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Edit a Template

There are four steps to complete this task:
1.
2
3.
4. Save the template and close Word.

Navigate to the template.

. Open the template in Word.

Edit the template.
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Step 1. Navigate to the template.
To open the folder where templates are located within CLW, do the following steps:

e From any matter in CLW press the Attachments icon in the Module Toolbar. The
Attachments icon looks like a paperclip.

Assignment = s @ Hﬁ:‘ ~ @+ @4

_‘ Basic | Description [ Status T Numl Keywords [ Contacts | File Mgrnt-

Title John Doe vs City Dog Pound

File # | 1200001 ‘ Swaff DEMO v s Category MEMO - AS Track -
Artomey SAB b Inves - Type b Priority b
Attorney ¥ s+ Team x Action ¥ Status O v
OS Coun: bt Cross Ref | | -

Dept _PD = Police Department Received 1/16/2019 (5]
Fund - Target 5]
De2¢ John Doe claims his dog was taken out of his yard by the City Pound. . Complete /A

Disposition =

e Press New.

Documents (0) | File Index |

| Display Folder View [ Expand All | Collapse All  Refresh Documentis) I?";;’;;;s

_ Personal

& 1900001

New
Open
Copy To...
Duplicate
Import Folder
Import Files
Export
Print Doc
Print List
Email
Delete

Filter
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e Copy the address in the window that appears by highlighting the address and either
pressing CTRL and C on the keyboard, or by right-clicking the address and selecting

Copy.
=] = | Template
Home Share View
{ Cut T New item ~ Open Select all
] X ; % -
Copy pat T | Easy access = - Select none
Pin to Quick Cop Paste Move Co Delete Rename New Properties -
T ta o = folder v istory (47 Invert selection
Clipboard Organize MNew Open Select
< - 1 \10.0.2.5\TestBed\ Template} v|e
¥ Downloads L) Name Date modified Type ize
| Documents AS Templates 1/201911:35AM  File folder
&= Pictures CL Templates 21/201911:36 AM  File folder
e Press Cancel.
File name: [| v} All files (%) v

e Open File Explorer.

O Type here to search

e Paste the address in File Explorer by right-clicking in the address bar and selecting

Paste. Press the Enter key.

m | < | File Explorer
Home Share View
t I # Quick acces|
S VF fol
= VKT
s Quick access G o
I Desktop Desl
This
& Downloads . ’
| Documents
= Pict
| Pictures This
AutoFile
P0O01 Teri
Temp This
Template
@ OneDrive v Recent files (.

Undo
Cut

Copy
Paste

Delete
Select All
Right to left Reading order

Show Unicode control characters

Insert Unicode control character

Open IME

Reconversion

cumentyg
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e Find the template to be edited but DO NOT double-click the template.

Step 2. Open the template in Word.

Right-click on the template and select Open to open the template in Word. (NOTE: If New
is selected, or if the file is opened by double-clicking, it will open a document based on the
template. Any changes made to the document will not affect the template.)

New
Open
Print
7-Zip >
CRC SHA >
EE Scan with Windows Defender...
I Share
Open with >
Give access to >

Restore previous versions

Send to >

Cut
Copy

Create shortcut
Delete

Rename

Properties

Step 3. Edit the template.

Make any changes desired to the template. (NOTE: If macro fields are used in the template,
take care not to alter them unless intended. Macro fields are enclosed in curly braces - see
below.)

Plaintiff Name and Address
{Plaintiff Name and Address}

Plaintiff Name - Selected
{Plaint:ff Attorney Name-Select}

Plaintiff Attorney with Address
{Plaintiff Attorney Name and Address}
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Step 4. Save the template and close Word.

Once the desired edits have been made, close Word. When prompted, be sure to save the
changes to the template.
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