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Conditions ﬁ

Conditional Text

Conditions are the intelligent worker bees of the form world. The form author makes some decisions
about how a form should work, and then adds Conditions to automatically implement those decisions

each time the form is used.

Use Conditions to include or exclude text depending on the form user’s response to a question in the
Questionnaire. The conditional text can be a word, phrase, paragraph, or even multiple paragraphs or
pages. Lots of Conditions can be tied to one response, causing the finished document to change
dramatically based on a single mouse click by the form user.

For example, consider this form.

My name is {Signer}. | am married, and my spouse’s

name is {Spouse}.

Question

Signer What's the signer’s name?

Doxsera (c) 2011-2014 snapdone, Inc.

Answer

Spouse What's the signer’s spouse’s
name? (Leave blank if unmarried.)

If the signer is not married, then the second sentence should be removed. In other words, the second

sentence is conditional, depending on whether or not the answer to the Spouse question is empty.

To accomplish that, you would:

1.
2.
3.

The resulting form looks like this. The beginning of the
conditional text is marked with {if: and the end is marked

Select the conditional text (the second sentence).
Click # Condition to create a Condition.

Select the Spouse answer, since the Condition
depends on that response, and click Add
Condition.

(| Add Condition

abe

71x[+] (5o

Signer
Spouse

I am married, and my spouse’s
name is {Spouse}.

Choose to show the selected text if the anSWer  ——mty " =

is not empty.

Click Done.

with }. Everything between the two markers will be

included in the finished document only if the Condition is

met (i.e., only when a Spouse’s name is provided).

il
W is not j
E

| empty

My name is {Signer}. {if:l am married, and my
spouse’s name is {Spouse}.}
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The appearance of the Condition screen varies depending on what type of answer is selected.

Conditions based on Text answers can depend on all
sorts of criteria. The one shown here checks to see if the
answer is empty, but you can create Conditions that
check whether or not an answer starts with “Fred”, ends
with “x”, contains “pop”, or equals “Lilith”; whether it's
a number less than 38 or more than 16, whether it’s a date
earlier or later than May 11, 2012; whether it’s alpha-
betically before “possum” or after “flan” — take a minute
to experiment with the two drop-down boxes to see the
endless possibilities.

You can even compare two answers. In this example, the
selected text will be included in the finished document
only if the answer to the Payment question is less than
the answer to the Minimum question.

Conditions based on Text-With-Pronoun answers
include all the possibilities of Text answers shown above,
plus some additional options that depend on the selected
pronoun.

In this example, the selected text will be included
in the finished document only if the Seller is an “it” —a
corporate entity.

Conditions based on Series answers, Checkboxes
answers, and Grids present all sorts of possibilities for
Conditions, depending on whether List, Sublist, or Item is
chosen.

List: This Condition depends on the total number of
items in the Shareholders answer (a Series answer).

The selected text will be included in the finished
document only if there is exactly 1 shareholder.

Sublist: This Condition depends on the number of
checkboxes checked in the Officers answer (a
Checkboxes answer).

The selected text will be included in the finished
document only if there are more than 2 officers.

Show text if b4

is not

=l
/ =

| Spouse

Show text if ﬂ
Payment j | is less than j
this number:
| SMinimum} j
Show text if
Seller v| ™ pronoun * is any of these ™ he
[~ she

" iz none of these

Show text if

X|[ome ] 2

Shareholders ~| contains this many items:

List Sublist Item_ | exactly  +|| 1 ji‘

Include all items in the list

Show text if

X[ 2]

Officers | * number of items chosen is

= =
j = more than 2 -
List Sublist Ite M j| jz‘

" specific items chosen

Inclu s where

Officers

=~
| is checked j
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Item: This Condition depends on the contents of a Show text i ]
particular item in the Addresses answer (a Series — = | conteins
Item this text:
answer). e ["tdaho E
The selected text will be included in the finished & in entire list
document only if the first address is in Idaho. e
Conditions based on Dropdown answers depend on the Show text f ]
choice that is made. Funeral B Emdn
(¢ any of these
In this example, the selected text will be included in the " none of these
finished document only if Cremation is chosen in the
Funeral answer.

If the answer uses a Master List as the source of its Show text if

choices, you can select any column of the Master List to architest _cfEmail <[ | ot
be used in the Condition.

Lol [

In this example, the selected text will be included in the
finished document only if an email address for the
selected architect is provided in the Email column of the
Master List of architects.

- e 2
Conditions based on Yes/No answers depend on the Show text if 2|
form user’s response. fsCitizen ERIE =l

| Yes j

In this example, the selected text will be included in the
finished document only if the answer to the IsCitizen

question is Yes.

Modifying or Removing Conditions

You can go back and modify an existing Condition at any time. Just place the cursor in the {if: marker and
click  Condition to return to the Condition building screen.

While in this screen, you can click X to remove the ————kiel !
Condition from the form, leaving its contents intact. In OrderTotal =l ‘s mre than =
other words, click X to remove the {if: marker from the |th$0n St E
beginning of the conditional text and the } marker from

the end of the conditional text without removing
anything between the markers.

Compound Conditions (a/k/a Boolean Conditions)

A single Condition may depend on multiple criteria.

Example 1: The sentence “Please call us at your earliest convenience to avoid debt collection
proceedings” might be used only when (1) the account is more than 3 months overdue; AND (2) the
amount due is greater than $1,000.

Doxsera - Expert User Guide (Version 2.2, October 2014) Page 23



Example 2: The sentence “You qualify for free shipping” might be used only when (1) the total order
is over $100; OR (2) the shipping address is in Oregon.

The AND and OR above are sometimes called Boolean operators. Doxserd includes three Boolean
operators:

AND: For the Condition to be true, both of the criteria must be true.
OR: For the Condition to be true, one or both of the criteria must be true.

XOR (exclusive or): For the Condition to be true, exactly one of the criteria must be true.

To create a compound Condition, create the first part of Show text if
the Condition normally, then click and/or to add an | orderTotal x| | is more than

. . K this number:
additional criterion. \ [100 E

() 2011-2013 Snapdone, Inc.

The top part of the screen shows the criteria contained in ST"“;M f - i X|[omne | 2]
OrderTotal} is more than 100
| o ]
x| # 0]

this Condition. To modify a criterion, select it in the top T D]
In the example shown here, the first criterion has been [orderTotal <] [Tis more than -]
=

{OrderTotalt is more than 100
part of the screen and make changes in the bottom part.
copied to create a second criterion, which can now be

modified in the bottom part of the screen.

this number:

| 100

Ak (5

Add or remove criteria with “«* and X. x

Use the buttons in the top-right part of the screen to manage criteria:

Move the selected criterion up or down in the list with the & & arrows.

Control the order in which criteria are evaluated by () adding or ( ) removing
parentheses.

Nested Conditions

Conditions can be nested inside other Conditions. You might create an agreement form in which
Article III is optional, contained within one great big Condition. Within that article, several paragraphs
might also be conditional, either as a group or individually. And within each of those paragraphs other
Conditions may apply. There is no limit to how deeply Conditions may be nested.
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Conditional A/An and Period

Doxsera also includes two special conditional Fields: a/an and period. The company is a {State}
Consider the sentence shown here. corporation named

{Company}.

If the state is “Texas” and the company is “Acme”, the resulting The company is a Texas
document looks like this — no problems. corporation named Acme.

But if the state is “Idaho” and the company is “Acme, Inc.”, the The company '@daho
resulting document looks like this. corporation named

Problems! The “a” should be “an”, and one of the two periods at the Acme, Ir@
end of the sentence should be removed.

To solve these problems, first select the word “a” in the form, click Make i I
ake this a conditional a/an,
' Condition and CliCk YeS depending on the word that follows it?
, .

Then select the period at the end of the sentence, click & Condition, Viake hi ditional ber .
ake this a conditional period, depending
and CliCk YeS. on whether it is preceded by a period?
Yes Mo |
When finished, the form looks like this. The a/an and period The company is {a} {State}
Conditions respond appropriately in all situations. And we all breathe | COrporation named
a collective sigh of relief. {Company}{.}

Conditional Row in Table

. . Your purchases are:
When a form includes tables, you may want to remove an entire P

table row under certain conditions. For example, in this form the ltem Price

Tax and Subtotal rows should be removed when tax is equal to 0. Widgets
Thingies
SUBTOTAL:
Tax
TOTAL:

Thank you for shopping with us.
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To make the Subtotal row conditional, place the cursor anywhere in
that row (but don’t select any text) and click # Condition.

Click Yes to open the Condition screen, and create the Condition as
you ordinarily would.

When finished, a RemoveRow marker is added to the form, as
shown here.

Since the Tax row is also conditional, add the same Condition to it.
(Or just copy the first Condition and paste it into the Tax row.)

Make this whole row conditional?

Yes Mo
Your purchases are:
Item Price
Widgets
Thingies
SUBTOTAL:

{if:[RemoveRow]}

Tax

TOTAL:

Thank you for shopping with us.

Your purchases are:

Item

Price

Widgets

Thingies

SUBTOTAL:
{if:[RemoveRow]}

Tax {if:lRemoveRow]}

TOTAL:

Thank you for shopping with us.

Unlike other Conditions that are fully processed during the == Fill step, conditional rows are merely

marked for deletion and are not removed from the document until it is finalized with the # Petrify

command. A message notifies form users of this requirement at the end of the == Fill step.

Conditional Section in Document

When a form is divided into sections using Word’s Section Break feature, you may want to remove an

entire section under certain conditions.

To make a section conditional, place the cursor anywhere in that section

(but not in a table, and don’t select any text) and click # Condition.

Click Yes to open the Condition screen, and create the Condition as you
ordinarily would. A RemoveSection marker is added to the form, similar

to the RemoveRow marker described above.

Make this whole section conditional?

Like conditional rows (described above), conditional sections are merely marked for deletion during the
== Fill step and are not removed from the document until it is finalized with the # Petrify command.
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o —

Lists =—

The Difference Between Fields and Lists

When inserting information from a Series answer into a form, it makes a big difference whether you click
% Field or := List. Fields fetch information about the Series (e.g., the number of shareholders) or a particular

item in the Series (e.g., the name of the largest shareholder); and Lists fetch a set of items from the List (e.g.,
the name of each shareholder). Since Lists can fetch multiple items, the options for arranging those items
are extensive.

| have three children: Sue, Tom, and

For example, to turn this sentence into a form you would create a Mary

Questionnaire with just one question, using a Series answer
(described on page 8):

‘ Doxsera (c) 2014 snandone, Inc.

Question \ Answer
Kids List all the children. [??]
[??]
[??]

| have {#} children: Sue, Tom, and

Then insert a Field in the form to provide the number of children Mary

(information about the Series).

| have {#]} children: {List:{Kids#X}|,

And insert a List to provide the names of the children (a set of items {Kids#x}| and {Kids#XJ).

from the Series).

Inserting a List

To insert a List in a form (shareholders, signers, [oore | 2|

Appearance

children, executors, etc.), click i= List, select an Shareholders
answer label, and click Insert List. L=t Sublist

Tic, Tac and Toe j

Tic, Tac and Toe
Tic, Tac, and Toe
Tic; Tac; and Toe
[signature lines]
[repeating paragraphs]
table format]

Include all items in the list

When inserting a List, you can only select Series

answers, Checkboxes answers, and Grid answers.
If the answer you want is missing, change it to a
Series answer (pages 8 and 9), Checkboxes

answer (page 13), or Grid answer (page 15).

Select one of the built-in List formats and click
Done. The formats are described below.

Tic, Tac and Toe creates a narrative List separated by commas, Griselda Pugh, Horace Blixt, Eunice Brimley
without a comma before the last item. and Bertrand Guff

Tic, Tac, and Toe creates a narrative List separated by commas, Griselda Pugh, Horace Blixt, Eunice Brimley,

with a comma before the last item. and Bertrand Guff
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Tic; Tac; and Toe creates a narrative List separated by semicolons.

The [signature lines] format is a handy way to create tidy

signatures for a List of people.

The [repeating paragraphs] format repeats a paragraph for each

item in a List.

Griselda Pugh; Horace Blixt; Eunice Brimley;
and Bertrand Guff

Griselda Pugh

Horace Blixt

Eunice Brimley

Bertrand Guff

Sample paragraph about Griselda Pugh.
Sample paragraph about Horace Blixt.

Sample paragraph about Eunice Brimley.

Sample paragraph about Bertrand Guff.

Choose [table format] to arrange List items in a@ e,
Word table.

Choose the number of Columns in the table.

Appearance
Shareholders - =

I*I’ [table format]

List

If One item per row is checked, each List item

Sublist
*’Columns: 3 j
-

appears in the left column, and the remaining
columns can be used for other information.

—_—
Include all items in the list

== e itemn per row
el [ Lines

¥ Headings in first row

The Lines checkbox determines whether
border lines appear in the table.

Turn on Headings in first row to include —
headings for each column in the table.

Turn on Totals in last row to create an /

additional row under the List items that
automatically generates totals for each column.

—

See a preview of your choices here.

Preview

Heading1

Heading2 |Heading3

Iteml
Item2
Item3
TOTAL: = =

¥ Blank line

[c] 201-2013 Snapdone, Inc.

After adding a table-formatted List to a form, you can further customize the table — type your own
headings, remove totals from columns where they don’t apply, add shading or other formatting, etc.

In fact, you can customize any of the List formats shown above to fit your exact needs. For a detailed
discussion of List customization, see Example 7 in the Doxsera Detailed Examples manual.
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Sublists

You may also create a List that includes only some of the
items typed by the form user. Infractions o] [ fepeamenee
; ubli ‘ Tic, Tac and Toe j
To insert a Sublist in a form, click i= List, select an answer __..__MP Sublist S
Include only items where -

label, click Insert List, then click Sublist. [re d B
Use the boxes on the left side of the screen to choose I i:_ ﬂ

this text: -
which items should be included in the Sublist. ES E
In the example shown here, the Questionnaire includes a
Series answer labeled Infractions, and a Linked answer
labeled Rule. The Sublist being created will only include
infractions that violate Rule 37(b).
If additional criteria are required to create your Sublist,
click and/or to create a compound Condition. See page 23 W Blank line
for further discussion of compound Conditions. ()R EE s

Math

Doxserd includes math functions to perform calculations automatically. For example, given a Series of
shareholders and the number of shares held by each, the form can calculate the total number of outstanding
shares and the percentage of the company owned by each shareholder.

Adding Math to a Field

Number and Count Fields

Begin by creating a Number field (page 16) or a
Count Field (page 19). Then click Math to open the AnnualRace f e
aonthslnlerm i ﬂul‘l‘lber
Math screen. (" pate
Fo Math |
* Defined
| 1,000 (no decimals) j
" Custom
Date Fields
Begin by creating a Date field (page 16). Then click - L] i
TrialDate
Function to open the Math screen. CTet O Eronewn
" Number " Singular/Plural
+ Date
Format | Off=g@ Function ]
{* Defined format
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The Math Screen

Formula. Build your math formula here. The formula can as Function -+ @&~z

simple as 1 + 2 or might contain functions within functions - |l {pavment: {rield: Loanamount}, {Field:
AnnualRate} [ 12, {Field: MonthsInTerm}}

within functions.

Function. Functions perform special math duties, like Days Formula

to count the number of days between two dates, or Round to
round off a number. To add a function to the formula, select

Gives the periodic payment on a self- amc:r‘tlzmg loan (360-day year,

it from the dropdown menu and Clle = plus cc:mpc:unded periodically, pay nm Hrear ). E.g., {Payment: LDDD..
5/ 12, 120} gives the monthh on a $1,000 loan with 5%
annual interest and a 120-month term. Other

Keypad. Click these buttons to add numbers and operators
(plus, minus, etc.) to the formula. You may also type
numbers and symbols on your keyboard. Use * for
multiplication and / for division.

(=) 2011-2012 Snapdone, Inc.

Help. This area describes the currently selected function and gives pointers on its use.

Unlocking. Click the £ unlock button in the top right corner to turn on freeform editing mode. Expert
users may find this mode more convenient so they can type the formula directly (or copy and paste from
another source) rather than selecting functions from a menu.

The Math Tab

After a formula is created in the Math screen, it appears [ oere ] 2
| LoanAmount |

here on the Math tab (or the Function tab for Date ~ AnnualRate :;‘Z:ber

Fields). I

Format Math

Click the 7 pencil to return to the Math screen if more
editing is needed.

The Abbreviate checkbox has no effect on finished
documents, but improves form readability by

displaying {###} instead of the full formula. \
What's With All the Curly Braces? You may have
noticed that math formulae contain lots of curly
braces: {}. They show where each math function
begins and ends. But you don’t need to worry about

typing the curly braces — they are automatically
included each time you add a function to the

Vd

(=) 2011-2013 Snapdone, Inc.

formula.

Math Functions

Math mavens read on for a complete catalog of Doxsera math functions. (Those of us who napped through
Algebra might want to skip this bit.)

Add, Subtract, Multiply, Divide

Symbols for basic math are just as you expect:

+ Addition. For example: 5+2=7.
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- Subtraction. For example: 5-2=3.
*  Multiplication. For example: 5* 2 =10.
/ Division. For example: 5/2=2.5

() Parentheses control the order of operations. For example: (1+2)*3=9;and1+(2*3)=7.

Dates Are Not Numbers

You might be tempted to use addition and subtraction to
calculate date offsets, but don’t — the result would be a
“MATH ERROR” message. Instead, use Date Offsets
(page 17), which are waaaay more flexible than + and -.

Absolute

The Absolute function gives the absolute value of a number, turning negative numbers into positive
numbers. For example, {Absolute: -3.8} = 3.8. Other functions may be nested within this one. For
example, if the Questionnaire asks for PriceA and PriceB, the difference between the two prices is
{Absolute: {Field: PriceA} - {Field: PriceB}}.

In the Formula Plain English
{Absolute: number} | The absolute value of a
number

Constant

The Constant function gives one of two math constants (e or pi), accurate to the 14th decimal place.

In the Formula Plain English
{Constant: name} | A mathematical constant

Days

The Days function gives the number of days between two dates. For example, {Days: 1/31/2011,
2/3/2011} = 3. Dates should use month/day/year format; both two-digit and four-digit years are
allowed. If datel is the same as date2, the result is zero. If date2 is earlier than datel, the resultis a
negative number. The Field function (if it refers to a date answer) and other date functions
(FirstDate, LastDate, Now, and others) may be nested within this one. For example, if the
Questionnaire asks for a ClosingDate, then {Days: {Now}, {Field: ClosingDate}} gives the number of
days between the closing date and the date on which the form is used. (This will be a negative
number if the closing date precedes the date when the form is used.)

In the Formula Plain English
{Days: datel, The number of days
date2} between two dates
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DerivedCount

The DerivedCount function is only available if the Questionnaire contains a Derived answer. It gives
the number items in a Derived answer. Items must be separated by hard returns (each item on a
separate line).

In the Formula Plain English
{DerivedCount: Count the number of items in
label} a Derived answer

DerivedFirstDate

The DerivedFirstDate function is only available if the Questionnaire contains a Derived answer. It
gives the earliest date in a Derived answer. Dates must be separated by hard returns (each date on a
separate line).

In the Formula Plain English
{DerivedFirstDate: | The earliest date in a Derived
label} answer

DerivedLastDate

The DerivedLastDate function is only available if the Questionnaire contains a Derived answer. It
gives the latest date in a Derived answer. Dates must be separated by hard returns (each date on a
separate line).

In the Formula Plain English
{DerivedLastDate: | The latest date in a Derived
label} answer

DerivedMax

The DerivedMax function is only available if the Questionnaire contains a Derived answer. It gives
the largest number in a Derived answer. Numbers must be separated by hard returns (each number
on a separate line).

In the Formula Plain English
{DerivedMax: The biggest number in a
label} Derived answer

DerivedMin

The DerivedMin function is only available if the Questionnaire contains a Derived answer. It gives
the smallest number in a Derived answer. Numbers must be separated by hard returns (each number
on a separate line).

In the Formula Plain English
{DerivedMin: The smallest number in a
label} Derived answer
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DerivedMultiply

The DerivedMultiply function is only available if the Questionnaire contains a Derived answer. It
gives the product of all numbers in a Derived answer multiplied together. Numbers must be
separated by hard returns (each number on a separate line).

In the Formula Plain English
{DerivedMultiply: | Multiply all the numbers in a
label} Derived answer together

DerivedSum

The DerivedSum function is only available if the Questionnaire contains a Derived answer. It gives
the sum of all numbers in a Derived answer added together. Numbers must be separated by hard
returns (each number on a separate line).

In the Formula Plain English
{DerivedSum: Add all the numbers in a
label} Derived answer together

Field

The Field function gives an answer from the

T+l a2l

Questionnaire. If the answer is blank or non- {Field: Price)]

numeric (for example, if someone types “five

dollars” as the answer to your Price question), a
“MATH ERROR” message appears.

After selecting Field in the first box, select a
particular Field name in the second box.

For example, if the Questionnaire includes a question || fiel || price =] @ﬂ
labeled Price, then sales tax could be computed with D
this formula (assuming the sales tax is 9%). 78l o] |
In the Formula Plain English
{Field: label} The answer to a question in

the Questionnaire

Doxsera - Expert User Guide (Version 2.2, October 2014) Page 33



FirstDate

The FirstDate function gives the earliest of a series of dates, ignoring items that are not dates. For
example, {FirstDate: 5/5/2011, 3/15/2011, 2/20/2012} = 3/15/2011. The Field function (if it refers to a
date answer) and other date functions (FirstDate, LastDate, ListFirstDate, ListLastDate, Now) may
be nested within this one. For example, if today’s date is 3/12/2012 and the CommencementDate in
the Questionnaire is 4/1/2012, then {FirstDate: {Now}, {Field: CommencementDate}, 3/15/2012} =

3/12/2012.
In the Formula Plain English
{FirstDate: datel, | The earliest of these dates
date2, ... dateX}
Integer

The Integer function gives the integer portion of a number, truncating any decimal portion. For
example, {Integer: 3.84} = 3. Other functions may be nested within this one. For example, if the
Questionnaire asks for an EggCount, the form can compute the number of 3-egg omelets with
{Integer: {Field: EggCount} / 3}.
In the Formula Plain English
{Integer: number} | Convert a number to an
integer, ignoring any
fractional portion

LastDate

The LastDate function gives the latest of a series of dates, ignoring items that are not dates. For
example, {LastDate: 5/5/2011, 2/20/2012, 3/15/2011} = 2/20/2012. The Field function (if it refers to a
date answer) and other date functions (FirstDate, LastDate, ListFirstDate, ListLastDate, Now) may
be nested within this one. For example, if today’s date is 3/12/2012 and the CommencementDate in
the Questionnaire is 4/1/2012, then {LastDate: {Now}, {Field: CommencementDate}, 3/15/2012} =
4/1/2012.

In the Formula Plain English

{LastDate: datel, | The latest of these dates
date2, ... dateX}
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ListCount

The ListCount function is only available if the | ListCount L[ shareholders =] % ﬂ
Questionnaire contains a Series answer. It gives the

{ListCount: Shareholders}|

number of items in a Series answer, not counting any

items that are blank. If all items are blank, the result
is zero.

When one of the List functions is selected
(ListCount, ListFirstDate, ListItem#, ListLastDate,
ListMax, ListMin, ListMultiply, ListSum), choose a
particular Series in the second box.

In the Formula Plain English
{ListCount: label} | Count the number of items in
a Series answer

ListFirstDate

The ListFirstDate function is only available if the Questionnaire contains a Series answer. It gives the
earliest date in a Series answer, ignoring items that are not dates. If none of the items in the Series is a
date, an “ERROR - DATE FORMAT” message appears.

In the Formula Plain English
{ListFirstDate: The earliest date in a Series
label} answer
Listlitem#
The Listltem# function is only available when creating [ Listitem= [ Xteurrentiem) -] | @ ﬂ

F [previous item
F— X (current item)

N (next item)
L (last item

or editing a Field in a List. It gives the sequential
position of a List item, not counting blank items.

Use X for the position of the current item; P for the /
previous item; N for the next item; and L for the last
item in the List.

For example, if a Series answer in the Questionnaire
contains 5 non-blank items, {ListItem#: L} = 5.

In the Formula Plain English
{ListItem#: item} | The position of an item in a
Series answer
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ListLastDate

The ListLastDate function is only available if the Questionnaire contains a Series answer. It gives the
latest date in a Series answer, ignoring items that are not dates. If none of the items in the Series is a
date, an “ERROR - DATE FORMAT” message appears.

In the Formula Plain English
{ListLastDate: The latest date in a Series
label} answer

ListMax

The ListMax function is only available if the Questionnaire contains a Series answer. It gives the
largest number in a Series answer, ignoring items that are blank or non-numeric. If none of the items
in the Series is a number, a “"MATH ERROR” message appears.

In the Formula Plain English
{ListMax: label} | The biggest number in a
Series answer

ListMin

The ListMin function is only available if the Questionnaire contains a Series answer. It gives the
smallest number in a Series answer, ignoring items that are blank or non-numeric. If none of the
items in the Series is a number, a “"MATH ERROR” message appears.

In the Formula Plain English
{ListMin: label} The smallest number in a
Series answer

ListMultiply

The ListMultiply function is only available if the Questionnaire contains a Series answer. It gives the
product of all numbers in a Series multiplied together, ignoring items that are blank or non-numeric.
If none of the items in the Series is a number, a “MATH ERROR” message appears.

In the Formula Plain English
{ListMultiply: Multiply all the numbers in a
label} Series answer together

ListSum

The ListSum function is only available if the Questionnaire contains a Series answer. It gives the sum
of all numbers in a Series added together, ignoring items that are blank or non-numeric. If none of
the items in the Series is a number, a “MATH ERROR” message appears.

In the Formula Plain English
{ListSum: label} | Add all the numbersin a
Series answer together
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Logarithm

The Logarithm function gives the base n logarithm of a number. For example, {Logarithm: 10, 100}
gives the base 10 logarithm of 100. Other functions may be nested within this one. To calculate
natural logarithms, use the {Constant: e} function as the base number. For example, the natural
logarithm of 100 is {Logarithm: {Constant: e}, 100}.

In the Formula Plain English (sort of)
{Logarithm: n, The base n logarithm of a
number} number

Maximum

The Maximum function gives the largest of a series of numbers. For example, {Maximum: 5, 10, 3}
=10. Other functions may be nested within this one. For example, if the Questionnaire asks for
Income and two possible tax rates — TaxRateA and TaxRateB — then the largest possible amount of tax
owed is {Maximum: {Field: TaxRateA} * {Field: Income}, {Field: TaxRateB} * {Field: Income}}.

In the Formula Plain English
{Maximum: number1, | The biggest of these numbers
number2, ... numberX}

Minimum

The Minimum function gives the smallest of a series of numbers. For example, {Minimum: 5, 3, 10}
= 3. Other functions may be nested within this one. For example, if the shipping and handling fee is
3% of the purchase price, but not to exceed $7.50, use {Minimum: {Field: Price} * .03, 7.50}.

In the Formula Plain English
{Minimum: number1, | The smallest of these numbers
number2, ... numberX}

Months

The Months function gives the number of months between two dates. This function counts transitions
from month to month; not the number of elapsed days divided by 30. For example, {Months: 1/31/2011,
3/3/2011} = 2. If both dates occur in the same month, the result is zero. If date2 is in an earlier month
than datel, the result is a negative number. The Field function (if it refers to a date answer) and other
date functions (FirstDate, LastDate, ListFirstDate, ListLastDate, Now) may be nested within this one.
For example, if the Questionnaire asks for a ClosingDate, then {Months: {Now}, {Field: ClosingDate}}
gives the number of months between the closing date and the date on which the form is used. (This
will be a negative number if the closing date precedes the date when the form is used.)

In the Formula Plain English
{Months: datel, The number of months
date2} between two dates
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Now

The Now function gives the date when the form is filled in. It may be used by itself or inside a date
function: Days, Months, Years, FirstDate, LastDate.

In the Formula Plain English
{Now} The date when the form is
filled in

Payment (PMT)

The Payment function gives the periodic payment on a self-amortizing loan, assuming 360-day years,
interest compounded periodically, payment in arrears. For example, {Payment: 1000, 5 / 12, 120} gives
the monthly payment on a $1,000 loan with a 5% annual rate of interest and a 120-month term. Other
functions may be nested within this one. For example, if the Questionnaire already asks for
LoanAmount, AnnualRate, and MonthsInTerm, then the monthly payment could be computed as
{Payment: {Field: LoanAmount}, {Field: AnnualRate} / 12, {Field: MonthsInTerm}}.

In the Formula Plain English
{Payment: amount, | Calculates the periodic
rate, term} payment amount when given

the loan amount, interest rate
per period, and number of
periods in the loan term

RaiseToPower

The RaiseToPower function performs exponentiation, multiplying a number by itself a number of
times. For example, {RaiseToPower: 8, 3} = 512, because 8 x 8 x 8 =512. Other functions may be
nested within this one. For example, if the Questionnaire asks for the Length of a square plot of land,
the acreage equals the Length squared: {RaiseToPower: {Field: Length}, 2}.

In the Formula Plain English
{RaiseToPower: | Multiply a number by itself a
number, exponent} | number of times

Remainder (modulo)

The Remainder function gives the remainder value after division. For example, {Remainder: 10, 3}
=1, because 10 divided by 3 leaves a remainder of 1. Other functions may be nested within this one.
For example, if the Questionnaire asks for a List of People to be split into 4 equal groups, the number
of leftover people is {Remainder: {ListCount: People}, 4}.

In the Formula Plain English
{Remainder: The remainder that’s left over
dividend, divisor} | after dividing a number by
another number

Root

The Root function gives the nth root of a number (square root is 2nd root; cube root is 3rd root, etc.).
For example, the square root of 9 is {Root: 2, 9}; and the cube root of 125 is {Root: 3, 125}. Other
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functions may be nested within this one. For example, according to the Pythagorean Theorem, if the
Questionnaire asks for the lengths of Legl and Leg?2 of a right triangle, then the length of the
hypotenuse is {Root: 2, {RaiseToPower: {Field: Legl}, 2} + {RaiseToPower: {Field: Leg2}, 2}}.

In the Formula
{Root: n, number}

Round

Plain English (sort of)
The nth root of a number

The Round function rounds a number to the nearest integer. Halves are rounded down. For example,
{Round: 5.5} = 5; and {Round: 5.51} = 6. Other functions may be nested within this one. For example,
if the Questionnaire asks for a List of SharesHeld by each shareholder, then the average number of
shares held by each shareholder is approximately {Round: {ListSum: SharesHeld} / {ListCount:

SharesHeld}}.

In the Formula
{Round: number}

Years

Plain English

Round off a number

The Years function gives the number of years between two dates. This function counts transitions from
year to year; not the number of elapsed days divided by 365. For example, {Years: 12/31/2010, 1/1/2012} = 2.
If datel is in the same year as date2, the result is zero. If date2 is in an earlier year than datel, the

result is a negative number. The Field function (if it refers to a date answer) and other date functions
(FirstDate, LastDate, ListFirstDate, ListLastDate, Now) may be nested within this one.

Plain English
The number of years between

In the Formula
{Years: datel,
date2}

Attention Markers !

Occasionally you will want to draw the form user’s attention to a particular
portion of the form — perhaps a lengthy section needs to be drafted from scratch.

Select the location in the document, click /= Attn Mark, and type a message if
desired.

When the form is used, the cursor jumps to the marked location and your
message (if any) is presented. If you have marked several spots for attention, the
form user clicks . Attn to visit each of them.

two dates

Messzage (optional)

ﬂ

here/

Default text

Type the legal description of the property

[legal description]

oK

‘ Cancel ‘

(<) 201t Snapdone, Inc.

Using Smarter Forms

Answering Questions in the Questionnaire

Tabbing Is the Best!

When answering questions in the Questionnaire, press Tab to move from one answer to the next

(Shift+Tab to move backwards). It's quicker than reaching for the mouse (quicker even than reaching for
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the arrow keys on your keyboard). And it has an additional enormous advantage when the Questionnaire
contains Smart Answers: it moves your cursor exactly where needed to respond to the next question,
skipping over any extraneous text and preselecting the entire answer for easy type-over replacement. Just
tab ‘n type!

Series Answers and Grids + -1y

Several buttons on the Doxsera ribbon make it easy to work with Series answers and

Grids. == Remove
. . , . . . U
If the Series answer or Grid doesn’t contain enough empty boxes to type in, click Add 1 il
4 Down

¥ Add to create more. Or click = Remove to remove an item from the Series answer
or a row from the Grid. (When working in a Series answer or Grid, a flag appears
above the cursor, reminding you to click Add to add an item or row.)

List

Click * Up or ¥ Down to rearrange items in the Series answer or Grid.

Dropdowns and Checkboxes O

Some answers draw their choices from external sources, like Master Lists. To update them with current
choices, click £) Refresh. (When working in one of these answers, a flag appears above the cursor,
reminding you to “click Refresh to update choices”.)

Fetch Answers &

Resources: Fetch a Passage R Walkthrough = Video

Some answers draw their choices from Folios. When the cursor is in this one of these answers, a flag
appears above the cursor, reminding you to “click Fetch to choose”. Don’t type a response in this answer
box — instead, click # Fetch and select an answer from the Fetch screen.

Peeking # «_-

While typing answers, you may want to peek at the location(s) in the form where your answer will be
used. Click ® Peek Next to turn on a split-screen view showing where the current answer is used in the
form. Click ® Peek Next again to advance to the next spot where the same answer is used, or click

— Peek Off when you're finished with the split-screen view.

Filling in the Form

Start E

After opening a form, click 5 Start to quickly move the cursor to the top of the Questionnaire, ready to
start answering questions. (Form authors also use this button as a handy way to jump the cursor to the
beginning of the Questionnaire.)

Fill s

Normal Fill for Almost All Forms

After typing answers in the Questionnaire, click = Fill to move all of the answers up 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.
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After filling in the form, you may save it in its “filled” state indefinitely. At some later date, if a
misspelling is discovered or other information changes, simply make the revision in the
Questionnaire then click 2 Fill again to update the entire form.

Speedy Fill for Monster Forms

If your form is exceptionally large (over 1,000
codes), you qualify for Speedy Fill mode.
After clicking == Fill, the Speedy Fill screen
appears, with three options:

Don’t Refresh: This skips the Refresh step
that ordinarily occurs at the beginning of the
Fill process. That step fixes any answers that
were entered incorrectly (outside the input
boxes) in the Questionnaire. If you're
comfortable with the Questionnaire and

Since this is a long form, you may want to speed up the Fill process.

[~ Don't Refresh

Use this if the answers in the Q&4 Table are correctly entered
and don't need to be checked.

[ Don't Reset

Use this if the form has not been previously Filled, and all
fields are in their unprocessed {FieldMame} state.

[~ Petrify

Use this if the form can be finalized and all automation
removed (including the Q&a Table).

WARNING: This permanently turns the form into a plain
document with no automation. There is no going back.

answers are entered correctly, then it’s safe to

Cancel | Mare Info
(=) 201-201% Snapdone, Inc.

use this option. If the Questionnaire contains
a bajillion answers, this will save some time.

Don’t Reset: This skips the Reset step that ordinarily occurs next in the Fill process. That step
restores all Fields, Lists and Conditions to their original, pristine state, which is important if the form
has been previously filled in with the == Fill command or the -2 Blanks command (page 41). Only
use this option if you're certain the form is in its pristine state, with Fields that look like this:
{FieldName}. If the form contains a ton of Fields, this will save some time.

Petrify: When this option is selected, the form is both Filled and Petrified, just as if you clicked the
# Petrify button (page 42) immediately after Filling. If the form contains a great big buncha
Conditions, this will save a lot of time. But remember: This step is irreversible. All automation
(including the Questionnaire) is removed from the form, so you cannot go back and change your
answers later.

Attention Markers /!

If a form contains an Attention Marker, it will automatically be selected when you click = Fill, and its
message (if any) displayed. To move on to other Attention Markers in the same form, click /& Attn.

Reset ¥)

After filling in a form with the == Fill button, you may want to return to the original unfilled view. Click
“J Reset to return the form to its original state, without disturbing the contents of the Questionnaire.

This is especially important for form authors when testing a form. After clicking == Fill to test a form,

always “ Reset before making changes to the form; otherwise your changes might be lost.

Blanks ?

Click 2 Blanks to replace Fields with blank lines. This is handy if you want to print out a copy of the form
so that it can be filled in by hand.
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Petrify pfg

After finalizing a document, you may click 2 Petrify to convert all Fields to plain text and remove the
Questionnaire. The document is then an ordinary Word document stripped of Doxsera features, ready for

emailing to a client or any other purpose.

Capturing and Reusing Data (Save/Load) “i.

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, the spouse’s name, and so on. Rather than retype all that information
in each form, you can save answers from one form and reuse those answers in later forms.

Saving Answers

After typing answers in a
Questionnaire, click * Save/Load to
open this screen.

Choose where the file will be saved in
the Folder box. (See “Organizing
Answer Files” on page 44 for more on
creating, renaming, and deleting
folders.)

If a file has already been created for
this matter, select it in the File box. If
not, Click “* plus to create a new file.

After selecting (or creating) a file for
this matter, click the ® right arrow to
indicate answers should be copied from
the form to the file.

Folder L Answers

DalAAxie] o |

d

.

EFE Answers in form

cli John Smith [he]
ClightParty Plaintiff
o) Jane Janes
pParty Defendant
ocket 12345678
ate 6/19/2011
Aty Jennifer Svke:
Eolder | Answers ] % Close ?
File | Smith v. Jones j [N |7 X0
. Label EFR Answers in form I Answers in file
John Smith [he]
Clientl Plaintiff
Opp Jane Jones
OppParty
Docket
Date
Atty Jennifer Sykes

[#|®
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Checkboxes show which answers will
be copied to the file and give you a
chance to refine the selection if needed. \

Click GO to finish.

Folder | Answers

] |2 X%

File

I Smith v. Jones

Label

John Smith [he]
Plaintiff

Jane lones
Defendant
12345678
6/19/2011
Jennifer Sykes

EE® Answers in form

Q%] #| s x]®

2 Answers in file

cwse | 7|

2l

e

(&) 2011 Snapdane, Ine.

Loading Answers

Now suppose that you are working on a second form for the same matter. Instead of retyping answers
into the second form’s Questionnaire, simply load the answers you saved previously.

Click * Save/Load and select the Folder
where the matter file is saved.

Select a matter file in the File box.
If there are lots of matter files, use the

& search button for fast results.

After selecting a matter file, click the € left
arrow to indicate answers should be
copied from the file to the form.

Checkboxes show which answers will be
copied to the form.

Click GO to finish.

—

\.

Atty

Jennifer Sykes

-MAnswers j HV4dEd p— ?
Fil | R| |2 x|
Label B Answ
ClientParty
opp .
Folder | Answers BV — 2
File [ Gmithv.dones CISI®| 2 %[ m
Label EFR Answers in form I Answers in file
Client John Smith [he]
entParty Plaintiff
Jane Jones
OppPal Defendant
Docket 12345678
Date N 6/19/2011

BB Answers in form

John Smith [he]
Plaintiff

Jane Jones
Defendant
12345678
6/19/2011
Jennifer Sykes

[ Answers in file

»|

-
Eolder I Answers j Lald xlh_l Close ﬂ
Fle [ Smith v Jones Q%] |7 Xllﬁl

e | F_
)

201 Snapdone, Inc.
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Updating Answers

You will frequently want to update the answers in a matter’s answer file. Perhaps 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 matter
file, and click the ® right arrow to indicate answers should be copied from the form to the file.

Answers that differ between the form and
the saved file are automatically selected. \

In this example, the opposing party’s
name was spelled Jane Jones in the saved
file, but it has been corrected to Jayne
Jones in the form.

Click GO to finish, and the file is updated

Folder ‘ Answers

D+/Xl6] o |2

with the new name spelling.

File ‘ Smith v. Jones j Q |2 %@
Label B Answers in form [ Answers in file
0 Client John Smith [he] John Smith [he]
[ ClientParty Plaintiff Plaintiff
Opp ayne Jones ane lones
[] OppPa Defendant Defendant
[ Do 12345678 12345678
e 6/19/] 6/19/2011
‘ Atty er Sykes Jennifer Sykes
‘ I »
a e | B _— et | F__
[5) 2011 Snapdone, Ino

Organizing Answer Files

When first installed, Doxsera stores all answer files in a single folder named “Answers”. But you may

want to subdivide that folder into several subfolders or even sub-subfolders.

Use the Folder buttons at the top of the
" Save/Load screen to organize the files

Eolder

| 4

7| x| @

where answers are saved in your office.

Click " plus to create a subfolder within the selected folder, the -7 pencil to rename a subfolder, or X to
remove a subfolder. The & paste button is used to paste an answer file into the selected folder after

copying it from another folder.

Use the File buttons at the top of the
% Save/Load screen to manage answer files.

File

~| QK| |2 x|D

Click « search to find a file in the currently selected folder or its subfolders, and % cancel search to return
to a listing of all files. Click “* plus to create a new answer file within the selected folder, the +” pencil to
rename a file, or X to permanently remove an answer file and all the answers it contains.

To use one answer file as a starting point for another (for instance, if two matters are related and share
much of the same information), click @ copy to copy the first file, select the folder where the new file

belongs, then click & paste.

Sharing the Questionnaire [li'J—-|

Rather than fill in the Questionnaire yourself, you can use it to collect answers from someone else, even if that
person does not own Doxsera or TheFormTool. All they require is Microsoft Word, version 2007 or later.
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1. Prepare and Send the Questionnaire

First open a form as if you were going to fill it in yourself, then click iT Tools, [0 Prepare to Share.

This screen walks you through several steps to make the
Questionnaire usable by anyone who owns Microsoft Word, version
2007 or later. Depending on your choices, it will:

1. Check Linked answers and Source answers (answers that use
other answers as a source for choices). You are prompted to
convert Linked Answers to Grids, while Source answers are
automatically made sharable.

2. Adjust Series answers and Grids to include enough empty
slots for complete answers.

3. Convert checkboxes to be compatible with Word 2007.

4. Remove the content of the form so the Questionnaire can be
shared by itself.

5. Hide the Label column of the Questionnaire.

To prepare this Q&A table for someone who owns Word 2007 or later,

but does not own TheFormTool:

Step 1 Links & Sources

LLLE

£ 20112013 Snapdone Inc.

Cancel

When finished, send the prepared Questionnaire to your target audience, asking them to return it to you

after answering all the questions.

2. Save Answers

When the Questionnaire is returned to you, open it and click ™ Save/Load to save the responses to an
answer file (described on page 42). Then close the answered Questionnaire — it’s not needed for Step 3.

3. Fill in the Form

Use the original form to start a fresh document, and click * Save/Load to load the responses you saved in

Step 2. Click & Fill, and the form is complete.
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Form Sets organize forms into groups that fit your needs, and allow you to create batches of related documents
all at once. For example, suppose you're a car dealer and you need to complete these three forms every time
you sell a car:

Proof of Sale Emissions Certificate License Application
This document proves that {Buyer} On {Date}, the automobile with {Buyer} hereby applies to the
is the legal owner of a {Model} VIN No. {VIN} passed its emissions Department of Transportation for a
automobile, VIN #{VIN}, purchased test with a carbon monoxide rating vehicle license.
on {Bake]. of {ReHnE]. Vehicle Model: {Viodel}
Vehicle Color: {Color}
{Seller} {Seller} VIN No.: {VIN}
Doxsera (c) 2011-2014 Snapdone, Inc. Doxsera (c) 2011-2014 Snapdone, Inc. Doxsera (c) 2011-2014 Snapdone, Inc.
Label Question Answer Label Question Answer Label Question Answer
Buyer | Name of buyer? Date | Date of sale? Buyer | Name of buyer?
Seller | Name of seller? VIN VIN number of Model | Model of car?
? ?
Model | Model of car? : car Color | Color of car?
VIN VIN ber of Rating | Carbon
number o monoxide VIN VIN number of
car? .
rating? car?

?
Date Date of sale? Seller | Name of seller?

Rather than fill out each form separately, Doxsera allows you to create a Form Set so the whole batch of
documents can be completed in one go. Note that the three Questionnaires vary from each other but have
several fields in common. When the Form Set is used, Doxsera builds a compiled Questionnaire that includes
all relevant questions for the selected forms and no duplicates, so the form user can work with one
Questionnaire instead of three:

FORM SET
C:\My Forms\Emissions Certificate.dotx
C:\My Forms\License Application.dotx
C:\My Forms\Proof of Sale.dotx

Doxsera (c) 2011-2013 Snapdone, Inc.

Question
Date Date of sale? [??]
VIN VIN number of car? [27]
Rating Carbon monoxide rating? [??]
Saller Name of seller? [2?]
Buyer Mame of buyer? [??]
Model Medel of car? [?7]
Color Color of car? [??]
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Creating Form Sets

In your role as a form author, you will create Form Sets that are later used to create batches of finished
documents. This involves telling Doxsera one or more Locations where forms are stored, then assigning a

group of forms to a particular Form Set.

1. Open the Form Sets Screen

Make sure no forms are open in your Word screen, then click 5 start to open the Form Sets screen.

2. Create a Form Set

Note that the & Start button has two functions. If a form is open,
it moves the cursor to the beginning of the Questionnaire. If a
form is not open, it opens the Form Sets screen, where sets can be
created or used.

Click " plus to create a new Form

= =l

Set.

(If this is your first Form Set, the blue
arrow gives you a nudge in the right
direction.)

You will be asked to name the Form
Set. For this example, we’ll use the
name Car Sale.

Form Set | ﬂ ¥
1

This category is empty.
Either choose a different category or click the green plus

button to create a Form Set in this category. (Follow the blue
arrow above.)

Cancel

(<) 20112013 Snapdone, Inc.

Categories: Large offices may want to subdivide their collection
of Form Sets into various categories. If so, read “Organizing
Answer Files” on page 44 to learn how to use the category
controls at the top of this screen.
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3. Add Locations If Necessary

When you first use Doxser3, this list of Locations
is empty. That’s because Doxsera doesn’t know
where you store forms. Maybe you keep them all
in a single folder on your computer. Or maybe
they’re spread out among several different folders
on your computer, your server, and other
computers on your network.

Before Doxsera can help you build a Form Set, we
need to tell it one or more Locations where your

Cancel

[2) 2011-2013 Snapdane, Inc.

forms are stored.

Click “ plus to add a Location to this list, and select a folder where forms are
stored. You will be asked to give the Location a short name.

Offices that store all their forms in one place will only need one Location in this list. But if your forms are
all over the place and you're managing several Locations, the other buttons at the top of this screen will be
useful. Click X to remove a Location (this breaks any Form Sets that use that location); +” to rename a
Location; or E to change the path of a Location (so you can easily adjust if the IT Department decides to
changes your server location).

4. Add Forms to the Set

Al Car Sale J‘a‘“l ‘ ‘ ‘

Here a Location named My Forms has been | EE
added in the left panel.

The center panel shows all the forms that exist in
the selected Location, and the right panel shows |
all the forms that have been added to the Car Sale
Form Set (none so far).

A Form Set can include as many or as few forms
as you like. And the forms in a set can be drawn
from multiple Locations.

orms
Cancel
/ (<) 2011-201% §napdane, Inc.

In this example we will include three forms in our
Car Sale set by selecting each desired form and
clicking the ® arrow to add it to the set.
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The five buttons above the Form Set provide S SR

further control.

Click ¢ to check the set, making sure the answers
contained in the forms are compatible with each »|
other.

Click abc to sort the forms alphabetically.

Select a form and click an arrow & ¥ to move the

form up or down in the list.

Click X to remove a form from the set. (This does g
not delete the form wherever it’s stored; it only
removes the form from this Form Set.)

Compatible Answers: It's possible to create a Form Set that
doesn’t work due to incompatible answers. For example, if

Form A includes a question labeled Invntry that asks for the name
of a particular inventory item (a Text type answer), and Form B
includes an identically labeled Invntry question that asks for a list
of all inventory items (a Series type answer), those answers are
incompatible — one is a single item, and the other is a series of
items. This would cause an error message when the forms are
used. When in doubt, use the + check button above to make sure
all the answers in your Form Set are compatible.

Once the Form Set is to your liking, click Save to return to the previous screen.

Select one or more forms to be filled in with a single set of answers 2

If you need to make changes to the Form Set later, caegory [ 5o ek
. ¥ . .. _*—
click the 7 pencil to return to the Form Set editing rorm set | SR e eyl |
screen. D] Domnce repeatiomt
] Proof of Sale.dotx

Cancel

(5) 2011-2013 Snapdone, nc.

5. Determining the Order of Questions

Remember that when a Form Set is used, Doxsera examines each of the Questionnaires contained in those
forms and compiles the questions into a single Questionnaire. The order of questions in that compiled
Questionnaire is controlled by the order of forms in the Form Set. For example, if a particular question
appears early in one form’s Questionnaire but late in another form’s Questionnaire, the ultimate
placement of that question in the compiled Questionnaire will be determined by the form that appears
higher in the Form Set list. So a good rule of thumb is to put your biggest, most well-organized form at
the top of the list, and all the others will fall in line.
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Dividers (described on page 45 of the Expert Guide) also control the arrangement of answers in the
compiled Questionnaire. If you use identical Divider headings in multiple forms, then Doxsera will group
those questions together when it creates the compiled Questionnaire.

Using Form Sets

1. Select the Forms

To use a Form Set, make sure no forms are open in your Word screen (either by closing any open forms or
by creating a blank document), then click 5 Start to open the Form Sets screen.

Select a Form Set. If there are lots and lots of sets,
you can use the & search button to find it more
quickly.

Select the forms you want to use. You don’t have
to use all the forms in the set — just pick the ones
you want.

Use the checkbox buttons to quickly select or
deselect all of the forms.

By default, the forms are presented in the order ]

determined by the author of the Form Set. But
you can click abc to sort them alphabetically if you
prefer.

A~

Select one or more forms to be filled in with a single set of answers

Category ‘ Sets

ForM et | Car sale

Emissions Certificate.dobe
License Application.dotc
Proof of Sale.dobx

(c) 2012013 Snapdane, Inc.

Occasionally, you might want to add a form “just this once” that’s not included in the
selected Form Set. You can do this by clicking “ plus and browsing to the form,

wherever it may be stored on your computer or server. But if you find yourself doing
this repeatedly, you should really consider adding the form to the Form Set so that it’s

easier to select when you need it.

After selecting the forms you want to use, click Go to create a compiled Questionnaire that includes all of
the questions contained in each of the selected forms, with no duplicates.

C:\My Forms\Emissions Certificate.dotx
C:\My Forms\License Application.dotx
C:\My Forms\Proof of Sale.dotx

FORM SET

Doxsera (c) 2011-2013 Snapdone, Inc.

Question
Date Date of sale? [??]
VIN VIN number of car? [27]
Rating Carbon monoxide rating? [??]
Saller Name of seller? [2?]
Buyer Mame of buyer? [??]
Model Medel of car? [?7]
Color Color of car? [??]
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2. Answer the Questions

Fill in the compiled Questionnaire just as you would any other Questionnaire. You can even save and
load answers into it. (Save/Load is described on page 39 of the Expert Guide.)

3. Fill in the Forms

When the answers are complete, click = Fill to display the screen below.

Doxsera - Fill in Form Set

Petrification
Petrification
If you eXpeCt to further reVise the @ Don't  The Q&A Table will appear at the bottom of each document to allow individual ~ More
. L. , / Petrify  fine-tuning. Info
lnleldual documents/ Choose Don t . : WARNING: This permanently turns each finished document into a plain
. . . Betrify document with no automation. There is no going back.
Petrify. This appends a functional
aving

Questionnaire at the bottom of each
finished document, so you can make

+ Leave finished documents open and unnamed
" Automatically name and save finished documents

changes and individually tweak each
one. This should be your choice if you
like to retain a “live” copy of each
finished document with the
Questionnaire intact.

If you don’t need to adjust the finished
documents and don’t want to retain a = == |
“live” copy, choose Petrify. This

removes all Questionnaires and converts

(=) 2011-2012 Snapdone, Ine.

all fields to plain text, just as if you had
used the Petrify command (page 42) on
each finished document.

. Daoxsera - Fill in Form Set
Saving

Petrification

You may Choose tO Leave finished & Don't The Q&A Table will appear at the bottom of each documnent to allow individual ~ More
Petrify  fine-tuning. Info

documents open and unnamed. When

the Fill process is finished, each finished

document will remain open in Word, =~ S\ >

Leave finished documents open and unnamed

WARNING: This permanently turns each finished document into a plain
document with no automation. There is no going back.

" Petrify

and you can print, save, and/or edit each

i+ Automatically name and save finished documents

one individually. Save in this folder:

Or you may prefer to have Doxsera
Automatically name and save finished
documents. The finished documents

will be named and saved according to
your specifications:

ame structure:
Beginning Middle End
[nothing] j| name of for j | [nothing]

Example: Purchase Crder

Iv¥ When finished, open destination er to view file

(=) 2011-2013 Snapdone, Inc.

Folder: Choose a folder where the finished documents will be saved.

Filename: Filenames are constructed from three parts: Beginning, Middle, and End. Each of the
three parts may be (a) nothing; (b) today’s date; (c) the filename of the original form; (d) a
sequential number; or (e) text that you specify.
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These building blocks can be rearranged in whatever configuration suits your needs. For
example, suppose you're using a Form Set to create four documents for client Smith: a Lease
Agreement, Bill of Sale, Property Description, and Certificate of Insurance. You could choose to
number the finished documents and include the client name on each:

Filename structure Resulting filenames

Beginning | sequential number 001 Smith.docx

002 Smith.docx
003 Smith.docx
004 Smith.docx

Middle text: Smith

End [nothing]

Or you could choose to name each finished document with today’s date, the name of the original
form, and identification number 86A423X in parentheses:

Filename structure Resulting filenames

Beginning | date 2014.01.19 Lease Agreement (86A423X).docx
2014.01.19 Bill of Sale (86A423X).docx

2014.01.19 Property Description (86A423X).docx
2014.01.19 Certificate of Insurance (86A423X).docx

Middle name of form

End text: (86A423X)

Click OK when ready, and the selected forms are used to create a series of finished documents, using
answers provided in the single compiled Questionnaire.

Resources: ¥ Folio Overview

Folios store multiple texts, called Passages, that can be brought into documents manually with the Fetch
command or into forms automatically with the Fetcher command.

A Folio could contain boilerplate paragraphs or pages, employee biographies, parts lists, jury instructions,
interrogatories, letterheads, captions, or any set of text passages, even if they include graphics, formatting,
footnotes, hyperlinks, special characters, and other non-text features.

Consider using Folios if:
*  You use standardized blocks of text in multiple forms.

*  You want to create a library of information that can be searched and selected for insertion at any point
in any document.

* You want to create forms that intelligently select and insert blocks of external text. Decisions made by
the form can be based responses to questions in the Questionnaire combined with internal logic.

Learn Quick: If you prefer short-format walkthroughs, videos,
and lessons, a complete online Folios curriculum can be found
here: Folio Overview.
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Creating Folios

Basic Folios

To create a Folio, first click “* Folios to
open the Folios screen.

Click the =" new Folio icon. You will
be asked to name the Folio and the first
Passage. (For example, a Folio of
recipes might be named “Recipes,” and
the first Passage might be named
“Chicken Gumbo”.)

Click the “* new Folio icon to add
additional Passages.

To add text to a Passage, select it and
click 7 Edit Content of Passage to open
a Folio editing document.

The content of each Passage is typed (or
copied and pasted) between the blue
vwv and MM markers.

When finished, click “# Folios to return
to the Folios screen, then click Save to
save your changes.

Folio and Tags

Resources: Create a Folio X Walkthrough E Video

& Folio ‘ | _4’1 -

Doxsera - Folios

al|x] Qﬂ

Folio: Recipes Save Cancel ?

Prags 2] %]

Doxsera - Folios

[empty] &7 Tags ¥

7 Edit Content of Passage

Folio Facts ¥

() 20112014 Snapdone, Inc,

Licensed ta Demo on 1 computer until 14 Apr 2016

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DOXSERA

g & 1 ) Reset g C) % Save/Load = Remove M Table W5 Field S Fetcher = Master List
= 2 Blanks @ Peek Next +up @ Answer 3= List i A & Folios
Fill  Attn Fetch  Refresh Add 7
e Petrify o Peek OFf # Down  ==Ro Check Form (T Tools~
Form Answers Form Author's Tools
g 1 3 4 5 6 A 7
Folio: Recipes

Add Passage content between the blue arrows, then click Folies to save changes.

vww  Chicken Gumbo ()

Ingredients

2 cups rice

1 chicken

lcup onions

Directions

Cook rice; keep warm. Cook chicken and chop into bite size pieces. Chop onions and glaze in frying pan.
Add chicken and onions to rice and stir.

AR

Resources: Tag Passages R Walkthrough = Video

Tags are most commonly used to earmark Passages in a Folio. They can make it easier to find Passages,
and are also used when creating forms that automatically insert tagged Passages.
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To tag Passages in a Folio, click
“¥ Folios to open the Folios screen.

Doxsera - Folios

@ Folio Tags

& Falio, Recipes

||| 2 x

|
e | 7]

Select a Folio and any Passage.

Ingredients & pa - ‘;| x‘
4 tomatoes P Heat
Squash tomatoes. Cook on medi [ Fish

Click the “=* new Passage Tag
icon to add a new Passage Tag.

To tag a particular Passage with a
particular Tag, select the Passage and
add a checkmark to the Tag. Note that
a single Passage may be tagged with
multiple Tags.

[£] passages

Chicken Gumbo
Tomato Soun
Beef Stew
" Bouillabaissg
Vichyssg

heat for 30 minutes. Add pej
taste. Serve while hot wj
parsley.

prig of

7 Edit Content of Passage

Folio Facts

(¢ 2011-201 Snapdane, Inc.

After making changes to a Folio, Save and Cancel buttons appear. Be sure to click Save to save your

changes.

Folio Facts

Resources: Folio Facts & Walkthrough £ Video

Folio Facts in Lists R Walkthrough B Video

Folio Facts add supplemental information to Passages. They are useful when, in addition to inserting a
Passage into a form, form authors also need to insert information about that Passage. For example:

¢ A form that inserts biographies from a Folio could also include a separate listing of each person’s name

and profession.

¢ The same Passages and Facts might be arranged differently in two forms. For example, a catalog might

show a product’s name in a large font above its description. But the same product could appear in a

two-column invoice with the name on the left and description on the right.

To add Facts to a Folio, click “# Folios
to open the Folios screen.

Select the Folio. ==

Click the “+* new Fact icon to add a new
Fact label for the whole Folio.

To fill in a Fact for a particular Passage,
select the Passage (Chicken Gumbo)
and label (Prep Time), then type the
Fact (1 hour).

When typing Facts, click # down arrow
(or press Enter) to advance to the next
Fact; click ® right arrow (or press
Alt+N) to advance to the next Passage.

[£] Passages
Chicken Gumbo
Tomato Soup

@gyillabaisEs

Doxsera - Folios n
@ F Recipes j || 2| X Done ?
Folio Tags | ‘ |
& = Ingredients ¢ Passage Tags |7 X
2 cups rice

1 chicken

1cup onions

Directions

Cook rice; keep warm. Cook chicken
and chop into bite size pieces. Chop
onions and glaze in frying pan. Add
chicken and onions to rice and stir.

O Vegetarian

[ Fish

-
7 Edit Content of Passage

Folio Facts

Servings

ourl ;’

(6)2011-201 Snapdone, Inc.

Licensed to Dema an T computer unti 11 May 2015
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After making changes to a Folio, Save and Cancel buttons appear. Be sure to click Save to save your
changes.

Advanced Folio Editing

Resources: Advanced Folio editing R Walkthrough H video

Once you understand the format of Folio documents, you may find it quicker to make extensive revisions
directly to the Folio document rather than through the Folios screen.

First open a Folio document: click “ Folios, select a Folio, select any Passage, and click ” Edit Content of
Passage.

Each Passage in a Folio follows this
format:

hicken Gumbo (Meat; Servings=4)
gredients

The Passage begins with vvv.
The Passage name.

Parentheses enclose a list of Tags and
Facts separated by semicolons.

Facts are distinguished from Tags with

an “=" symbol. The Fact label appears
on the left, and info on the right.

The Passage contents appear between the two blue blocks. The Passage ends with A,

Following those rules, you can rename Passages; edit Passage contents; add, rename, and delete Tags; add,
relabel, and delete Facts; and change Fact info -- all directly within the Folio document rather than
through the Folios screen.

After making revisions, click “ Folios to return to the Folios screen, then Save to save your changes.

Import and Export Folios

When Doxsera is installed on a network, Folios are shared among all users. But you may wish to
download and install sample Folios or share Folios with Doxsera users at other offices.

To import a Folio: Open the Folio document that you downloaded or received, click “* Folios to open the
Folios screen, and click Save. WARNING: If you already have a Folio with the same name as the Folio
being imported, it will be overwritten with the imported Folio.

To export a Folio: Click “% Folios to open the Folios screen, select a Folio, select any Passage, and click
Edit Content of Passage. Save the resulting Word document and send it to the recipient.

Creating Forms that Use Folios

Resources: A form where the user selects Passages R Walkthrough H video
A form where the user selects a Tag /N Walkthrough H video

Form authors have full access to Folios, Passages, and Tags to further automate their form library and add
even more flexibility. Possibilities include:

¢ A form for jury instructions, where the user selects instructions from a full list of jury instructions.
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A lease agreement composed of clauses selected from a Folio of boilerplate paragraphs.

An invoice form where parts are chosen from a Folio containing the entire inventory.

The usual approach is to (1) create a Smart Answer that asks the form user to select Folios, Passages, or Tags;
then (2) add Fetchers to the form that use those responses to find and fetch particular Passages at particular

locations in the finished document.

Smart Answers that Use Folios

Place the cursor in an answer box and
click % Smart Answer to open the
Smart Answer screen.

A;e dropy

Text Dropdown I Yes/

Source for dropdown choicesg
-

heckboxes | Derived |

Folios

Passage Names j

Preview

Select Dropdown or Checkbo)(e&/
Choose Folios as the source.

Show these Passages

@ Al " Filter

Authority
Citations
Doctors

EP DPA Agents

You will most frequently ask the form
user to choose Passage Names (“Which
of these articles?”), but you may also
ask for Folio Names (“Which collection
of articles?”), Folio Tags (“Which type

Jury Instructions

Questions

test

Joint Trust Dispositive Clauses

LLC Acts Requiring Consent

Bouillabaisse
N Chicken Gumbe
' Tomato Soup
/ _Vichyssoise

When users click the Fetch
button to answer this
question, they are presented
with a dropdown box.

| Beef Stew j

Beef Stew

of collection of articles?”), or Passage

Tags (“Which type of articles?”).

(<) 2011.2014 Snapdone, Inc.

rd

The Preview shows choices that would be presented to a form user right now; when the form is used in the
future, the choices will reflect the then-current state of the source Folio(s), which might be edited in the

meantime.

This panel controls which choices are shown to the
form user.

Select which Folios are shown: All, One, or Filter by
Folio name or Folio Tags.

Select which Passages are shown: All, or Filter by
Passage name or Passage Tags.

Look in these Folios

" Al  One { Filter

-

Attorney Bios
Authority
Citations

P DPA Agents

Joint Trust Dispositive Clauses
Jury Instructions

LLC Acts Requiring Consent
Questions

0
0
0
0
0
0
0
0
o] Recpes ______&d

Look in these Passages

@ Al © one f Filter

If asking the form user to choose Tags, select which
Tags are shown: All, or Filter by Tag name.

Show these Tags

\*G Al € Filter

Fetchers

A Fetcher is a marker in a form that automatically finds and fetches Folio Passages when a form is used.
It could be relatively static (find our current disclaimer and fetch it into this footer) or highly adaptive (the
form user has selected a disease and a treatment; find and fetch all medical authority that justifies the use

of that treatment for that disease).
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To create a Fetcher, place the cursor in Jonsera -fescher —]
. @ Folios 0| [5] passages review
the form where the Passage(s) will LT ttorer 5ee = e G :
. [ [0 Doctors TDE":atDeifUP
appear and click & Fetcher to open the O Jary Istrucions Eoulabaise
irk
Fetcher screen.
Using the same filtering methods
described above, select the Passage(s)
that will be fetched.
 all © fixed & variable
In the example shown here, Passages e
7
will be fetched from the Recipes Folio. o — -l
assage Tags

The names of the Passages to be fetched =

. egetarian u]
are determined by the form user’s B s o
response to the {Rcps} question in the % ’—|Im o -

Eatcher lons ance
Questlonnalre. &l & fixed ( variable (6] 2011-20M Snapdane, Inc.
Licensed to Dema on T eomputer until 11 May 2015

Questionnaires in Folios

Resources: Questionnaires in Folios & Walkthrough E Video

Coordinating Questionnaires between forms and Folios can lead to astounding results:

¢ When boilerplate paragraphs are fetched into a document, language within the boilerplate can be
customized with information from the Questionnaire of the target document.

* Passages in Folios can contain Conditions that resolve according to answers in the target form’s
Questionnaire.

Before adding Fields, Lists, and Conditions within Folio Passages, you will need to add a Questionnaire to
the Folio document. First open the Folio document: click “** Folios, select a Folio, select any Passage, and
click # Edit Content of Passage. Then add a Questionnaire by any of the usual means: (1) click

= Questionnaire to load a previously saved Questionnaire or create one from scratch; or (2) copy and
paste the Questionnaire from a form to the bottom of the Folio document.

Once the Questionnaire is in place, you can add Fields, Lists, and Conditions throughout its Passages just
as if you were adding them to an ordinary form. Note that, just like a form, a Folio may only contain one
Questionnaire, so it's wise to group related Passages in a single Folio where they all share access to the
same Questionnaire.

Important: Be sure answer labels in the Folio’s Questionnaire correspond to answer labels in forms where
the Folio’s Passages will be used. For example, suppose your Real Estate Agreement form fetches
Passages from the “RE Provisions” Folio. The form includes a question labeled OwnerName and
{OwnerName} fields. To include the owner’s name within Passages in the “RE Provisions” Folio, make
sure its Questionnaire includes a matching OwnerName question. When the form is used, the response to
the OwnerName question in the form’s Questionnaire will be used to fill in {OwnerName} fields in both
the original form and in inserted Passages.
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Folios and Lists

Resources: Passages in Lists R Walkthrough = Video
Folio Facts in Lists R Walkthrough E Video
Folios in Derived Answers R Walkthrough = Video

Some forms require not only that Passages be inserted, but that they be arranged in a particular way and
perhaps embellished with additional material before and after. This can be accomplished by arranging
the Passages in a List.

The walkthroughs and videos above demonstrate this three-step process: (1) create a Smart Answer that
allows the form user to select Passages (either directly or indirectly); (2) add a List to the form that lists the
Passage names; and (3) customize the List by adding Fetchers.

Folios and Styles

Microsoft Word’s “styles” feature is often used to format text. It's possible for the format of identically
named styles in two documents to differ. For example, the “Heading 1” style in Folio X might be bold
and underlined, while the “Heading 1” style in Form Y might be italic and blue. When a Passage from
Folio X is inserted into Form Y, headings that were bold and underlined in the source Folio become italic
and blue in the target form. This effect is often undesirable, and can be managed by making styles in the
Folio and the target form identical.

Doxsera - Folios “
Done ?

Open a target form into which Passages
will be inserted. Click “ Folios to

&« Foly ‘ Recipes

X & Folio Tags
Open the FOhOS screen.

Select the source FoliO-é—
. A .

Click the “* styles icon.

|| Passages ¥ | | ‘ | |
Chicken Gumbo
Tomato Soup
Beef Stew
Bouillabaisse
Vichyssoise

o) 20112014 Snapdane, Ino.

Licensed ta Dema on 1 computer unti 11 May 2016

Click & right arrow to copy styles from the Doxsera - Copy Styles | x|
form to the FO"O, or @ left arrow to copy Copy styles in which direction?
styles from the Folio to the form, then click

OK. ' lad &

Document Folio

If there are lots of styles and the form and [Form - Cookbook 4.d ] - [ Redipes 5]
Folio are large, it will take a while — don’t

be alarmed. ‘

() 201-2014 Snapdone, Inc.
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Using Folios

Finding and Fetching Passages

Resources: Fetch a Passage R Walkthrough = Video
Find a Passage R Walkthrough = Video

The & Fetch command makes it quick and easy to find text that’s been stored in a Folio and insert it at

any location in a document.

Place the cursor in a document where
you want to insert text and click
& Fetch to open the Fetch screen.

Select one or more Folios to see the
Passages they contain.

~
_~

Use the # & arrows to change the order

Select one or more Passages to be
inserted in the document.

of Passages if desired.

Click Fetch to insert the selected

Passages.

For advanced searching techniques,

click filter to reveal the Folio search
panel or Passage search panel, shown
below.

Type a word in the Folio Name
contains box to show only Folios that
include that word in their name.

Select one or more Folio Tags to show
only Folios that are so tagged.

Type a word in the Passage Name
contains box to show only Passages
that include that word in their name.

Select one or more Passage Tags to

show only Passages that are so tagged. s

To search for text contained within a

Doxsera - Fetch “
@ Folios |O| & eascages 4| ®|@|0]  ereview |@|
O Allments [] Beef Stew
[0 Attorney Bios Ingredients
O Doctors 1 lobster
[J Hospitals
[ 3ury Instructions 2 tomatoes
] Jury Instruggd@® - Criminal a S
[m| uthority
eading Captions 4 garlic cloves
¥
Directions
[ Treatments
Plunge lobster headfirst into a big
pot of bailing water and cook for 2
minutes. Chop tomatoes, onion,
and garlic. Mix everything
together and simmer for 10
minutes.
Fetch Options Cancel
" filter () 2011204 Snapdane. Inc.
‘Gomputer until 1 Apr 2015
Doxsera - Fetch “
& Folios ] | D| H Passages £ ﬁ?‘ ®| | D‘ Preview | |
[0 Attorney Bios Chicken Gumbe
[0 Doctors D Tomato Soup Ingredients
[m} Ju Instructions [0 Beef Stev.v 1 [fisEr
O soulabeice
[ Vichysscise 2 tomatoes
1 onion
4 garlic cloves
Directions
Plunge lobster headfirst into a big
pot of bailing water and cook for 2
minutes. Chop tomatoes, onion,
and garlic. Mix everything
_ together and simmer for 10
Showing these Passages minutes.
ShoWng these Folios Mame contains:
Name is: &/ Passage Tags
[ Fish
&7 Folio Tags O Meat
Legal [] Vegetarian O
edica
[m]
@®
® L
Passage contains: lobster L‘ Options Cancel

Passage, type a word in the Passage

[0 2011204 Snapdone, Inc.

contains box and click the (\ search
icon.
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If style formatting is an issue, click porsera - feren —]

. oy & Folios O[] passages T HF[O]  ereview
Options to reveal an additional O Aimert=
[] Attorney Bios [ Bouillabaisse Ingredients
checkbox. O secrs O chicken Gurio 216 beck stow meat
oeptals omato Soup

. . R, Jurv Instructions - Civil [] Vichyssoise 1 onion

When this box is unchecked (the g rtructons - Criminal 1 tomae
. . O 1.5lb potatoes

default), paragraph styles assigned in e o

the Folio are retained. So a paragraph ==y
that uses Heading 1 style in the Folio
still uses Heading 1 style after it is
inserted in the document. (But if the
format of Heading 1 in the Folio differs
from that in the document, the inserted
text will conform to the format defined

Servings 4

Change the paragraph style of
[~ fetched paragraphs to the
paragraph style at cursor's

Options Cancel

in the document.)

@ Show all;  { filter & showall € filter ) 201200 Snapdone, e
Licensed to Demea on | somputer until ¥ Apr 2015

When this box is checked, paragraph
styles assigned in the Folio are
abandoned, and all inserted paragraphs
are instead formatted with the style at
the cursor’s location in the document.

Answering Fetch Questions

Resources: Answer a “Fetch” question - Passages R Walkthrough = Video
Answer a “Fetch” question - Tag R Walkthrough H video

When answering Questionnaire questions, you will sometimes encounter “Fetch” questions. You will
recognize them because:

D 3 (o] 2011+ napdone, Inc.
e The answer box has a red border o - e
uestion
(Only lf you are uslng Word 2013 or Rcps Which recipes should be included? | ]

later).
¢ The flag above the answer box says

click Fetch to choose.

To respond to a Fetch question, do not type in the answer box; instead, click € Fetch to select your
response in the Fetch screen.
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Screen Details

Folios Screen

Click “ Folios to open the Folios screen.

&y Folio ,

a Select a Folio here

Doxsera - Folios

w

b Click to create a new Folio. Note: If a Folio is selected in box a, you will have the option to use it
as a model for the new Folio, preserving styles and any Questionnaire contained in the source
Folio.

¢ Click to reconcile styles in the selected Folio with another document (Folios and Styles).

After selecting a Folio:

WFolio |Recipes ‘
|

Tags

[0 Legal
[0 Medical
Restaurant

Doxsera - Folios “

o | 7]

[*] Passages ¥
Chicken Gumbg
Tomato Soup
Beef Stew

Bouillabaizse
Wichyssoise

a Click to rename the selected Folio. Warning: Any forms that refer to this Folio by name will
need to be updated.

b Click to delete the selected Folio. Warning: Any forms that refer to this Folio by name will need
to be updated.

¢ Like Passages, Folios can also be tagged. All available Folio Tags are listed here. Note: If a Tag
is not assigned to any Folios, it will disappear from this list when this screen is closed.

d Assign a Folio Tag to the selected Folio by checkmarking it here. Note: Multiple Tags can be
assigned to a single Folio.

e Click to add a new Folio Tag.
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h

Click to rename the selected Folio Tag. Any Folios that were previously tagged with this Tag will
tagged with the new Tag name. Warning: Any forms that refer to this Tag by name will need to
be updated.

Click to delete the selected Folio Tag. Any Folios that were previously tagged with this Tag will
no longer be so tagged. Warning: Any forms that refer to this Tag by name will need to be
updated.

All Passages contained in the selected Folio are listed here. Select a Passage to see its details.

Click to add a new Passage to the selected Folio.

After selecting a Passage:

Doxsera - Folios

& Folio | Recipes j oA 7 x .Done ?
Tags __)'| b 4 | :
] - Ingredients / " 4
E ;Egj | 2 cups ri;_ek
edica 1 chicken .
Restaurant 1cup onions O Vegetarian
Directions O Fish

Cook rice; keep warm. Cook chi
and chop into bite size pieces. Chop
onions and glaze in frying pan. Add
chicken and onions to rice and stir.

of

D Passages

Tomate Soup ¥ Edit Conten

Beef Stew

tof Passage |

Bouillabaisse _ ‘ |
Vichyssoise Folio Facts -
Servings 4 '
a Click to rename the selected Passage. Warning: Any forms that refer to this Passage by name

will need to be updated.

b Click to delete the selected Passage. Warning: Any forms that refer to this Passage by name will
need to be updated.

¢ Click the arrows to move the selected Passage up or down in the Folio. Note: Folio Passages are
not necessarily alphabetized. In some cases, form authors may decide another arrangement is
more useful.

d The content of the selected Passage is previewed here.

e Click to open a Folio document for the selected Folio, and move the cursor to the currently
selected Passage. All editing of Passage contents occurs in the Folio document. When revisions
are complete, click Folios to return to this screen.

f All Tags contained in the selected Folio are listed here.

g Assign a Passage Tag to the selected Passage by checkmarking it here. Note: Multiple Tags can
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be assigned to a single Passage.

h Click to add a Tag to the list of Passage Tags. Note: If a Tag is not assigned to any Passages, it
will disappear from this list when this screen is closed.

i  Click to rename the selected Passage Tag. Any Passages that were previously tagged with this
Tag will be tagged with the new Tag name. Warning: Any forms that refer to this Tag by name
will need to be updated.

j Click to delete the selected Passage Tag. Any Passages that were previously tagged with this Tag
will no longer be so tagged. Warning: Any forms that refer to this Tag by name will need to be
updated.

k All Folio Fact labels that occur in the selected Folio are listed here. Facts that have been filled in
for the selected Passage are also shown. Select a Fact to modify it. Note: If a Folio Fact is not
filled in for any Passages in the selected Folio, it will disappear from this list when this screen is
closed.

| Click to add a new label to the list of Folio Facts for the selected Folio.

After selecting a Folio Fact:

Doxsera - Folios E
& Folio | Recipes j A P X Done ?

Tags L ,j| x|
g Ingredients Tags |7 X
[ Legal -
- 2 cups rice Meat
[0 Medical 1 chicken Veqetari
Directions [ Fish
Cook rice; keep warm. Cook chicken
and chop into bite size pieces. Chop
onions and glaze in frying pan. Add
chicken and onions to rice and stir.
[£] Passages RS 3
Chicken Gurmbs
Tu:-ac-Sc- = 4 Edit Content of Passage
Beef Stew

Bouillabaisse
Vichyssoise

Folio Facts

Servings: | 4
Licensed to Demo on 1 computer until 14 4

a Click to relabel the selected Fact in every Passages that contains it. Warning: Any forms that
refer to this Fact by name will need to be updated.

b Click to delete the selected Fact from all Passages in this Folio. Warning: Any forms that refer to
this Fact by name will need to be updated.
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Fetch

Use this box to edit the selected Fact for the selected Passage.

Click (or press Enter) to move to the next Fact in the list. Note: This button only appears when

the cursor is in box c.

Click (or press Alt+N) to move to the next Passage in the list. Note: This button only appears

when the cursor is in box c.

Screen

Click @ Fetch to open the Fetch screen.

&7 Folios

=] =]

v

O@OOO0000O0O0

Ailments

Attorney Bios

Doctars

Hospitals

Jury Instructions - Civil
Jury Instructions - Criminal
Medical Authority

Pleading Captions

Recipes

Treatments

@

)

Doxserd - F

D Passages
Beef Stew
[0 Bouillabaisse
[0 Chicken Gumbo
[] Potato Soup

[0 Tomato Soup
[0 Vichyssoise

IS

@ O Preview

Ingredients

21b beef stew meat

=

Chop onions, tomato, and

1 onion
1 tomato
1.51b potatoes
1tspn salt
2 cups water

Directions

Servings 4

o}

Fetch Cancel

COptions

[c] 201-2014 Snapdone, Inc.

o o0 o 9

* show all f filter

All Folios are listed here.

Checkmark one or more Folios to see the Passages they contain.

* show all filter
Licensed to Oemo on 1 zomputer unt 15

Click the M checked or empty box to select all Folios or no Folios.

All Passages contained in the selected Folios are listed here.

Checkmark one or more Passages to choose them, either for insertion into a document or to

respond to a “Fetch” question.

When fetching multiple Passages, you may want to insert them in a particular order. Click the

4 T arrows to move the selected Passage up or down in the list.

Click the M checked or empty box to select all Passages or no Passages.
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h  The contents of the currently selected Passage are previewed here.

i  If the currently selected Passage includes Folio Facts, they are listed here.

j  After selecting Passages, click Fetch to either insert them in a document or respond to a “Fetch”

question.

k Click Options to show formatting options for inserted Passages (see 2 below)

| Click filter to show the Folio filtering panel (see 2 below)

m Click filter to show the Passage filtering panel (see 2 below)

After turning on the option and filter panels (k, 1, and m above):

Doxsera - Fetch

& Folios O [£] Passages ' @ O Preview

[] Chicken Gumbo

" show all & filter

Name contains:

Name is: ng:

is |
Tags 2
O Leoal [0 savory Dl
[ Medical Dl [0 Vegetarian

~

I©

Passage contains: I onion

8|°

Ingredients

1tspn salt

21b beef stew meat

1 onion

‘ tomato
potatoes

Servings

location

Fetch

hange the paragraph style of

‘;tched paragraphs to the

paragraph style at cursor's

Cancel

Options

[c] 201-2014 Snapdone, Inc.

B e

Lizensed bo Demo‘ter until 14 A

a All Folios Tags are listed here.

b  Checkmark one or more Folio Tags to choose which Folios are shown.

¢ Click the M checked or [ empty box to select all Folio Tags or no Folio Tags.

d Click (8 a1l or @9 any to control how Tag filters are applied. When (B anis selected, only

Folios tagged with all of the selected Tags are shown. When R any is selected, Folios tagged

with any of the selected Tags are shown.

e When text is typed here, only Folios that contain that text in their name are shown.

f  All Passage Tags in the selected Folios are listed here.
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Checkmark one or more Passage Tags to choose which Passages are shown.
h  Click the M checked or empty box to select all Passage Tags or no Passage Tags.

i Click () a1l or @9 any to control how Tag filters are applied. When (B alis selected, only
Passages tagged with all of the selected Tags are shown. When E any is selected, Passages
tagged with any of the selected Tags are shown.

j  When text is typed here, only Passages that contain that text in their name are shown.

k  To search the content of Passages, type a search term here and click the C§ search icon to show
Passages that contain it.

| This is the “« search icon. Click it after typing a search term in box k.
m  After searching with k and 1, the search term is highlighted in the preview of found Passages.

n After searching with k and 1, click the D arrows to highlight the next occurrence of the search
term in the Preview panel.

Fetcher Screen

The Fetcher screen is identical to the Fetch screen (shown above), except as noted here. Click % Fetcher
to open the Fetcher screen.

Doxsera - Fetcher “

Folios | O | [£] passages | | | O | Preview
Ailments

Attorney Bios

Doctars

Hospitals

Jury Instructions - Civil
Jury Instructions - Criminal
Medical Authority

Pleading Captions

Recipes

Treatments

OOO0O00000O0O0O|4

Options Cancel

" all % fixed J wvariable (" all % fixed I wvariable (5] 2011-2014 Snapdane, Inc.

a  Click all if the Passages to be fetched are drawn from the pool of all Folios.
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b  Click fixed if the Passages to be fetched are drawn from a limited set of Folios that you can
identify right now.

¢ Click variable if the Passages to be fetched are drawn from a set of Folios that depends on
tagging and/or responses in the Questionnaire.

d Click all if all of the Passages in the selected Folios are to be fetched.
e Click fixed if the Passages to be fetched can be identified right now.

f  Click variable if the Passages to be fetched depends on tagging and/or responses in the
Questionnaire.

After turning on the variable panels (c and f above):

Doxsera - Fetcher “

&P Falios [Z] Passages Preview

Ailments Aaron Dobbs Doctors -
Attorney Bios Albert Einstein Doctors

Doctors Alexander Alexandro Doctors
Hospitals Alexander Fleming Doctors

Jury Instructions - Civil Antibiotics Treatments

Jury Instructions - Criminal Beef Stew Recipes

Medical Authority Bone Fracture Ailments
Pleading Captions Bone Fracture - Web Medical Authority
Recipes Bone Marrow Transpl Treatments
Treatments Bouillabaisse Recipes

Breast Cancer - ACS Medical Authority
Breast Cancer - ACS Medical Authority
Breast Cancer - ACS Medical Authority

Bryan C. Graff Attorney Bios
C. Walten Lillehei Doctors
Chemotherapy Treatments
Cheryl Hodgins Doctors
Chicken Gumbo Recipes ;I
 all fixked * variable Servings 4
Mame is: I {MyFalio} j Mame is: I {MyPsg}

Tags
Legal "] ics -
[ Medical Bankruptcy |
Restaurant D Bone Fracture
O
[ {MyFolioTag} Botony

Breast Cancer
Cardiac
Chemotherapy LI

Insert

Fetcher =

88 lolm |

Options

[c] 20M-2014 Snapdone, Ine.

Lizen=ed to Oemo on 1 computer until 14 2pr 2015

a  The list of Folios Tags may include items in curly braces { }. They are Questionnaire questions
that ask the form user to choose Folio Tags. Select one when you want the user’s response to
determine which Folio Tags are selected.

b This box may include items in curly braces { }. They are Questionnaire questions that ask the
form user to choose Folio names. Select one when you want the user’s response to determine
which Folio names are selected.

¢ Thelist of Passage Tags may include items in curly braces { }. They are Questionnaire questions
that ask the form user to choose Passage Tags. Select one when you want the user’s response to
determine which Passage Tags are selected.
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d This box may include items in curly braces { }. They are Questionnaire questions that ask the
form user to choose Passage names. Select one when you want the user’s response to determine
which Passage names are selected.

More Tools for the Form Author

The Field/List/Condition Screen

The Field/List/Condition screen (click ¥y Field, := List, or # Condition to open it) contains a few more features
to make life easier for form authors.

Blank Lines
When inserting many types of Fields, a Blank line checkbox appears i
in the Format screen to determine how Fields are handled during the (e
o= Fill step when answers are left empty in the Questionnaire. \ Forms
If Blank line is checked for a particular Field and its answer is left \ S

empty, the Field appears as a blank line in the finished document.

" UPPERCASE

If Blank line is unchecked for a particular Field and its answer is left
empty, the Field is removed from the finished document with no
placeholder left behind.

v Blank line

(0] 2011-2013 Snapdane, Inc.

Including blank lines is usually preferable, because they provide a visual cue when information is missing.
But you may want to exclude blank lines for Fields in table cells, for instance, because the blank line looks
confusing (and unattractive) next to the table grid lines.

Field/List/Condition Count

Click the # button to count how many times each answer B o s <2 [ oere | 2|

is used in the form, whether as a Field, List, or Condition.

Buyer

Pr_operty
Price
After clicking the # button, the column of numbers Cimsere et | £ | e | 7| % | 48] M| oore | 2|
appeaI‘S. Buyer 5
Pr_oper't\-r 1
In this example, the answer to the Seller question is used Dot :
1

County

6 times in the form.
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Move to Field/List/Condition in Form

After clicking the # button to count Fields, two €1 & arrow el iasasiiie| ittt 5| | M| Oone | 7]

buttons appear. Buyer
Property
Price

Click the €& arrows to move the cursor to the previous Date

ORI R T

or next place in the form where the selected answer is
used. This is handy when you want to review all places
in the form that are affected by a particular answer
(similar to Peeking, described on page 40).

Search for a Label

abe

When the list of answers is long, it can be tough to find a
particular label. Click the Q magnifying glass to display
the Find box.

Z|x| ]

(-\ Insert Field | fx

Buyer
Property
Price
Date
County

Type any part of the label name in the box to locate the
one you want.

Alphabetize

Click abc to toggle alphabetical sorting. With ei=m—— . | | X | « |
alphabetical sorting turned off, labels are listed in the S
same order that they appear in the Questionnaire. brce

Relabeling a Question and Renaming Fields

Click the +” pencil to change a question’s label. This also YR 7| X| ¢

renames any Fields in the form that are associated with Buyer

Erice

Property
that question.

(You can also relabel a question by selecting a label in the
Questionnaire and clicking % Field.)

Removing a Question and Fields

Click X to remove a question from the Questionnaire and x| |

its corresponding Fields from the form. Buyer
Property

[ oore | 2

(You can also remove a question by selecting a row in the
Questionnaire and clicking c— Row/Column,
= Remove.)
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Find Other Locations to Paste Field

After inserting a Field, you may click the = find-and-

paste button to find other locations in the form where oo & Text
you want to paste the same Field. brce b
Date " Date

You can also use the Find and Paste feature directly from
the Doxsera menu by clicking iT Tools, = Find and
Paste (page 74).

Editing Questionnaires and Grids

The Questionnaire is “locked down” to prevent form users from accidentally changing the structure that was
built by the form author. So you cannot use Word’s ordinary table editing commands to delete a row, for
example. But Doxsera provides several complementary commands so it’s still easy to work with the
Questionnaire.

Row/Column

Click === Row/Column for a list of commands to manipulate rows in the Questionnaire or columns in a
Grid. Add and remove rows/columns with ¥ Add and = Remove. Copy a row/column with = Copy.
Rearrange rows/columns with ¥ Move Up and # Move Down. Toggle the visibility of Labels and
Derived Answers with “% Show/Hide. Organize long Questionnaires and colorize Grids with B Divider
(see page 71).

To remove an entire Grid, select all of its columns and click = Remove. To remove an entire
Questionnaire along with all of its supplemental Grids, select all answer rows in the Questionnaire and
click = Remove.

Once a form is complete, you may want to hide the Label
column of the Questionnaire so it does not distract form
users. Click == Row/Column, “~ Show/Hide to toggle
the visibility of that column.

Empty Cells K

When you need a clean slate, select any number of cells in the Questionnaire or a Grid and click nTTools,
%X Empty Cells to delete their contents.

To delete the whole Questionnaire and all Grids and start
over, click # Petrify (this also removes all the Fields, Lists
and Conditions in the document).
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-
Relabeling and Deleting Questions £}

To relabel or delete a question in the Questionnaire or a column in a Grid, select its Fietd: Buyer 2]
label and click ¥s Field. Relabeling or deleting a Questionnaire question or Grid
column also relabels or deletes all of its associated Fields in the form. Delete Fied

_ o |

Cancel

[£) 201 Snapdane, Inc:

Clearing Answers [?7]

While creating a form, you may type sample data into the Questionnaire for testing purposes. When the
form is finished, you can empty out all of the sample data by clicking iTTools, [?] Clear Answers.

Dividers @

. . . . .. Doxsera (c) 2011-2014 Snapdone, Inc.
Large Questionnaires can be organized with dividers. For

.. . . Label Question Answer
example, we’ll divide this one into “Buyer Info” and “Seller
B BuyerName | Name of buyer?
Info”.
BuyerAddr Address of buyer?
Place the cursor anywhere in the BuyerName row and click BuyerPhone | Phone number of buyer?
3 Row/Column, B Divider, ¥ Add to insert a divider SellerName | Name of seller?
above that row. SellerAddr Address of seller?
SellerPhone Phone number of seller?

Notice that [type heading here] is selected, ready for you to
type a heading for this part of the Questionnaire. Type Buyer
Info.

abe Que o A

[type heading here]

BuyerName Name of buyer?

Move the cursor down to the SellerName row and insert BuyerAddr Address of buyer?

another divider: click c—== Row/Column, B Divider, # Add.

BuyerPhone | Phone number of buyer?

Type Seller Info as a heading for the second divider.

SellerName Name of seller?

SellerAddr Address of seller?

SellerPhone Phone number of seller?

When finished, the Questionnaire looks like this.

abe Que O A

If you change your mind, place the cursor in any divider row Buyer Info

and click c—= Row/Column, B Divider, = Remove to delete BuyerName | Name of buyer?

1t. BuyerAddr Address of buyer?

BuyerPhone | Phone number of buyer?

Seller Info

SellerName Name of seller?

SellerAddr Address of seller?

SellerPhone Phone number of seller?
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If corporate gray is not your thing, you can individually
colorize any section by placing the cursor in it, clicking

3 Row/Column, & Divider, @ Color, and choosing a
shade.

You can also colorize an entire Grid by placing the cursor in

the Grid, clicking c—3 Row/Column, B Divider, @ Color,

and choosing a shade.

abe Q) 0
Buyer Info
BuyerName Name of buyer?
BuyerAddr Address of buyer?
BuyerPhone | Phone number of buyer?
Seller Info
SellerName Name of seller?
SellerAddr Address of seller?
SellerPhone Phone number of seller?

Reusing Questionnaires F=9

As you create more forms, you will find yourself asking the same types of questions in many different

Questionnaires. For example, an attorney might have one set of questions that are typically used in Estate
Planning matters, another set for Litigation matters, and another for Corporate matters. Rather than recreate
those Questionnaires from scratch in each form (or finding an old form to copy-and-paste the Questionnaire),

save your most often-used Questionnaires in a “bank” for future use.

Saving a Questionnaire

Note that this process is different than saving answers (see page 42). Here we’re saving the questions in a
Questionnaire so that they can be used to quickly create similar Questionnaires in other forms.

Open a form that contains a good Questionnaire and click

BR Questionnaire to open this screen. /
Choose a Folder in which to save the Questiommire-/ -
Type a Questionnaire Name, and click Save.

Other buttons in this screen work the same as those in the
answer-saving screen (see “Organizing Answer Files” on
page 44). Use the three buttons at the top to create, rename,
and delete subfolders.

Questionnaire Nam,

ously saved Quest

Snapdone, Inc.

r
And use the four buttons on the right to rename, delete, copy, /
and paste previously saved Questionnaires.
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Reusing a Saved Questionnaire

Once you've saved a Questionnaire, it will be presented as a Eolder | Tables ~] ﬂ
choice every time you add a Questionnaire in a new form. Questionnaire | Real Estate E
Just click B8 Questionnaire as usual, and make your selection eller

from this screen. Property

Date
County

Cancel

[c] 201-2014 Snapdone, Inc.

Checking Forms /

ﬂ

After creating a form, it’s a good idea to click ETTools, + Check Form. et avestons
Doxsera checks for problems or inconsistencies and helps fix them. PROSLEN: e ofhe svestons 2 it uses n e o

Label Question

Property Name of property?

In this example, the Questionnaire contains a question asking for the name of
the property, but the form doesn’t contain any Fields that use that question.
Clicking Remove all extra questions would remove that question from the
Questionnaire, since it is not used in the form.

Master Lists .

Master Lists are great repositories for information that is used in multiple forms. For example, many firms
maintain a Master List of employees, along with their direct dial numbers, email addresses, and other
information. That information is then available in all forms to create signature blocks, personalized letterhead,
etc. Rather than require the form user to type a name, create a Dropdown answer that uses a Master List as its
source (described on page 10). Not only have you saved the form user the trouble of typing the name; they
also don’t have to type (or even remember) the email address and phone number. And when a new employee
joins the firm, type the new name, direct dial number, and email address a single location — the Master List —
and all of the forms using that Master List are updated with the new information.

Creating a Master List

Dgne

In this example, we'll create a Master List named
“Employees” to store employee names, direct dial numbers,
and email addresses.

Click & Master List to open this screen, and click “* plus to 7
create a new list.

When asked for the new list’s name, type Employees and
click OK.

When asked how many columns, type 3 and click OK. ———
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A Word document is created. This is the Master List editing MASTER LIST: Employees
After editing, click the Master Lists button

document — it’s the workspace where you will create the list on the Doxsera tab to save changes.

of attorneys.

[type heading here]

The Master List editing document uses an ordinary Word table, so you can
use all of Word’s built-in table editing commands to add, delete, and move
rows and columns. A summary of handy keystrokes is included in the footer
of the Master List editing document. You can also copy and paste data from

an Excel spreadsheet (or other similar source).

MASTER LIST: Employees
After editing, click the Master Lists button
on the Doxsera tab to save changes.

Begin by typing a heading for each column: Name, Ext, and
Email.

Name Ext Email

MASTER LIST: Employees

Then fill in as many rows as you like. To create a new row, D -
After editing, click the Master Lists button

press Tab when the cursor is in the last cell. on the Doxser tab to save changes.
Name Ext Email
Jennifer Sykes 8934 sykes@lawfirm.com
Herb Blount 9478 blount@lawfirm.com
Ethel Adams 8234 adams@lawfirm.com

Master List: Emplayees

IMPORTANT: Save your work!

When you're finished editing, click = Master List to return
to this screen. 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).

Click & Master List at any time to return to the Master List
screen and manage your lists.

L

After selecting a Master List, click the -7 pencil to rename , or
X to permanently remove the whole list and all the data it
contains.

Click Edit to open the selected list is a Master List editing
document so you can make changes or additions.

Import and Export Master Lists

When Doxsera is installed on a network, Master Lists are shared among all users. But you may wish to
download and install sample Master Lists or share Master Lists with Doxsera users at other offices.

To import a Master List: Open the Master List document that you downloaded or received, click
< Master List to open the Master List screen, and click Save and Close. WARNING: If you already have
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a Master List with the same name as the Master List being imported, it will be overwritten with the
imported Master List.

To export a Master List: Click = Master List to open the Master List screen, select a Master List, and click
Edit. Save the resulting Word document and send it to the recipient.

Find and Paste ]

The Find and Paste screen (click iTTools, “J Find and Paste) allows you to search for any text and replace it
with whatever you most recently copied to the Windows clipboard. It's most commonly used when creating
forms from old documents — search for the old client’s name everywhere it appears in the document, and
replace it with a corresponding Field that you've copied.

Jeremy Hunt J

{ClientName}

In the example shown here, a {ClientName} Field
was recently copied to the Windows clipboard (with =
Ctrl+C or any other copying method). A

The Find and Paste command is being used to paste More o= E— | ’ml one
that copied Field everywhere the name Jeremy Hunt

Find what:

clipboard:

[c] 2011-212 Snapdone, Ine.

appears in the document.

Click More to see the same search options that appear in Word’s search-and-replace screen: wildcards,
sounds-like, special characters, etc. A shortcut to the Find and Paste screen also appears in the Field screen
when inserting Fields (page 70).

Highlighting Conditions and Lists

In a complex form with lots of coding, it’s sometimes difficult to see exactly where a particular Condition or
List ends. To highlight a whole Condition, List or Sublist, place the cursor in the beginning marker — {if: or
{List: or {Sublist: - and click {T Tools, Highlight List/Condition.

Quick Fill

When the 2 Fill button is clicked to fill in a form, Doxsera takes a few moments to verify answers in the
Questionnaire and make sure the form is ready to be filled. But when a form author is creating and testing a
form, filling and re-filling, it might be more desirable to save some time by skipping those steps. If you're sure
that (a) any answers that depend on Master Lists, Folios, or other answers are valid; and (b) the form is in an
unfilled state (click “? Reset if you're not sure), then you can skip the preliminaries and fill the form more
quickly by clicking T Tools, Quick Fill.

Language for Date Fields

When Date Fields are processed, the language used for months is determined by the computer’s language
settings. But you can override that setting and dictate that English be used instead by clicking 1T Tools, [
Language, English.
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Options

Authoring

In an office where form users are not also form authors, you may wish to restrict non-authors from using
Doxserd’s authoring commands. To restrict those commands for a particular user on a particular
computer, click % Options, Authoring, type a password, and click Restrict Authoring. If you later
decide to unlock authoring for that user on that computer, click % Options, Authoring, type the
password, and click Unlock Authoring.

Holidays

When creating Date Offsets (described on page 17), you can choose to skip holidays. Doxsera initially
includes the 11 official U.S. federal holidays, but you can add other holidays too.

Click %+ OptiOl‘lS, Holidays to open this screen. Items in this list count as holidays when calculating dates. ﬂ
o . . |
Clicking “&* plus to create a new holiday or the -” pencil gt —[ Thrd Mendey in January Martin Luther King Jr. Bay
to modify an existing holiday opens the holiday 2 Lo Wonday ity Hemoria Doy
editing screen, shown below. A e
/’ 4ir|| second Monday in October Columbus Day
November 11 Vetsrans Day
Click X to remove a holiday or the & # arrows to || Fourth Thursday in November  Thanksgiving
reorder the list.

(&) 201 Snapdaone, Inc. ﬂ

Select Date for holidays that occur on a specific date, either each year I "“"‘% 2|
@ Date ‘January j 1 - |avery year j

" Offset from January 1

or in a particular year.

Select Offset from January 1 for holidays that require a formula, like the olday | namerialed 7]

tirst Monday in October.

& Offset from January 1

‘gn to j‘ﬁrst j |Mnnda\j

Start with the supplied date and go
to the same day in Octaber of that
year. Then go to the first Monday
in that month.

x]

Description ‘ 1st Monday in October

oK Cancel
[<12011 Snapdane, Inc.

Sharing Information

Doxsera initially saves program information (saved answers, saved Questionnaires, holidays, and Master
Lists) on your local computer. But if your firm owns more than one license, you will likely want to share
all of that information with other people in your office. To do so, click % Options, Path and enter the
path to a shared folder on your network. If you previously saved information on your local computer,
you will be asked whether you want to copy that information to the shared folder.

If several people in your office have separately saved information on their local computers and you now
want to combine the various collections of files in one shared folder, you will likely want to exercise some
discretion over which files are copied from each user to avoid duplications and overwriting. To do that,
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use Windows Explorer to browse to each user’s local Doxser4 file location (indicated in their % Options,
Path screen) and copy only the desired files from that user’s local folder to the new shared folder.

Uninstalling

To uninstall Doxsera from a computer click % Options, Uninstall, Uninstall from this computer. A
message directs you to the file that needs to be deleted on your computer.

To remove a computer from Doxsera’s list of licensed computers so that the license may be used on
another computer, click % Options, Uninstall, Remove computer(s) from list of licensed computers.
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.doc, .docx, .dot, .dOtX.....cevueeeiriieeiieiieeeeee e 6,7
{(###}, (##/44/##) (abbreviated math or date Field)........... 30
Fm F L (et See Math functions
AJan, conditional.......c.ccocvviveiieiiiiiiieceeeeee s 25
Abbreviating

math formulae and date functions..........cccoceceeveerreceneineenae 30

Pronoun FIelds .....c.coeeeernnininieneiccininnneieiecettsieeenenenenenene 18
abc button (sorting Fields) .......cccovvnnnniiiinnnnnns 68
Absolute (math function)......c..ccceceeeeeeererererenererereennes 31
Activating DoXsera ..........c.oceuvuene. See Installing Doxsera
Add button — add item to Series answer or Grid............ 39
Addition .....cceevevnenieneececene See Math functions
Administering licenses...........cccccocevvrrviniiiininnnnnnens 76
Allow authoTing ........c.cciiiiiiiicccccccccccecee 75
Allow user to write-in a different response..................... 11
alphabetizing Fields (abc button) ..........ccccccooeiiin 68
Amortization...........cccceueueeee. See Payment (math function)
AND in Conditions.....cccceeiverrecrineieciniiineeereeerereeas 24
ANSWET DOXES ...ttt esae e seenenes 7
Answer column in Questionnaire............ccceeveeveeveereennnenne. 4
Answer files .......cccoovvvevvieiiiieenn, See Save/Load answers
Answering Fetch questions .............ccoooeeeiviniiniccnnnnn, 59
Answering questions in the Questionnaire..................... 39
Answers

converting Linked answers to Grids ........ccccoeveeiiivivnicnnnnen. 15
AEfAUILS ...
refreshing .......cccoeevevininiiiinnnns
saving and loading
SIMATT ANSWETS...uuiiiiiiiiiiiiiiiiiiiiitcc et e e sassse e e e sans
S0UTCE fOT CROICES....uieverieiieiieiete ettt re e eneas
types of answers
CheCKDOXES ....ecuveveeererieiieereeieete ettt et ve v sae e e veeas 13
updating choices with Refresh ..........ccccccccccvininnnne 39
DErIVEd.....ecviieeieieeeeeeee e 13
Derived series of FOlio NAMES .......c.ccceevevveeeecieneerieneeeenns 14
Derived series of Passage names ...........c.cccccovviniinncinnnns 14
DropdOowWn......cciiiiiiiiiic e 9
ALIOW WIIEE-IN...vieviiiiceiceeceeeeeeee et 11
updating choices with Refresh .........ccccccooevvviiiinnnnn. 39
Freeform Derived........ccccoceeieviieiesieeeeceeeeeeeee e 13
GIid oo See Grid answers
TOXE ettt et 7
Text With Pronoun ........cccccceeveveeeeieenenieieeeeeeereseeseeseens 9
YES/INO ittt ettt e ettt e reeeeeereean 12
Apostrophes with Singular/Plural Fields ........................ 19
ATIthmetic . ...oovveeeecieeeeceeeeee e See Math
Attention MATKeTS ....oooveeveiieeeeeeeeeeeeeeeee e eeeeeenns 39, 41
AN DULLON. .ottt 41

Authoring, restricting..........c.coooeeeiiiei 75
Automatic answers.........cceeevveeveennee. See Derived Answers
Blank lines for empty answers.........c.cccoevuevvueuerercurccnecnes 67
Blanks DUttON........ccvevieieeiieieceeerecee e 41
Boilerplate teXt ... See Folios
Borders in a list formatted as a table..........cccccveeveenrennen. 28
Brackets around Fields........ccocceviverineninieneneeeeeeeeenees 5
Buttons on the Doxsera tab.........cccccveeveevecveneeeeeciecereenene 1
Ao 39
AN et 41
AN IMATK oot 39
BIAnKS ....c.coiiiiieieieieeeeeteeee ettt ereaens 41
Check FOIM ..ottt 72
CONAILION 1.ttt sbeaens 21
)70 )7 o BRSSP 39
FOLCN coveteeteeeeee ettt ans 58
FOLCNET ..viviiiteeeeee ettt sbe e 55
FAeld et 4,15,70
FAlL oottt ettt ettt b e en 6,40
FOLLOS vttt ettt ettt be et aeeaa s 51
LSt e e ar e e s 27
Y T ol 5 1) U P 72
OPtIONS...oceiiitei s 75
PEEK INEXL...cvivieiieiieiietiiieietetee ettt sse s neens 40
PEEK Off...eeeeeeeeeeee ettt ne s 40
Petrify ..ocviiiiicciciccc s 41
QUESHIONNAITE ...ttt 4,71
REfTESH ..o 39
REMOVE ..ttt 39
RESEL et 41
ROW/COIUMIN ..ottt 69
SAVE/LOA ..o 41
SIMATE ANISWET ....ecuveveeeiectieieeteeeesteetesteesesteseeessesseessesseesessasssenes 7
SEATE cuveeieieieeteee ettt sttt ettt ettt aens 40
Tools
Clear ANSWETS.....c.coverieiieieieseeiesreeteseseesseesessessaessesseenes
Convert t0 Grid.....ooeevecvieieieseeieeeeeee et eeens
Empty Cells ...
Find and Paste
Highlight List/Condition
Language .....ccccoovvvvvvveveiccninniiennen,
Prepare to Share
Quick Fill
UD ottt
Capturing and reusing answers ...See Save/Load answers
Changing Conditions ..........cccccceeiiiniicininnccccccccnes 23
Changing Fields ... 20
Cheat ShEet......ccocuiiciieeeeeeeeee e e ii
ChecKbOX QNSWETS ....ccuvieeereeeieeeieeeeteecetveeereeereeeeeeeveeeaneens 13
updating choices with Refresh..........cccccoevveeinniinnnnnn, 39
Checking fOrms .........oocueviciniiieiccc 72
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Clear anSWETS ........cccucuciiriciiiniicicece e 70
Code, license........ccoeeevveeecveeeveeennnns See Installing Doxsera
Columns in a Grid.....cccoeveevevecenerccnenes See Grid answers
Columns in a List formatted as a table..........c.ccceeeecec. 28
Columns in the Questionnaire ..........c.ccceeeeeeveeveereecereennenne. 4
Commands........cccceevueuenene See Buttons on the Doxsera tab
Compare tWo aNSWETS..........ccoeereueieiicrcieseee e 22
Compatibility mode..........cccovvrniiiiiniiiiccces 6
Compound Conditions.........ccccceeeverrrererireccinininnrneneees 23
Compound interest.............. See Payment (math function)
CoNAItIONS......cciiiiiiiiciiric e 21
A/AI e 25
AND/OR/XOR ....coveirivieiiniririeieieieetnenesiesesettstsseseseneneeseseseenes 24
BOOLeaMN. ... .23
COMPAring tWo anSWeTS ........cccceeeuivveriieieiniereneeseeerenennes .22
COMPOUNT ... 23
conditional TOW .......cccuiiiiiiiiiiiiiicces 25
conditional SeCtON .........ccccciuiuiiiiiiiiiiniiicc 26
deleting......ccvviieiiiiiiicc 23
highlighting ..., 74
MOAIfYING ..o 23
NESHING c.ocviiiiiic s 24
parentheses to control order of operations.............cccccevueeeee. 24
PETIOA oo
removing
selecting or highlighting ............cccccccoviiiii 74
Configuring DOXSETd ........c.ccvvveieieiniicicrccieeeeceies 75
Constants, mathematical......c..ccooeeveeevevieieeeieeeeeeeeeeeeeeeenne 31
Converting a form to plain teXt..........ccccceceeiicccccnnnnes 41
Converting Linked answers to Grids.........ccccccccueeeevenenence 15
Converting old files ..o 6
Copying and Pasting Fields...........cccccoooveniininiiniicnna 74

Copying and pasting in the math screen ... See Unlocking
the math screen

Correcting errors in fOrms ........coevveeeeeeeeiereeennerereneeenes 72
Count Fields.......coeevenininieniieenecceeceeee e 19
Count the number of Fields in a form.........cccccevveennnee. 67
Criteria in Conditions.............. See Compound Conditions
Cube 100t ....ceevieeirieieereeeeeene See Root (math function)
Cubed.....cccoeevvenevnnnee See RaiseToPower (math function)
Custom Field formats.......cccceveeeeenennenenennencenceenee 20
Date Fields ....ccoevieereiniiicirieieeeree et 16
JangUAZE ..o 74
Date fUNCHONS. ...c.coveveeiriiieireiei ettt 17
Days (number of days between two dates) ............c.cceueuece. 31
DerivedFirstDate.......c.ccccveiniicincineiiiciccneiccecene 32
DerivedLastDate
FIrstDate ..o
LastDate ..o
ListFirstDate .......cccocevieienioieiieireceeeeeee e
ListLastDate........cccocoviiiiiiiiiiiiiiiiiics
Months (number of months between two dates).................. 37
Now (today’s date) .......ccccvvuvireiiiinniiiiiiicccns 37

Years (number of years between two dates)...........cccccccee.. 38

Date Offsets ..o 17

holidays......ciiiiiiiiiiiiic s 75
Dates that count as holidays...........ccceevvnnniiiciicnne. 75
Days (math function).........cccccceeeiiiiicinnniiicccccaes 31
Debugging forms.........cccccceeevececncncnnes See Checking forms
DeCiSIONS ....cucveieviiieteeec e See Conditions
Default answers ... 15
Defined formats ........c.ccccevururueunnnee. See Formatting Fields
Deleting columns from a Grid .........cccocevvvvccccincncnne. 69
Deleting Conditions ..o 23
Deleting contents of cells in Questionnaire or Grid....... 69
Deleting DOXSETa..........cceuiruriiieinicicieiceiccie e 76
Deleting Fields .........cccooiiiiiiniiicccccc, 68
Deleting Questionnaire..........c.ccccoceeeeernneereeneecceccenes 69
Deleting rows from Questionnaire...........ccccccceeuccccncne. 69
Derived ANSWETS .......ccccouviviiiiiiiiiiiicincccccs 13

RIING ..o 14
DerivedCount (math function) ........c.cecceeeevereencrecnennnn 32
DerivedFirstDate (math function) ...........cccecececincicnae. 32
DerivedLastDate (math function)..........cccceveveeveneeennenn 32
DerivedMax (math function) ........cceccevevevevennienenenennenn 32
DerivedMin (math function) .........ccecceveveecerereeeneneneennn 32
DerivedMultiply (math function)..........cccoevveiiiiininnnen. 33
DerivedSum (math function) ........cccccevevevenenrencncnenncnn 33
Disable authoring ...........cccoceeviiiiiinnnnccccccccaes 75
Dividers in QuUestioNNaires. ........c.oceeeveevreerveeeeecreeveereenenn 70
DivisSion ......ccovuieiviiciiicicce See Math functions
doc, docx, dot, dOEX ceeeieiiieiiciieee e, 6
Documents versus templates ...........ccooeeeiiiiiniccciennne. 7
Down button — rearranging a Series answer................... 39
Dr1opdown anSwWers. ... 9

updating choices with Refresh...........cccccooiiinnnn. 39
€ (Math CONSEANL).....ccveirreriririeireieteeee e 31
Editing Conditions..........ccoeueueueieuicincnnnreeeccceccnes 23
Editing Fields ..., 20
Emptying cells in Questionnaire or Grid...........cccccc........ 69
Enable authoring...........ccccovvvnniiinnnnnnicccccce, 75
Enable content security warning ....See Installing Doxsera
Enable editing security warning.....See Installing Doxsera
Errors, checking for ... 72
Exclusive OR in Conditions (XOR) .....c.ccccecererveerenennenne 24
EXPOrt FOLIO ..ot 54
Export Master List ........ccccoovviiiiiiniiiiiiii 73
) =T < 2o ) o XU 53
Faster Fill.......ccoovinnniii, See Speedy Fill
Fetch questions, answering ............ccccocveeveiieccciciennne, 59
Fetch screen details..........ccccceeuiiiiiiiiininiiiiiiccce 63
Fetcher screen details ..........ccccceeiiinnnniiiiicccccnes 65
Fetchers ... 55
Fetching Passages .........cccooceueueieiiicucciciceceece 58
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Fetching text into a form ........c.cccoovvvninnnnn See Fetchers Fetcher screen details
Field (math function) .........cc.ceeueveerierersieierensisssesiesssneans 33 Fetchers .......coooovrrrvvvvnnnnnn.
FIELAS ..t 15 fetching Passages
adding to @ form.........ccoviiiiiniiii 4 Folios screen details.......vivvismisiissmssssssnsssissnssiniss
blank lines for empty answers ........c.c.cocovvviviccrereienninicnenen 67 forms that use Folios
CUSEOIM fOIMALS...cvvvieieiiriieicicccere e 20 importing and exporting
AEIOHNG ..o 68 LISES ettt
finding in @ fOrm ... 40, 68 Questionnaires in FOLOS ......ooooovviiiiiniissiisiisiisiissinns 56
FOTMALHNG ..orrs oo See Formatting Fields SOUICE fOI ANSWETS .....ecuiriiiiiieeieiiririerereieieeessese e reseeesnenes 55
Ttem Fields.. oo 20 SEYLES oo 57
List FIeldS ...oueuiiiriieieicciiriieeiccccirreeccceeneeeveeteenen 19
List/SUbLISt/IEOM .....eeuveeveeceeecteeeeeeteeee et 19
MAH e 29
MOAIfYING ettt eesee e sese et seseseniens 20 CLEALING . evivevieiieticiitiietce 46
TMATIIES -t ee e e e eeee et eeeeeeeeeneseeeseeeneeenesaeeneeeneenns See Labels LOCAtIONS....oviieieieieeeeee e 47
numMber Of Fields it @ FOTIN o e 67 order of QUESHIONS.........ccuviiiiiiiiiicr 48
pasting a Field in several 10CatioNS.....ouevveeeeeeeeeeeeeeeeiinnn, 69, 74 organizing WIth DIVIA@TIS..cceviiiioeiieeeeeeeeeeeeeeeeeeeeeeeereeeeeaeea 49
renaming ____________________________________________________________________________________ 68 Petrifying ................................................................................... 50
replacing text with a Field .....cocconerverecnecnenecneiecnennn. 69, 74 saving finished documents............cccccevniiiiiinnnnnnen. 50
replacing R7V4 14 o W o) =10 1 < I 41 using ........................................................................................... 49
SOTHILE cvvvvrvairermie ittt et 68 Formatting Fields.........ccccooviniiiiiiiiiciicic 5
Sublist Fields......ccoeerrecinieinniceneireceneteceneeeeeereeneeeeee 20 Dlank lNES.....c.oovevevirieinieirieceecreecee e 67
types Count Fields .......ccccciiiiiiiiiiiiiiiicccccccc 19
COUNL ettt 19 CUSTOM fOIMALS «.covverieiieieiricicrteeieiee et 20
DAttt 16 Date Fields.......cccveinniiiiiiciiccinicinciccteeeeenneneas 16
JangUAZE ......cvviviiiiii e 74 Number Fields ... 16
INUMDET ...t 16 Pronoun Fields ... 17
PrONOUIN....cotoiiieiciciirieeieccctr ettt 17 Text FIelds.....covviiiieiiiiiiiciccciireeccctee e 16
abbreviating ..o, 18 Word formatting...........ccoceeiiiiiinininiiiic 5
Singular/Plural ... 18 FOTIULAC oo e, See Math
TOXE v 16 FIEEF O oo See Formatting Fields
File formats .......cccccoeuiuiiiiiiiiiicccc 6 Freeform Derived ANSWETS ..o 13
Fill BUtOI oo 40 FUNCHONS oo See Math
Filling in forms ........ccovevvviviiiincncnnnn See Using a form Functions applied to dates..................... See Date functions
Find a Field in a form ........cccoovvvvininiiicn 40 Gender WOTdS e See Pronoun Fields
Find an answer file..........ccooiivnniiniiiic 44 General information available to all forms ...... See Master
Find and Paste ... 69, 74 Lists
Find label in Field/List/Condition screen ...........ccccc........ 68 Global information available to all forms See Master Lists
Finding a Field in @ formu........ccocvenninininins GO DULEON ..t 42,43
Firm name ..., GIid QNSWETS ....uiniiiniiieiiieieteere ettt benes 15
First capital........cccccovvniiiiiinnn, Adding COIUMNS ...uuververirieriierieeieeirecese e seeene 69
FirstDate (math function).........ccccoceeeviccnninnccnnecne AAAING FOWS.ouvriiricieieieieireieeteieee ettt sesseaessennes 39
Folders COLOT ittt ettt et e st e e st e e e saateessabesesareeesas 71
OTZANIZING ANSWET fileS ...evnevreerrernreeeeeeeeeeesseeeseeeseessseeeeeenns converting Linked answers to Grids ..., 15
organizing saved Questionnaires ... COPYING COIUMNS......oviiiiiiiiii s 69
path to shared files.........oocvuieeiereeecereieneieeeneeeesesseesecesenaeees deleting COIUMMNS.......ccccvviiiiiiiiiiiic s 69
FOHOS ittt Aeleting TOWS oo 39
adding Passages ........................ deleting whole Grid.........ccccovvriiiiiiicce 69
advanced editing...........ccoo......... emptying cells ... 69
answering Fetch questions Fields fOr Grids .....cccceoevrririeieueieiinirineicicccceneeeveeeeesnenes 19
CIEANEG ..o hiding cOlUMNS ..., 69
€dItiNgG PaSSAZES ....cvvveiverrecreiiecieiiietseereteetiee e MOVING COMUMNS ..o 69
FACES ..ttt mMOVing rows up and dOWN........ccoovvvvvvvvummnisisssssssiiininnns 39
Fetch screen details.......coeueuecueenicrninceerneieirececieeneienennes relabeling COIUMNS covvvvvvvvvveiniii 70
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TEMOVINE TOWS .voviiitiiiiinietiniieteesteseetereesee s 39
renaming Fields..........cocooiiiiinic 70
ShOWiINg COIUMNS ......c.cveveiiiiciiicc e 69
HE/ /S oo See Pronoun Fields
Headings in a list formatted as a table..........c.cccoovueunnne 28
Hiding Labels and Derived Answers..........c.ccccceuvuucn. 14, 69
Highlighting Conditions and Lists
HOLAAYS ...t
If/then conditionsS ......ccoveevveeeeeeveeeeeeeeeeeeeenn.
ImMport FOLIO ...
Import Master List ...
Include N/A choOice ..o
Insert text......ccccevvvvininiiininiiicnne
Inserting text into a form automatically ......... See Fetchers
Installing DOXSETA .......cccovvrerirererereeieieriirerereeee e 2
Sharing files on a NEtWOTK ........ccccevevevviiiiiiicicee, 75
Integer (math function) ... 34
Interest......cccooiviiniiinininins See Payment (math function)
Interval ....ccooovvvevvieeiiecieenen, See Days, Months, or Years
IS/ATE ..o, See Singular/Plural Fields
Ttem FieldS....c.covveveererieiirieieeeieiniecicrencctneeeeseen e 20
Label column in Questionnaire
RIAING o 69
Label, finding in Field/List/Condition screen ................. 68
Labels ..o 4
Language for Date Fields.........ccccooovviiiiiii 74
LastDate (math function) ......c..ccceceveeirenerenenienenneneenne. 34
License code......c.cocovueueucrccccccnnnnne See Installing Doxsera
Licenses, managing..........ccocoevvevvivininrininiiiniiiniceienenn 76
LINeS...coiviiieiiieicicieiecccccceeee See Blank lines
Lines in a list formatted as a table .......c..cccecevecerivccnncnne. 28
Linked answers
converting to Grids.......ccociiiniiince 15
List FIeldS c.vevevereeirieieinicicireereecrete e 19
List functions
ListCount.....ccoiviiiiiiiiiiiciic e 34
ListFirstDate ........ccccoiiiiiiiiiiiccecee 35
ListItemd ..o 35
ListLastDate.....cccoceerieieneieiecrereeceeeeene e 35
LiStMaX. ..ot 35
LiStMIN ..o 36
LiStMUEPLY .o 36
LAStSUIML. c.viiiciiicicccccc e 36
ListCount (math function) .........cecceceeeverererenenercneneenne. 34
ListFirstDate (math function) .......c.cccceceeeeeveneceresenienenne. 35
Listltem# (math function) ........c.coeceevreenneenncccnnecnens 35
ListLastDate (math function)..........c.coeeevreercnecnneenens 35
ListMax (math function) ..........ccceveecnicinninncieniceens 35
ListMin (math function) ........cccccceevevirenenenineneenenieenne. 36
ListMultiply (math function).........ccceceeeeccicconnnnnnns 36
LASES i 27
FOLLOS ..ttt 57

repeating-paragraph format
selecting or highlighting .....................
signature line format...........c.cocoevennn.

table format
Lists, MaSter.....cccceeeeviveeeeeeeieeiereeeeeeeeenne
ListSum (math function) ........cccecceervenennenenenneneennene
Load FOlio ....ccciiiiirriricccccccces See Import Folio
Load Master List.......cccccoovninnnnnns See Import Master List
Loading answers...........ccoccueueieiiicieccee e 42
Loading Questionnaires............cccccccevvieivnniicicccnccccnes 72
Loan payments.........c.ccc....... See Payment (math function)
Location Of fOrmMS.......cceverieirieriririeieieeseeese s 47
Lock authoring.........ccccciviiiiiniiiiiiicccccc 75
Locked math screen.........ccoceveveneniniiiieeeeeeeeeee 30
Logarithm (math function)...........cceevvvinniiiincnnnne. 36
LOWErcase ........cocoeeeeinenrererercncnenes See Formatting Fields
Maintain compatibility........c.cccococoeiiionnneeccccccccenes 6
Markers, attention..........cceeceveeereeiereeneneeeeeeceeeee 39, 41
Master LiStS......coveevierienieeiinieniieeieeteeeee et 72
CTEATINEZ . .eeeee e 72
importing and eXporting ..........ccoceveeeininniiiicns 73
MaAth.cecceiee e 29
abbreviating formulae...........ccooociviiinniicie 30
FUNCHOMNS ..ttt eae e 30
ADSOIULE ... 31
AAATHON e 30
CONSEANT ...t 31
Daays....cioieiiiii s 31
DerivedCount.........coviieieieieereieeteeee e 32
DerivedFirstDate ........coccoeeeirenenenieieineeeneeeeceeneene 32
DerivedLastDate........cccevvveereeninreinieinieientreceeeeseeeeennene 32
DerivedMaX... ..ottt 32
DerivedMIin .....c.coeveriienieiiineneseeeeen e 32
DerivedMultiply ......cccoviviiiiiiiiiiicicccc 33
DerivedSum .......c.oceeviieniiirnencce e 33
AIVISION .ttt et 30
€ (math coNnStant) ......c.ccceevveeeeeerreceneireereeeereeeeenene 31
FAEL ..ttt 33
FArstDate......coeevuieieieeeeeeeeeeeeeeeee e 33
INteGT oot 34
LastDate ......coeevieiiieniieeeeteeee e 34
LiStCOUNE .. 34
ListFirstDate .......cccoceeevieeiennirinenciccceereeececeeceeeeee 35
LiStItemMA ..ot 35
ListLastDate.......ccccooveviiniininiinieniiiieicieneciceereseeecrees 35
LASTIMAX ettt s
LiStIMAN et
ListMultiply
LiStSUM .
Logarithm ......cccccovviiiiiiiiins
MaximuM ....eeeeeveeriinienieieneeeeeee e
Minimum
MINUS....cocevvrenrennnnne.
MONENS .
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parentheses

Payment .........cccccouenee.
pi (math constant) ........cccccceevviiiiiiinniccc 31

parentheses in funCions ...........ccccceiiicciiinnncccce

parts of the math screen.........ccccoviiiiiiiiiiiiiiicc, 30

unlocking the math screen..........cccoooeeeeeiicciee, 30
Maximum (math function) .......ccccceceeeeevecnenciccncneenne. 36
Menu.......ccceviniiiniininiins See Buttons on the Doxsera tab
Microsoft Word .........ccccvvvueivinncnencne. See Versions of Word
Minimum (math function) .........ccccecevvevernenenerneneenes 37
MINUS ..o See Math functions
Modifying Conditions.........ccccoevivvniiiniinniiiienn 23
Modifying Fields ... 20
Modulo ....cocoereneiriieinane See Remainder (math function)
Monthly payments............... See Payment (math function)
Months (math function) ........cececeeeveverenenninenereeenen 37
Multiple forms at ONce ........cccocoevvvviviniinennns See Form Sets
Multiplication ........ccoceeueieiiieiiiccenne, See Math functions
IN/A CROICE....oi ittt e e e s eaee e 12
Name, registered.......cccovrrnunnnes See Installing Doxsera
Nested conditions ... 24
NEtWOTKING .....eveeiiiiciceccc e 75
Not-applicable choice..........ccooeiieiiiiiii 12
Now (math function) .........ccceeveeevireicneiniccniceieeene 37
Number Fields........coociiiiiiiiiiiiicccccciccecene 16
Number of Fields in a form .......c.cococeoeeueeucccccnnnnennnes 67
OffSELS .. See Date offsets
Old file formats........ccceeeeeerererererereeeeeirrerereeeeee e 6
One item per row in a list formatted as a table............... 28
One-page cheat sheet...........ccccoeuvriiiiinnnicccce, ii
OPHONS ..ot 75
OR in Conditions.........cccoueeiviniiiiiniiiniiiiccccneeas 24
Order of operation in Conditions ..........cccccceiivcvcccnnnns 24
Parentheses in Conditions .........c.coeveeereeeeiereeennrrcrenenes 24
Passages.......cocevevueuememeueieeeree e See Folios
Password for license...........ccccc.cuuc.. See Installing Doxsera
Pasting in the math screen See Unlocking the math screen
Path to fOorms.......cccoevviiiiiiiiiiiiiicccccccc 47
Path to shared files........c.cccocoeiieinnnnncccciiiecene 75
Payment (math function) .........ceceevveveeeeeieierinnnnenneenee 37
Peek Next and Peek Off buttons..........ccccceeecnicccinccnns 40
Peeking .......couoviiic e 40
Period, conditional........ccccoovveeeviievuieeiiieeeieeeeceeeeiee e 25

Periodic payment.................. See Payment (math function)
Petrify button ... 41
Petrifying a fOrm..........ocoovovniiiiiinicicceec e, 41
Petrifying FOorm Sets..........cccccoeeiiiininnnneccccccccnes 50
pi (math constant).........ccceeeeeiiiiiinnncccccccenes 31
Plain text ..c.cceeeeeeierrrrceceene See Petrifying a form
Plural/Singular Fields................ See Singular/Plural Fields
PIUS .o, See Math functions
POSSESSIVES......cviiiiiiiicicii 19
Power.....cccoevvvrieenene See RaiseToPower (math function)
Prepare to Share Questionnaire...........c.ccccooeveeirucienennnn. 44
Previewing answer location in form................ See Peeking
Program updates ...........ccooeieiiiiniiiniie, 3
Pronoun answers ... 9
Pronoun Fields ... 17
abbreviating..........ccccccoiiviniiiiii 18
Protected View.......cccccovvrrrererunnnee. See Installing Doxsera
Questionnaire
adding TOWS.....cocviviiiiiiiccc e 4, 69
answering Fetch questions ..., 59
ANSWETING qUESHONS........cveveveeiiiiieeecc e 39
coloring with Dividers ........ccoovvviniiinnnnniics 70
COPYINE TOWS ..ottt 69
CLALING...voviviniiiiiciccc e 4
deleting rows.........cccecvueucuennne

deleting whole thing
Dividers to organize

emPtying Cells ...

hiding TOWS....ucveviiiicccc e

10adiNg ....cooviiiiiii

INOVING FOWS oiiiiiiiiiiiiiiiiiiii i

moving to Questionnaire with Start button........................... 40

navigation with Tab

relabeling rows..........ccccceueeueee

renaming Fields .........ccccoeeee.

SAVING ..o

SNATING....ocviviiiiiic

SHOWING TOWS ...oueiiiiiiic s
QUICK Fill..ooiiiiciii et
RaiseToPower (math function) .........ccceccoeeveicinninnnae. 38
Refresh button...........ccoovvviviviiiciiinnccccccce 39
Refreshing answers...........cccceeueueccccernreeeceecceeenns 39
Registered name..........cccccoevvvvvennnnnne. See Installing Doxsera
Relabeling questions..............ccoovvereieiiicicieiciccceee 68
Remainder (math function) ........ccccececeeeveenenniecncnennenn 38
Remove button — remove item from Series answer or

GIId o 39
Removing columns from a Grid ........ccceevvveeercrccccncne. 69
Removing Conditions .........ccceeeiceieieieiciciccccceee, 23
Removing contents of cells in Questionnaire or Grid....69
Removing DOXSera ........ccocoveuiveiiniieieieneieece e, 76
Removing Fields ..., 68
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Removing Questionnaire...........cccocovvvvvviviniiinninininininnnns 69 Sharing QuUestionNaire ... 44
Removing Questionnaire and Fields from form........... See Showing/Hiding Labels and Derived Answers........ 14, 69

Petrifying a form Signature-lines format for Lists .........cccccevviiiiicinnne. 28
Removing rows from Questionnaire.........c.cccoeveueueueuneees 69 Single anSWers........ccovvuvrirrieecicriniernrreenes See Answers
Renaming Fields........ccccccveiiiiiininiiccccccccccccees 68 Singular/Plural Fields..........cccccoeveiiiiiiniiiccccccnee 18
Repeating-paragraphs format for Lists...........ccceveurnnne 28 Smart Answer button ... 7
Replacing text with a Field ..o, 69,74 Smart ANSWETS .......ccueveviieicicieee e See Answers
Reset button ... 41 Sorting Fields (abc button) ..........ccccoceeeiiiiiiciicne, 68
Resetting a fOrm .........cccceeeeiiiininieeccecceccceeeeees 41 Source for answer choiCes.........cccccvvviiernniniciciccccenes 10
Restrict authoring..........cccceeviiniiiiiiiiiccccs 75 Special characters in Labels........ccccccoevnnnnniciciccncnene. 4
Reusing answers...........ccccccueueunenen. See Save/Load answers Speedy Fill ... 40
Reusing Questionnaires ...........cccceeviercieieicieecccciees 71 Split-screen View ... See Peeking
Revising Conditions ..........cccocoeerereiniiceeceeieecceenens 23 Square root......ccceeeeeieiiieieieieiinne See Root (math function)
Revising Fields ... 20 Squared ........ccccceeunee See RaiseToPower (math function)
Ribbon......cccccoviievnenenennenns See Buttons on the Doxsera tab Start DULLON ......c.ovviciiiiccccc e 40
Right-click to edit template file..........ccooorrrriiniirinn 7 Storing answers.........ccccceuevereennee. See Save/Load answers
Root (math function).........coceeveerenernenienenneneeneeeenes 38 Styles and FOLios ........ccccovviiivnininiiiiiiiiccccce, 57
Round (math function)..........ceceeeeeverirenieeennenieeriereenes 38 Sublist FIelds .....ccceoeveririreininieecreereeeeeeee e 20
Row in a table, conditional .......ccccceeevevvveeeeeieeeeeeeeeeeeeeeenne 25 SUDLISES ettt ettt e et e e e ereessaaeeessaeeseans 29
Rows in Questionnaire...........ccccuuee.e... See Questionnaire Fields fOr SUDLISES ....c.ccoririrueueriiiiiniriciciccttreesee e 20
S - adding to the end of plural words..........ccccceuvvieunnnne 18 SUbLTACON....eveiceeeeceeeeeeee e See Math functions
Save/Load anNSWETS ...........cccrwreeruereeeresesieesneeseaeenes 41 Sums in a list formatted as a table...........ccccccoovviinncnns 28

loading answers from file .........cccoverenerererererenencneneenennes 42 Tab key in Questionnaire............ccocoeoeviniiicniiniccnnennnn. 39

organizing answer files ..o 44 Table format for LiStS .....cccuevuieeieeeiiieiecee e 28

saving answers to file ... 42 Table row, CONAIONAL ...vveveeeeeeeeeeeeeeeee e 25

updating answer files..........cccooiiieiiinie 43 Tags, Folio and Passage ..........................ccooeemmmrmersrrreerereeee 52
Save/Load DULON .....ccuevieiiiiiieeeeceeeeeeeeeee e 41 Templates Versus dOCUMENtS..............e.ovoeocerrssrccrrrssrceees 7
Saving Form Set results...........cccocoveiiinceiiiece 50 Term. of IOAM weneeoeooeooee See Payment (math function)
Saving Questionnaires...........ccccoevvvviviviiiiiiiiiiniicne 71 Testing fOrmS...........oooovooeceooeeerrssereeee See Checking forms
Search and Paste...........occuuuuuummiiisssnssiisiiiisiinninnnnns 69,74 TEXE ANSWETS ..c..uveieeeieee et ee e eeereeeenns 7
Search for a Field in @ fOrm. e 68 Text Fields.......oiiiic, 16
Search for an answer file.........ccocoevevinirieniniineneeeeee 44 Text-With-Pronoun answers ... 9
Search for label in Field/List/Condition screen............... 68 Title CaSe...ocuveeieeiieeeeee e See Formatting Fields
Section, cONAItIONAL......cccuvvvveeuveiieeeeeeeeeeeeeeeeeeeee e 26 TOAAY oo See Now (math function)
Security warnings .........c.c.coceevueunee See Installing Doxsera Tools button............ See Buttons on the Doxsera tab, Tools
Sele;cting Conditions and Lists .........ccccccviiiniiiinicnnnne. 74 Totals in a list formatted as a table ... 8
S CTIES ANSWELS:covvorvmssesresssnsss s UNAErlines .......oceeeveevmererermereneenenerineresenennns See Blank lines

Z(;liltrilf 1tiet32nnsIé ............................................................................. UninStalling DOXSELA.....rvoeeereeeessveessceeessseeeseseesseeee 76

Fields fi . Serie.:;, """"""""""""""""""""""""""""""""""""""""""""" Unlock.authoring ................................................................ 75

moving items up and doOWn ... 39 Unlocking the math SCrEeMn.........cceovmveeesmvesscsnnissnn 30

TEMOVING TEMS. . ceuvecerieciecieieceecese ettt ees e 39 Up button — rearranging a Series answer ....................... 39
Series fUNCHONS oo See List functions Updates ......cccuivieiiiiiiiic s 3
Series of Folio names Derived anSWer ... 14 UpPpPercase ........ceeeiivieinienenenenenenen, See Formatting Fields
Series of Passage names Derived answer ....................... 14 User name........ccocevveeevinieencneinnenne. See Installing Doxsera
SEtS OF FOTTIIS e See Form Sets UsIng @ fOrm ... 6,40
SEHHNGS w.voveeveiereieiieeieieeiee ettt saes 75 QUICK FlL oottt 74
Share FOliow See Export Folio Valid characters in Labels...........ccccccooiiinniiiiiinn. 4
Share Master List ..o See Export Master List Versions of DOXSEra.......ccccvererrerererieuieceeenrerereeeeeenenee 3
Shared information available to all formsSee Master Lists Versions 0f WoOrd ........ccevvevieviicieieniieiieiesiesieeesie e 6
Sharing data on a NetwWork...........cccecurcurcunceeerunereeeeenens 75 Viewing answer location in form ................... See Peeking
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WOId ..o See Versions of Word
W11 CRHOICES ...cvvieeeieteeeeeeeeeee et 11
XOR N CONAIIONS .....vviieiiieiieeiiceeeeeee ettt 24

Y - changing to ‘ies’ for plural words.........ccccceeurninncnnnns 18
Years (math function)........cececeeveenennenenenncneeneeeene 38
Yes/INO aNSWETS......c.cucuuiiiiiiiiiicecccccc e 12
Zipfile ....... See Installing Doxsera, See Installing Doxsera
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EDoxsera’

Here are some helpful online resources at www.doxsera.com:

All You Need to Know About
Doxsera and TheFormTool
engine that drives it

These quick videos show the
basics.

Doxsera Quick-Start Guide

For those who prefer a quick
written tutorial. A copy is
included in each program
download.

Doxsera Form Sets

A 12-minute video showcasing
Doxsera’s Form Set feature.

Doxsera Folios

A complete online curriculum
of videos, walkthroughs and
lessons covering all aspects of
Doxsera Folios.

And the kitchen sink

Find everything you need here.

Visit doxsera.com/support for access to all kinds of information and help with
Doxsera and TheFormTool engine with which it is powered. You'll find a link to

the Service Center, where you may search or browse hundreds of questions,

answers, tips and suggestions, and contribute your own. You may also open a
service ticket if you're having any trouble with the program.

If you haven’t already done so, sign up for our newsletter to stay informed of
updates and improvements: doxsera.com/newsletter.

Created by:

Sna;;ﬂ%ne

N

Distributed by:

gTheFormTooluc

Doxsera - Expert User Guide (Version 2.2, October 2014)

Page 85


http://www.doxsera.com/
http://service.theformtool.com/entries/65419178
http://www.theformtool.com/video-snippets/reach-demo/
http://service.theformtool.com/categories/20129823
http://www.doxsera.com/support
http://www.doxsera.com/support
http://www.theformtool.com/newsletter/

Doxsera - Folios

EDoxsera’

powered by §TheFormTooI

Folios

© 2014 Snapdone, Inc.



Doxsera - Folios

TABLE OF CONTENTS

Page
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CrEATE @ FONIO 1.ttt h e s h e st st st st ettt et b e nb e e bt e s ae e e e naes 1
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ANSWET @ “FETCh” QUESTION = PaSSAEES ..cciiuiiiieiiiiieeiiteeeeiiteeeeitteeeeittreesetteeeestaeeesastaeeeesseeesansraeeeansseeesnnsrees 1
A form where the USer SEIECES @ Tag....ciiciiieeeiiiie ettt ee et e e et e e s rarr e e e e abaeesssaaeeesnsbeeesnsreeas 1
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Doxsera - Folios

Folio could contain:
Boilerplate paragraphs or pages

Biographies

] ] Parts lists
Folios store multiple texts, called Passages,

that can be brought into documents manually * Jury instructions, interrogatories
with the Fetch command or into forms
automatically with the Fetcher command.

Letterheads, captions

Consider using Folios if:

¢ You use standardized blocks of text (which may include graphics, formatting, footnotes, hyperlinks,
etc.) in multiple forms.

¢ You want to create a library of information that can be searched and selected for insertion at any
point in any document.

* You want to create forms that intelligently select and insert blocks of external text. Decisions made
by the form can be based responses in the Questionnaire combined with internal logic.

Folio Basics

KU"[I' Authors ) wrs

Create a Folio

& walkthrough

E Video

Use the Folios
command to create
a Folio and add
Passages

Fetch a Passage

& walkthrough

E Video

Use Fetch to insert
a Passage in any
document

Tag Passages

& Walkthrough

Each Passage in a
Folio can be marked
with one or more

Find a Passage

& walkthrough

Use Tags and full-text
searching to find

Passages
H video Tags H video
A form Answer a
where the user ~ Use Smart Answers “Fetch” question  Click Fetch to
| e G e respond to Fetch
selects Passages . ... Pessrmes - Passages p

5§ Walkthrough

selected by the form
user

.'-& Walkthrough

questions that ask for
Passages

H Video H Video
A form Use Smart Answers Answer a
({4 1/4
where the user and Fetchers to Fetch Click Fetch to

selects a Tag

5§ Walkthrough

E Video

insert Passages
marked with a Tag
selected by the form
user

Question - Tag
.'-(‘ Walkthrough

E Video

respond to Fetch
questions that ask for
aTag
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Advanced Folios

Kﬁ'ﬂ' Authors )

Use Lists to arrange
fetched Passages

Passages in Lists

5& Walkthrough
E Video

Folio Facts
Passages may include

A Walkthrough supplemental info

H Video
Folio Facts
in Lists Include extra info
. about fetched
X walkthrough T
H Video
Folios in Derived
Answers A trick to use Lists
. with Passages that
A walkthrough are selected by Tag
E Video
Advanced

Folio Edltmg Speed up extensive

5(‘ Walkthrough Folio revisions
E Video

Questionnaires

in Folios ,

Passages can include

N Walkthrough form automation

H Video

[ 7 Users )
b .
Import an.d ow'rlllzlaslelt.zl or Folios Make styles in Folios
export Folios emaried Folio and styles and target forms

documents need to agree

13 Lesson be imported ﬂ' Lesson 2

Folios

. Find out what all
screen details those little buttons

]‘.3 Lesson do

Smart Answer

screen details Find out what all
those little buttons

for Folios
do

Ia' Lesson

sson _—

Qﬂ' 7 Authors & Users
Fetcher . Find out what all Fetch . Find out what all
screen details  those little buttons screen details  those little buttons
ﬁ do ﬁ dO
Lesson Lesson
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Doxsera - Folios

(T Authors )

You will:

¢ Create a Folio named “Recipes”

In this walkthrough, you are a keeper of
recipes, and you have decided to store them

¢ Add recipes (Passages) to the Folio

in a Folio for easy access.

Why store recipes in a Folio? After the Folio is created, you will be able to:

e Quickly and easily search for and insert recipes in any document (Fetch a Passage).

¢ Create a form that instantly builds custom tailored cookbooks (A form where the user selects
Passages and A form where the user selects a Tag).

Create a Folio and
its first Passage

a Click “ Folios
b Click the “* new Folio icon

C Type the Folio name Recipes and click OK

d Type the first Passage name Chicken Gumbo and click OK

FILE HOME

MName of new Folio?

ecipes

Cancel

icken Gumbo

Mame of new Passage?

INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DOXSERA
g é 1 ) Reset @ C) % Save/Load == Remove ™8 Questionnaire EJ Field & Fetcher 2=, Master List
Start Fill At.t _? Blanks Fetch | Refresh @ Peck Mext Add T Up @ Smart Answer 2= List 1. Attn Mark ¥ Folios
a i n c res
B Petrify «r Peek Off 4 Down == Row/Column~ T Condition «f Che iT Tools~
Form Answers Series Form Author's Tools
L g 1 2 3 4 5 3 A 7
- Doxserd - Folios
&y Folio I | Done | ? |
Doxsera H Doxsera H

Cancsl

Doxsera - Create a Folio
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Doxsera - Folios

a Click the “i* new Passage icon

Add more b Type the Passage name Tomato Soup and click OK

Passages C Repeat steps a and b to create three more Passages: Beef Stew,
Bouillabaisse, and Vichyssoise

Doxsera - Folios E
Folio: Recipes Save ‘ Cancel ‘ ?
Tags L]
| | [empty] Tags L | |
D Passages | J X
j Edit Cont| Doxsera u
Mame of new Passage?
Folio Facts n'
Doxsera Cancel
Name of new Passage? oK
Beef Stew Le{
Cancel
omato Soup
T ichyssoise
Licenzed to Dema on 1 computer untl 1
Open the a Select any Passage

Folio document b Click Edit Content of Passage

Doxsera - Folios ﬂ
Folio: Recipes Save ‘ Cancel ‘ ?

& Tags L | | | |
' [empty] Tags -
D Passages dFd b4 @

n ho 7 Edit Content of Passage

Beef Stew
Bouillabaisse .
Vichyssoise Folio Facts -

[c] 2011-2014 Snapdone, Inc.

Licensed to Demo on 1computer until 14 Apr 2015

Doxsera - Create a Folio Page 4



Doxsera - Folios

Edit content a Between the blue arrows, type or paste a recipe for each dish
of Passages b Click “” Folios to return to the Folios screen
HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DOXSERA
g & 1 ) Reset g c) %% Save/Load == Remove PR Table E‘f} Field S Fetcher =, Master List
- *% 2 Blanks @ Peek MNext + Up & Answer 1= List I Attn Mark &9 Folios
Start  Fill Attn Fetch  Refresh Add
e Petrify ~r Peek OFf # Down == Row/Col - T Condition f Ch iT Tools~
Form Answers Series Form Author's
4 E 1 2 3 4 5 1 & 7

Folio: Recipes
Add Passage content between the blue arrows, then click Folios to save changes.

www  Chicken Gumbo ()

Ingredients

2 cups rice

1 chicken

1cup onions

Directions

Cook rice; keep warm. Cook chicken and chop into bite size pieces. Chop onions and glaze in frying pan.
Add chicken and onions to rice and stir.

Q

www  Tomato Soup ()

Ingredients

4 tomatoes

1tspn pepper

Directions

Squash tomatoes. Cook on medium heat for 30 minutes. Add pepper to taste. Serve while hot with a

Q

sprig of parsley.

AR

www  Beef Stew ()
" Ingredients
21b beef stew meat
1 onion
1 tomato
1.5lb potatoes
1tspn salt
2 cups water
Directions

Q

Chop onions, tomato, and potatoes. Mix all ingredients in a big pot. Cook on low heat all day long.

AAA

www  Bouillabaisse ()

Ingredients|

1 lobster
2 tomatoes

&

Doxsera - Create a Folio Page 5



Doxsera - Folios

ave your work Click Save to save changes to this Folio

e @ nd Presto You've created a “Recipes” Folio containing 5 dishes

Doxsera - Folios ﬂ
& Falio | Recipes j |4 #| X Done ?

P regs - Ingredients &) Tags ¥ /'| X ‘
2 cups rice
1 chicken
1cup onions
Directions
Cook rice; keep warm. Cook chicken
and chop into bite size pieces. Chop
onions and glaze in frying pan. Add
chicken and oniens to rice and stir.
D Passages |7 X @
:
Tomato Soup 7 Edit Content of Passage
Beef Stew
Bouillabaisse | ‘
Vichyssoise Folio Facts ¥

(=) 2011-2014 Snapdone. Inc.

Licensedta Dema on 1 computer until 14 Apr 205

A Create a Folio

Related Info ® Overview 5§ Walkthrough fa' Lesson = Video E Guide
® Folio Overview

E Creating a Folio
ﬂ' Folios screen details

Doxsera - Create a Folio Page 6


http://service.theformtool.com/entries/61483297

Doxsera - Folios

| % Users

You will:

In this walkthrough, you are typing a letter
and want to insert some recipes.

e Use the Fetch command to insert a
Passage in a document
Prerequisites:

¢ The “Recipes” Folio from Create a Folio; OR

¢ Open this Folio document and import it F

The Fetch command makes it quick and easy to find text that’s been stored in a Folio and insert it at any
location in a document.

h a Select a spot in a document where you want to insert a recipe for
Fetch a o
bouillabaisse
known Passage .
g b Click Fetch
HOME IMNSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DOXSERA
g & 1 ) Reset g C) %% Save/Load == Remove ™8 Table 'f:f} Field T2 Fetcher
* ? Blanks @ Peek Mext T Up &8 Answer = List 1. Attn Mark

Start Fill Attn Fetch  Refresh Add
s Peek Off 4 Down == Row,/Cal = ! Condition & Check Form
Form Answers Series Form Author's Tools

L g 1 2 3 4 5

Dear Murray,

Here's a recipe for bouillabaisse you might enjoy.

@

Doxsera - Fetch a Passage Page 7
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Doxsera - Folios

C Select the Recipes Folio
d Select the Bouillabaisse Passage

e Click Fetch

Doxsera - Fetch

@ show all

& Folios | Dl [£] passages @l@l |D| Preview .l .l
O Ailments [0 Beef Stew
[0 Attorney Bios Bouillabaisse Ingredients
a Doctgrs [0 Chicken Gumbao 1 lohster
[ Hospitals [0 Tomate Soup
[0 Jury Instructions - Civil [0 Vichyssoise 2 tomatoes
O Jurv. II'IStI’LICtIDITIS - Criminal a anian
[0 Medical Authority
eading Captions garlic cloves
Pleading Capt 4 lic cl
et
[0 Treatments irections

" filter

Flunge lobster headfirst into a big
pot of boiling water and cook for 2
minutes. Chop tomatoes, onion,
and garlic. Mix everything
together and simmer for 10
minutes.

Fetch Options Cancel

# showall © fi (] 2011-2014 Snapdane, Inc.

Lizensed ko Demao an 1 computer until 14 Apr 2015

... and Presto

The recipe is inserted right where you want it

Dear Murray,

Ingredients

1 lobster

2 tomatoes

1 onion

4 garlic cloves
Directions

Here's a recipe for bouillabaisse you might enjoy.

Plunge lobster headfirst into a big pot of boiling water and cook for 2 minutes. Chop tomatoes, onion,
and garlic. Mix everything together and simmer for 10 minutes.

A Fetch a Passage

Related Info
® Folio Overview
H Fetching Passages Manually

5& Find a Passage
l3 Fetch screen details

® Overview & Walkthrough 2 Lesson HVideo E Guide

Doxsera - Fetch a Passage

Page 8



http://service.theformtool.com/entries/62021476

Doxsera - Folios

(T Authors )

You will:

Tags are used to earmark Passages in a Folio. @ ekl Enies e o e Redjpes” Felie

¢ Tag each recipe
Prerequisites:

e The “Recipes” Folio from Create a Folio; OR

¢ Open this Folio document and import it

Tag the Passages in a Folio to:

Make it easier to find Passages when fetching (Find a Passage).

Create Smart Answers that allow users to choose Passages by category rather than individually (A
form where the user selects a Tag).

Open the a Click “ Folios.
“Recipes” Folio b Select the Recipes Folio.

FILE HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DOXSERA

g & 1 ) Reset g c) %% Save/Load == Remove M@ Table 'E) Field TP Fetcher =, Master List
.

- 2 Blanks @ Peek Next + Up @ Answer 1= List 1. Attn Mark 2 Folios
Start  Fill Attn Fetch  Refresh -
B Petrify s Peek Off ¥4 Down == Row/Col~ T Condition f Che iT Toals -
Form Answers Series Form Author's To
L E 1 2 3 4 5 & 7
Doxsera - Folios

j-rl’g’ily’lxl Dane |i|

+|7]x|

Doxsera - Tag Passages Page 9
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Doxsera - Folios

‘ a Select any Passage

b Click the “* new Tag icon

Add Passage Tags ,
C Type the Tag name Meat and click OK

d Repeat steps b and c to create Tags named Fish and Vegetarian

Doxsera - Folios H
& Folio | Recipes j |4 7 X Done ?
Tags | |

4 = Ingredients Tags

2 cups rice

1 chicken

1 cup onions

Directions

Cook rice; keep warm. Cook chicken

and chop into bite size pieces. Chop

onions and glaze in frying pan. Add

chicken and onions to rice and stir.
D Passages |7 X @
nho 7 Edit Content of Passage
Beef Stew
Bouillabaisse i  ——
Vichyssoise Folio Facts Doxsera H

New tag?
Doxsera e
Mew tag?
h
Cancel i E1cel
Meat ‘'egetarian
F:v Demo on 1 computer until 14 8
L
‘ a Select the Chicken Gumbo Passage

b Select the Meat Tag

Tag each Passage ® Repeat steps a and b to tag the remaining recipes: Tomato Soup

is Vegetarian; Beef Stew is Meat; Bouillabaisse is Fish; and
Vichyssoise is Meat

Doxsera - Folios ﬂ
Folio: Recipes Save ‘ Cancel ‘ ?

Tags = /’|x|

Ingredients Tags ¥
2 cups rice 3

1 chicken g _Fish

1cup onions Meat
Directions [0 Vegetarian
Cook rice; keep warm. Cook ¢
and chop into bite size pieces.
onions and glaze in frying pan.
chicken and onions to rice and stir.

DPassages |7 X @

Chicken Gumbo
Tomato Soup
Beef Stew
Bouillabaisse
Vichyssoise

Edit Content of Passage
o

Folio Facts ¥

[=) 2011-2014 Snapdone, Inc.

Licensed to Demo on 1 eamputer until 14 Spr 2015

Doxsera - Tag Passages Page 10



Doxsera - Folios

ave your work

Click Save to save changes to this Folio

... and Presto

Each dish in the “Recipes” Folio has been tagged with a food type

Doxsera - Folios

& Folio |Rec\pes

& Tags

|| 2%

[Z] Passages

Tomato Soup
Beef Stew
Bouillabaisse
Vichyssoise

X

Chicken Gumbo

Ingredients & Tags
2cups rice

1 chicken .
lcup onions [ Vegetarian

Directions [ Fish
Cook rice; keep warm. Ceok chicken

and chop into bite size pieces. Chop

onions and glaze in frying pan. Add

chicken and enions te rice and stir.

&

7 Edit Content of Passage

Folic Facts

[2) 2011-20% Snapdene, Inc.

Licensedto Dema on 1 computer until 14 Apr 2005

A Tag Passages

Related Info
® Folio Overview

H Tagging Passages

13 Folios screen details

@ Overview R Walkthrough

ﬁ Lesson H Video D Guide

Doxsera - Tag Passages

Page 11
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Doxsera - Folios

(,-f Users)

You will:

In this walkthrough, you are typing a letter e Find a Passage with a Tag

and want to insert some recipes. . . .
¢ Find a Passage with full-text searching

Prerequisites:
¢ The “Recipes” Folio from Tag Passages; OR

¢ Open this Folio document and import it F

As your library of Folios and Passages grows, these searching techniques will become very useful.

' ® Select a spot in a document where you want to insert a vegetarian

recipe

Find a Passage ® (lick Fetch to open the Fetch screen

with Tags
g a Select the Recipes Folio
Click filter to show the search panel
Doxsera - Fetch E

&P Folios | Dl [£] Passages .l@l | Dl Preview .l .l

O ailments [0 Beef Stew

[] Attorney Bios [0 Eouillabaisse Ingredients

O Doct?rs [0 cChicken Gumbe 3 1b beof staw meat

[0 Hospitals [0 Tomato Soup

[ Jury Instructions - Civil O Vvichyssoize 1 onion

O Jurv. Instructlorls - Criminal a T

O Medical Authority

[0 Pleading Captions 1.5lb potatoes

-

O Treatments B0 &=
2 cups water
Directions
Chop onions, tomate, and
potatoes. Mix all ingredients in a
big pot. Cook on low heat all day
long.

Fetch Options Cancel
@ showall (" filter @ show all filter (5) 2012014 Snapdone, Inc.
Licensed bo Demio on 1 compuker uj 15

Doxsera - Find a Passage Page 12
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Doxsera - Folios

C Select the Vegetarian Tag

d The list is shorter now — it only shows Passages that are tagged

Vegetarian

&P Folios

Doxsera - Fetch

Ailments

Attorney Bios

Doctors

Hospitals

Jury Instructions - Civil
Jury Instructions - Criminal
Medical Authority

Fleading Captions

Treatments

OROOO0OO000O0

* show all

|D| D Passages ‘ ’ O Preview
Tomato Soup

 filter

<]
ole|

Name contains: I

Tags

[ Fish
O Meat

Passage contains: I

Ingredients

4 tomatoes
1tspn pepper
Directions

Squash tomatoes. Cook on
medium heat for 30 minutes. Add

pepper to taste. Serve while hot
with a sprig of parsley.

2 8|8 |olm

Fetch Options Cancel

[c) 2011-2014 Snapdone, Inc.

Lizensed to Demo on 1eomputer until 14 Apr 2015

Find Passages
with a text search

[

Select a spot in a document where you want to insert multiple

garlicky recipes

Click Fetch to open the Fetch screen

Select the Recipes Folio

Click filter to show the search panel

Doxsera - Fetch

& Folios | Dl [£] passages .l@l | Dl Preview .l .l

O ailments [0 Beef Stew

[] Attorney Bios [] Bouillabaisse Ingredients

O Doctg-rs [0 cChicken Gumbo 3 b beef stew meat

[0 Hospitals [0 Tomate Soup

[ Jury Instructions - Civil [0 vichyssoise 1 onion

O Jurv. Ins‘truc:tlur?s - Criminal . T—

O Medical Authority

Pleading Captions 1.5|b potatoes
|
-

O Treatments B0 =
2 cups water
Directions
Chop onions, tomato, and
potatoes. Mix all ingredients in a
big pot. Cook on low heat all day
long.

Fetc Options Cancel
@ chowall filter @ chow all filter (¢ 2011-2014 Snapdane, Inc.
Licen=sed ta Demio on 1 compuker uj 15

Doxsera - Find a Passage

Page 13




Doxsera - Folios

word garlic

C Type garlic in the search box
Click the S search icon

f The word garlic is highlighted in the Preview panel
g Click the € next icon to find the next garlic in this Passage

The list is shorter now — it only shows Passages that contain the

Folios

Doxsera - Fetch

| Dl D Paszages

Aillments

Attorney Bios

Doctors

Hospitals

Jury Instructions - Civil
Jury Instructions - Criminal
Medical Authority

Fleading Captions

OOoOOOo0ooo|l&

Treatments

O

& chow all

Bouillabaisse
Vichyssoise

Name centains: I

Tags

O Fish
O Meat

[0 WVegetarian

Passage contains:

I garlic

Preview 0
Ingredients
1 lobster
2 tomatoes
1 onion
4 garlic cloves

ons

e lobster headfirst into a big
pot of boiling water and cook for 2
minutes. Chop tomatoes, onion,
and garlic. Mix everything
together and simmer for 10
minutes.

Fetch Options Cancel

 filter

[=] 2011-2014 Snapdone, Inc.

Licensed to Dl

puter until 14

T o

A Find a Passage

Related Info
@® olio Overview
E Finding Passages

5& Fetch a Passage
fs Fetch screen details

® Overview & Walkthrough 2 Lesson HVideo E Guide

Doxsera - Find a Passage

Page 14
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Doxsera - Folios

(iT Authors )

You will:
In this walkthrough, you create a “Cookbook” e Create a Smart Answer that lists dishes in
form that asks the form user to individually the “Recipes” Folio as choices
select dishes from the “Recipes” Folio. e Create a Fetcher that inserts the selected
Prerequisites: dishes into the “Cookbook” form

e The “Recipes” Folio from Create a Folio; OR

e QOpen this Folio document and import it &

The form in this walkthrough asks form users to select one or more Passages from a particular Folio.
This method could be used in:

¢ Aform for jury instructions, where the user selects instructions from a full list of jury instructions.
¢ Alease agreement composed of clauses selected from a Folio of boilerplate paragraphs.

¢ An invoice form where parts are chosen from a Folio containing the entire inventory.

Quick Start Open this partially completed form: Cookbook 1

reate a Smart
Answer that
selects Passages

a Place the cursor in the Rcps answer box

b Click “ Smart Answer

FILE HOME INSERT DESIGMN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW DOXSERA

£ Reset % Save/Load == Remove B8 Questionnaire ¥ Field :*‘f Fetcher =, Master List
1 23 4
Fetch

_? Blanks @ Peek Next T Up & Smart Answer 3= List L Attn Mark & Folios
Start  Fill Attn Refresh Add -
B Petrify s Peek Off == Row/Calurnn - ‘ Condition 4 Check Form (T Tools~
Form Answers Seri Form Author's Tools
L 1 g 1 2 4 5 3 A 7

Question
Rcps Which recipes should be included? [?7]

Doxsera - A form where the user selects Passages Page 15
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Doxsera - Folios

Select Checkboxes
Select Folios

Select Passage Names
Select One Folio

Select the Recipes Folio

> 0Mm = o Q O

The Preview shows choices that will be presented to the form
user as possible answers

Click OK

Q

Text | Dropdown | Yes/No Checkboxes | perived |

Source for checkboxes: Folios jl Passage Names j

@

@ Passage Names to be shown
are identified here.

. . When uszers click the Fetch button
C Al = One { Filter = Al  Filter to answer this question, they are
frs B presented with a list of
Dme_v 0= =] checkboxes.
uthority
{) Citations [ Beef Stew
{O Doctors [ Bouillabaisse
{0} EP DPA Agents [0 Chicken Gumbo
{3 Joint Trust Dispositive Clauses [0 Tomato Soup
{3 Jury Instructions [0 Vichyssoise
{3 LLC Acts Requiring Consent
{3 Questions e
0] Recipes -

oK Cancel
(=) 2011-2014 Snapdone, Inc. -

b Click @ Fetcher

a Select the spot in the form where recipes will be inserted
Add a Fetcher

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DOXSERA

g ﬁ 1 € Reset g c) %% Save/Load == Remove P Table 'Ef) Field TP Fetcher =, Master List
- .—

- _2 Blanks @ Peek Next T+ Up @ Answer = I Attn Mark & Folios
Start  Fill Attn Fetch  Refresh Add -
ﬁpetrify ~— Peek Off 4 Down == Row/Col ~ ‘ n o CheckForm (T Toals~
Form Answers Series Form Author's Tools
L E 1 2 3 4 5 3 &

The Adequate Cookbook
for Adequate Cooks

Here are some recipes you're sure to enjoy.

Happy cooking!

Doxsera - A form where the user selects Passages Page 16



Doxsera - Folios

f Click Insert Fetcher

C Select the Recipes Folio

d Since we don’t know in advance which Passages will be used, click
variable to show the Fetch these Passages panel

e The Passages to be fetched are chosen in the Rcps answer, so
select the Passage name {Rcps}

Doxsera - Fetcher

9 Folios | O | [£] Passages |@| | O | Preview

O ailments [0 Beef Stew

[] Attorney Bios [] Bouillabaisse Ingredients

[0 Doctors [0 Chicken Gumbo 2 1b beef stew meat
[0 Hospitals [0 Temato Soup

[ Jury Instructions - Civil O Vichyssoise 1 onion

O Jury Instructions - Criminal a T

O Medical Authority

[0 Pleading Captions 1.5|b potatoes

% Treatments llpm =ik

2 cups water

j Directions

Chop onions, tomato, and

[0 Vegetarian

potatoes. Mix all ingredients in a
big pot. Cook on low heat all day

E long.

" all & fixed ( wvariable T al @ fixed

Options Cancel

varia [] 201-2014 Snapdone, Inc.

Lizensed to Demo on 1 compt

Apr 2015

vee and Presto The form is complete

The Adequate Cookbook
for Adequate Cooks

are some recipes youlresure o enjey.

R

DOMSERS 00114 e e

A A form where the user selects Passages

Related Info ® Overview 5\ Walkthrough fa Lesson HVideo El Guide

@ olio Overview

H Fetching Passages Automatically

l* Smart Answer screen details for Folios

Doxsera - A form where the user selects Passages

Page 17
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Doxsera - Folios

In this walkthrough you will use the
“Cookbook” form to create a cookbook of
individually selected recipes.

Prerequisites:

e The “Recipes” Folio from Create a Folio; OR

(7 users

You will:

e Use the Fetch command to choose
several recipes

e Use the Fill command to create a
cookbook

e QOpen this Folio document and import it F

When answering Questionnaires, you will sometimes encounter “Fetch” questions. You will recognize

them because:

¢ The answer box has a red border (only if you are using Word 2013 or later).

¢ The flag above the answer box says click Fetch to choose.

Quick Start

Open this form: Cookbook 2

Open the
Fetch screen

a Place the cursor in the answer box
b The flag above the answer box says click Fetch to choose
C Click & Fetch

FILE HOME  INSERT  DESIGN

PAGE LAYOUT ~ REFERENCES ~ MAILINGS  REVIEW  VIEW  DOXSERA DESIGN LAYOUT
g & 1 ) Reset @ c) %= Save/Load = Remove M®Table 4§ Field TP Fetcher =, Master List
- *% 2 Blanks @ Peek Next T+ Up @ Answer 1= List I Attn Mark 49 Folios
Stat ~ Fill  Attn etch  Refresh
“ Peek Off 4 Down == Row;/Col ~ ‘ Condition f CheckForm (T Tools~
Form Answers Series Form Author's Tools
L # #1 2 3

o

Doxsera [c) 2011-2014 snapdone, Inc.

= click Fetch to choosg

Question
Which recipes should be included?

Doxsera - Answer a “Fetch” question - Passages

Page 18
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Doxsera - Folios

Make choices

a Select Beef Stew, Chicken Gumbo, and Tomato Soup

Chicken Gumbo 4 tomatoes
Tomato Soup

[0 Vvichyssoise

1tspn pepper

Directions

Unknown

b Click OK
Doxsera - Fetch H
D Passages Preview
D Bouillabaisse Ingredients

Sguash tomatoes. Cook on
medium heat for 30 minutes. Add
pepper to taste. Serve while hot
with a sprig of parsley.

Cancel

() 2011-2014 Snapdone, Inc.

Licensed to Demo ter until 14 Apr 2015

. Quick finish

Click ﬁ Fill to create the cookbook

... and Presto

The cookbook is complete *

The Adequate Cookbook
for Adequate Cooks
e st seene ey A —
SR e e

1 enion
1 tomatn

Chap orions, omats, and potatoes. Mix all ingredierts in a big pot. Cook o kow heat ol day long.

Ingredients
Zows rhe

1 ebickin
1o enions
Dirextions

Codik rice; kep warm. and chop pirces. Chap aeed gaze in frying pan.

Addd chicken and onioes to rice and stir,

\gredents

£ tomatoes

1tspn pepper

Directions

Saquash bomaties. Cook on medium heat for 30 minutes. Add pappar b tite, Serve while ht with 3
sprig of parsley.

Happy cocking!

For now, don’t worry that recipe names are missing.
We’ll add them in another walkthrough (Passages in

Lists).

A Answer a “Fetch” question - Passages

Related Info

@® olio Overview

® Overview R Walkthrough fa'Lesson HVideo DGuide

H Answering a Fetch Question (Passages)

X Answer a Fetch question - Tag

fa Fetch screen details

Doxsera - Answer a “Fetch” question - Passages

Page 19
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Doxsera - Folios

(T Authors )

You will:

e Create a Smart Answer that lists Tags in

This walkthrough creates a “Cookbook” form the “Recipes” Folio as choices
that asks the form user to choose a food type. ¢ Create a Fetcher that inserts dishes from
Prerequisites: the “Recipes” Folio that are marked with

] ) the selected Tag
¢ The “Recipes” Folio from Tag Passages; OR

¢ Open this Folio document and import it F

The form in this walkthrough asks form users to select a Tag from a particular Folio, then automatically
fetches the corresponding Passages. This method could be used in:

¢ Aform for jury instructions where the user selects a type of case, and relevant jury instructions are
automatically found and inserted into the form.

¢ An engagement letter where the user selects the type of client, and biographies of relevant team
members are automatically inserted into the form.

P Quick Start Open this partially completed form: Cookbook 1
reate a Smart a Change the question to What type of recipes should be included?
Answer that asks b Place the cursor in the answer box
for a Tag C Click ¥ Smart Answer

FILE HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DOXSERA

g & 1 € Reset g c’ %= Save/Load == Remove MR Questionnaire E‘f} Field S Fetcher =, Master List
: 2 2 Blanks @ Peek Next 1+ Up & Smart Answer  $= List I Attn Mark &% Folios
Start  Fill Attn Fetch  Refresh Add -
B Petrify ~— Peek Off 40D == Row/Column ~ ' Condition «f Check Form T Toals~

Form Answers Series Form Author's Tools

Question

Rcps What type of recipes should be included? [77]

Doxsera - A form where the user selects a Tag Page 20
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Doxsera - Folios

Select Dropdown
Select Folios
Select Passage Tags

Select One Folio

> M = o Q

Select the Recipes Folio

The Preview shows choices that will be presented to the form
user as possible answers

Click OK

Text Dropdown |yes/No | Checkboxes | Derived

* Single dropdown

Source for dropdown choices: Folios v assage Tags j
[T Allow user res se

* One ( Filter & all  one  Filter

When users click the Fetch

button to answer this

uthority qges*tiu:m, they are presented
with a dropdown boax.

o
[=]
-
a
B
w
8

|

Citations

{0 Doctors -
() EP DPA Agents I Fish -
{3 Joint Trust Dispositive Clauses Fish

; Meat

. Ve etar|ar1

{3 LLC Acts Requiring Consent 7] ey
) Questions e ﬁl Ehe drupduwn are |dent|f|ed
(@ ere.

@ all 7 Filter

oK Cancel
(=) 2011-2014 Snapdone, Inc. -

a Select the spot in the form where recipes will be inserted

Add a Fetcher b Click ¥ Fetcher

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DOXSERA

g ﬁ 1 4 Reset @ c %% Save/Load = Remove MR Table U5 Field o Fetcher =, Master List
- #% 2 Blanks @ Peek Next T+ Up @ Answer =L I Attn Mark & Folios
Start  Fill  Attn etch  Refresh -
ﬁpetri ~— Peek Off 4 Down == Row/Col ~ ‘ o CheckForm (T Tools~
Form Answers Series Form Author's Tools
L E 1 2 3 4 5 3 &

The Adequate Cookbook
for Adequate Cooks

Here are some recipes you're sure to enjoy.

Happy cooking!

Doxsera - A form where the user selects a Tag Page 21
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C Select the Recipes Folio

d Since we don’t know in advance which Passages will be used, click
variable to show the Fetch these Passages panel

e Since we don’t know in advance which Tag will be chosen, select
{Rcps} to use the form user’s response to the Rcps question

f Click Insert Fetcher

Doxsera - Fetcher H

9 Folios | O | [£] passages |@| | O | Preview
O Ailments [0 Beef Stew
[] Attorney Bios [0 Bouillabaisse Ingredients
O Doc:tgrs [0 Chicken Gumbo 2 b beef stew meat
[0 Hospitals [0 Tomato Soup
O Jury Instructions - Civil O Vichyssoise 1 onion
O Jurv. II'IStrLICtIDITIS - Criminal a T
O Medical Authority
[0 Pleading Captions 1.5|b potatoes
5] Respes oo oat
O Treatments ==
2 cups water
L g Directions
Name contains: j Chop onions, tomato, and
potatoes. Mix all ingredients in a
Tags big pot. Cook cn low heat all day
O Fish leng.
[0 Meat
[0 Vegetarian O
{Recps}
@
o
Options Cancel
" all @ fixed ( wariable " all  * fixed varia (5) 20112014 Snapdone, Inc.

Licensed to Demo on 1 compul pr 2015

vee and Presto The form is complete

The Adequate Cookbook
for Adequate Cooks

are same seopes youre sure to enjey

ECET

A A form where the user selects a Tag

Related Info @ overview & Walkthrough 2 Lesson H video [ Guide
® Folio Overview

H Fetching with Tags

13 Smart Answer screen details for Folios
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Doxsera - Folios

(,,-f Users)

You will:
In this walkthrough you will use the e Use the Fetch command to choose a type
“Cookbook” form to create a cookbook of fish of food: “Fish”
recipes.
P e Create a cookbook of fish recipes
Prerequisites:

¢ The “Recipes” Folio from Tag Passages; OR

e QOpen this Folio document and import it

»u

Some Smart Answers ask the form user to choose a Tag from a Folio.

P Quick Start Open this form: Cookbook 3

a Place the cursor in the answer box

Open the

b The flag above the answer box says click Fetch to choose
Fetch screen

C Click & Fetch

FILE HOME INSERT ~ DESIGN PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW | DOXSERA DESIGM LAYOUT

g & 1 c) %= Save/Load == Remove MM Table 5 Field TP Fetcher =, Master List
- * @ Peek Next + Up & Answer = List L. Attn Mark & Folios
Start  Fill Attn Fetch  Refresh Add -
s Peek Off 4 Down == Row/Col ~ ‘ Condition f CheckForm (T Tools~
Form Answers Series Form Author's Tools
L # #1 2 3 4 ﬁg 5 5 7

DOXSera [c] 2011-2014 snapdone, Inc.

Question = click Fetch to choose

Rcps Which recipes should be included? 1271

a Select Fish

Choose a Tag -
|

Doxsera - Fetch Tags u

Tags
oy

O Meat
) Vegetarian

oK Unknown Cancel ‘

[=) 2011-2014 Snapdone, Inc.

P Quick finish Click =% Fill to create the cookbook of fish dishes
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... and Presto

The cookbook (though it contains only one recipe) is complete*

The Adequate Cookbook
for Adequate Cooks

Here are some recipes you're sure to enjoy.

Ingredients

1 lobster

2 tomatoes

1 onion

4 garlic cloves
Directions

Plunge lobster headfirst into a big pot of boiling water and cook for 2 minutes. Chop tomatoes, onion,
and garlic. Mix everything together and simmer for 10 minutes.

Happy cooking!

For now, don’t worry that the recipe name is missing.
We'll add it in another walkthrough (Passages in Lists).

A Answer a “Fetch” question - Tag

Related Info
‘@® Folio Overview

E Answering a Fetch Question (Tags)

X Answer a Fetch question - Passages

la' Fetch screen details

® Overview K Walkthrough fa' Lesson EVideo El Guide

Doxsera - Answer a “Fetch” question - Tag

Page 24
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Doxsera - Folios

(T Authors )

You will:

e Create a List of recipe names in the
“Cookbook” form

In this walkthrough, recipes are arranged in a
List, which allows each Passage to be
accompanied by surrounding text. e Customize the List with a Fetcher to fetch
the content of each recipe

Prerequisites:
¢ The “Recipes” Folio from Tag Passages; OR

e QOpen this Folio document and import it F

Some forms require not only that Passages be inserted, but that they be arranged in a particular way
and perhaps embellished with additional material before and after. This can be accomplished by
arranging the Passages in a List. You might use this method to create:

¢ A catalog of parts where each part appears in a table row.

¢ A series of quotations where each quote is followed by a citation.

P Quick Start Open this partially completed form: Cookbook 4

a Select the spot in the form where the List of recipes should
Add a List appear
b Click List

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DOXSERA

g ﬁ 1 € Reset @ c) %% Save/Load = Remove MR Table 5 Field TP Fetcher =, Master List
*% 2 Blanks @ Peek Next + Up @ Answer 3= List L Attn Mark &9 Folios

Start  Fill Attn Fetch  Refresh Add -
ﬁpetrify “ Peek Off 4 Down == ‘ Condition «f Check Form T Tools~
Form Answers Series Form Author's Tools
L E 1 2 3 4

5 3 A

The Adequate Cookbook
for Adequate Cooks

Here are some recipes you're sure to enjoy.

ol

Happy cooking!
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Doxsera - Folios

C The Rcps answer is already selected

d Click Insert List

Y

In=sert List abe

Doxsera - Fields, Lists and Conditions H
kd

2| %] ¢ |

[c) 201-2013 Snapdone, Inc.

Licen=ed ta Oemo on 1 computer until 14 Apr 2015

e Select [repeating paragraphs]
f Click Done

Doxsera - Fields, Lists and Conditions

Rcps

J Appearance
-

List

Include checked & unchecked it

[repeating paragraphs]

¥ Blank line

() 2011-2013 Snapdone, Inc.

Licensed to Demo on 1 computer until 14 Apr 2015

Doxsera - Passages in Lists
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‘ a Delete the words Sample paragraph about

{Rcps#X} marks where each Passage’s name will appear. Make it
Customize the List bold, underlined, and a larger font size.

C Delete the period and add a hard return between the two
paragraphs

The Adequate Cookbook (O setor)
for Adequate Cooks

Hiie are some recipes you're sure to enjoy.
{List:Sample paragraph about {Reps#X}.
I[ditto] [ [ditto]} ( ‘

Happy cocking!

i

The Adequate Cookbook Q20
for Adequate Cooks

Here are some recipes you're sure to enjoy.

{List::l RCES#XI:

‘ | [ditto]|[ditta]} ‘

Happy cooking!

a Place the cursor in the empty middle paragraph

Add a Fetcher .
b Click Fetcher

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DOXSERA

s & 1 ) Reset g c) %= Save/Load == Remove P Table Ej Field P Fetcher =, Master List

- _? Blanks @ Peek Next T+ Up @ Answer  i= I Attn Mark 492 Folios
Start ~ Fill  Attn Fetch  Refresh Add -
B Petrify s Peek Off ¥ Down == Row/Col = ‘ o CheckForm (T Tools~
Form Answers Series Form Author's Tools
L1 E 1 2 3 4 5 5 ..

The Adequate Cookbook
for Adequate Cooks

Here are some recipes you're sure to enjoy.

{List:_{ RCES#X ’:

|
‘ | [ditto] | [ditto]}

Happy cooking!

Doxsera - Passages in Lists Page 27
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C Select variable to show the Fetch these Passages panel
d Select {Rcps#X} to fetch the current item in the Rcps answer *
e Click Insert Fetcher

Doxsera - Fetcher H
& Folios | | | [Z] Passages | | | O | Preview
[ Ailments
[0 Atterney Bios
[0 Doctors
[ Hospitals
[ Jury Instructions - Civil
[0 Jury Instructions - Criminal
[ Medical Authority
[ Fleading Captions
[0 Recipes
[0 Treatments
Fetch these Passages
MName is: {Rcps#X} j
()
[on
Options Cancel
" all " wvariable " all % fixed wari (2) 20112014 Snapdone, Inc.
Lizensed ko Demo on 1 comp [pr 2015

When creating custom Lists, you will almost always use
#X, which designates the current item in the list. In
unusual situations, you might use #F to designate the
first item, #P for the previous item, #N for the next item,
or #L for the last item.

vee and Presto The form is complete

The Adequate Cookbook
for Adequate Cooks

e {RepsHX}
e
Tanalidimcl)

SampreaeT
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A Passages in Lists
® Overview K Walkthrough fa' Lesson EVideo El Guide

Related Info
@® Folio Overview

E Passages in Lists

5& Folio Facts in Lists

X Folios in Derived Answers
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Doxsera - Folios

In this walkthrough, you will add supplemental
info to each dish in the “Recipes” Folio.

Prerequisites:

You will:

“Servings”

e Enter a serving size for each recipe

¢ The “Recipes” Folio from Tag Passages; OR

¢ Open this Folio document and import it

e Add a Fact to the “Recipes” Folio named

(T Authors )

)

Folio Facts add supplemental information to Passages. They are useful when, in addition to inserting a
Passage into a form, form authors also need to insert information about that Passage. For example:

¢ Aform that inserts biographies from a Folio could also include a separate listing of each person’s

name and profession.

¢ The same Passages and Facts might be arranged differently in two forms. For example, a catalog
might show a product’s name in a large font above its description. But the same product could
appear in a two-column invoice with the name on the left and description on the right.

Open the
“Recipes” Folio

a Click 7 Folios.

b Select the Recipes Folio.

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DOXSERA
g & 1 ) Reset g c) %% Save/Load = Remove M@ Table '?J Field S Fetcher =, Master List
- *% 2 Blanks @ Peek Next T+ Up @ Answer 1= List 1. Attn Mark o Folios
Start  Fill Attn Fetch  Refresh d -
B Petrify s Peek Off ¥4 Down == Row/Col~ T Condition f Che iT Toals -
Form Answers Series Form Author's To
L E 1 2 3 4 5 & 7
Doxsera - Folios
& Folio Recipes j - |'311| /’l Xl Done | ? |
q #|2]%]

Doxsera - Folio Facts
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Doxsera - Folios

a Select any Passage.
Add Fact label b Click the “* new Fact icon.
C Type the label Servings and click OK.

Doxsera - Folios ﬂ
& Folio I Recipes j 'l 'ﬁl _/’l X| Done | ? |

Tags 'Il,l X|

Chicken Gumbo Supreme Tags - .} *
Ingredients

2 cups rice .

1 chicken [0 wvegetarian

1icup onions [ Fish

Directions

Cook rice; keep warm. Cook chicken
and chop into bite size pieces. Chop
onions and glaze in frying pan. Add
chicken and onions to rice and stir.
Serves 4

D Passages

Tomato Soup _/’ Edit Content of Passage

Beef Stew
Bouillabaisse .
Vichyssoise Folio Facts

Doxsera

Label for new Folio Fact?

Cancel

[e] 201-2014 Snapdone, Inc.

ervings

. Select the Chicken Gumbo Passage

Select the Servings Fact

O T 2

Enter Facts Type 4 in the Servings box

Repeat steps a to ¢ for the remaining Passages: Tomato Soup
serves 3; Beef Stew serves 4; Bouillabaisse serves 4; and
Vichyssoise serves 2

Doxsera - Folios n
Folio: Recipes Save | Cancel | ? |

4 Tags '|,|X| -
d Ingredients Tags s ./’ b4
2 cups rice
1 chicken .
1cup onions [ Vvegetarian
Directions [0 Fish

Cook rice; keep warm. Cook chicken
and chop into bite size pieces. Chop
onions and glaze in frying pan. Add
chicken and onions to rice and stir.

_;] Edit Content of Passage

Tomato Soup
Beef Stew

Bouillabaisse .
Vichyssoise Folio Facts o , b4

Servings: | 4

[z]) 2011-2014 Snapdone, Ine.

Lizensed ta Demo on 1 computer until 1
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ave your work Click Save to save changes to this Folio

vee and Presto The dishes in your “Recipes” Folio now include serving size info

Doxsera - Folios

& Folio |Rampes

@ rags ¢ /)%

[Z] Passages |2 x| e

Tomato Soup
Besf Stew
Bouillabaisse
Vichyssoise

B S

| < |
_ome | 7]

Ingredients.

2 cups rice

1 chicken

1cup onions

Directions

Cook rice; keep warm. Cook chicken
and chop into bite size pieces. Chop
onions and glaze in frying pan. Add
chicken and oniens to rice and stir.

7 EditContent of Passage

Folio Facts

Tags

[] Vegetarian

O Fish

5|7 X

¢ 2] x|

Servings

(<) 20112014 Snapdone, Inc.

Licensed to Dema on | computer until 14 Apr 2015

A Folio Facts

Related Info ® Overview & Walkthrough 2z Lesson = Video E Guide

@ [olio Overview
E Folio Facts

'& Folio Facts in Lists

fs Folios screen details

Doxsera - Folio Facts
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Doxsera - Folios

(iT Authors )

You will:

In this walkthrough, the “Cookbook” form’s
list of recipes is embellished with serving sizes

¢ Customize a List with an additional Field
that refers to a Folio Fact
Prerequisites:

e The “Recipes” Folio from Folio Facts; OR

¢ Open this Folio document and import it F

When Passages are used in a form, all of the Folio Facts related to those Passages can also be used. For
example:

¢ When a selected doctor’s bio is fetched from a Folio of bios, the doctor’s first name and number of
years in practice could be inserted elsewhere in the form.

¢ A catalog form that fetches part descriptions into the left column of a table could also insert part
numbers and prices into the middle and right columns.

’ Quick Start Open this partially completed form: Cookbook 5
. a Type (serves ) after the {Rcps#X} field
Customize
. b Place the cursor where the serving number belongs
the List . ]
€ Click ¥s Field

FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DOXSERA

g & 1 ) Reset @ c) *% Save/Load + == Rernove P Table 5 Field B Fetcher =, Master List
*% 2 Blanks @ Peek Next g T Up «@,:'E_E,List L Attn Mark &9 Folios

Start  Fill  Attn Fetch  Refresh -
ﬁpetrify s Peek Off & Down == ‘ Condition & CheckForm {T Tools~

- For% 1 Answers . Seri]es . FDrmEAuthDr's Tools . .
The Adequate Cookbook
for Adequate Cooks

Here are some recipes you're sure to enjoy.

wist:{Rcps#X} (se rves,[)

{Fetch#X}

| [ditto] | [

Happy cooking!
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Doxsera - Folios

d The Rcps answer is already selected

e Click Insert Field

(\ Insert Field

Doxsera - Fields, Lists and Conditions u

7%« L1 IE=ed

abc

(=) 2011-2013 Snapdone, Inc.

Licensed to Demo on 1 computer until 14 Apr 2015

f Click Item
g Select the Servings Fact
h Click Done

Doxsera - Fields, Lists and Conditions H

B

" Number

Current

" Date " Sequential #
Format

¢ FreeForm

" First capital

" Title Case

I lowercase

" UPPERCASE

¥ Blank line

(=] 2011-2012 Snapdone, Inc.

Lizensed to Demao on 1 computer until 14 Apr 2015

Doxsera - Folio Facts in Lists
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vee and Presto The form is complete

The Adequate Cookbook
for Adequate Cooks

rs sam recpes yare ure 19 ey

{us{RepsaX] (serves [Reps:Servings#Xi]
freting

Yetuol]dol}

-------- el

A Folio Facts in Lists

Related Info ® Overview .'k Walkthrough fa Lesson H Video El Guide
@® Folio Overview

E Folio Facts in Lists

.'»& Folio Facts
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Doxsera - Folios

(T Authors )

You will:

e Create a Derived Answer that determines
which recipes have been selected

This walkthrough uses a Derived Answer as an
intermediary step to create a List of Passages
that are selected with a Tag.

¢ Create a List that uses the results of the

Prerequisites: Derived Answer

¢ The “Recipes” Folio from Tag Passages; OR

e QOpen this Folio document and import it .

I

The Passages in Lists walkthrough shows how to List Passages when each Passage is chosen by the form
user. But how do you List Passages when the form user chooses a Tag without identifying particular
Passages? You must create a Derived Answer that determines the selected Passages, then create a List
that uses the results of the Derived Answer.

P Quick Start

Add a Derived

Open this partially completed form: Cookbook 6

a Place the cursor anywhere in the Rcps row

Answer b Click Row/Column, Add
HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW  VIEW = DOXSERA DESIGM LAYOUT
g ﬁ 1 ) Reset g CD = Save/Load == Remove MR Questionnaire }'f_] Field &2 Fetcher =, Master List
Sort Rl At.tn _? Blanks Fetch | Refresh @& Peck MNext T+ Up @ Smart Answer = List I Attn Mark € Folios
B Petrify «r Peek Off 4 Down == Row/Column~ T Condition «f Check Form ;T Toals -
Farm Answers Series Add iuthor's Tools
L # £l 2 3 = Remove 3 7
= Copy
4+ MoveRowUp
# Move Row Down
= &  Move Column Left
= Move Column Right
#5, Show/Hide
B Divider ’

Doxserd (c) 2011-2014 Snapdone, Inc.

Question

What type of recipes should be included?

! click Fetch to choose

[??7]

C Type the label RcpsResult
d Type the question (derived)
e Place the cursor in the RcpsResult answer box

f Click ¥ Smart Answer

FILE HOME  INSERT ~ DESIGN PAGELAYOUT  REFERENCES — MAILINGS  REVIEW  VIEW = DOXSERA DESIGM

LAYOUT
) Reset *% Save/lLoad == Remove B Questionnaire }'f_] Field E‘f/ Fetcher =, Master List
1
- *5 2 Blanks @ Peek Mext T Up @ Smart Answer 1= List I Attn Mark & Folios
Start Fill Attn Fetch  Refresh -
e Petrify ~— Peek Off 40D = Row/Calumn = ‘ Condition J Check Form ;] Tools~
Form Answers Series Form Author's Tools
L # #1 2 3

Fi ag s 3 7
Doxserd (c) 2011-2014 Snapdone, Inc.
Question

What type of recipes should be included?
(derived)
4

Rcps
y RcpsResult

[?7]
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Doxsera - Folios

Select Derived

> 0

Select Series of Passage names

Select One in the Look in these Folios panel

Select the Recipes Folio

x o

Select Filter in the Show these Passages panel

Since we don’t know in advance which Tag will be chosen, select
{Rcps} to use the form user’s response to the Rcps question

m Click OK

Text | Dropdown | Ies,’Nol Checkboxes Derived I

" Freeform
{* Series of Passage names

" Series of Folio names

Derived answers are not seen or
answered by the form user. Instead,

they are automatically determined
Al & one  Filter during the Fill process.
ttorney Bios ] j

Authority This Derived answer produces the
O craters T
{3 Doctors [ Fish ’
{0 EP DPA Agents [0 Meat -
{3 Joint Trust Dispositive Clauses El [0 vegetarian
O Jury Instrctons
{3 LLC Acts Requiring Consent
O Questions [
0] Recipes -

oK Cancel
(=] 2011-2014 Snapdone, Inc. —

Pick up with Step 2 of Passages in Lists, but each time you see Rcps,
replace it with RcpsResult

ontinue with...

... and Presto The form is complete

The Adequate Cookbook [ T———
for Adequate Cooks e e |

ars some recipes you're sure to enjoy.

tu{RepsResultaX}
retciog
-
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Doxsera - Folios

A Folios in Derived Answers

Related Info ® Overview K Walkthrough fa' Lesson = Video El Guide

@ Folio Overview

E Folios in Derived Answers

X Passages in Lists

13' Smart Answer screen details for Folios

Doxsera - Folios in Derived Answers
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Doxsera - Folios

(4T Authors )

¢ Rename and revise the Chicken Gumbo
recipe

You will:

In this walkthrough you will use advanced * Tag the recipe as “Savory
methods to expand the “Recipes” Folio e Add a new Fact (Prep Time = 1 hour) to
Prerequisites: the recipe
* The “Recipes” Folio from Folio Facts; OR * Copy the Tomato Soup recipe and use it
) ) ) . to create a new recipe for Potato Soup
¢ Open this Folio document and import it F

Once you understand the format of Folio documents, you may find it quicker to make extensive
revisions directly to the Folio document rather than through the Folios screen. All of these chores can
be performed directly in the Folio document:

¢ Add, rename, and edit Passages.
¢ Add, rename, edit, and delete Tags.

¢ Add, rename, edit, and delete Facts.

‘ a Click “ Folios

Open a Folio b Select the Recipes Folio

document C Select any Passage
d Click Edit Content of Passage

FILE HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DOXSERA

g é 1 £ Reset g C) %= Save/Load == Remove  E®Table ¥3 Field B Fetcher = Master List

- _2 Blanks @ Peek Next T+ Up & Answer 1= List 1. Attn Mark o Folios
Start Fill Attn Fetch  Refresh Add -
B Petrify s Peck OFf ¥ Down == Row/Col - T Condition «f Che iT Tools -
Form Answers Series Form Author's T
L 1 E 1 2 3 4 5 5 .. 7
. Doxsera - Folios
& Folio Recipes j T |&g|j| X| Done | e |
X
@ = | | | Ingredients Tags v b4
2 cups rice
1 chicken -
1cup onions [ Vegetarian
Directions [ Fish

Cook rice; keep warm. Cook chicken
and chop into bite size pieces. Chop
onions and glaze in frying pan. Add
- chicken and onions to rice and stir.

D Fassages

Tomato Soup 7 Edit Content of Passage

Beef Stew
Bouillabaisse - |2]%]
Vichyssoise lo Facts -

Servings 4

(=) 2011-2014 Snapdone, Inc.

Lizenzed to Demo on 1 computer until 14 Apr 2015
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‘ Each Passage is preceded by a blue vvv
Each Passage is followed by a blue AMA

The Passage name (Chicken Gumbo) appears after vvv
Passage

format rules

The Passage name is followed by parentheses

®” QO 6 T 9

Tags (Meat) and Facts (Servings=4) appear within the
parentheses, separated by semicolons

f Facts are typed in the format label=fact. For example:
Servings=4

hicken Gumbo (Meat; Se?/ings=4}

o

chicken
1lcup onions
Directions

Cook rice; keep warm. Cook chicken and chop into bite size pieces. P:hop
‘onions and glaze in frying pan. Add chicken and onions to rice and stir.

AR

' Edit the content of the Passage by typing Mmm, delicious!
Follow the rules

to edit all aspects
of a Passage

Edit the name of the Passage by typing Surprize
Add a Tag by typing Savory; (including the semicolon)

Q 6 T Q

Add a Fact by typing ; Prep Time=1 hour (including the
semicolon)

Ingredients
2 cups rice

1 chicken

1cup onions

Directions

Cook rice; keep warm. Cook chicken and chop into bite size pieces. Chop
onions and glaze in frying pan. Add chicken and onions to rice and stir.

(Mmm, delicious!
AN

vvv  Chicken Gumbo Surprize (ngory; Meat; Servings=4; Prep Time=1 hour)

Don’t use these special characters in Passage names,
Tags, or Fact labels: ;=()

Doxsera - Advanced Folio editing Page 40
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Create a new a Select the entire Tomato Soup Passage, making sure to include
Passage with the vvv at the beginning and the A2 at the end
copy/paste * Copy

OTONS ana BIaze T TTYINE Parn. AT ChICKE and onions 1o TTCE 3 ST
Mmm, delicious!

AAA

Ingredients
4 tomatoes

1tspn pepper

Directions

Squash tomatoes. Cook on medium heat for 30 minutes. Add pepper to
taste. Serve while hot with a sprig of parsley.

wwv  Beef Stew (Meat; Servings=4)
Ingredients

21b beef stew meat

1 onion

il tomnata

b Place the cursor before the Beef Stew Passage, making sure it’s in
front of the vvv that begins the Passage

® Paste

[ OTIOTTS SN gTaZe T Ty ParT—AUO CICKeT 3o OTToTTSs TO e ammu s
Mmm, delicious!

AAA

vwv Tomato Soup (Vegetarian; Servings=3)

Ingredients

4 tomatoes

1tspn pepper

Directions

Squash tomatoes. Cook on medium heat for 30 minutes. Add pepper to
taste. Serve while hot with a sprig of parsley.

AAA

ivw Beef Stew (Meat; Servings=4)
Ingredients

21b beef stew meat

1 onion

h tomato
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C Revise the copied recipe so it refers to potatoes instead of
tomatoes

d Click Folios to return to the Folios screen

FILE HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DOXSERA

g & 1 0 Reset @ c) *% Save/Load == Remove P Table 3 Field B Fetcher =, Master List

2 Blanks @ Peck Next T Up &% Answer i= List 1. Attn Mark W Falios
Stat  Fill  Attn Fetch  Refresh Add

il Petrify v Peek OFf 4 Down == Row/Col~ $ Condition «f Ch

Farm Answers Series Form Author's

L g 1 2 3 4 o 5

{T Tools~

Folio: Recipes
Add Passage content between the blue arrows, then click Folios to save changes.

vvv  Chicken Gumbo Surprize (Savory; Meat; Servings=4; Prep Time=1 hour)

Ingredients

2 cups rice

1 chicken

lcup onions

Directions

~ Cook rice; keep warm. Cook chicken and chop into bite size pieces. Chop
onions and glaze in frying pan. Add chicken and onions to rice and stir.
Mmm, delicious!

AAA

vvwv  Tomato Soup (Vegetarian; Servings=3)
Ingredients
4 tomatoes
1tspn pepper
Directions
- Squash tomatoes. Cook on medium heat for 30 minutes. Add pepper to
taste. Serve while hot with a sprig of parsley.

AAA

vvv Potato Soup (Vegetarian; Servings=3)

potatoe
spn  pepper
Directions
Squash otbtoes. on medium heat for 30 minutes. Add pepper to
erve while hot with a sprig of parsley.

vvww  Beef Stew (Meat; Servings=4)

. Inaradiontc

ave your work Click Save to save changes to this Folio
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... and Presto

The “Recipes” Folio has been updated with a new Tag, new Fact, and
new Passage

Doxsera - Folios
& Folio I Recipes j-.- Al 2R Done | ? |
P 1ass +| /x|
g Ingredients Tags L AP4RS
2 cups rice
1 chicken
1lcup onions
Directions [] Vvegetarian
Cook rice; keep warm. Cook chicken O Fish
and chop into bite size pieces. Chop
onions and glaze in frying pan. Add
chicken and onions to rice and stir.
Mmm, delicious!
[ Passages 5| 7| X[ 2 |¥
Tomato Soup 7 Edit Content of Passage
Potato Soup
Beef Stew | | |
Bouillabaisse Folio Facts Rl dk
Vichyssoise Servings 4
Prep Time 1 hour

{2) 2011-2014 Snapdone, Inc.

Licensed to Oemo on 1eomputer until 14 Apr 2015

A Advanced Folio editing

Related Info

® Folio Overview

@ overview & Walkthrough & Lesson o video [ Guide

H Advanced Folio Editing

X Create a Folio
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In this walkthrough, a pleading form fetches
its caption from a Folio of captions for various
venues. You will add fields to the Folio so they

(iT Authors )

e Copy a Questionnaire into the “Sample
Captions” Folio

You will:

e Automate the captions with Fields for
client name, opponent name, cause
number, and pleading title

can be filled in from the Questionnaire. I‘

Coordinating Questionnaires between forms and Folios can lead to astounding results:

¢ When boilerplate paragraphs are fetched into a document, language within the boilerplate can be
customized with information from the Questionnaire of the target document.

e Passages in Folios can contain Conditions that resolve according to answers in the target form’s
Questionnaire.

. ® QOpen this Sample Captions Folio document and import it
Quick Start _ _
® QOpen this Motion form
‘ a This “Fetch” answer asks the form user to choose a venue from
Take a look the “Sample Captions” Folio
at the form b When the form is Filled, the selected caption is fetched here.

FILE HOME INSERT DESIGN PAGELAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER DOXSERA  DESIGN LAYOUT

g & 1 ) Reset g c) %% Save/Load == Remove P8 Table E‘f} Field TP Fetcher =, Master List
- *5 2 Blanks @ Peek Mext T+ Up @ Answer 1= List I Attn Mark &9 Folios
Start  Fill  Attn Fetch  Refresh
P Petrify s Peek Off & Down == Row/Col = { Condition «f Check Form T Tools~
Form Answers Series Form Author's Tools
a # #1 2 3 4 &g 5 3 7.
1| (reteny
Defendant {ClientName} moves the Court to rule that all charges against {himlher} be
dismissed.
4 RESPECTFULLY SUBMITTED on this___ day of
5 TIC, TAC & TOE, PLLC
~ 6
7 By:
Joseph Toe, Attorney at Law
8
- Attorneys for {ClientName}
9

Doxsera (c) 2011-2014 Snapdone, Inc.

b Court ck Fetch to choose
CaseVenue Case venue? 27] |
CauseNum Cause number? [77]
PldgTitle Title of pleading? Motion to Dismiss Charges
Parties

wn ClientName Name of client? [77] [?7]
OppName Name of opponent? [77] [?7]
15 |
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Doxsera - Folios

Copy the
Questionnaire

a Select the whole Questionnaire, making sure to include the
“phantom” column along the right edge.

¢ Copy

CaseVenue

Question

Case venue?

Doxsera {c) 2011-2014 Snapdone, Inc.

Answer

[??]

CauseNum

Cause number?

7]

PldgTitle Title of pleading? Motion to Dismiss Charges
ClientName Name of client? [??]1[?7]
OppName Name of opponent? [?7]1[?7?]

15 H

@
Open the

Folio document

a Click Folios
b Select the Sample Captions Folio
C Select any Passage

d Click Edit Content of Passage

FILE HOME
=l
|

Start  Fill Att

INSERT
) Reset

_? Blanks
n
ﬁPetnf}r

Form

r g

DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER DOXSERA
@ c) %% Save/Load == Remove R Table 5 Field B Fetcher =, Master List
@ Peek Next T Up & Answer = List 1. Attn Mark W Folios
Fetch  Refresh Add -
“— Peek Off ¥ Down == Row,/Col ~ ‘ Condition J Ch il Tools~
Answers Series Form Author's
1 2 3 4 s 6 7

Doxsera - Folios

& Falio

Sample Captions

|| 2| %

dical

a

[0 Restaurant

D Passages

Washington DSHS

L
@ Tags L

SUPERICR COURT OF WASHINGTON
FOR KING COUNTY
I
Plaintiff,

v 7| X 2@ '

Washington Si Court
A — _* EditContent of Passage
io Facts ¥ | |

[e] 2011-2014 Snapdone, Inc.

15|

Licensed to Demo on 1 computer until 14 Apr 2015
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a Place the cursor at the end of the Folio document, making sure it
Paste the is below the final blue AAA

Questionnaire ® Add a hard page break (Ctrl+Enter), then Paste

Defendant.

AN

vwv  Washington DSHS ()
WASHINGTON STATE DEPARTMENT OF

SOCIAL AND HEALTH SERVICES
BOARD OF APPEALS

No.
Appellant.

AAA

&

Add Fields

a Use the ¥ Field command to replace all the blanks in the
Passages with Fields

SUPERIOR. COURT OF WASHINGTON FOR. KING COUNTY

PPNAME},
No. {CAUS
Plaintiff,
DGTITLE}
V.
CLIENTNAME},
Defendant.

AN

vwv  Washington DSHS ()
WASHINGTON STATE DEPARTMENT OF

SOCIAL AND HEATLTH SERVICES

BOARD OF APPEALS
IENTNAME},
No. {CAUS
Appellant.
{PLDGTITLE}

AAA

ave your work Click Folios then Save to save changes to the Folio
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The form and Folio are complete. When the form is Filled, answers
vee and Presto from the Questionnaire are used to fill in not only the Fields in the
original form, but also Fields in the fetched caption.

SUPERIOR COURT OF WASHINGTON FOR KING COUNTY

TANE SMITH,
7 No. 123-45678
Plaintiff,
8 MOTION TO DISMISS CHARGES

JOHN DOE,
10
Defendant.
11

12

13 Defendant John Doe moves the Court to rule that all charges against him be dismissed.

" RESPECTFULLY SUBMITTED on this ___day of

15 TIC, TAC & TOE, PLLC
16
By:

17 Joseph Toe, Attorney at Law
18 Attorneys for John Doe
A Questionnaires in Folios
Related Info @ Overview X Walkthrough 2 Lesson H video [ Guide

¥ Folio Overview

E Questionnaire in Folios

X Create a Folio
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(T Authors )

You will learn how to:

e Import a Folio document that you
downloaded or received from someone

When Doxsera is installed on a network, 215 500 [ e et o o1l ot et

Folios are shared among all users. But you e Export a Folio as a document so it can be

may wish to download and install sample shared with Doxsera users who are not

Folios or share Folios with Doxsera users at on your computer network

other offices. F

® Open the Folio document that you downloaded or received
To import a Folio ® Click Folios to open the Folios screen

® (Click Save

WARNING: If you already have a Folio with the same
name as the Folio being imported, it will be overwritten
with the imported Folio.

® (lick Folios and select a Folio
To export a Folio ® Select any Passage and click Edit Content of Passage

® Save the resulting Word document and send it to the recipient

A Import and export Folios

Related Info P Overview .'k Walkthrough fa Lesson H Video El Guide

® Folio Overview
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_—
\ﬁ'ﬂ' 7 Authors & Use@

You will learn how to:

e Copy styles between Folios and forms

¢ Control format when using Fetch or
Fetcher

If the format of a Passage changes when it is
inserted into a document, styles are likely the

culprit F

Microsoft Word’s “styles” feature is often used to format text. It's possible for the format of identically
named styles in two documents to differ. For example, the “Heading 1” style in Folio X might be bold
and underlined, while the “Heading 1” style in Form Y might be italic and blue. When a Passage from
Folio X is inserted into Form Y, headings that were bold and underlined in the source Folio become italic
and blue in the target form. This effect is often undesirable, and can be managed in two ways:

¢ Make styles in the Folio and the target form identical.

¢ Choose formatting options as Passages are fetched.

' Open a target form into which Passages will be inserted
Click Folios

To make Select the source Folio

i : Click the 4 styles i
styles identical ick the 4 styles icon

m QO 6 T 9

Click the right arrow to copy styles from the form to the Folio, or
click the left arrow to copy styles from the Folio to the form

f Click OK

FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DOXSERA

g ﬁ 1 4 Reset @ c) %% Save/Load + = Remove P Table Efj Field & Fetcher =, Master List 0 Help
*% 2 Blanks @ Peek Next 1+ Up

& Answer i= List 1 Attn Mark ¥ Folios oAbout
Start  Fill Attn Fetch  Refresh Add -
EPatnf}r e Peck Off ¥ Down = Row/Col ~ ' Condition J Ch, il Tools~- ey Options ~
Form Answers Series Form Author's

L g 1 2 3 4 3 5
Tha Adanuatra Canlhanl,
Doxsera - Folios
& Folio ecipes Done ﬂ
Her
‘ {List
{Fet
J D Passages L | | | |
Hdi " criceen Garmbe Doxsera - Copy Styles H

Tomato Soup
Beef Stew
Bouillabaisse
Vichyssoise

Hap @

Document Folio
Form - Cookboo‘ I | Recipes j
Cancel

Licenzel ‘
(&) 201-2014 Snapdone, Ine.

Copy styles in which direction?
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® Place the cursor in a form or document and click Fetch (if you are
a form user) or Fetcher (if you are a form author)

Styles

while fetChlng a After selecting the Passages to be fetched, click Options

Doxsera - Fetch u
& Folios | Dl [£] Passages @ O Preview | |

O Amers
[] Attorney Bios [0 Bouilabaisse Ingredients
O Doctors O Chicken Gumbo 3l beef stew meat
[ Hospitals [0 Tomato Soup
[ 3ury Instructions - Civil O Vichyssoise 1 onion
O Jury Instructions - Criminal . T—
[0 Medical Authority
[ Pleading Captions 1.5 b potatoes
E Treatments Lism =l
Servings 4

Change the paragraph style of
Il fetched paragraphs to the

paragraph style at cursor's
location
Fetch Options Cancel

" filter @ show all " filter (2] 20112014 Snapdone, Ine.

Lizensed to Demo on 1 computer until 14 Apr 2015

b When this box is unchecked (the default), paragraph styles assigned in the Folio are retained. So a
paragraph that uses Heading 1 style in the Folio still uses Heading 1 style after it is inserted in the
document. (But if the format of Heading 1 in the Folio differs from that in the document, the
inserted text will conform to the format defined in the document.)

When this box is checked, paragraph styles assigned in the Folio are abandoned, and all inserted
paragraphs are instead formatted with the style at the cursor’s location in the document.

A Folios and Styles

Related Info ® Overview K Walkthrough fa Lesson = Video El Guide
@® Folio Overview

l* Folios screen details

1'3 Fetch screen details
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contain

iT Authors

Form authors use the Folios screen to
manage Folios and the Passages they

Folios screen Click Folios to open the Folios screen

Doxsera - Folios

~[ e | 24

@ Folio

[c) 2011-2014 Snapdone, Inc.

Licensed to Demo on 1 computer until 14 Apr 2015

a Select a Folio here

b Click to create a new Folio. Note: If a Folio is selected in box a, you will have the option to use it
as a model for the new Folio, preserving styles and any Questionnaire contained in the source

Folio.

Doxsera - Folios screen details
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p Folio details After selecting a Folio:

Doxsera - Folios “

.#Folio |Rec:ipes ‘

Tags

[ Legal
[0 Medical
Restaurant

El Passages ‘ ‘ | | |
Chicken Gumbo
Tomato Scoup
Beef Stew

Bouillabaisse
Vichyssoize

of

[c) 2011-2014 Snapdone, Inc.

Licensed to Demo on 1 computer until 14 Apr 2015

Click to rename the selected Folio. Warning: Any forms that refer to this Folio by name will
need to be updated.

Click to delete the selected Folio. Warning: Any forms that refer to this Folio by name will need
to be updated.

Like Passages, Folios can also be tagged. All available Folio Tags are listed here. Note: If a Tagis
not assigned to any Folios, it will disappear from this list when this screen is closed.

Assign a Folio Tag to the selected Folio by checkmarking it here. Note: Multiple Tags can be
assigned to a single Folio.

Click to add a new Folio Tag.

Click to rename the selected Folio Tag. Any Folios that were previously tagged with this Tag will
tagged with the new Tag name. Warning: Any forms that refer to this Tag by name will need to
be updated.

Click to delete the selected Folio Tag. Any Folios that were previously tagged with this Tag will
no longer be so tagged. Warning: Any forms that refer to this Tag by name will need to be
updated.

All Passages contained in the selected Folio are listed here. Select a Passage to see its details.

Click to add a new Passage to the selected Folio.
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passage details After selecting a Passage:

Doxsera - Folios “

& Folio | Recipes j | A7 X .DDHE ﬂ
2| x| #| .7

@ Taos - Ingredients
ngredien
O Legal 2 cups rice
[ Medical 1 dilalwen .
LRy Inim L] Vegetarian
Directions [ Fish

Cook rice; keep warm. Cook chi
and chop into bite size pieces. Ch
onions and glaze in frying pan. Add

chicken and cnions to rice and stir. ‘

# Edit Content of Passage |

[Z] Passages

Tomato Scoup
Beef Stew

Bouillabaisse

Vichyssoise Folic Facts ‘ -
Servings 4

[c) 2011-2014 Snapdone, Inc.

Licensed to Demo on 1 computer until 14 Apr 2015

a Click to rename the selected Passage. Warning: Any forms that refer to this Passage by name
will need to be updated.

b Click to delete the selected Passage. Warning: Any forms that refer to this Passage by name will
need to be updated.

¢ Click the arrows to move the selected Passage up or down in the Folio. Note: Folio Passages are
not necessarily alphabetized. In some cases, form authors may decide another arrangement is
more useful.

d The content of the selected Passage is previewed here.

e Click to open a Folio document for the selected Folio, and move the cursor to the currently
selected Passage. All editing of Passage contents occurs in the Folio document. When revisions
are complete, click Folios to return to this screen.

f  All Tags contained in the selected Folio are listed here.

g Assign a Passage Tag to the selected Passage by checkmarking it here. Note: Multiple Tags can
be assigned to a single Passage.

h Click to add a Tag to the list of Passage Tags. Note: If a Tag is not assigned to any Passages, it
will disappear from this list when this screen is closed.

i Click to rename the selected Passage Tag. Any Passages that were previously tagged with this
Tag will be tagged with the new Tag name. Warning: Any forms that refer to this Tag by name
will need to be updated.

j Click to delete the selected Passage Tag. Any Passages that were previously tagged with this Tag
will no longer be so tagged. Warning: Any forms that refer to this Tag by name will need to be
updated.

k All Folio Fact labels that occur in the selected Folio are listed here. Facts that have been filled in
for the selected Passage are also shown. Select a Fact to modify it. Note: If a Folio Fact is not
filled in for any Passages in the selected Folio, it will disappear from this list when this screen is
closed.

| Click to add a new label to the list of Folio Facts for the selected Folio.
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Folio Fact
details

After selecting a Folio Fact:

Doxsera - Faolios “
& Folio I Recipes j'|ﬁ|j|X| Done | ? |
Fdk.s

& Tags +| 7] x ;

g | | | Ingredients Tags bl lF
O LEQE_" 2 cups rice

[0 Medical 1 chicken

Directions [ Fish
Cook rice; keep warm. Cook chicken
and chop into bite size pieces. Chop
onions and glaze in frying pan. Add
chicken and onions to rice and stir.

DPassages 'l|.]|x|.|@|

Tomato Soup
Beef Stew
Bouillabaisse
Vichyssoise

4 Edit Content of Passage

Folic Facts

Servings: | A @-

Snapdone, In

Lizenzsed ta Demo an 1 computer until 14 2

a Click to relabel the selected Fact in every Passages that contains it. Warning: Any forms that
refer to this Fact by name will need to be updated.

b Click to delete the selected Fact from all Passages in this Folio. Warning: Any forms that refer to
this Fact by name will need to be updated.

Use this box to edit the selected Fact for the selected Passage.

d Click (or press Enter) to move to the next Fact in the list. Note: This button only appears when
the cursor is in box c.

e Click (or press Alt+N) to move to the next Passage in the list. Note: This button only appears
when the cursor is in box c.

A Folios screen details

Related Info ® Overview R Walkthrough Is Lesson HVideo E Guide

® Folio Overview
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iT Authors

Form authors can create Smart Answers that
prompt form users to choose from
prescribed subsets of Folio names, Passage
names, Folio Tags, or Passage Tags

the Smart Answer screen

Iext] Dropdown ] Yes/No Check

boxes | Derived |

Source for checkboxes: Folios j| Passage Names j

. Place the cursor in an answer box and click & Smart Answer to open
hoice answers

Example
Look in these Folios Show these Passages
. ) When users click the Fetch button
£ Al (7 One ¥ Filter £ Al (¢ Filter to answer this question, they are
. . presented with a list of
Mame contains: Name contains: | j checkboxes.
Tags ‘ Tags
[0 Cooking
O Law M
‘ 0Ol |3 Medical ’ O ‘
‘ . .

‘ @ Passage Mames to be shown

are identified here.

oK | Cancel
[=] 2011-2014 Snapdone, Inc. — |

a Select Dropdown to ask the form user to select a single item, Checkboxes to ask for multiple
items, or Derived to create a derived answer that generates a list of Folios names or Passage
names (Folios in Derived Answers).

b Select Folios to draw choices from Folios and the Passages and Tags they contain.

¢ Select the type of choices presented to the form user: Folio Names, Passage Names, Folio Tags,
or Passage Tags.

d Select All when the pool of choices is drawn from all Folios. Select One when the choices are all
contained in a single Folio. Select Filter if the pool of choices is drawn from a set of Folios
determined by Tags or by responses in the Questionnaire.

e When textis typed here, only Folios that contain that text in their name will be included as the
source for choices. If the Questionnaire includes a Smart Answer that ask for Folio names, it is
listed here in curly braces { } -- select it if the form user’s response should be used to determine
Folio names.

f  All Folios Tags are listed here. Checkmarked Tags determine which Folios will be included as the
source for choices. If the Questionnaire includes a Smart Answer that ask for Folio Tags, it is
listed here in curly braces { } -- select it if the form user’s response should be used to determine
Folio Tags.

Click the ¥ checked or O empty box to select all Folio Tags or no Folio Tags.

h  click () allor "' any to control how Tag filters are applied. When (W allis selected, only

Folios tagged with all of the selected Tags are used. When " any is selected, Folios tagged
with any of the selected Tags are used.

i Select All to include all Passages in the selected Folios. Select Filter to include a subset of
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Passages in the selected Folios.

j When text is typed here, only Passages that contain that text in their name will be included. If
the Questionnaire includes a Smart Answer that ask for Passage names, it is listed here in curly
braces { } -- select it if the form user’s response should be used to determine Passage names.

k Passage Tags in the selected Folios are listed here. Checkmarked Tags determine which Passages
will be included. If the Questionnaire includes a Smart Answer that ask for Passage Tags, it is
listed here in curly braces { } -- select it if the form user’s response should be used to determine
Passage Tags.

| Click the B checked or O empty box to select all Passage Tags or no Passage Tags.

m  Click (&) all or @9 any to control how Tag filters are applied. When (W allis selected, only
Passages tagged with all of the selected Tags are included. When [ any is selected, Passages
tagged with any of the selected Tags are included.

n The Preview shows choices that will be presented to the form user. Note: The choices shown
reflect current Folio information. If Folio information has changed when the form is used, the
user will see the new information.

A Smart Answer screen details for Folios

Related Info ® Overview K Walkthrough la' Lesson HVideo E Guide

W Folio Overview
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27 Users

The Fetcher screen is identical to the Fetch
screen (Fetch screen details), except as
noted here

etcher screen Click ¥ Fetcher to open the Fetcher screen

Doxsera - Fetcher H

Folios ‘ O | [£] Passages | | ‘ O | Preview
Ailments

Attorney Bios

Doctors

Hospitals

Jury Instructions - Civil
Jury Instructions - Criminal
Medical Authority

Pleading Captions

Recipes

Treatments

OOO0000O00o0g

Options

wariable (&) 2011-2014 Snapdone, Inz.

a Click all if the Passages to be fetched are drawn from the pool of all Folios.

b Click fixed if the Passages to be fetched are drawn from a limited set of Folios that you can
identify right now.

¢ Click variable if the Passages to be fetched are drawn from a set of Folios that depends on
tagging and/or responses in the Questionnaire.

d Click all if all of the Passages in the selected Folios are to be fetched.
e Click fixed if the Passages to be fetched can be identified right now.

f  Click variable if the Passages to be fetched depends on tagging and/or responses in the
Questionnaire.
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Filters
and options

After turning on the variable panels (c and f above):

Doxserd - Fetcher “
& Folios [-] Passages Preview
Ailments Aaron Dobbs Doctors -
Attorney Bios Albert Einstein Doctors
Doctars Alexander Alexandro Doctors
Hospitals Alexander Fleming Doctors
Jury Instructions - Civil Antibiotics Treatments
Jury Instructions - Criminal Beef Stew Recipes
Medical Authority Bone Fracture Ajlments
Pleading Captions Bone Fracture - Web Medical Authority
Recipes Bone Marrow Transpl Treatments
Treatments Bouillabaisse Recipes
Breast Cancer - ACS Medical Authority
Breast Cancer — ACS Medical Authority
Breast Cancer - ACS Medical Authority
Bryan C. Graff Attorney Bios
C. Walton Lillehei Doctors
Chemotherapy Treatments
Cheryl Hodgins Doctors
Chicken Gumbo Recipes LI
al O fiked & variable Servings 4
Name is: I {MyFolo} j Mame is: I {MyP=g} j
Tags
Legal ; tics fa
Medical ruptcy =]
Restaurant El Bone Fracture O
{MyFalioTag} Botony
Breast Cancer
a . a
Cardiac . "
nze -
o Chemotherapy LI o Fetcher Options Cancel
(&) 20M1-2014 Snapdone, Inc.
Licensed to Oemo on 1 computer until 14 &pr 2015

a Thelist of Folios Tags may include items in curly braces { }. They are Questionnaire questions
that ask the form user to choose Folio Tags. Select one when you want the user’s response to
determine which Folio Tags are selected.

b  This box may include items in curly braces { }. They are Questionnaire questions that ask the
form user to choose Folio names. Select one when you want the user’s response to determine
which Folio names are selected.

¢ Thelist of Passage Tags may include items in curly braces { }. They are Questionnaire questions
that ask the form user to choose Passage Tags. Select one when you want the user’s response to
determine which Passage Tags are selected.

d This box may include items in curly braces { }. They are Questionnaire questions that ask the
form user to choose Passage names. Select one when you want the user’s response to
determine which Passage names are selected.

A Fetcher screen details

Related Info P Overview 5§ Walkthrough Ia Lesson HVideo El Guide

® Folio Overview
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27 Users

The Fetch screen is used to insert Passages
in a document (Fetch a Passage)

Fetch screen Click Fetch to open the Fetch screen

Doxsera - F4

& Folios O | [£] Passages Preview ‘ |
[ Ailments Beef Stew
[ Attorney Bios [0 Bouillabaisse Ingredients
a Doc:t?r.s [ Chicken Gumbo 21b haef stew meat
[] Hospitals [0 Potato Soup
[0 Jury Instructions - Civil [0 Temato Scup 1 anion

] Instructi - Criminal Vich i
O urv. nstru IDITIS rimina [0 Vichyssoise 1 tomato
[] Medical Authority
O

w3

2 cups water

Directions
Chop onions, tomato, and

Servings 4

ol

Pleading Captions 1.5 lb potatoes
Recipes e it
Treatments ‘ e

Fetch Options Cancel

fv show all filter o show all filter [c] 201-2014 Snapdone, Inc.
Licensed ta Dema on 1 computer unty 15

All Folios are listed here.

a

b Checkmark one or more Folios to see the Passages they contain.

¢ Clickthe ™ checked or [ empty box to select all Folios or no Folios.
d All Passages contained in the selected Folios are listed here.

e Checkmark one or more Passages to choose them, either for insertion into a document or to
respond to a “Fetch” question.

f  When fetching multiple Passages, you may want to insert them in a particular order. Click the
{& @ arrows to move the selected Passage up or down in the list.

Click the M checked or 1 empty box to select all Passages or no Passages.

h The contents of the currently selected Passage are previewed here.
i If the currently selected Passage includes Folio Facts, they are listed here.

j After selecting Passages, click Fetch to either insert them in a document or respond to a “Fetch”
question.

k Click Options to show formatting options for inserted Passages (see 2 below)
| Click filter to show the Folio filtering panel (see 2 below)

m Click filter to show the Passage filtering panel (see 2 below)
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Doxsera - Folios

Filters
and options

After turning on the option and filter panels (k, I, and m above):

& Folios

O |:| Faszages

Daoxsera - Fetch

Beef Stew

[0 Chicken Gumbo

Preview

QO
-

Ingredients
21lb beef stew meat
1 onion

tomato

potatoes
1tspn salt j
Servings 4

Showing these Passages

O

S

" show all 1 filter
Showing these Folios
MName is:
Tags
[ Legal
[ Medical

Name contains:

Tags

Fizh

[0 savory
[0 ‘egetarian

B

Passage contains: onion

hange the paragraph style of
etched paragraphs to the

paragraph style at cursor's
location

Fetch Options Cancel

[) 2011-2014 Snapdone, Inc.

Licenzed to Demo puter until 14 A

Checkmark one or more Folio Tags to choose which Folios are shown.

Click the B checked or O empty box to select all Folio Tags or no Folio Tags.

Click @ all or ’ any to control how Tag filters are applied. When @ all is selected, only

Folios tagged with all of the selected Tags are shown. When '. any is selected, Folios tagged

a AllFolios Tags are listed here.

b

C

d

with any of the selected Tags are shown.

e

f  All Passage Tags in the selected Folios are listed here.
g

h

When text is typed here, only Folios that contain that text in their name are shown.

Checkmark one or more Passage Tags to choose which Passages are shown.

Click the B checked or O empty box to select all Passage Tags or no Passage Tags.

Click @ all or ’ any to control how Tag filters are applied. When @ all is selected, only

Passages tagged with all of the selected Tags are shown. When . any is selected, Passages
tagged with any of the selected Tags are shown.

j When text is typed here, only Passages that contain that text in their name are shown.

k  To search the content of Passages, type a search term here and click the (\ search icon to show

Passages that contain it.

| This is the ('\ search icon. Click it after typing a search term in box k.

m After searching with k and I, the search term is highlighted in the preview of found Passages.

n  After searching with k and I, click the D arrows to highlight the next occurrence of the search

term in the Preview panel.

A Fetch screen details
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@ Overview K Walkthrough ﬁ Lesson HVideo El Guide
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Example 1: Pronouns and Plurals

What you will learn
e Smart Answer: Text-With-Pronoun
e Smart Answer: Dropdown
e Pronoun Fields
e Singular/Plural Fields

This deceptively short sample document is chock full of opportunities to try | Bob Lobb (“Plaintiff”) hereby
out Pronoun answers, Pronoun Fields, and Singular/Plural Fields. requests that the Court grant his
motion and rule against AAA

Company (“Defendant”). The
will adapt to every possible combination of plaintiff(s) and defendant(s) — Defendant has produced no

We'll spend lots of time on these two sentences. When we’re done, the form

whomever and whatever — with automatic and flawless grammatical shifts. evidence, so it should be
required to pay Plaintiff’s

If you’d like to work along with this example, begin by typing or copying the attorney fees.

text shown here into a blank document.

Step 1. Create the Questionnaire

Doxsera (c)2011-2014 snandone, Inc.

Question ‘ Answer
Client Name of client?
ClientParty What party is the client?
Opponent Name of opponent?
OppParty What party is the opponent?

Step 2. Create Smart Answers

When asking for the client’s name, we also need to Text | propdown | Yes/No | Checkboxes | Derived

ask for a pronoun. Place the cursor in the answer & Single text box
box for the Client question and click “# Smart (i o Bk e
Answer.

I¥ with pronoun

Select Text, Single text box, With pronoun, and click OK.

Do the same for the question labeled Opponent that asks
for the opponent’s name.
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When asking for the client party, we’ll offer
two choices in a dropdown box.

gle dropdown

eries of dropdowns

urce for dropdown choices;

Place the cursor in the answer box for the
ClientParty question and click “# Smart
Answer.

I Allow user to writ

Select Dropdown, Single dropdown, typed

o /WJ?" -
Dropdown choices are added here. Type _= pasier s

Ctri+C, Ctri+X,
and Ctrl+V.

Plaintiff, press Enter, then type Defendant.

Your end result should look like the screen
shown here. Click OK.

Text ropdown ]Ies/No ] Checkboxes ] Derived ]

typed here

different response

Example

| Dropdawn choices | The dropdawn box allows users to

Plaintiff select one of several choices.

Users
cannot
type their
own
response
-“they
must

Choices to be shown ~ Choose

4 in the dropdown are one in the

dropdown
typed here.
vped nere list.

<) 2011-2014 Snapdone, Inc.

i Cancel

Do the same for the question labeled OppParty that asks for the opponent’s party.

Step 3. Add Basic Fields

Take another look at the document. We need to replace “Bob
Lobb” with a Field for the client’s name.

Select Bob Lobb and click ¥s Field, Client, Insert Field, Done.

With our first Field in place, the form looks like this.

Replace the word “Plaintiff” with a {ClientParty} Field (twice),
the name “AAA Company” with an {Opponent} Field, and the
word “Defendant” with an {OppParty} Field (twice).

With all of those basic Fields in place, the form looks like this.

Step 4. Add Pronoun Fields

To reap even more benefits, we want to make it smart enough
to handle pronouns automatically, no matter whether our
client is male, female, a married couple, or a business entity.

Select the word his and click ¥ Field, Client, Insert Field.

Bob Lobb (“Plaintiff”) hereby requests that
the Court grant his motion and rule against
AAA Company (“Defendant”). The Defendant
has produced no evidence, so it should be
required to pay Plaintiff’s attorney fees.

{Client} (“Plaintiff”) hereby requests that the
Court grant his motion and rule against AAA
Company (“Defendant”). The Defendant has
produced no evidence, so it should be
required to pay Plaintiff’'s attorney fees.

{Client} (“{ClientParty}”) hereby requests that
the Court grant his motion and rule against
{Opponent} (“{OppParty}’). The {OppParty}
has produced no evidence, so it should be
required to pay {ClientParty}'s attorney fees.

{Client} (“{ClientParty}”) hereby requests that
the Court grant his motion and rule against
{Opponent} (“{OppParty}’). The {OppParty}
has produced no evidence, so it should be
required to pay {ClientParty}'s attorney fees.

Doxsera - Detailed Examples (Version 2.2, October 2014)

Page 2




* Pronoun

Select Pronoun.

Select His | Her|Its | Their from the dropdown box.

Cpponent

r  si
OppParty Number Singular/Plural

" Date
Format

+ Defined

‘H' His | Her | Its | Their j

" Title Case

>l': lowercase

Select lowercase and click Done.

After placing the first pronoun Field, the form looks like
this. (Note the addition of the fhis|her} pronoun Field.)

Select the word it and make it a Pronoun Field too. This
time, however, you'll select Opponent instead of Client,
and select He|She|It| They instead of His|Her|Its| Their.

With both pronoun Fields in place, the form looks like this.

Step 5. Add Singular/Plural Fields

" UPPERCASE

{Client} (“{ClientParty}”) hereby requests that the
Court grant {his|her} motion and rule against
{Opponent} (“{OppParty}”). The {OppParty} has
produced no evidence, so it should be required to
pay {ClientParty}'s attorney fees.

{Client} (“{ClientParty}”) hereby requests that the
Court grant {his|her} motion and rule against
{Opponent} (“{OppParty}”’). The {OppParty} has
produced no evidence, so it should be required to
pay {ClientParty}'s attorney fees.

{Client} (“{ClientParty}”) hereby requests that the
Court grant {his/her} motion and rule against
{Opponent} (“{OppParty}”’). The {OppParty} has
produced no evidence, so {he|she} should be
required to pay {ClientParty}'s attorney fees.

We want this form to give flawless results even when our client is a married couple. Note the differences

in these two phrases:

Bertrand Loopin (“Plaintiff”) hereby requests...

Bertrand and Agnes Loopin (“Plaintiffs”) hereby request...

When there is one client, an s appears at the end of the verb requests. When there are two clients, an s
appears at the end of the noun Plaintiffs. We'll use Singular/Plural Fields to handle this grammatical

requirement.

Place the cursor immediately after the first {ClientParty}
Field and click ¥s Field, Client, Insert Field.

{Client} (“{ClientParty}”) hereby requests that the
Court grant this/her} motion and rule against
{Opponent} (“{OppParty}’). The {OppParty} has
produced no evidence, so {he/she} should be
required to pay {ClientParty}'s attorney fees.
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Select Singular/Plural.

=] 2|

Select |s (shows s when pronoun is plural). ===

" Text " Pronoun

I
Opponent
CppParty

Num @+ Singular/Plural
" Date
Format

&+ Defined

Select lowercase and click Done.

|z (shows = when prorj

" Title Case

After placing the first Singular/Plural Field, the form looks
like this. (Note the addition of the {s} Field.)

The same idea applies every time the {ClientParty} Field
appears. Rather than creating another Singular/Plural
Field from scratch, copy that first {s} Field and paste it near
the end of the form as shown here.

Now select the s at the end of requests. We're going to
replace this character with another Singular/Pronoun
Field.

Click ¥s Field, Client, Insert Field.

’ + lowercase

{Client} (“{ClientParty}{s}”) hereby requests that
the Court grant {his/her} motion and rule against
{Opponent} (“{OppParty}”’). The {OppParty} has
produced no evidence, so fhe/she} should be
required to pay {ClientParty}'s attorney fees.

{Client} (“{ClientParty}{s}”) hereby requests that
the Court grant fhis/her} motion and rule against
{Opponent} (“{OppParty}”’). The {OppParty} has
produced no evidence, so fhe/she} should be
required to pay {ClientParty}{s}'s attorney fees.

{Client} (“{ClientParty}{s}”) hereby requests that
the Court grant fhis/her} motion and rule against
{Opponent} (“{OppParty}”’). The {OppParty} has
produced no evidence, so {he/she} should be
required to pay {ClientParty}{s}'s attorney fees.

w7

it " Text " Pronoun

ClientParty

Select Singular/Plural.

[ —

Select |s (shows s when pronoun is singular). (Note

wﬁh Singular/Plural

" Date

COppParty

Format

that this is the opposite of our selection last time.)

Select lowercase and click Done.

&+ pefined
|z (shows = when prorj

" Title Case

After placing those three Singular/Plural Fields, the form
looks like this. (Note the {s} Field at the end of request.)

—»“ lowercase

" UPPERCASE

{Client} (“{ClientParty}{s}”) hereby request{s} that
the Court grant fhis/her} motion and rule against
{Opponent} (“{OppParty}’). The {OppParty} has
produced no evidence, so {he/she} should be
required to pay {ClientParty}{s}’s attorney fees.

Using the same methods, add Singular/Plural Fields after each of the two {OppParty} Fields. In the ¥s Field
screen you'll be selecting Opponent and |s (shows s when pronoun is plural).

Select the word “has” and replace it with a Singular/Plural Field. In the ¥ Field screen you'll be selecting
Opponent, haslhave, and lowercase. After all that, you'll be relieved to hear the form is nearly complete.
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Notice the ‘s near the end of the form. When there is only
one client, proper spelling requires an apostrophe and an
s. But when there are two clients, only the apostrophe is
required. We’ll add one more Singular/Plural Field to
handle this quandary.

Select both the apostrophe and the s and click ¥ Field,
Client, Insert Field.

{Client} (“{ClientParty}{s}”) hereby request{s} that
the Court grant {his/her} motion and rule against
{Opponent} (“{OppParty}{s}”). The {OppParty}{s}
{has/have} produced no evidence, so {he/she}
should be required to pay {ClientParty}{s}’s
attorney fees.

ClientParty
Cpponent

" Text " Pronoun

mﬁ Singular/Plural

Select Singular/Plural.

Select 's|” (singular/plural possessive). =

=2
" Date

Format

Select lowercase and click Done.

+ Defined

‘—” 's|' (singular/plural posj

" Title Case

And the form is complete. Be reassured that this is an
unusually high concentration of Fields. Most forms you
create will not contain 15 Fields in 2 sentences — this
example was contrived to pack lots of stuff into a small
space just to give you a good workout.

-’G lowercase

" UPPERCASE

{Client} (“{ClientParty}s}”) hereby request{s} that
the Court grant fhis/her} motion and rule against
{Opponent} (“{OppParty}s}’). The {OppParty}{s}
{has/have} produced no evidence, so {he/she}
should be required to pay {ClientParty}{s}{‘s}
attorney fees.

Readability. You may have noticed that the three {s} Fields are visually
indistinguishable, even though they are different — two of them add an s
when the pronoun is plural, and the third adds an s when the pronoun is
singular. Doxsera abbreviates Fields this way to keep the form readable,
but you can always see the full details of any Field (and modify them if
you like) by selecting the Field and clicking ¥s Field.
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THE PAYOFF

Now that you've taken such care building this superbly intelligent form, look at how much time it saves
the form user. The charts below show the end result when the Questionnaire is filled in several different
ways. Note (1) how very little information is asked of the form user; and (2) how impeccably letter-

perfect the end result is, each and every time.

Here the client/plaintiff is a human and the opponent/defendant is a business entity.

Doxsera (c)2011-2014 snapdone, Inc.

Question Answer
Client Name of client? Betty Fisk [she]
ClientParty | What party is the client? Plaintiff
Opponent Name of opponent? AAA Company [it]
OppParty What party is the opponent? | Defendant

»

Betty Fisk (“Plaintiff”) hereby requests that the
Court grant her motion and rule against AAA
Company (“Defendant”). The Defendant has
produced no evidence, so it should be
required to pay Plaintiff’s attorney fees.

What if the client/defendant is a company and the opponent/plaintiff is a married couple?

Doxsera (c)2011-2014 snapdone, Inc.

Question Answer
Client Name of client? Generics, Inc. [it]
ClientParty | What party is the client? Defendant
Opponent Name of opponent? Bob and Kay Roe [they]
OppParty What party is the opponent? | Plaintiff

»

Generics, Inc. (“Defendant”) hereby requests
that the Court grant its motion and rule
against Bob and Kay Roe (“Plaintiffs”). The
Plaintiffs have produced no evidence, so they
should be required to pay Defendant’s
attorney fees.

Here the client/plaintiff is a whole mess of people, and the opponent/defendant is one person.

Doxsera (c)2011-2014 snapdone, Inc.

Question

Answer

Client Name of client? John Does #1 through
38 [they]

ClientParty | What party is the client? Plaintiffs

Opponent Name of opponent? Herb Chappe [he]

OppParty What party is the opponent? | Defendant

John Does #1 through 38 (“Plaintiffs”) hereby
request that the Court grant their motion and
rule against Herb Chappe (“Defendant”). The
Defendant has produced no evidence, so he
should be required to pay Plaintiffs’ attorney
fees.
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Example 2: Conditions

What you will learn
e Adding Conditions
e Condition markers

Use Conditions to include or exclude text depending on the My name is Terry Vance. My spouse’s name is
form user’s response to a question in the Questionnaire. We'll Gena Vance.

turn this document into a form, adding Conditions to make it
work even when the signer is not married. If you’d like to work
along with this example, begin by typing or copying the text
shown here into a blank document.

Step 1. Create the Questionnaire

Doxsera (c)2011-2014 snapdone, Inc.

Question ‘ Answer
Signer What's the signer’s name?
Spouse What’s the signer’s spouse’s name?

(Leave blank if unmarried.)

Step 2. Add Fields

Replace the names in the document with Fields: My name is {Signer}. My spouse’s name is

Spouse}.
Select Terry Vance and click ¥s Field, Signer, Insert Field, e J

Done.

Select Gena Vance and, click s Field, Spouse, Insert Field,
Done.

Step 3. Add Conditions

Type an alternate second sentence that will be used when | My name is {Signer}. My spouse’s name is
the signer is unmarried. {Spouse}. | am not married.

Finally, we’ll add two Conditions so that the proper second | My name is {Signer}. My spouse’s name is
sentence appears when the form is used. {Spouse}. | am not married.

Select the highlighted text (including the two spaces at the
end of the sentence) and click # Condition.
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Select Spouse and click Add Condition. Show text i 12|
Spouse 4 | is not j

We only want this sentence to appear when there is a [emety B
spouse, so select is not empty and click Done. o

We'll treat the last sentence similarly, but with an opposite | My name is {Signer}. {if:My spouse’s name is

Condition. {Spouse}. }| am not married.

Select the highlighted text and click # Condition, Spouse,
Add Condition. This time select is empty and click Done.

Take a close look at the markers (colored red here) that now bracket the sentence:
{if:My spouse’s name is {Spouse}. |

\

Begin Condition Marker Conditional Text End-of-Condition Marker

Everything between the markers is removed from the finished document unless the Condition is met. To
review (or make changes to) the Condition, place the cursor in the beginning marker and click
& Condition.

Conditions Are Flexible. If you later change your mind about the
material that should be contained within a Condition, feel free to edit it.
Type or copy new material between the two markers, or move the
markers themselves — there’s no need to recreate the Condition from
scratch. To remove a Condition, be sure to delete both the beginning
marker and its corresponding end marker.

Conditions can be nested inside other Conditions, but not overlapped. That means the innermost end-of-
Condition marker marks the end of the innermost Condition.

{if:l live in {if:{City}, }{State}. }

/ ” \ ™

Outer Condition Inner Condition End of Inner Condition End of Outer Condition

If the outer Condition is false, all of its contents are removed from the finished document — including the
whole inner Condition, regardless of whether it’s true or false.

Returning to our sample form, we’ll give the last sentence | My name is {Signer}. {if:My spouse’s name is
the same treatment as the preceding one, but with an {Spouse}. }l am not married.

opposite Condition.

Select the highlighted text and click # Condition, Spouse,
Add Condition. This time select is empty and click Done.

Doxsera - Detailed Examples (Version 2.2, October 2014) Page 8



My name is {Signer}. {if:My spouse’s name is
{Spouse}. Hif:l am not married.}

THE PAYOFF

The finished form looks like this.

Now look at how the form responds to different circumstances when it is used. When a Spouse is typed,
the result looks like this.

Doxsera (c) 2011-2014 snapdone, Inc. My name is Betty Miller. My spouse’s name is
Question " Answer Jerome Miller.

Signer What's the signer’s name? Betty Miller
Spouse What's the signer’s spouse’s | Jerome Miller
name? (Leave blank if
unmarried.)

And when the Spouse answer is left empty, the result looks like this.

Doxsera (c) 20112014 snapdone, Inc. My name is Betty Miller. | am not married.
I
Question Answer
Signer What's the signer’s name? Betty Miller
Spouse What's the signer’s spouse’s
name? (Leave blank if
unmarried.)
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Example 3: Compound Conditions (aka Boolean Conditions)

Before you begin

e Example 2: Conditions.......cccceeeevvciiiieeee e, page 7
What you will learn

e Compound Conditions

e Boolean operators (AND, OR, XOR)

e Controlling order of operations with parentheses

Use compound Conditions when a decision depends on several pieces of information.

Example 3a: This AND That

In the document shown here, the second sentence should appear Your order totaling $___ will be
when (1) the total purchase price is more than $100; AND (2) the Sh?pp_ed to . You qualify for free
shipping address is in Oregon. shipping!

If you’d like to work along with this example, begin by typing or
copying the text shown here into a blank document.

Step 1. Create the Questionnaire

Doxsera (c) 20112014 snapdone, Inc.

Question \ Answer
Total What's the total order amount?
Addr What's the shipping address?

Step 2. Add Fields

Replace the blanks in the document with Fields: Your order totaling S{Total} will be
shipped to {Addr}. You qualify for

Select the first blank and click ¥s Field, Total, Insert Field, free shipping!

Number, 1,000.00 (exactly 2 decimals), Done.

Select the second blank and click ¥s Field, Addr, Insert Field,
Done.

Step 3. Add the Condition

Your order totaling ${Total} will be
shipped to {Addr}. You qualify for
free shipping!

We'll create the compound Condition by first creating a
Condition that checks to see if the Total is more than $100.

Select the second sentence and click  Condition, Total, Add
Condition.
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Select OrderTotal is more than 100. That’s the first of ~i Shoujes

two criteria for this compound Condition.

Then click and/or to add a second criterion.

| OrderTotal

j | is more than

this number:

| 100

(] 2011-2013 Snapdane, Inc.

A list of this Condition’s criteria appears in the top
part of the screen, and a copy of the first criterion has =9
been added as the second criterion.

The second criterion is selected, so you can modify it
in the bottom part of the screen.

Show text if

{OrderTotal} is more than 100
AND
{OrderTotal} is more than 100 =

| OrderTotal

j | is more than

this number:

| 100

Select ShipAddr contains Oregon in the bottom part
of the screen.

Note that the second criterion in the top part of the
screen now says {ShipAddr} contains Oregon.

When you need to adjust a criterion in the top part of
the screen, simply select it then make changes in the

Show text if

{OrderTotal} is more than 100
AND
ShipAddr} contains Oregon

| o]
x| ®]-]
=

-

| ShipAddr

- | contains

this text:

| Oregon

=

bottom part of the screen.

Here’s the finished form. The second sentence will only appear

in the finished document when the total order is more than
AND the shipping address is in Oregon.

Your order totaling ${OrderTotal} will
be shipped to {ShipAddr}. {if:You
qualify for free shipping!}

$100

Doxsera - Detailed Examples (Version 2.2, October 2014)
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THE PAYOFF

The form considers two answers when deciding whether to include the second sentence.

Doxsera (c)2011-2014 snandone, Inc.
I

Question

Answer

»

Total What’s the total order 75
amount?

Addr What's the shipping 111 Main Street, Bend,
address? Oregon 88888

Doxsera (c) 2011-2014 snapdone, Inc.
|

Label Question Answer

Total What’s the total order 250
amount?

Addr What’s the shipping 111 Main Street, Bend,
address? Oregon 88888

Your order totaling $75.00 will be shipped to

111 Main Street, Bend, Oregon 88888.

Your order totaling $250.00 will be shipped

111 Main Street, Bend, Oregon 88888. You

qualify for free shipping!

to

Example 3b: This OR That AND the Other Thing

Compound Conditions are not limited to two criteria — you may stack up as many criteria as you like.
You could specify that a particular sentence should appear only when the month is January OR February
OR March; AND the product ID number begins with “39”; AND the sale arose in either Region 3 OR
Region 6. Constructing such elaborate compound Conditions requires judicious use of parentheses and
three Boolean operators: AND, OR, XOR.

We'll create a past due notice that uses one of two sentences, Past Due Notice

depending three pieces information. The first sentence will be used
when: (a) the total amount due is greater than $1,000 OR the last (CH—
payment was more than 90 days ago; AND (b) the customer is not on

our list of Preferred Customers.

If you'd like to work along with this example, begin by typing or

copying the text shown here into a blank document.

Step 1. Create the Questionnaire

amountdueis$S__ . Please su
minimum payment of half that

Please submit the total amount due
) within two weeks or we will
commence legal action. The total

bmit a

amount at your earliest convenience.

Doxsera (c)2011-2014 snapdone, Inc.

Question \ Answer
TotalDue What's the total amount due?
Over90 Is the last payment over 90 days old?
IsPC Is this a Preferred Customer?

Step 2. Create Smart Answers

Make both the Over90 answer and the IsPC answer Yes/No answers by placing the cursor in the
answer box and clicking &) Smart Answer, Yes/No.

Doxsera - Detailed Examples (Version 2.2, October 2014)
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Step 3. Add Fields

Replace the blanks in the document with Fields: Past Due Notice

. e e ] Please submit the total amount due
Select the first blank and click ¥s Field, TotalDue, Insert Field, (${TotalDue}) within two weeks or we
Number, 1,000.00 (exactly 2 decimals), Done. will commence legal action. The total

Copy the first Field and paste it to replace the second blank. amount due is S{TotalDue}. Please
) ) submit a minimum payment of half that
Your form should then look like this. amount at your earliest convenience.

Step 4. Add Conditions

Past Due Notice

Select the first sentence and click # Condition, TotalDue, .
Please submit the total amount due

Add Condition. (S{TotalDue}) within two weeks or we
will commence legal action. The total
amount due is S{TotalDue}. Please
submit a minimum payment of half that
amount at your earliest convenience.

The inclusion of this sentence in the finished Show text if ] 2|

document depends on three criteria: Totaioue =l h ”“”Ebt"a” -

this number:
(1) The amount due is over $1,000. | 1000 E

(2) The last payment was more than 90 days ago.
(3) The customer is not Preferred. /

First we'll enter the first criterion: select TotalDue is
more than 1000.

Then click and/or to add a second criterion. \

() 2011-2013 Snapdone, Inc.

Change the second criterion to Over90 is Yes. 5'1°thtem’¢ if} E—— X[ oane ] 2]
Click " plus to add a third criterion. oo | ] [+
x| 8

Owverso j | is

| Yes

Ledbed 1= |

Doxsera - Detailed Examples (Version 2.2, October 2014) Page 13



Change the third criterion to IsPC is No. Show text i

{TotalDue} is more than 1000

) ﬁ H =
?gsergﬂ} iz Yes J@J-F
X

AND

| 1spC = |is
| mo
Now we’ll change the first AND to OR. Show text if X|[oane ] 7]
TotalDue} is more than 1000 & AND
Select AND gg;ergﬂ} i= Yes " OR
: " XOR
New choices appear on the right side of the screen. ™|
Select OR so the Condition will be true when (a) the ShDthtTDﬂ i —
total amount is more than $1,000; OR (b) the last _M
payment is over 90 days old. {15pC3 is No

Parentheses and Order of Operation. Remember back in math class when you learned that (1 +2) x 3
is different than 1 + (2 x 3)? The parentheses control the order of operations. So the first statement
results in 9, while the second statement results in 7.

Well, parentheses are just as important in Boolean Conditions (Conditions that use AND, OR, and
XOR). For example, suppose we wanted to find everyone with a first name of Jon or John, and a last
name of Smith. This statement would work perfectly, finding John Smith and Jon Smith:

({FirstName} is John OR {FirstName} is Jon) AND {LastName} is Smith

But this statement would fail, finding John Jones, John Adams, John Smith, and Jon Smith:

{FirstName} is John OR ({FirstName} is Jon AND {LastName} is Smith)

In our Past Due Notice example, we want to determine whether or not:

({TotalDue} is more than 1000 OR {Over90} is Yes) AND {IsPC} is No

Note the placement of the parentheses above. They tell us that the first two criteria will be evaluated
first. (Is the total due more than $1,000 OR the last payment older than 90 days?) If the answer to
that is true AND the third criteria is true (not a Preferred Customer), then the whole Condition is true.

The condition needs balanced parentheszes

To add the left parenthesis at the beginning of the
Condition, select the first criterion and click the ( left
parenthesis button.

o+t {TetalDue} is more than 1000

U
{Overa0} is Yes
AN

2l
{IsEF]’C} is No E@J'J
=

TotalDue j | is more than -

A message at the top of the screen warns that the
parentheses are now out of balance: 1 on the left and
0 on the right.

this number:

| 1000 j

Doxsera - Detailed Examples (Version 2.2, October 2014)
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To add the right parenthesis where needed, select the Show text i X|[omne | 2]

{ {TotalDue} is more than 1000

second criterion and click the ) right parenthesis

button. e

{Overd0} is Yes

{I1=sPC} is No

The out-of-balance warning disappears, since we now Overso
have 1 parenthesis on the left and 1 on the right.

Click Done and the Condition is complete.

Now we’ll create a Condition to control when the second sentence appears. The second sentence

should appear when:

{TotalDue} is less than $1,000.01 OR {Over90} is

No OR {IsPC} is Yes

(Parentheses are not needed this time, since a true result for any

one of the three criteria is by itself

enough to make the entire Condition true — we don’t care what order is used when the three criteria

are evaluated.)

Select the second sentence and click # Condition, TotalDue, : Pas_t Due Notice
. {if:Please submit the total amount due

Add Condition. (S{TotalDue}) within two weeks or we
will commence legal action. fThe total
amount due is ${TotalDue}. Please
submit a minimum payment of half that
amount at your earliest convenience.

For the first criterion, select TotalDue is less than Shotat X| 12

1000.01. TotalDue j | is less than j

this number:
Then click and/or to add a second criterion. | 1000.01 =l

[&] 2011-2013 Snapdone, Inc.

Show text

if

Change the second criterion to Over90 is No.

Click " plus to add a third criterion. Overso) is No

{TotalDue} is less than 1000.01

Cverso
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Change the third criterion to IsPC is Yes. Show text i X |[(Ezee] 2

{TotalDue} is less than 1000.01

?gsergﬂ} is No J@J"—J
ficrey i ves x| 8 -]
=
2

IsPC j | s

[x
]
\i

Change both of the ANDs to ORs, and click Done. S

{TotalDue} is less than 1000.01
OR

" AND
* DR
" %OR

{IsPC} is Yes

Past Due Notice
{if:Please submit the total amount due
(S{TotalDue}) within two weeks or we
will commence legal action. Hif:The
total amount due is S{TotalDue}. Please
submit a minimum payment of half that
amount at your earliest convenience.}

Here’s the finished form.

THE PAYOFF

The form uses three answers to determine which of two sentences to include in the finished document.

Doxsera (c)2011-2014 snapdone, Inc. Past Due Notice
Question " Answer The total amount due is $8,500.00. Please
submit a minimum payment of half that

TotalDue What's the total amount . .
amount at your earliest convenience.

due?

Over90 Is the last payment over 90
days old?

IsPC Is this a Preferred
Customer?

Doxsera (c) 2011-2014 snandone. Inc. Past Due Notice
Question ‘ AnSwer Please submit the total amount due
(52,200.00) within two weeks or we will
due? commence legal action.

TotalDue What's the total amount

Over90 Is the last payment over 90
days old?

IsPC Is this a Preferred
Customer?
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Example 4: Lists

What you will learn
e Series answers
e Predefined List formats

Welll be turnlng thlS document lntO a fOI'm. It I'equil’es the name The fo”owing shareholders attended the meeting:

of the company president and includes a list of shareholders.
Since the company president is one of the shareholders, we’ll
present the list of shareholders as choices when selecting the
president.

If you'd like to work along with this example, begin by typing or

copying the text shown here into a blank document. For best

results, change the left margin to indent the signatures rather than

using tabs.

Step 1. Create the Questionnaire

Gretel Murphy and Derek Wiley.

The shareholders unanimously elected Gretel
Murphy as President of the Company.

Shareholders:

Gretel Murphy

Derek Wiley

Doxsera (c) 2011-2014 snandone. Inc.

Label Question ~ Answer
Shareholders List all the shareholders.
President Who is the president of the company?

Step 2. Create Smart Answers

In the Questionnaire, place the cursor in the answer box
for the Shareholders question and click

=

&9 Smart Answer.

Select Text, Series of text boxes, and click OK.

Place the cursor in the answer box for the President
question and click “# Smart Answer.

Text ]Qropdown ] Yes/No ] Checkboxes] Derived

" single text box

+ Series of text boxes [

™ with pronoun

Text Dropdown ]!es;’No ] Checkboxes ] Derived }
Single dropdown

i+ Series of dropdowns ™ Link to a preceding Series answer or a Grid
SeleCt Dropdown/ Series Of dl‘OdeWl‘lS, an0ther Source for dropdown cho'i“' another answer j| Shareholders j

answer, and note that Shareholders is the selected
answer. (If this Questionnaire contained more Series
answers, you'd be able choose any one of them.)

Click OK.

™ Allow user to write in a different response
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Step 3. Add a Field to the Form

We'll replace Gretel Murphy with a Field for The following shareholders attended the meeting: Gretel Murphy
the president’s name: and Derek Wiley.
Select Gretel Murphy in the second paragraph The shareholders unanimously elected Gretel Murphy as President
and click ¥ Field, President, Insert Field, of the Company.
Done.

Shareholders:

Gretel Murphy

Derek Wiley
Step 4. Add Lists to the Form
The list of shareholders appears twice in the The following shareholders attended the meeting: Gretel Murphy
form, in two different formats. We’ll begin and Derek Wiley.
with the narrative list of names. The shareholders unanimously elected {President} as President of

Select the names in the first paragraph and the Company.

o . Shareholders:
click i= List, Shareholders, Insert List.

Gretel Murphy

Derek Wiley

Select the Tic, Tac and Toe appearance and click Done.  wm

Appearance
Share A

-
List Sublist * Tic, Tac and Toe j

™ Separate paragraphs

Include all items in the list

A Whole List structure has been inserted in the The fO”OWing shareholders attended the meeting:

document, including several unfamiliar items: {List:{Shareholders#X}|, {Shareholders#X}| and {Shareholders#X}}.

{List:, {Shareholders#X}, and |. If you want to The shareholders unanimously elected {President} as President of
the Company.

skip ahead and learn more about List formats,
Shareholders:

see Example 7 on page 31, but for now you can
just sit back and enjoy the ease with which this

List was created. Gretel Murphy

Derek Wiley
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Next we’ll add the signature lines — another
List, but using a different format. Select the
signatures and click := List, Shareholders,
Insert List.

This time select the [signature lines]
appearance and click Done.

The finished form looks like this.

The following shareholders attended the meeting:
{List:{Shareholders#X}|, {Shareholders#X}| and {Shareholders#X}}.

The shareholders unanimously elected {President} as President of
the Company.
Shareholders:

Gretel Murphy

Derek Wiley

The following shareholders attended the meeting:
{List:{Shareholders#X}|, {Shareholders#X}| and {Shareholders#X}}.

The shareholders unanimously elected {President} as President of
the Company.
Shareholders:

{List:
{Shareholders#X}|

{Shareholders#X}|

{ShareholderstX}}

THE PAYOFF

The chart below shows a filled-in Questionnaire and the resulting finished document. Note (1) the
shareholder names only had to be typed once, but were used twice in the form; and (2) the form user
selected the president in a dropdown box containing shareholder names, so the president’s name was used

three times in the form but only typed once.

Doxserd (c)2011-2014 snapdone,

Question Answer

Shareholders | List all the Roger Billings
shareholders. Esther Graves

Bea Lester
President Who is the Esther Graves

president of
the company?

The following shareholders attended the meeting: Roger
Billings, Esther Graves and Bea Lester.

The shareholders unanimously elected Esther Graves as
President of the Company.

Shareholders:

Roger Billings

Esther Graves

Bea Lester
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After typing the shareholders in the first answer, the form
user must click the Refresh button before those names
appear as choices in the second answer box. When the
cursor is in the second answer box, a flag appears above
the cursor, reminding the form user to click Refresh to
update list.
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Example 5: Using a Master List

Before you begin
e Read “Master Lists” in the Doxserd Expert Guide
What you will learn
e Using a Master List to supply Smart Answer choices
e Fields for secondary columns in a Master List

Signature blocks like this appear in lots of forms. Rather than
require the form user to type attorney names, bar numbers, and
email addresses, we've created a Master List named Attorneys to
store all that information.

If you'd like to work along with this example, begin by typing or
copying the text shown here into a blank document.

Step 1. Create the Questionnaire

| swear that the above-stated facts are true
and correct.

Jackson Gray
WSBA #12345
gray@Ilawfirm.com

Doxsera (c) 2011-2014 snapdone, Inc.

Question \ Answer

Signer Which attorney is signing this document?

Step 2. Create a Smart Answer

Place the cursor in the Answer box of the Questionnaire

Py

and click %8 Smart Answer.

Select Dropdown, Single dropdown,

Te Dropdown Iies{No ] Checkboxes] Derived ]

* Single dropdown

" Series of dropdowns

Source for dropdowmww'\aster List j| Attorneys j

Master List, make sure Attorneys is

™ Allow user to write in a different response

selected, then click OK.

If the Attorneys selection is missing, you probably
haven’t created that Master List yet. See “Master
Lists” in the Doxserd Expert Guide for a walk-through.

Step 3. Add Fields

First we’ll add a Field for the attorney name.

Select Jackson Gray and click s Field, Signer, Insert Field.

| swear that the above-stated facts are true
and correct.

Jackson Gray
WSBA #12345
gray@lawfirm.com
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Because the Signer question is tied to a Master List, a new ===
box appears beside Text.

Make sure this box says Name (because we’re currently

" Number

" Date

Format

inserting a Field for the attorney’s name) then click Done.

Notice that the Field you just added doesn’t say {Signer}; it says
{Signer:Name}. Fields tied to Master Lists also reflect which
column of the Master List they use — this will become clearer
with the next two Fields.

Select 12345 and click s Field, Signer, Insert Field.

This time select Bar Number in the box beside Text and click
OK.

Finally, select gray@lawfirm.com and click ¥s Field, Signer,
Insert Field.

This time select Email in the box beside Text and click OK.

The finished form looks like this.

| swear that the above-stated facts are true
and correct.

{Signer:Name}
WSBA #12345
gray@lawfirm.com

| swear that the above-stated facts are true
and correct.

{Signer:Name}
WSBA #12345
gray@lawfirm.com

| swear that the above-stated facts are true
and correct.

{Signer:Name}
WSBA #{Signer:Bar Number}
gray@lawfirm.com

| swear that the above-stated facts are true
and correct.

{Signer:Name}
WSBA #{Signer:Bar Number}
{Signer:Email}

Doxsera - Detailed Examples (Version 2.2, October 2014)
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THE PAYOFF

All that’s required of the form user is to select an attorney from a dropdown box in the Questionnaire.
When =5 Fill is clicked, the attorney’s name, bar number, and email addressed are all filled in
automatically, because the Fields are tied to a Master List.

Doxsera (c)2011-2014 snapdone, Inc. | swear that the above-stated facts are true
Question ~ Answer and correct.

Signer Which attorney is signing this Jennifer Sykes
document?

Jennifer Sykes
WSBA #293847
sykes@lawfirm.com
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Example 6: Date Offsets

What you will learn
e Offset dates by a fixed amount
e Offset dates by an amount chosen by the form user
¢ Date functions

With Date Offsets, a single date typed in the Questionnaire can be used to fill in several related dates in the

form.

Example 6a: Fixed Date Offset

The simplest sort of date offset is a fixed offset. That means
that you, the form author, know exactly how much the date
should be offset. In this form we’ll ask for a trial date in
the Questionnaire, then we’ll calculate two more dates that
are related to it.

If you'd like to work along with this example, begin by
typing or copying the text shown here into a blank
document.

Step 1. Create the Questionnaire

Your trial date is Wednesday, September 14,
2011. Interrogatory answers must be filed

20 business days before trial, on August 15,
2011. Please have your draft answers to me no
later than the preceding Friday, August 11, 2011.

Doxsera (c)2011-2014 snapdone, Inc.

Question ‘ Answer

TrialDate What's the trial date?

Step 2. Add Fields

Select the first date and click ¥s Field, TrialDate, Insert
Field.

Select Date for the Field type. =

Your trial date is Wednesday, September 14,
2011. Interrogatory answers must be filed

20 business days before trial, on August 17,
2011. Please have your draft answers to me no
later than the preceding Friday, August 12, 2011.

&[Bere] 2|

TrialDate

™ Text

Select Monday, May 1, 2010 for the date format.

This first date in the form is the actual trial date, so no
offset is needed — click Done.

" Number

4 ﬂl’: Date

Format ]gffset] Function |

' Defined format
Monday, May 1, 2010 j

" Custom format
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Select the next date and click ¥s Field, TrialDate, Insert

Field.

This time we’ll use a Date Offset to create a Date Field
that precedes the trial date by 20 business days.

Your trial date is {TrialDate}. Interrogatory
answers must be filed 20 business days before
trial, on August 17, 2011. Please have your draft
answers to me no later than the preceding
Friday, August 12, 2011.

Select Date.

;‘—‘»_Jf'fset} Function ]

Click Offset to open the Date Offset screen.

@+ Defined format
| May 1, 2010 j

" Custom format

. . ?
Date Offsets are built one sentence at a time. Most offsets Eixed | variable | J
require Ol’lly one SentenCe, but you can StaCk as many Fixed offsets use the nurn‘ber of business days you provide here
Sentences as you need_ minus |[l] EE— 20 é‘ ............... business days ~
Il’l thls case, we need to SubtraCt 20 busineSS days from Start with the supplied date and subtract 20 business days (not J

the trial date, so select minus 20 business days in the
three boxes.

Read the Offset description to make sure it’s what you /
intended, then click OK to close the Date Offset screen.

The offset you created is shown here. _ -
O Text  © Pronoun
" Number 1 Singular/Plural
= @+ Date

If you need to revise the offset later, click the +” pencil
to return to the Date Offset screen.

Click Done.

The last date is the Friday preceding the day
20 business days before trial — a mouthful, but still a
doable and absolutely real-world scenario.

Select the last date and click ¥s Field, TrialDate, Insert
Field, Date, Offset.

counting weekends and holidays).

X|

(=) 201-2012 Snapdone, Inc.

ok

\Ewmat Offset | Functin |
\.

(o) 2011-2013 Snapdane, Inc

Your trial date is {TrialDate}. Interrogatory
answers must be filed 20 business days before
trial, on {TrialDate (offset)}. Please have your
draft answers to me no later than the preceding
Friday, August 12, 2011.
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The first sentence of this offset is identical to the last one, Eixed | variable | ﬂ

so once again select minus 20 business days.

To add a second sentence to the Offset, click & plus. =——

The next sentence needs to take us to the preceding

Friday, so select go to preceding Friday.

Read the Offset description to make sure it's what y

Fixed offsets use the number of business days you provide here
N s
MINUS % | cvveciieenns 20 i‘ ............... business days
-

+|
x|

Start with the supplied date and subtract 20 busine=s
counting weekends and holidays).

- 2|
Fixed }Eariable ] .

Fixed offsets use the month or day of the week you provide here
A
go to j |preceding j |Frit:|a\cr j

intended, then CliCk OK tO CIOSG the Date Offset screen, Nstart with the supplied date and subtract 20 business days (not

and Done.

(If you ever need to back up a step while building a Date __.

Offset, click X to remove the last sentence.)

The finished form looks like this.

cc:_unting weekends and holidays). Then go to the preceding

Friday. ag

Your trial date is {TrialDate}. Interrogatory
answers must be filed 20 business days before
trial, on {TrialDate (offset)}. Please have your
draft answers to me no later than the preceding
Friday, {TrialDate (offset)}.

Readability, continued

Once again, note that the two {TrialDate (offset)} Fields
look identical, even though they’re not. To see the full
details of any Field (and modify them if you like), select
the Field and click ¥s Field.

THE PAYOFF

In the chart below, notice how little the form user has to type into the Questionnaire, and how much

information is provided in the resulting document.

Doxsera (c) 2011-2014 snapdone, Inc.

Question Answer

TrialDate What's the trial date? 11/3/11

Your trial date is Thursday, November 3,
2011. Interrogatory answers must be filed
20 business days before trial, on October 5,
2011. Please have your draft answers to me
no later than the preceding Friday,
September 30, 2011.
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Example 6b: Variable Date Offsets

Variable date offsets allow even more flexibility. In addition t

0 Lessor leases the Premises to Lessee for a

asking the form user for a starting date, you can also ask for the | Term of 3 years, beginning on March 11,

offset amount. This form will use a variable date offset to
determine the ending date of a lease term.

If you'd like to work along with this example, begin by typing

or copying the text shown here into a blank document.

Step 1. Create the Questionnaire

2012, and ending on March 11, 2015.

Doxsera (c) 2011-2014 snapdone, Inc.

Label Question \ Answer
Date What is the lease commencement date?
Term How many years long is the term?

Step 2. Add Fields

The first Field is an ordinary number Field. Select the
number 3 and click ¥s Field, Term, Insert Field.

Select Number for the Field type and click Done.

Lessor leases the Premises to Lessee for a Term
of 3 years, beginning on March 11, 2012, and
ending on March 11, 2015.

Format lMath ]

& Dioficod |

The next Field is an ordinary date Field. Select the date
and click ¥s Field, Date, Insert Field.

Lessor leases the Premises to Lessee for a Term
of {Term} years, beginning on March 11, 2012,
and ending on March 11, 2015.

Select Date for the Field type and click Done. —

Date

™ Text

" Number

+ Date

Format ]gffset] Function |

The last Field will use a variable date offset to determine
the ending date of the loan term. Select the highlighted
date and click ¥s Field, Date, Insert Field, Date, Offset.

Lessor leases the Premises to Lessee for a Term
of {Term} years, beginning on {Date}, and ending
on March 11, 2015.
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We're going to add a number of years to the date, so Fixed | variable | ﬂ
select plus in the first box and years in the third box. : gets use the number of years you provide here

In this example, you don’t know how long the lease Sl [ ITE‘ ----- e Pyears =
term will be. That information will be provided later
by the form user. So instead of creating a fixed offset,
click Variable to create a variable offset.

. ?
Select Term in the center box. The form user’s response Fixed Variable | J
to the Term question in the Questionnaire will be used = Viariable s ot g oS o yes o the QA wable
in this date offset to add an appropriate number of plus > PP Term ~|[vears -

years to the commencement date.

{Term} years (if the -

he ending date is not a leap year,

|

Notice that the number of years in the offset description
is indicated with a {Term} Field.

Click OK to close the Date Offset screen, then Done.

Lessor leases the Premises to Lessee for a Term
of {Term} years, beginning on {Date}, and ending
on {Date (offset)}.

The finished form looks like this.

THE PAYOFF

Two responses in the Questionnaire are used to calculate a third item in the finished document.

Doxsera (c) 2011-2014 snandone. Inc. Lessor leases the Premises to Lessee for a
Term of 10 years, beginning on June 8, 2012,

Question Answer
What is the lease 6/8/12 » and ending on (UNEIEREPE.

commencement date?

How many years long is the 10
term?

Example 6c: Date Offset Combined with Date Function

This example uses a Date Function to determine the earliest in | All trust proceeds shall be dispersed by
a List of dates, then applies a Date Offset to determine a date May 16, 2010, the date one year after the

one year later. youngest beneficiary’s 18th birthday.

If you'd like to work along with this example, begin by typing
or copying the text shown here into a blank document.

Step 1. Create the Questionnaire

Doxsera (c)2011-2014 snapdone, Inc.

Question \ Answer

DOBs List the beneficiaries’ birth dates
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Step 2. Create a Smart Answer

Place the cursor in the Answer box of the Questionnaire
and click ¥ Smart Answer.

Select Text, Series of text boxes, and click OK.

Step 3. Add a Field

Text | propdown ] Yes/No ] Checkboxes ] Derived }

" Single text box

{+ Series of text boxes [ Link to a preceding Series answer or a Grid

™ with pronoun

Select the date and click ¥s Field, DOBs, Insert Field.

All trust proceeds shall be dispersed by May 16,
2010, the date one year after the youngest
beneficiary’s 18th birthday.

We'll be working with a particular item in the DOBs
Series (the latest date, which is the birthdate of the
youngest beneficiary), so click Item.

| ——

Bl
List Sublist Item " Number

A;W—_"‘ Date
I

Select Date.

Click Function to create a function that will determine ==
which date is latest.

F t -
+ in entire list —Drmamuﬂdilon ]
o :
_w—— * Defined format
[ May 1, 2010 -

" Custom format

The ListLastDate function gives the latest date in a
Series of dates. We'll use it to provide the
birthdate of the youngest beneficiary.

Select ListLastDate, DOBs.

<] oome

{ListLastDateg

WLastDate
| A
Elj=]

&z

9

6

Click " plus to add the function to the formula, and -
OK to close the Math screen.

Now that we have the birthdate of the youngest
beneficiary, we need to offset it by 19 years, to give the
date one year after the 18th birthday.

DOBs

-

Sublist Item
Include all items | i Offset ] Function ]

" Count

List

" Singular/Plural

Click Offset to open the Date Offset screen.

* Defined format

| May 1, 2010

2

" Custom format

Select plus 19 years.

Click OK to close the Date Offset screen, then Done.

Fixed ] Variable ]

Fixed offsets use the number of years you provide hers

Start with the supplied date and add 19 years (if the starting
date is Feb. 29 and the ending date is not a leap year, go to
Feb. 28).

x

The finished form looks like this.

All trust proceeds shall be dispersed by {#/#/#}
(offset), the date one year after the youngest
beneficiary’s 18th birthday.
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THE PAYOFF

The form automatically analyzes a whole Series of dates to produce the correct result.

Doxsera (c) 2011-2014 snandone, Inc. All trust proceeds shall be dispersed by
Question AnSwer June 6, 2019, the date one year after the
List the beneficiaries’ birth 4/14/1998 youngest beneficiary’s 18th birthday.

dates 6/6/2000
2/5/1997
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Example 7: Linked Answers and Custom Lists

Before you begin

o Example 4: ListS..cceiiiviiiiiieeee e, page 17
What you will learn

e List structure

e Linked answers

e Customizing Lists with Item Fields

e More Item Fields: first, previous, next, last

Doxserd includes several List formats that you can create with a single click. But in some cases you may want
to craft your own List format. Two such examples are shown below, but first we must introduce the Three
Clauses.

Three Clauses in Every List

Before creating a custom List, look closely at this standard | leave the remainder of my estate to my
List that was created by selecting one of the built-in formats | children: {List:{Kids#X}|, {Kids#X}| and
in the = List screen. {Kids#X}}.

Every List contains three clauses separated by markers (the markers are colored red below):
{List:{Kids#X}|, {Kids#X}| andT{KidS#X}}

First Clause Middle Clause Last Clause

The three clauses gives flexibility when crafting Lists. For example, in the List shown above, the middle
clause includes a comma, and the last clause includes “and”. With four kids, the resulting List looks like
this: Andy, Betty, Carl and Debra. (There are two commas, because the middle clause appears twice,
because there are two middle kids.)

Look at two more sample Lists below, and their results for four kids. Notice that the middle clause
appears twice in each sample, because there are two middle kids.

This custom List ... ... creates this finished product

oldest is {Kids#X}| and the youngest is is Betty, the next oldest is Carl, and the

{List:My firstborn child is {Kids#X}|, the next » My firstborn child is Andy, the next oldest
{Kids#X}}. youngest is Debra.
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This custom List ... ... creates this finished product

{List:One equal share to {Kids#X}|; »
One equal share to {Kids#X}|; and

One equal share to {Kids#X}}.

The remainder of my estate is divided as The remainder of my estate is divided as
follows: follows:

One equal share to Andy;
One equal share to Betty;
One equal share to Carl; and
One equal share to Debra.

Example 7a: Item Fields

Now that we’re equipped with an understanding of the three
clauses in every List, we'll craft a custom List to turn this
document into an automated form.

If you'd like to work along with this example, begin by typing
or copying the text shown here into a blank document.

Step 1. Create the Questionnaire

| leave the remainder of my estate to my
children: Andy (born January 1, 1991), Betty
(born February 2, 1992), Carl (born March 3,
1993) and Debra (born April 4, 1994).

Doxsera (c)2011-2014 snapdone, Inc.

Label Question \ Answer
Kids List the will maker’s children.
DOB What's each child’s date of birth?

Step 2. Create Smart Answers

Place the cursor in the answer box for the Kids question
and click ¥ Smart Answer.

Select Text, Series of text boxes, and click OK.

Place the cursor in the answer box for the DOB (date of
birth) question and click % Smart Answer.

Text | propdown ] Yes/No ] Checkboxes ] Derived

" single text box

+ Series of text boxes [ Link to a preceding Series answer or a Grid

™ with pronoun

Text lgrupduwn | Yes/No | Checkboxes | Derived |

" Single text box
Series of text boxes W Link to a preceding Series answer or a Grid Kids -

Select Text, Series of text boxes, Link to a preceding Series answer or a Grid. Note that Kids is
selected —it’s the only Series answer that occurs in this Questionnaire. Click OK.

Step 3. Add a List

We'll add one of the built-in List formats to the form as
a starting point, then customize it.

Select the text highlighted here and click := List, Kids
Insert List, Done. This inserts a List structure using the
default format.

| leave the remainder of my estate to my
children: Andy (born January 1, 1991), Betty
(born February 2, 1992), Carl (born March 3,
1993) and Debra (born April 4, 1994).
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Now it’s time to customize this List. In each of the
three clauses, we’ll add “(born __ )" after the {Kids#X}
Field.

| leave the remainder of my estate to my
children: {List:{Kids#X}|, {Kids#X}| and
{Kids#X}}.

In the first clause: Type (born __) after the {Kids#X}
Field. (The large font is used here to draw your
attention to the first clause, but you don’t need to use a
large font in your form.)

| leave the remainder of my estate to my

children: {List:{KidS#X} (born )I,
{Kids#X}| and {Kids#X}}.

In the middle clause: Type (born __) after the {Kids#X}
Field.

In the last clause: Type (born __) after the {Kids#X}
Field.

Finally, we’ll replace each blank with an Item Field for
the date of birth. Select the first blank and click ¥s Field.

| leave the remainder of my estate to my
children: {List:{Kids#X} (born __ )|,

{Kids#X} (born )] and {Kids#x}}.

| leave the remainder of my estate to my
children: {List:{Kids#X} (born )|, {Kids#X}

(born __)] and {Kids#X} (born
.

| leave the remainder of my estate to my
children: {List:{Kids#X} (born __ )|, {Kids#X}
(born ___ )| and {Kids#X} (born ___)}.

Select DOB, and click Insert Field. =

Kids
DOB

71x]-]

S Insert Field | fx Jﬂ

abe

Click Item since we're inserting a Field for an item in

the Series.

Note that Current is selected. That means the
birthdate for the current child in the List will be
inserted when the form is filled in. In the first clause
of the List, that will be the first child’s birthdate. In

e —

" Text

|

Item " Number

List Sublist

* Current w | item

* Date " Sequential #

Format ]gf-fset | Function |

&+ Defined format

May 1, 2010

5

the last clause of the List, that will be the last child’s

" Custom format

birthdate.

Select Date, choose the format May 1, 2010, and click
Done.

Use the same steps to replace the remaining two blanks with

identical {DOB#X} Fields. (Or, if you don’t need the repet

for practice, you can copy-and-paste the first {DOB#X} Field to

the other two locations.)

| leave the remainder of my estate to
my children: {List:{Kids#X} (born
{DOB#X})||, {Kids#X} (born ___ )| and
{Kids#X} (born )}

ition
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When all three blanks have been replaced, the form looks like
this. Note that each of the three List clauses contains both a
{Kids#X} Field for the name and a {DOB#X} Field for the date.

| leave the remainder of my estate to
my children: {List:{Kids#X} (born
{DOB#X})||, {Kids#X} (born {DOB#X})|
and {Kids#X} (born {DOB#X})}.

THE PAYOFF

No matter how many children are typed in the Questionnaire, the custom List expands to accommodate

them, and includes supplemental information (a birthdate) for each.

Doxsera (c)2011-2014 snapdone, Inc.

Label Question Answer

Kids List the will maker’s children. Helen

Rufus
Penelope

DOB What’s each child’s date of birth? Helen: 1/1/91
Rufus: 2/2/92
Penelope: 3/3/93

| leave the remainder of my estate to
my children: Helen (born January 1,
1991), Rufus (born February 2, 1992)
and Penelope (born March 3, 1993).

First, Previous, Current, Next, and Last

In the above example, you might have wondered about the #X in these Field codes:

{Kids#X} {DOB#X}

The #X indicates which item in the List should be used for that Field. #X refers to the Current item in the
List. But once in a blue moon you might want the third clause to refer to the First item in the List, or you
might want each occurrence of the middle clause to refer to the Next item in the List. The five possibilities

are:

#F = First #P = Previous #X = Current

#N = Next #L = Last

The following example shows how #P can be used to repeatedly refer to the previous item in a List, no

matter how many items it contains.

Example 7b: Use #P for the Previous Item

Custom Lists can be created to automatically handle even the
fiddliest of situations — the parts you previously had to do by
hand. Consider this document.

If you’d like to work along with this example, begin by typing
or copying the text shown here into a blank document.

| select Alan Avery as my personal representative.
If Alan Avery is unable or unwilling to serve, then |
select Brenda Blake. If Brenda Blake is unable or
unwilling to serve, then | select Carla Cooper.
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The first sentence refers to the first personal representative.

The second sentence refers to the first and second personal
representatives.

And the third sentence refers to the second and third personal
representatives.

Step 1. Create the Questionnaire

I select Alan Avery as my personal

representative. If Alan Avery is unable or
unwilling to serve, then | select Brenda Blake. If
Brenda Blake is unable or unwilling to serve, then |
select Carla Cooper.

| select Alan Avery as my personal representative.
If Alan Avery is unable or unwilling to
serve, then | select Brenda Blake. if

Brenda Blake is unable or unwilling to serve, then |
select Carla Cooper.

| select Alan Avery as my personal representative.
If Alan Avery is unable or unwilling to serve, then |

select Brenda Blake. If Brenda Blake is
unable or unwilling to serve, then |

select Carla Cooper.

Doxsera (c) 2011-2014 snandone. Inc.

Question \ Answer

PRs List the personal representatives.

Step 2. Create a Smart Answer

Place the cursor in the answer box for the PRs question
and click ¥ Smart Answer.

Select Text, Series of text boxes, and click OK.

Step 3. Add a List

Text ]Qropdown | Yes/No | Checkboxes | Derived |

" Single text box

i+ Series of text boxes [ Link to a preceding Series answer or a Grid

™ with pronoun

As in the last example, we’ll begin by inserting a List using
the default format as a starting point, then customize it.

Select this whole passage and click = List, PRs, Insert List,
Done.

This is just the bare bones of a List. Now we’ll add some
text to each of the three clauses.

Add to the first clause as shown here. (The large font is
used here to draw your attention to the first clause, but
you don’t need to use a large font in your form.)

| select Alan Avery as my personal representative.
If Alan Avery is unable or unwilling to serve, then |
select Brenda Blake. If Brenda Blake is unable or
unwilling to serve, then | select Carla Cooper.

{List:{PRs#X}|, {PRs#X}| and {PRs#X}}

{List:| select {PRs#X} as my personal
representative. |{PRs#X}| and {PRs#X}}
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Change the second clause to look like this.

And finally, the third clause should look like this.

Two blanks remain to be filled in before we’'re done. The
first blank appears in clause #2. We need to fill it in with
the name of the personal representative that appears in
clause #1 — the previous clause. Select the blank and click
Y3 Field, PRs, Insert Field.

{List:l select {PRs#X} as my personal
representative. |If is unable or
unwilling to serve, then | select
{PRs#X}. | and {PRs#X}}

{List:| select {PRs#X} as my personal
representative. ||If is unable or unwilling to

serve, then | select {PRs#X}. |If is
unable or unwilling to serve, then |
select {PRs#X}.}

{List:l select {PRs#X} as my personal
representative. |If is unable or unwilling to
serve, then | select {PRs#X}. |If is unable or
unwilling to serve, then | select {PRs#X}.}

Click Item since we're inserting a Field for an item in

the Series.

Select Previous, because we want the name of the g

previous personal representative — the one who appears

% Text

List Item " Number

* Previous | item

Sublis

" Date " Sequential 2
Format

+ FreeForm

in the clause preceding this clause.

" First capital

Click Done.

Notice that the Field you just created contains a #P:
{PRs#P}. The P stands for Previous. That means the
personal representative in the previous clause will be
inserted here.

Select the remaining blank and use the same steps to
create another {PRs#P} Field: click ¥s Field, PRs, Insert
Field, Item, Previous, Done.

{List:| select {PRs#X} as my personal
representative. |If {PRs#P} is unable or unwilling
to serve, then | select {PRs#X}. |If is unable
or unwilling to serve, then | select {PRs#X}.}

{List:| select {PRs#X} as my personal
representative. |If {PRs#P} is unable or unwilling
to serve, then | select {PRs#X}. |If is unable
or unwilling to serve, then | select {PRs#X}.}
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Shave Some Clicks Off Your Time

In these examples, we’ve been creating each Field from scratch
because it’s good practice. But once you're comfortable with the
process, you can often save time by simply copying and pasting
things. In that last step, for example, rather than click ¥s Field,

PRs, Insert Field, Item, Previous, Done, you could just copy the
first {PRs#P} Field and paste it where the second one belongs.

The finished form looks like this.

{List:| select {PRs#X} as my personal
representative. | If {PRs#P} is unable or unwilling
to serve, then | select {PRs#X}. |If {PRs#P} is
unable or unwilling to serve, then | select {PRs#X}.}

THE PAYOFF

The List expands depending on the number of personal representatives typed into the Questionnaire.

Doxsera (c)2011-2014 snapdone, Inc. | select Humphrey Cogg as my personal

Label Question Answer » representative.
PRs List the personal representatives. Humphrey Cogg

Doxsera (c)2011-2014 snapdone, Inc. | select Humphrey Cogg as my personal
Question P reprfas.entatlve. If Humphrey Cogg is unable or
unwilling to serve, then | select Ella Grendle.
PRs List the personal representatives. Humphrey Cogg
Ella Grendle

Doxsera (c)2011-2014 snapdone. Inc. | select Humphrey Cogg as my personal

Question Answer

PRs List the personal representatives. Humphrey Cogg
Ella Grendle
Stanley Frock
Quentin Lacrosse

representative. If Humphrey Cogg is unable or
unwilling to serve, then | select Ella Grendle. If
Ella Grendle is unable or unwilling to serve, then |
select Stanley Frock. If Stanley Frock is unable or
unwilling to serve, then | select Quentin Lacrosse.

Doxsera - Detailed Examples (Version 2.2, October 2014)

Page 37



Example 8: Sublists

Before you begin

e Example 7: Linked Answers and Custom Lists..... page 31
What you will learn

e Select items from a Series to create Sublists

These minutes include two Sublists from the Series of attendees: MEETING MINUTES
officers in the first sentence, and nonofficers in the second. Officers who attended the meeting were Alan

Diggle, Bernice Fenster, and Roy Barnes. Also
present were Jerome Fuller, Cynthia Wilson,
and Esther Spaulding.

If you'd like to work along with this example, begin by typing or
copying the text shown here into a blank document.

Step 1. Create the Questionnaire

Doxsera (c) 2011-2014 snapdone, Inc.

Question \ Answer
Attendees List all the attendees.
Officers For the attendees who are officers,

choose an office.

Step 2. Create Smart Answers

Text | propdown ] Yes/No ] Checkboxes] Derived ]

Place the cursor in the Attendees answer box and click

" Single text b
&9 Smart Answer. ingle text box

* Series of text boxes [ Link to a preceding Series answer or a Grid

Choose Text, Series of text boxes, and click OK.

™ with pronoun

Dropdown liesto | checkboxes | Derived |

Place the cursor in the Officers answer
box and click ¥ Smart Answer.

" single dropdown

+ Series of dropdowns ¥ Link to a preceding Series answer or a Grid Attendees j

Source for dropdown choices:

Choose Dropdown, Series of
dropdowns, Link to a preceding Series
answer or a Grid, Attendees. That
means the Officers question will be
repeated for each person listed in the
Attendees question.

[” Allow user to write in a dferent response

Linked answers ask for more info
about responses in a preceding
Series answer. Responses in the

| Dropdown choices | preceding answer are used to
President identify each dropdown in the Linked
resiaen

answer.
Wice President

Secretary -
Treasurer List the Gil Parker
parties

Enid Lake
What's Gil Parker [single +|
each
P | cngtake [mamed 3]
marital
s@s? | porcos [divorced v

Type one choice

To copy, cut, and
paste, press
Ctrl+C, Ctrl+X,
and Ctrl+V.

Choose typed here and type the four
Dropdown choices: President, Vice
President, Secretary, and Treasurer.

Click OK.

Cancel
[ 2011-2014 Snapdane, Ine.
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Step 3. Add Sublists

Select the officer names and click := List, Attendees, Insert
List.

MEETING MINUTES

Officers who attended the meeting were Alan
Diggle, Bernice Fenster, and Roy Barnes. Also
present were Jerome Fuller, Cynthia Wilson,
and Esther Spaulding.

Since we don’t want to list all attendees, click Sublist. —

Select only the attendees who are officers by choosing
Officers is any of these: President, Vice President,

S - Appearance

List Sublist | Tic, Tac and Toe j

. I” Separate paragraphs
Include only items where

Secretary, Treasurer, as shown here. | Officers ~
itern chosen is
Click Done.

& any of these { none of these

President
Vice President

Secretary
Treasurer

Select the other attendee names and click := List, Attendees,
Insert List.

MEETING MINUTES

Officers who attended the meeting were
{Sublist:{Attendees#X}|, {Attendees#X}| and
{Attendees#X}}. Also present were Jerome
Fuller, Cynthia Wilson, and Esther Spaulding.

This time we’ll include only the attendees who are not
officers.

Appearance
Attendees j DD

Sublist | Tic, Tac and Toe j

Click Sublist.

Choose Officers is none of these: President, Vice

’ I Separate paragraphs
Include only items where

| Officers j

itern chosen is

President, Secretary, Treasurer, as shown here.

Click Done.

{* none of these

President
Vice President
Secretary
Treasurer

Here’s the finished form. On the surface, the two Sublists
appear to be identical. But you can see the details of each
Sublist by placing the cursor in a {Sublist: code and clicking
i= List to return to the List creation screen.

MEETING MINUTES

Officers who attended the meeting were
{Sublist:{Attendees#X}|, {Attendees#X}| and
{Attendees#X}}. Also present were
{Sublist:{Attendees#X}|, {Attendees#X}| and
{Attendees#X}}.
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THE PAYOFF

A Series and Linked answer in the Questionnaire are used to populate two distinct Sublists in the finished
document.

Doxserd (c) 20112014 snapdone, Inc. MEETING MINUTES

Question Answer

Officers who attended the meeting were
Judith Flambe, Hana Lorang, and Inez Pierce.
Also present were Orson Coot and Roger

Attendees | List all the Judith Flambe
attendees. Orson Coot

Roger Beeman
Hana Lorang Beeman.

Inez Pierce

Officers For the attendees | Judith Flambe: President
who are officers, Orson Coot: [?7?]

choose an office. Roger Beeman: [??]
Hana Lorang: Secretary
Inez Pierce: Treasurer
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Example 9: Grid Answers

Before you begin

e Example 7: Linked Answers and Custom Lists..... page 31
What you will learn

e Structure of Grid answers

e Smart Answers in Grids

e Using Grids to create Lists

e Conditions based on Grid answers

e Fetching info from a Grid with Item Fields

Grid answers are used to gather a lot of related information about Estimate for Pest Control Services
a series of items — sort of a Super-Series answer. That collected Smith Residence
information can then be parceled out throughout the finished Overview: Rodents were found in three rooms.

document in Lists and Sublists. Individual bits of information can | Termites were found in one room.
also be drawn from the middle of the Grid and inserted wherever | plan: Deploy rat traps ($60). Spray pesticide
needed in the document. (5150).

Equipment Deposit: An additional deposit of $60
is required and will be refunded when the rat
traps are retrieved.

If you'd like to work along with this example, begin by typing or
copying the text shown here into a blank document.

Step 1. Create the Questionnaire

Doxserd (c) 20112014 snapdone, Inc.

Question \ Answer

Client Client’s last name?

Step 2. Add a Grid

How many columns in the Grid answer?

Place the cursor below the Questionnaire and click “# Smart Answer to

Cancel

create a Grid answer.

Type 4 and click OK to make it a four-column Grid. ‘

Every Grid has four parts:

1. Type any overall instructions that apply to the entire Grid here.

2. Type alabel for each column in the top row. These [||:i)t;t;ct|ons]

labels are equivalent to the labels you type in the
leftmost column of the Questionnaire. They will not
be seen by the form user, but are used as Field names

[label] [label] [label]
[heading] |[heading] |[heading] |[heading]

by the form author.

3. Type a heading for each column in the second row. Headings tell the form user what information is
expected in each column.
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4. The remaining rows are where the form user types responses. The form author can create additional

empty rows by clicking ¥ Add, or the form user can add rows later, when they are needed.

Fill in instructions, labels, and headings so your Grid looks like the one shown here:

Describe the pests and proposed action:

Pest Rooms Action

Cost

Type of pest found # of rooms infested

Proposed action

Price quote

Step 3. Create Smart Answers

Text

When Smart Answers are applied
to a Grid, they apply to a whole
column. We’ll make the third
column a Dropdown answer.

Sgfirce for dropdown choice

™ Allow user to write i

Place the cursor anywhere in the
third column of the Grid and click
&) Smart Answer.

Select Dropdown, typed here.

per line.

Add three actions to appear in the
Dropdown choices: Spray
pesticide, Spread ant poison,
Deploy rat traps.

and Ctrl

—

=

typed here

ropdown | Yes/No ] Checkboxes | Derived ]

ifferent response

Type one choice

copy, cut, and
paste, press
Ctrl+C, Ctrl+X,

+V.

Example

This column of the Grid contains a
dropdown box in each row.

Dropdown choices |

OfficerTitle
Offices t

President -
Secretary -
Treasurer -

Spray pesticide
Spread ant poison
L Deploy rat traps

Choices to be

shown in the
@ dropdown are

typed here.

Users cannot
type their own
response -- they
must choose cne
in the dropdown
list.

(<) 20112014 Snapdone, Inc

Cancel

Step 4. Create Two Custom Lists

The form includes two sections that will be produced with
Lists: an overview that lists the types of pests found; and a

plan that lists the actions to be taken. Both Lists can be drawn

from the Grid answer we created in Step 2.

Select the two sentences shown here and click := List, Pest,
Insert List.

This custom List consists of repeating sentences. The
closest match among the List appearance choices is

Estimate for Pest Control Services
Smith Residence

Overview: Rodents were found in three rooms.
Termites were found in one room.

Plan: Deploy rat traps ($60). Spray pesticide
($150).

Equipment Deposit: An additional deposit of $60
is required and will be refunded when the rat
traps are retrieved.

= Jd
Pest

Appearance

W* [repeating paragraphs]

[repeating paragraphs], so select it and click Done.

Include all items in the list
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A List framework has been inserted in the form. We’ll modify
it to create our custom List of pests.

Remove Sample paragraph about and add were found in ___
rooms after the {Pest#X} Field.

Also remove the paragraph break before the dittoes and
replace it with a space or two. That way our custom List will
consist of repeating sentences instead of repeating paragraphs.

The first custom List should now look like this.

We'll finish it by adding a Field and a Condition. The Field
will provide the number of rooms, and the Condition will
provide the s at the end of rooms when needed.

Select the blank line and click ¥s Field, Rooms, Insert Field.

Estimate for Pest Control Services
Smith Residence

Overview: {List:Sample paragraph about {Pest#X}.
| [ditto]| [ditto]}

Plan: Deploy rat traps ($60). Spray pesticide
($150).

Equipment Deposit: An additional deposit of $60
is required and will be refunded when the rat
traps are retrieved.

Estimate for Pest Control Services
Smith Residence

Overview: {List:{Pest#X} were foundin ___
rooms.

[ditto] [ ditto]}

Plan: Deploy rat traps ($60). Spray pesticide
($150).

Equipment Deposit: An additional deposit of $60
is required and will be refunded when the rat
traps are retrieved.

Estimate for Pest Control Services
Smith Residence

Overview: {List:{Pest#X} were foundin ___
rooms. |||[ditto]]|[ditto]}

Plan: Deploy rat traps (560). Spray pesticide
(5150).

Equipment Deposit: An additional deposit of $60
is required and will be refunded when the rat
traps are retrieved.

Click Item and select Current — this Field will insert a

number for the current item in the List. t

j " Text

* Number
" Date " Sequential #

Format ]Math ]

&+ Defined

Click Number and choose the format one thousand.

Click Done.

h one thousand j

" Custom
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Select the s at the end of rooms and make it conditional by
clicking # Condition, Rooms, Add Condition.

We only want this s to appear when the number of rooms
affected by the current pest is more than one.

Click Item and select Current (because we’re talking about
the current item in the List of pests).

Choose is more than 1 and click Done.

The first custom List is complete. The second one will go a
little quicker.

Select the two sentences after Plan: and click := List, Pest,
Insert List.

Estimate for Pest Control Services
Smith Residence

Overview: {List:{Pest#X} were found in {Rooms#X}
rooms. ||[ditto]||[ditto]}

Plan: Deploy rat traps ($60). Spray pesticide
($150).

Equipment Deposit: An additional deposit of $60
is required and will be refunded when the rat
traps are retrieved.

Show text if

j | is more than j

Rooms

this number:

E 2

List

Estimate for Pest Control Services
Smith Residence

Overview: {List:{Pest#X} were found in {Rooms#X}
room{ifis}. ||[ditto]][ditto]l}

Plan: Deploy rat traps (560). Spray pesticide
($150).

Equipment Deposit: An additional deposit of $60
is required and will be refunded when the rat
traps are retrieved.

from that column.

Note that the List we’re creating only uses information from the Action
and Cost columns of our Grid, but we still selected Pest when creating
the List. That’s because Lists are always based on the primary column (the
leftmost column) in a Grid answer, even if they don’t use any information

This is another custom List consisting of repeating
sentences, so choose [repeating paragraphs] again and

[oane | 2
Appearance

Pest

click Done.

-
List Subiet [repeating paragraphs] j

Include all items in the list
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Let’s type a placeholder sentence into the form just to help us
keep organized and determine where the Fields belong.
Replace the whole first clause of the List with Kill pests
($100). and add a space or two after the period so the repeated
sentences won’t run into each other.

Here’s what the form looks like with the placeholder sentence.
It represents the sentence that will be repeated for each item in
the List of pests.

First we’ll replace Kill pests with an action from the Action
column of the Grid:

Select Kill pests and click ¥s Field, Action, Insert Field.

Click Item and Done, since the default selections Current,

[ —

Estimate for Pest Control Services
Smith Residence

Overview: {List:{Pest#X} were found in {Rooms#X}
roomf{if:s}. |[ditto]][ditto]}

Plan: {List:Sample paragraph about {Pest#X}.
| [ditto] ] [ditto]}

Equipment Deposit: An additional deposit of $60
is required and will be refunded when the rat
traps are retrieved.

Estimate for Pest Control Services
Smith Residence

Overview: {List:{Pest#X} were found in {Rooms#X}
roomf{if:s}. |[ditto]][ditto]}

Plan: {List:Kill pests ($100). |[ditto]|[ditto]}
Equipment Deposit: An additional deposit of $60

is required and will be refunded when the rat
traps are retrieved.

L]

2|

* Text

Text, and FreeForm are all correct.

Similarly, replace 100 with a Field that provides a number
from the Cost column of the Grid:

Select 100 and click ¥s Field, Cost, Insert Field, Item, Number,
Done.

Both custom Lists are now complete.

ion -

List Sublis

Current | item

Item " Number

" Date " Sequential #
Format
' FreeForm

" First capital

Estimate for Pest Control Services
Smith Residence

Overview: {List:{Pest#X} were found in {Rooms#X}
room{ifis}. ||[ditto]]|[ditto]}

Plan: {List:{Action#X} ($100). |[ditto]][ditto]}

Equipment Deposit: An additional deposit of $60
is required and will be refunded when the rat
traps are retrieved.

Estimate for Pest Control Services
Smith Residence

Overview: {List:{Pest#X} were found in {Rooms#X}
roomf{if:s}. |[ditto]][ditto]}

Plan: {List:{Action#X} (S{Cost#X}). ||[ditto]|[ditto]}

Equipment Deposit: An additional deposit of $60
is required and will be refunded when the rat
traps are retrieved.
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Step 5. Add a Condition

The last paragraph should only appear in the finished
document when the Grid includes “Deploy rat traps” in the
Action column. We'll add a Condition to handle this
automatically.

Select the whole paragraph and click # Condition, Pest, Add
Condition.

Estimate for Pest Control Services
Smith Residence

Overview: {List:{Pest#X} were found in {Rooms#X}
roomf{if:s}. |[ditto]][ditto]}

Plan: {List:{Action#X} (S{Cost#X}). ||[ditto]|[ditto]}
Equipment Deposit: An additional deposit of S60

is required and will be refunded when the rat
traps are retrieved.

This Condition will determine whether any items in the

X|[oore | 2]

Show text if

Pest Grid contain “Deploy rat traps” in the Action column.

Pest contains this many items:

maore than j| 0

3

Lis ublist Itemn

Select Sublist, Action, any of these, and Deploy rat traps.
That gives us a Sublist that only includes pests whose
Action column contains “Deploy rat traps”.

Select more than 0. That means the Condition is true when
the Sublist contains at least one item. Summing up and
saying it another way: the Condition is true when at least
one Action in the Grid is “Deploy rat traps”.

Click Done.

N\

vd

Include only items where

-

Action

itern chosen is
hese

* any of these " non

and/or

(2] 2011-2013 Snapdane, Ine,

Step 6. Fetch a Particular Item From the Grid

Our final challenge is the 60 in the last paragraph. Here we
need a Field that provides a particular number typed in the
Cost column of the Grid. It has to be the number that appears
in the Rodents row, but as form authors we don’t know
whether that will be first row, last row, or somewhere in
between.

The solution is to use an Item Field that is smart enough to
locate a particular item in the Grid.

Select 60 and click ¥1 Field, Cost, Insert Field.

Estimate for Pest Control Services
Smith Residence

Overview: {List:{Pest#X} were found in {Rooms#X}
room{ifis}. ||[ditto]][ditto]l}

Plan: {List:{Action#X} (${Cost#X}). |[ditto]|[ditto]}
{if:Equipment Deposit: An additional deposit of

$60 is required and will be refunded when the rat
traps are retrieved.}
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Click Item because we want a particular item from the
Cost column of the Grid.

We don’t know where that item appears in the Grid, but
we do know that it’s the first item in a Sublist of rodents,
SO ...

Choose First item in a sublist of items where Pest
contains rodent, as shown here.

Choose Number format and click Done.

Thanks to the Condition we created in Step 5, if the Grid does
not include rodents, then the last paragraph is omitted from
the finished document.

When the Grid does include rodents, the portion of costs that
applies to rodents is repeated in the final paragraph.

Add a {Client} Field to replace the word Smith in the heading,
and the form is complete.

" in entire li
* in + Defined
‘ﬁﬂ j | 1,000 (no decimals) j
| contains j -
this text: SEEm
| rodent j |

Cost j " Text
List Sublist Item Number

- ) " Date
First » | item

Format lMath ]

Estimate for Pest Control Services
Smith Residence

Overview: {List:{Pest#X} were found in {Rooms#X}
room{ifis}. ||[ditto]][ditto]l}

Plan: {List:{Action#X} (${Cost#X}). |[ditto]|[ditto]}

{if:Equipment Deposit: An additional deposit of
S{Cost#F} is required and will be refunded when
the rat traps are retrieved.}

Before saving the finished form, remember to click “% Show/Hide to hide labels, including the first row of
the Grid — they’re useful to the form author but distracting for the form user.

THE PAYOFF

A single Grid answer provides all the information needed to build two distinct Lists, decide whether a
deposit is required, and determine a deposit amount based on particular item within the Grid.

TheFormTool (d 2011202

Label Question Answer

Client's last name? Barclay

Describe the pests and proposed action
Type of pest found (# of rooms infested |Proposed action |Price guote
Termites 3 Spray pesticide |150

TheFormTool (c 2011-2012

Label
Client

Question Answer

Client's last name? Channing

Describe the pests and proposed action

Type of pest found [# of rooms infested |Proposed action (Price quote
Ants 2 Distribute ant 35

poison
Rodents 1 Deploy rat traps |60

Estimate for Pest Control Services
Barclay Residence

Overview: Termites were found in three
rooms.

Plan: Spray pesticide ($150).

Estimate for Pest Control Services
Channing Residence

Overview: Ants were found in two rooms.
Rodents were found in one room.

Plan: Distribute ant poison ($35). Deploy
rat traps (560).

Equipment Deposit: An additional deposit
of $60 is required and will be refunded
when the rat traps are retrieved.
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Example 10: Math

What you will learn
e Building formulae with the Math screen

The loan amountis$___, to be paidin ___

We'll use the math feature of Doxsera to automate this form. If
monthly payments of $___ each.

you’d like to work along with this example, begin by typing or
copying the text shown here into a blank document.

Step 1. Create the Questionnaire

Doxsera (c)2011-2014 snandone, Inc.

Question ‘ Answer
Amount Amount of loan?
Rate Annual Interest rate?
Term How many years long is the loan term?

Step 2. Add Fields

The first Field requires no math. Select the highlighted The loan amountis $__, to be paidin __
blank and click ¥s Field. monthly payments of $___ each.
Select Amount and click Insert Field. Q| mwertria | e o] 7]X] ¢ | M| ogne | 2]

Select Number.
£ Text

Select the format 1,000.10 (exactly 2 decimals) and click Term m—>; Number
Done. \I " Date

Format ]Math I

@ Defined

1,000.10 (exactly 2 dEcij

" Custom
The next Field is the number of months in the loan term. The loan amount is ${Amount}, to be paid in
Since the Questionnaire’s Term answer provides the ___monthly payments of $___ each.
number of years, we’ll use math to multiply that number
by 12.
Select the highlighted blank and click ¥s Field, Term, Insert
Field.
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Select Number.

[ oone [ 2]

" Pronoun

Amount " Text

Select the format 1,000.10 (exactly 2 decimals).
Click Math to open the Math screen.

+ Number " Singular/Plural
" Date

s vith |

& Defined

1,000.10 (exactly 2 deci v

" Custom

This is where the formula is built.

Doxsera has already inserted a function in the formula to get us

started: {Field: Term}. When the form is filled in, this function

will retrieve the number typed in response to the question How
many years long is the loan term?

Since we want to multiply the number of years by 12, add * 12
at the end of the formula. (The asterisk character is used for
multiplication, just as plus is used for addition, hyphen for
subtraction, and forward slash for division.)

You can either add * 12 by clicking the *, 1, and 2 buttons in the
Math screen, or you can type those three characters on your
keyboard.

7/

‘ Field j| Term jj ﬂﬂ
. = {Field: Term}
o5 |
‘ Field j| Term jJ %ﬂ

{Field: Term} = 12

e Field function gives an answer from the Q&A table. If the answer is
blank or non-numeric, it gives a 'MATH ERROR' message.

When finished, the formula will look like this. Click OK to close

(<) 2011-2012 Snapdane, Inc.

the Math screen.

The formula you created is shown here. \
If you need to edit the formula later, click the »” pencil to

return to the Math screen.

The Abbreviate checkbox has no impact on finished documents,
but controls how a formula is displayed in the form. In this
example, the Field we're creating will either be abbreviated as
{###} or displayed in full as {{Field: Term} * 12}.

Click Done.

T
\\

&= 7]

" Pronoun

Amount
o
Rate 1621
* Number  Singular/Flural
= " Date

Format Math

[# Abbreviate

() 2011-2013 Snapdone. Inc.

Finally, we’ll use the Payment function to calculate the
monthly payment. Select the highlighted blank and click
¥3 Field, Term, Insert Field.

{H#}

The loan amount is S{Amount}, to be paid in

monthly payments of S___ each.
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Select Number. B[ oone | 2

Amount C Text
Since this is a dollar amount, choose the format ' & number
1,000.10 (exactly 2 decimals). _I —
Click Math to open the Math screen. & Defined
1,000.10 (exactly 2 deci

" Custom
This time Doxsera has guessed incorrectly — we don’t actually | Absolute 1+ &]z]
want the {Field: Term} function that it has provided for us. B /| - - | [
Delete that whole function to start with a blank slate. 7| 8] o]
Select the Payment function and click “* plus to add it to —-h Payment =+ gﬂ

fPayment: [

the formula.

Note that your cursor is flashing inside the {Payment: } —
function.

As indicated in the lower part of the screen, the Payment
function requires three numbers separated by commas: loan

] 3 G

j
N
||

Gives the periodic payment on a self-amortizing loan (360-day yvear,

-

. P . . c_cmpcunded periodically, payment in arrears). E.g., [F’a'ym_ent_: 1000,
amount, perlodlc lnterest rate, and the number Of perlods m 5/ 12, 120} gives the monthly payment on a $1,000 loan with 5%
annual interest and a 120-month term. Other
the term of the loan. Those numbers can either be typed ey e e e e
directly into the formula or they can be represented with other
functions.

In this example, we’ll use a Field function for each of the three
numbers required in the Payment function.

The first number required by the Payment function is the loan [Feld ][ Amount =] #] % ﬂ
amount. / J ﬂ j J {Payment: {Field: Amount} [}
Make sure the cursor is still placed within the Payment 7| 8] o] |
function as shown here, then select Field, Amount, and click

+ plus.
Click the comma button (or press the comma key on your [Field ][ Amount -+ @]z
keyboard) to add the required comma before the Payment \‘J ﬂ jJ {Payment: {Field: Amount}, [
function’s second number. j ﬂ ﬂ ‘
The next number required by the Payment function is the | rield <] rate -+ @&|z]
perlodIC ll’lterest rate. J ﬂ j J {Payment: {Field: Amount}, {Field: Rate} [}
Select Field, Rate, and click "« plus to add the {Field: Rate} ﬂﬂﬂ |
function.
Since the Questionnaire asks for an annual interest rate, we'll | Fels <] rate 1# a2
divide it by 12 to get the periodic (monthly) interest rate. B /| - | - | [ ggyment: titss Amourts, (Feld e} /
Click the slash, 1, and 2 buttons or type /12 on your ﬂ ﬂ ﬂ . ‘
keyboard.
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Click the comma button (or press the comma key on your

| Field j| Rate jJ %ﬂ

keyboard) to add the required comma before the Payment — HE R | o o e e

function’s third number.

The last number required by the Payment function is the
number of periods in the loan term.

Select Field, Term, and click " plus to add the {Field: Term}
function.

Since the Questionnaire asks for the loan term in years, we’ll
multiply it by 12 to get the number of monthly periods in the
loan.

Click the *, 1, and 2 buttons or type *12
on your keyboard.

The finished formula looks like this.
Click OK to close the Math screen, then Done.

ElEIE

+
| | |

Field j| Term jJ %ﬂ

Jﬂjj isra\%rl;l?:ll'éﬁ:égwrenllnj}:ﬁf\mount},{Field:Rate}!

2|5
1 7 ol <+

| Field j| Term jJ %ﬂ

{Payment: {Field: Amount}, {Field: Rate} /
12, {Field: Term} * 12}

"] 5] el
j%ﬂﬂ

n |

If you chose to abbreviate the two math Fields, the finished
form looks like this.

The loan amount is S{Amount}, to be paid in
{###} monthly payments of S{###} each.

If you chose not to abbreviate, the finished form looks like
this.

The loan amount is S{Amount}, to be paid in
{{Field: Term} * 12} monthly payments of
S{{Payment: {Field:Amount}, {Field: Rate}/ 12,
{Field: Term} * 12}} each.

THE PAYOFF

When the form user supplies loan amount, annual interest rate,

monthly payment amount are calculated automatically.

and loan term, the number of payments and

Doxsera (c)2011-2014 snapdone, Inc.
Label Question ‘ Answer
Amount Amount of loan? 150,000 »
Rate Annual interest rate? 4.5
Term How many years long is the 20
loan term?

The loan amount is $150,000, to be paid in
240 monthly payments of $948.97 each.
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Example 11: Linked Answer, Repeating Paragraphs, and Math

Before you begin
e Example 7: Linked Answers and Custom Lists..... page 31
e Example 10: Math .....cccceevciiiiiiiieeceee e, page 48
What you will learn
e Repeating paragraphs with [ditto]
e Pronoun- and Number-type Item Fields
e Math in Item Fields

We'll use a Linked answer, repeating paragraphs, and math
to automate this form. If you’d like to work along with this
example, begin by typing or copying the text shown here
into a blank document.

Step 1. Create the Questionnaire

The shareholders are as follows:

Madge Dunfey owns 50 shares (current value
$350.00), giving her 55.6% ownership of the company.

Herb Billings owns 25 shares (current value
$175.00), giving him 27.8% ownership of the company.

Grace Phinn owns 15 shares (current value
$105.00), giving her 16.7% ownership of the company.

Doxsera (c) 2011-2014 snapdone, Inc.

Label Question \ Answer
Shareholders List the shareholders.
SharesHeld How many shares does each shareholder
own?
ShareValue What's the current value of 1 share?

Step 2. Create Smart Answers

The first answer will be a Series answer with pronouns (because the form includes a “him/her” pronoun

for each shareholder).

Place the cursor in the answer box for the

Shareholders question and click &0 Smart ANSwer, =

Text, Series of text boxes, with pronoun, OK.

Text Igropdown ] Yes/No ] Checkboxes ] Derived ]

" Single text box

(* Series of text boxes [

¥ with pronoun

The second answer asks for additional information about each shareholder, so it will be linked to the

Shareholder answer.

Place the cursor in the answer box for the

11111

Text, Series of text boxes, Link to a preceding
Series answer or a Grid, Shareholders, OK.

Text ]Qropdown | Yes/No | Checkboxes | Derived |

" Single text box

¢ Series of text boxes ¥ Link to a preceding Series answer or a Grid Shareholders =
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Step 3. Add a List

We'll start with one of the built-in List formats then
customize it.

Select the three paragraphs that will be replaced by
the list and click i= List, Shareholders, Insert List.

Select [repeating paragraphs] and click Done.

The shareholders are as follows:

Madge Dunfey owns fifty (50) shares (current value
$350.00), giving her __ % ownership of the company.

Herb Billings owns twenty-five (25) shares (current
value $350.00), giving him __ % ownership of the company.

Grace Phinn owns fifteen (15) shares (current value
$350.00), giving her __% ownership of the company.

=3k

Now that we have a framework for the List, we'll
begin customizing it.

Appearance

List Sublist [repeating paragraphs] j

Include all items in the list

The shareholders are as follows:
{List:Sample paragraph about {Shareholders#X}.
| [ditto]| [ditto]}

Abbreviated Repeating Lists: When each item in a List is
identical, the second and third clauses can be abbreviated
with [ditto], as shown above.

{Shareholders#X} is the marker that shows where each
shareholder’s name will be inserted. Preserve that
marker, but edit the surrounding text to create the
paragraph shown here. (In other words, delete
Sample paragraph about before the marker, and
add owns __ (_ ) shares (current value $_ ), giving
him/her __% ownership of the company after the
marker.)

Step 4. Add Fields

All that remains is to add some Fields. Start with the
pronoun. Select him/her and click %s Field,
Shareholders, Insert Field.

The shareholders are as follows:

{List:{Shareholders#X} owns __ (__) shares (current
value $__), giving him/her __ % ownership of the company.

[ditto] | [ditto]}

The shareholders are as follows:

{List:{Shareholders#X} owns __ (__) shares (current
value $_ ), giving him/her __% ownership of the company.

| [ditto]| [ditto]}
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Click Item, because we want the pronoun for a

L el

* Pronoun

Shareholders

particular person in the Series.

Note that Current is selected — this will give us a
pronoun for the current person in our List of
shareholders. So the first paragraph in the finished
document will use the pronoun for person #1, the
second paragraph will use the pronoun for person #2,
etc.

Select Pronoun, Him |Her | It| Them, lowercase, and
click Done.

Next we'll add Fields for the number of shares
owned — first using words, then using numerals.
Select the first blank and click ¥s Field, SharesHeld,
Insert Field.

Click Item, Current.

’

List Sublist Item er (" Singular/Plural

Date " Sequential #

- | item

Current
Format

&+ Defined

Him | Her | It | Them j
" Title Case
* lowercase

" UPPERCASE

" Custom

=

The shareholders are as follows:

{List:{Shareholders#X} owns __ (__) shares (current
value $__), giving fhim|her} _ % ownership of the
company.

[ditto]|[ditto]}

SharesHeld

—

" Date " Sequential #

Format ]Math ]

&+ Defined

# one thousand

-l

Click Number, one thousand, Done.

This next Field shows the number of shares again,
but uses numerals instead of words. Rather than
create the Field from scratch, let’s save a little time
by copying the previous Field and changing its
format.

After copying the {SharesHeld#X} Field and pasting it
between the parentheses, your form should look like
this.

To format the second {SharesHeld#X} Field as
numerals instead of words, select it and click
%3 Field, 1,000 (no decimals), Done.

" Custom

The shareholders are as follows:

{List:{Shareholders#X} owns {SharesHeld#X} (__)
shares (current value $__), giving fhim|her} _ % ownership
of the company.

[ditto]|[ditto]}

The shareholders are as follows:

{List:{Shareholders#X} owns {SharesHeld#X}
({SharesHeld#X}) shares (current value $_ ), giving
{him|her} _ % ownership of the company.

[ditto] | [ditto]}
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The remaining two Fields are more exciting, since
they require math.

Select the highlighted blank. We’ll insert a Field
here to multiply the current share value

(ShareValue) by the number of shares owned by a
shareholder (SharesHeld).

Click ¥s Field, ShareValue, Insert Field.

Select Number and choose the format 1,000.10 (exactly

2 decimals).

Click Math to open the Math screen.

The shareholders are as follows:

{List:{Shareholders#X} owns {SharesHeld#X}
({SharesHeld#X}) shares (current value $__ ), giving
{him|her} __ % ownership of the company.

| [ditto]| [ditto]}

=holders € Text

ShareValue ¥ Number

" Date

Doxsera has inserted the function {Field: ShareValue},
which will provide the answer to the ShareValue question J
] -]

in the Questionnaire.

We need to multiply the share value by the number of
shares held by the current shareholder. Click the asteris
button (or press the asterisk key on your keyboard) to

indicate multiplication.

Select Field, SharesHeld#X, and click "+ plus to
add {Field: SharesHeld#X} to the formula.

The finished formula includes two functions.

Click OK to close the Math screen, then Done.

One more Field to go! It will calculate the
percentage of the company owned by each
shareholder.

Select the highlighted blank and click ¥s Field,
SharesHeld, Insert Field.

Select Item, Current, Number.

Select the format 1,000.1 (exactly 1 decimal) so the

number will be accurate to the nearest 10th of a percent. ===

wmath |

+ Defined

[ oone | 2]

" Custom

1,000.10 (exactly 2 decij

| Field j| SharesHeld#X ﬂJ %ﬂ

vl

£N is next; and ZL is the |last item in the

{Field: Sharevalue} * {Field: SharesHeldzx}

The Field code gives the number typed in the Q&A table for the named
field. If the answer is blank or non-numeric, it gives a 'MATH ERROR'
message. £X is the current item in the list; £F is first; £P is previous;

list. oK | Cancel ‘

() 201- 2012 Snapdaone, Inc.

The shareholders are as follows:

{List:{Shareholders#X} owns {SharesHeld#X}
({SharesHeld#X}) shares (current value S{###}), giving
{him|her} _ % ownership of the company.

lditto]|[dittol}

" Text

* Number

Current | item

mMath |

" Date " Sequential £

&+ Defined

Click Math to open the Math screen. ===

" Custom

ﬂl,DDD.L (exactly 1 decinj
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Doxsera has inserted the function {Field: SharesHeld#X

which provides the number of shares held by the current

shareholder.

Click the slash button (or press the forward slash key on

your keyboard) to indicate division.

Then add a function that gives the total number of shares

listed in the Questionnaire’s SharesHeld answer: select
ListSum, SharesHeld, and click “" plus.

Here’s what the formula looks like when those steps are

complete.

To finish, we’ll multiply everything by 100 (since this
number is expressed as a percentage in the finished
document).

Add * 100 at the end of the formula, either by clicking
buttons in the Math screen or by typing on your
keyboard.

The finished formula looks like this.
Click OK to close the Math screen, then Done.

}, | ListSum j| SharesHeld

34l a2

{Field: SharesHeld#x} / {ListSum:
SharesHeld}

P

he ListSum code gives the sum of all numbers in the named list,
ignoring items that are blank or non-numeric. Note that the list should

be a list of numbers.
oK | Cancel ‘

/|

(i) 2011-2012 Snapdone, In.

|List5urn

| A

j 8 9
afl

RN

BON )

The ListSum code gives the sum of all numbers in the named list,
ignoring items that are blank or non-numeric. Note that the list should

be a list of numbers.
oK | Cancel ‘

j | SharesHeld

sl a2

{Field: SharesHeld#x} / {ListSum:
SharesHeld} * 100

[z 2011-2012 Snapdone, Inc.

If you chose to abbreviate the math Fields, the
finished form looks like this.

The shareholders are as follows:

{List:{Shareholders#X} owns {SharesHeld#X}
({SharesHeld#X}) shares (current value S{###}), giving
{him | her} {###}% ownership of the company.

[ditto]|[ditto]}

If you chose not to abbreviate, the finished form
looks like this.

The shareholders are as follows:

{List:{Shareholders#X} owns {SharesHeld#X}
({SharesHeld#X}) shares (current value ${{Field: ShareValue}
* {Field: SharesHeld#X}}), giving {him | her} {{Field:
SharesHeld#X} / {ListSum: SharesHeld} * 100}% ownership
of the company.

[ditto] | [ditto]}
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THE PAYOFF

The form user supplies a few names and numbers in the Questionnaire, and the form takes care of the rest.

Doxsera (c)2011-2014 snapdone, Inc. The shareholders are as follows:

Question Answer Burt Wilmer owns one hundred eighty (180)

Shareholders | List the shareholders. Burt Wilmer [he] shares (C_urrent value $18,963.00), giving him 31.0%
Frieda Knowles [she] ownership of the company.

Hugh Soder he] Frieda Knowles owns two hundred thirty-five

SharesHeld How many shares does | Burt Wilmer: 180 (235) shares (current value $24,757.25), giving her

each shareholder own? | Frieda Knowles: 235 40.5% ownership of the company.
Hugh Soder: 165

Hugh Soder owns one hundred sixty-five (165)
shares (current value $17,382.75), giving him 28.4%
ownership of the company.

ShareValue What's the current 105.35
value of 1 share?
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Example 12: List in Table Format, Master List, and Math

Before you begin
e Example 5: Using a Master List ........ccccceeeeeeennnns page 20
e Example 7: Linked Answers and Custom Lists..... page 31
What you will learn
o Lists formatted as tables

To automate this form we’ll use a List formatted as | Thank you for registering for the following classes:
a table, a Master List of information about classes,
and math. If you’d like to work along with this
example, begin by typing or copying the first and
last paragraphs into a blank document. (Don't
worry about the table in the middle — we’ll be TOTAL: $353.60
creating it with Doxsera.)

Class Date Tuition Tax Total

Basic Personhood 3/3/2012 125 11.00 | 136.00

Advanced Humanity | 3/17/2012 200 17.60 | 217.60

Payment is due one week before the class date.

Step 1. Create the Master List

Rather than make the form user type a lot of dates and tuition fees, we’ll create a Master List of classes
that can be maintained and updated in one place, and used by this form and other forms too.

Click & Master List then “* plus to create a new Master List.

. . . Class Name Date Cost

Name it ClassInfo and give it 3 columns. Basic Personhood 3/3/2012 125
Add the column headings Class Name, Date, and Cost, and fill Intermediate Being 3/12/2012 175
Advanced Humanity 3/17/2012 200

in information for three classes as shown here.

Click & Master List, Save and Close to save your work.

Step 2. Create the Questionnaire

| Doxserd (c) 20112014 snapdone, Inc.

Question \ Answer

Classes List the classes registered.
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Step 3. Create Smart Answer

Place the cursor in the answer box and click ¥ Smart

Answer. /
Select Dropdown (because the user will choose each f

registered class from a dropdown box that shows all

Text _Dropdown ]Ies_fﬂo ] Checkboxes | Derived ]

Single dropdown

(* Series of dropdowns [~ Link to a preceding Series answer or a Grid

Source for dropdown choicesg | Master List j| ClassInfo j
[T Allow user to Mﬂ'\t response

classes).

Select Series of dropdowns (because we want the form
user to be able to choose more than one registered class).

Select Master List, ClassInfo (because the classes are
contained in a Master List named ClassInfo).

Click OK.

Step 4. Add a List

Place the cursor between the two paragraphs where the List is | Thank you for registering for the following

needed (just before the word Payment) and click := List, \

Classes, Insert List.

classes:

Payment is due one week before the class date.

Select [table format]. ==

Appearance

Select 5 columns.

e @ [table format] j

Select all of the checkboxes: One item per row, Lines,
Headings in first row, and Totals in last row.

\ )
¥ One item per row
¥ Lines

’ -
Include all items in the list Columns: 5 Z‘

Chck Done. ¥ Headings in first row
¥ Totals in last row
This gives the bare bones of our List, Thank you for registering for the following classes:

formatted as a table. We'll add some Fields | | Heading1

Heading2 | Heading3 | Heading4 Heading5

1 i it.
and clean it upa bit {List:{Classes:Cl

ass Name#X}

|{Classes:Class
Name#X}

|{Classes:Class
Name#X}

TOTAL:

0 0 0 0

}Payment is due one week before the class date.
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Step 5. Add Fields

Doxsera provided placeholders for column Thank you for registering for the following classes:

headings. Begin by replacing them with the__ & Class Date | Tuition | Tax | Total
actual headings: Class, Date, etc. You may

want to center the headings too.

{List:{Classes:Class Name#X}

| {Classes:Class Name#X}

Also delete the 0’s at the bottom of each
column but the last one, since that’s the
only place we want a total. TOTAL: > 0

|{Classes:Class Name#X}

}Payment is due one week before the class date.

We'll fill in the Date column next. Thank you for registering for the following classes:

Place the cursor in the first cell under the Class Date Tuition Tax Total
Date heading and click s Field, Classes, {lst:{Classes:

Insert Field.

| {Classes:Class Name#X}

|{Classes:Class Name#X}
TOTAL: 0

}Payment is due one week before the class date.

Click Item. = ﬂﬂ

Classes Date j " Text

Item " Number
{* Date " Sequential #

Select Date to use the Date column of the Master List. / Current | item

Eormat | offset | Function |
Note that Current is selected. This will give the date of & Defined format
the current class in the List of classes. sl 5/1/2010 =

Select Date and choose the format 5/1/2010.
Click Done.

" Custom format

That’s enough to make the date appear for Thank you for registering for the following classes:

the first item in the List, but it needs to Class Date Tuition | Tax | Total

appear for every item in the List. Rather
PP y1 ! {List:{Classes:Class Name#X} _| {Classes:

than create the Field from scratch twice Date#X}
more, we'll copy and paste.
[{Classes:Class Name#X

Copy the {Classes:Date#X} Field.

Paste the copied Field into these two cells.

}Payment is due one week before the class date.
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Use the same method for the Tuition column. Place the
cursor in the first cell under the Tuition heading and click

¥3 Field, Classes, Insert Field.

Classes

> U Cost j

Select Item. ==

This time select Cost to use the Cost column of the Master

List.

Select Number, 1,000.10 (exactly 2 decimals).

Click Done.

Copy the {Classes:Cost#X} Field you just
created from the first Tuition cell and paste
it into the other two Tuition cells. Here’s
the form with the Tuition column
completed.

Now we’ll add math to a Field to calculate
tax. To figure the tax for a particular class,
we’ll multiply its cost by a tax rate.

Put the cursor in this cell and click ¥s Field,
Classes, Insert Field.

First we'll fetch the cost of the current class in the List.

Click Item.

\

" Date

" Text

* Number

" Sequential #

Format ]Math ]

&+ Defined

4 1,000.10 (exactly 2 dec:ij

" Custom

Thank you for registering for the following classes:

Choose Cost to look at the Cost column of the ClassInfo

Master List.

Choose Number, 1,000.10 (exactly 2 decimals).

And now we’ll perform some math on that number. Click

Math to open the Math screen.

Class Date Tuition Tax Total

{List:{Classes:Class {Classes:D | {Classes:

Name#X} ate#X} Cost#X}

|{Classes:Class {Classes:D | {Classes:

Name#X} ate#X} Cost#X}

|{Classes:Class {Classes:D | {Classes:

Name#X} ate#X} Cost#X}

TOTAL: 0
}Payment is due one week before the class date.
Thank you for registering for the following classes:
Class Date Tuition Tax Total

{List:{Classes:Class {Classes:D | {Classes: -

; ost

|{Classes:Class {Classes:D | {Classes:

Name#X} ate#X} Cost#X}

|{Classes:Class {Classes:D | {Classes:

Name#X} ate#X} Cost#tX}

TOTAL: 0
}Payment is due one week before the class date.
Classes Cost j " Text
Item ¥ Number
/— Current =i " Date " Sequential

/—

Form

Math |

+ Defined

1,000.10 (exactly 2 dec:ij

" Custom
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To multiply the class cost by .088, add *.088 to the end of [ Fierd || classesex +|| cost =] #| E|l|
the formula, either by clicking buttons in the Math screen . Ll ;l ;l [Fild: Crocooesweil, + 059
or by typing on your keyboard. 7] s]s]| |

Click OK to close the Math screen, then Done.

We'll use the same Field to calculate tax for Thank you for registering for the following classes:

other items in the List too. Class Date Tuition Tax Total
Copy this Field.

g
And paste it in these two cells. ‘:i'--.—-b

TOTAL: 0

IPayment is due one week before the class date.

The last column will calculate tuition plus Thank you for registering for the following classes:

tax. We can copy one of the existing Tax Class Date Tuition Tax Total

TH

Copy this Field. = i/ s
/-

Fields as a starting point, then use math to
add Tuition.

TOTAL: 0
And paste it here. ]
IPayment is due one week before the class date.
Select the Field you pasted in the Total Thank you for registering for the following classes:

Date Tuition Tax Total

column and click s Field to modify it.

L
Ly
AT

TOTAL:

IPayment is due one week before the class date.
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Click Math to see the existing formula. =

| Classes j|C\ass Name - " Text

| st Sublist Item & Number

| Current j — " Date " Sequential #
Click the +” pencil to edit the formula in the Math screen. T et |

~

¥ Abbreviate

(<) 20M-2013 Snapdone, Inc.

The formula already calculates tax. We’ll add the tuition | Absolute 1+ a|z]
amount tO get a total, J A j J {Field: Classes#X:Cost} * .088|
z]sls] |

Click the + button for addition (or type it on your keyboard). >é1 Fed o cesmex Sl cem ] %] @] 7]

Select Field, Classes#X, Cost, and click “ plus. This function 7| ]| Sosscsixicomy| T e T
gives the cost of the current class in the List. - +

7

o

Whenever there is a chance that a formula may be calculated in [Fel o[ classessx cf[es - 4| @] 7|
the wrong order, use parentheses to indicate priority. [0 7| = | gt rieis: Classesex:costs Zgg58) + (Fiei:
In this example, the result would be incorrect if addition were .

performed before multiplication. So add parentheses as shown
here to make sure the multiplication is performed first.

Click OK to close the Math screen, then Done.

As before copy and paste the Field you Thank you for registering for the following classes:
created to fill out the Total column. Class Date Tuition Tax Total
{List:{Classes:Class {Classes:D___{Classes: —dfittithmmpp{itif}
ateﬂﬂ Cost#X}
his Field.
Copy this Fie d |{Classes:Class {Classes:D | {Classes: | {###}
Name#X} at
Name#X} ate#X} Cost#tX}
TOTAL: 0
}Payment is due one week before the class date.
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One more item requires attention. The 0 in
the last cell is a “sum” Field. It’s a standard
Word Field, so it needs to be formatted
with the standard Word menu.

You can either replace it with a Doxsera
Field that calculates total tax plus total
tuition, or use the standard Word method:
right-click on the Field, choose Edit Field,
click Formula, and choose the number
format S#,##0.00.

Finish up with any additional formatting
you prefer. In the example shown here,
the dates and dollar amounts are all
centered.

Thank you for registering for the following classes:

Class Date Tuition Tax Total
{List:{Classes:Class {Classes:D | {Classes: {tHt#} {###}
e Name#X} ate#X} Cost#X}
|{Classes: {Classes:D | {Classes: {#t#} {###}
Name#X} % Cost#X}
|{Classes:Class {Classes:D es: {tt#} {###}
Name#X} ate#X} Cost#
TOTAL: 0
}Payment is due one week before the class date.
Thank you for registering for the following classes:

Class Date Tuition Tax Total
{List:{Classes:Class {Classes:D | {Classes: {tt#} {###}
Name#X} ate#X} Cost#X}
|{Classes:Class {Classes:D | {Classes: {tHt#} {##t#}
Name#X} ate#X} Cost#X}
|{Classes:Class {Classes:D | {Classes: {tHt#} {##t#}
Name#X} ate#X} Cost#X}

TOTAL: S 0.00

}Payment is due one week before the class date.

THE PAYOFF

The form user makes a couple quick choices from dropdown boxes, and additional information is drawn
from the ClassInfo Master List and included in the resulting document, along with several math

calculations.

(c) 2011-2014 Snapdone,

Doxsera

Thank you for registering for the following classes:

Question Answer

Class Date Tuition Tax Total
Classes | Listthe Basic Personhood
classes Advanced Humanity Basic Personhood 3/3/2012 125 11.00 136.00
registered. .
Advanced Humanity 3/17/2012 200 17.60 217.60
TOTAL: $353.60

Payment is due one week before the class date.

Doxsera - Detailed Examples (Version 2.2, October 2014)

Page 64




Example 13: Derived Answers

Example 13a: Basic Derived Answer

Before you begin
e Example 2: Conditions.......cccceeeevvcciiiieeeeeeecciieeene. page 7
e Example 10: Math ......coooviviieeeiiiiiiiieeee e page 48
What you will learn
e Creating and using Derived Answers
e Hiding Derived Answers

Derived Answers can be used to leverage information that’s been provided in another answer. Here we’ll
use a birthdate to automatically determine a person’s age without asking an additional question.

The beneficiary is Larry Reno, a minor (born

If you'd like to work along with this example, begin by typing May 13, 2001)

or copying this text into a blank document. We’ll be adding a
Condition to include the “minor” language only when
appropriate.

Step 1. Create the Questionnaire

Doxserd (c) 2011-2014 snapdone, Inc.

Question \ Answer
Name What's the beneficiary’s name?
DOB What's the beneficiary’s birthdate?
Age How old is the beneficiary?

Step 2. Create a Derived Answer

Rather than make the form user answer the Age T E e

question, we’ll create a Derived Answer to answer it * Freeform [ Link to a preceding Series answer or a Grid
automatically. (" Series of Passage names
/ (" Series of Folio names

Place the cursor in the answer box for the Age
question and click & Smart Answer, then select
Derived, Freeform, and click OK.

Now that this is a Derived Answer, you can fill the answer box with any combination of text, Fields,
Lists, and Conditions. In this example, all we need is a single math Field, but other Derived Answers
may be far more complex.
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Make sure the cursor is still in the answer box for
the Age question and click ¥s Field, DOB, Insert
Field.

Select Number, since we're calculating the /

beneficiary’s age, which is a number.

O Text

* Number
" Date
-
_Eormagy) Math |

* Defined

Click Math to open the Math screen. ===

Begin by deleting the {Field: DOB} function to start

| 1,000 {no decimals) j

" Custom
[

| Absolute

D+l a2

with a clean slate.

The formula we’re about to create will use four
functions and math operator to determine a
person’s age, which is (1) the integer portion of
(2) the number of days between (3) the birthdate
and (4) now, divided by 365.25.

To begin, select Integer and click “«* plus to add the
Integer function. This function lops off the
fractional part of a number without rounding, so
that the age of someone who is 17.83 years old will
be shown as 17.

Fill in the rest of the math formula shown here. (If
this is your first math formula, see Example 10 on

Jﬂ | PP {Field: DOB}

7lslof |

| Integer jJ ﬂﬂ
{Integer: [

QAJJ'

7] 8] o]

| Now

S+l a2

page 48 for help.)

This formula determines the number of days
between the birthdate and today, then divides that
number by 365.25, then gives the integer portion of
that number. The birthdate and “today” are
obtained with two functions: {Field: DOB} and
{Now}.

Click OK to close the Math screen, then Done.

Step 3. Add Fields

{Integer: {Days: {Field: DOB}, {Now}}
/365.25}

|
78] e]
25| s
ENEYEY) |
_o ||

The Mow function gives the date when the form is filled in. This function
may be used in place of a date in these functions: Days, Months, Years,

FirstDate, LastDate.
oK | Cancel |

() 2011-2013 Snapdone, In.

Select Larry Reno and replace it with a Field: click
%3 Field, Name, Insert Field, Done. The result looks
like this.

Select May 13, 2001 and replace it with a Field: click
%3 Field, DOB, Insert Field, Date, Done. The result
looks like this.

The beneficiary is {Name}, a minor (born May
13, 2001).

The beneficiary is {Name}, a minor (born
{DOB}).
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Step 4. Add a Condition

The “minor” language should appear only when the The beneficiary is {Name}, a minor (born
age is less than 18, so we’ll add a Condition. {DOB}).

Select the highlighted text and click & Condition, Age,

Add Condition.

Select is less than, 18, and click Done. mm S = X|[oene ] 2]
: - | iz less than j
| 4 this number:

E -

The finished form looks like this. The beneficiary is {Name}{Age<18:, a minor

(born {DOB})}.

One step remains. Click == Row/Column, “~ Show/Hide to hide the Derived Answer - since it is
answered automatically, it would only be a confusing distraction to the form user. If you need to edit
it later, click == Row/Column, “~ Show/Hide again to make it visible.
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THE PAYOFF

Note that the Age answer is not visible in the Questionnaire below. The form user just enters a birthdate —
the age is calculated automatically in the background, and the sentence is altered accordingly.

| Doxsera (c) 20112014 snandone, Inc. The beneficiary is Mercedes Winthrop.

Label \ Question \ Answer
Name What's the beneficiary’s name? Mercedes Winthrop »

DOB What’s the beneficiary’s birthdate? 8/25/62

Doxsera (c) 2011-2014 snapdone, Inc. The beneficiary is Grant Baker, a minor
Label  Question Answer I (born October 3, 2002).

Name | What's the beneficiary’s name? Grant Baker

DOB What’s the beneficiary’s birthdate? 10/3/2002

Example 13b: Grid with Derived Answer, Field Comparison

Before you begin
e Example 7: Linked Answers and Custom Lists..... page 31
o Example 9: Grid ANSWErS.......ccccvveeevcveeeenineeennns page 41

e Example 13a: Basic Derived Answer ................... page 65
What you will learn

e Derived Answers in Grids
e Comparing two Fields in a Condition

But what if you have a whole list of people, and you need to derive the age of each one of them? And

what if the age of majority is flexible, provided by the form user? And what if you want to use a Grid
instead of a Series and Linked answer?

This example is similar to Example 13a above, with a The beneficiaries are listed below:

couple adjustments to handle a whole list of people Larry Reno

and a flexible cut-off date to determine adulthood. Annette Garland, a minor (born May 13, 2001)

Phil Bertrand

Step 1. Create the Questionnaire

This time, create a Questionnaire with only one question:

TheFormTool (q 2011-2013 snapdone. Inc.

Answer

AdultAge What's the age of majority?
Step 2. Add a Grid
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Place the cursor below the Questionnaire and click “# Smart Answer to add a Grid answer. When
asked for the number of columns in the Grid, type 3.

TheFormTool (g 2011-2013 snapdone, Inc.

Answer

AdultApge What's the age of majority?

[instructions)
[label] [label] [label]
[heading] [heading] [heading]

Fill in the Grid’s instructions, labels, and headings so it looks like this:

TheFormTool (g 2011-2013 snapdone, Inc.

Answer
Adultfge What's the age of majority?

List the beneficiaries:
BeneMName BeneDOEB Benehge
Name Date of Birth Age

Step 3. Create a Derived Answer Column in the Grid

The first two columns will contain simple Text answers, but the third column will contain Derived
Answers that calculate the age of each beneficiary.

: . Derived
Place the cursor anywhere in the third column and Text | Dropdown | Yes/No | Checkboxes Derived |

CliCk &= Smart AI‘ISWEI‘, then select Derived, “ (* Freeform I” Link to a preceding Series answer or a Grid
Freeform, and click OK. (" Series of Passage names

(" Series of Folio names

TheFormTool () 2011-2013 snapdone, Inc.

AdultAge What's the age of majority?

List the beneficiaries:

BeneName BeneDOEB Benefge

Mame Date of Birth Age
[create derived answer here]
[ditto]

The third column is now Derived. That means we can add any Fields, Lists, and Conditions that are
needed to manufacture an answer — in this case, the beneficiary’s age.
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With [create derived answer here] selected, click s Field,

. BeneDOB j " Text
BeneDOB, Insert Field. — S
. " Date " Sequential
Click Item. Currep m )
oy Math |
Select Number since we’re creating a Field for the / & Defined

beneficiary’s age. / 1,000 (no decimals)
(" Custom
Click Math to open the Math screen.

Create the same age formula we used in the previous
example (page 66), with one change: instead of using
{Field: DOB}, use {Field: BeneDOB#X}. This Field

-+ &|2
{Integer: {Days: {Field: BeneDOB£X},
{Now}} / 365.25}

provides the birthdate of the current beneficiary in the
Grid.

Click OK to close the Math screen, then Done.

Step 4. Add a Custom List

We'll create the List of names with a custom List. The beneficiaries are listed below:

Select the highlighted text and click i= List, Names, Larry Reno
Insert List, [repeating paragraphs], Done. Annette Garland, a minor (born May 13, 2001)

Phil Bertrand

This provides the framework of our List — a The beneficiaries are listed below:

paragraph that will be repeated for each item in the {List:Sample paragraph about {Names#X}.

List of .
1st of names | [ditto]] [ditto]}

Modify the sample paragraph so that it looks like this, | The beneficiaries are listed below:
including the “minor” language — in a moment we’ll | flist{BeneName#X}, a minor (born )

make it conditional depending on each person’s age. i[ditto]f[ditto]}

Now replace the blank with a Field to show the {List:{BeneName#X}, a minor (born ____ )
birthdate of the current person in the List: [[ditto][ditto]}

Click ¥s Field, BeneDOB, Insert Field.

Click Item since we’re creating a Field for a Jﬂ
particular person’s birthday. st B

List Sublist Item " Number
" Sequential £

Note that Current is selected, to provide the ] Corrent <] item
birthdate of the current person in the List. Format | ffset | Function |

pt
&+ Defined format

Select Date, May 1, 2010, and click Done. / el 112y 1, 2010 -

" Custom format
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Finally, we’ll make the “minor” language conditional
for each person in the List (similar to what we did on

page 67 in the previous example).

Select the highlighted text and click # Condition,

BeneAge, Add Condition.

Click Item and note that Current is selected. — Show text if X |[oone | 2]
el j | is less than j

Select is less than, {AdultAge}. Rather than type a Let | oo P memy  thi number:

fixed number 18, we're using the age of majority W [ (Aduttage} -]

provided by the form user in response to the /-

AdultAge question in the Questionnaire.

Click Done.

The finished form looks like this.

{List:{BeneName#X}, a minor (born
{BeneDOB#X})

[ditto]][dittol}

The beneficiaries are:

{List:{BeneName#XHif:, a minor (born
{BeneDOB#X})}

l[ditto]|[dittol}

Don'’t forget the final step. Click === Row/Column, “% Show/Hide to hide the BeneAge column
from the form user. Since it’s a Derived Answer processed automatically in the background, the form
user doesn’t need to see it.

BA-DA-BING

The age of each person is calculated automatically, and that age is compared with an age of majority

provided by the form user.

TheFermTool () 2011-2013 Snapdone, Inc.

Question Answer

AdultAge What's the age of majority? | 21

List the beneficiaries:

Mame Date of Birth
Mercedes Winthrop 3/17/62
Gavin Lloyd 4/9/99

Paula Stimpson 2/5/70

The beneficiaries are:

Mercedes Winthrop

Paula Stimpson

Gavin Lloyd, a minor (born April 9, 1999)
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H#E, #L, #P, #IN, #X s See Item Fields
AND in Conditions......c..cceevereeiieeieeeie e 10
Answers
types of answers
Derived....cooveiiieiiiieeeeeeeee e 65, 68
DIopdOWn....c.cociiiiiiiciiiccc s 1,21
LiNKed...couioeieiieieececeeeee ettt 32,52
SOIIES e uteteeeteteeeenteseetesteste s e ebesteesesteestesteenaesbeeseeseennensennes 52
Text With Pronoun ........cccceeeeeeeeeinenenienieieeeeeesiesseneens 1
YES/INO ..ttt ettt re s e 12
Apostrophes with Singular/Plural Fields .......................... 1
Boolean Conditions.................. See Compound Conditions
Clauses in a LiSt.......ccveceeierieiicieceeceee e
Compare tWO aNSWeTS..........ceueiiiiiriiniiiiieiece s
Compound Conditions........ccccccevererrererereeecccnirnnrrenenes
CoNAItioNS....ccvevveeieeieceeieee e
AND/OR/XOR ....ooeiieieieiieresrinresieeeeereeressesseeeessessessessesessenns
BOOLEAM ..ottt ettt ere e
COMPATING tWO ANSWETS ....cuvvrvirirereieiiiiicrcreie e
COMPOUNT ...
end-of-Condition Marker ..........cceevevueereecieneeciecieiece s
Grid contents as Condition criteria
NESHING vttt 8
parentheses to control order of operations...................... 12,14
Current item in List (#X) .cccevevenenenineneneeceeeneeceee 34
CUStOmM LiStS ..ecveeeiiiciieeieeeteceee et 31, 41,70
Date fUNCHONS......cceecvieieeieceeeereeee ettt e 28
Days (number of days between two dates) ............cccceunueece. 65
Date OffSetS.....ccivuieiiiiieiiereetieteeieee ettt 24
Days (math function).........ccccevinnniiiiind 65
Derived ANSWETS ....eeeieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e eeenes 65, 68
Ditto .....ccceueeee. See Repeating-paragraphs format for lists
Dropdown answers ..., 1,21
End-of-Condition marker ..........cccccoeeveeeeevieeceeccreeieeeeeeeenne. 8
Field (math function).....c.ccccoccevvenennennnennncnennenn. 48, 52, 65
Fields
TEEIMN e 32,41, 52,58
PrONOUN....oiiieceeeeeeeee ettt 1
Singular/Plural ... 1
First item in List (#F)....cooevevenenininineniccccneneeceee 34
Fixed date OffSets.........cceeveiecierierierienrieieieesiesese e 24
GIid QNSWETS.....uveeeevieteeeieeceteeeete et eere et eeveeereeeaee e 41, 68
Smart ANSWers in GridS.......cceceeeeciereecienieeereeeeseeeeee e 41
Ttem FieldS......ooviiiiiiiiciiecee e 32,52, 58
Items, several in one answer.................. See Series answers
Last item in List (L) ..cccooviiiiiniiiiiiiiiciciciice 34

current item (#X) ......ccovviviiiniiii
custom Lists.....ccceeceeeveeriiennennne
first item (#F) ..oocoovveevnecnccnne
Grids as source of Lists
Ttem FIELAS ...viviieiieiiciieeeieeeeeeeee et

last itemm (FL) ..ccoveveieeiiicccccr e
next item (FIN)...ooveoirirereeee e
previous item (#P).......cccooveiiiiniii
table fOrmMat .....cceoieiriieeeee e
ListSum (math function) ........ccceceeeveeeneniereneeneneeseeeenes 56
MaSter LiStS.....cecierrieriiienieerieeeeeereessre e esre e eeee s
as source of Dropdown answer
Math. o
functions
DaYS. .ot
Field ..o
ListFirstDate
LiStSUM .t
NOW etiiieiiierieienicecieiene
Payment
Multiple items in one answer................ See Series answers
Nested cONAItioNS .....ccccveeeieieieieiee et 8
Next item in List (FN)...coceeveevieneninenineneeeeneseneseeene 34
Operation order in Conditions..........cocevevvvueueueucrcurecnccnee 14
Optional text.......ccoovviiniiiiiiiiiiinns See Conditions
OR in CONAItIONS ....ecuvieeierieieeieceecee et 12
Order of operation in Conditions..........ccceceeueucvicccncnne. 14
Parentheses in Conditions..........cceceeeeeeeceeeecierieneeeeeenens 14
Previous item in List (P)..c.ccccoveevenevneneinencrcenceeenn 34
Pronoun Fields .......coiviieienieiieieeeeececeeeee e 1
Repeating-paragraphs format for Lists.........cccocceuenee. 52
SETIES ANSWETS ...ceeevireiirrieieeitetete ettt ettt re e nens 17
SIgNAtULES .....cccveiiiiiiiicccc 17,21
Singular/Plural Fields........c.cccccociiiiinnnncceccccccenes 1
SUDLISES ..ttt e 38
Table format for LiStS .....ccecvevveriererieresireeieesesese s 58
Text-With-Pronoun answers ..........c.cceceeeeeveeevereereeseseenenees 1
Variable date offSets .........cceveeerenieeeeerieseceseeee s 27
Variables ......cccvevieciieiecieee e See Fields
YES/INO QNSWETS....eeeieeeeieieeeieeeeeeeeeeeeeeeeeree e et e e esareeseaeeees 12
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