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Thank you for choosing

[z EssentialForms:

We appreciate your business, and we want your experience using this software to be both
pleasant and productive.

Getting Started:
Installing the software

This software is designed to be self-installing. However, if your computer has CD auto-start
turned off, the software will not be installed automatically. Here's how to install it manually in
five easy steps:

Insert the Essential Forms CD into your computer's CD drive.

Right-click the Windows icon and choose File Explorer (Windows 8 or later) or Left-click
the Start button and choose Computer (Windows 7 or earlier)

Double-click the icon for the Essential Forms CD.
Double-click the icon titled Update or Update.exe.
Follow the on-screen instructions to complete the installation.

To start the software:
[Windows 8 or later] Right-click Start | Search | [and type] Essential Forms

[Windows 7 or earler] Left-click Start | All Programs | CEB Essential Forms | Essential
Forms

The Three Tabs-What They Do

When you first start Essential Forms you'll see four folder tabs near the top of your screen. The
first three are called Client Information, Forms Library, and Opened Forms and they are the
key to using this software. They look like this:

+Z CEB Eszential Forms

ge Edit View Configure Help

=R=1R 4 | 0| Bl B forcerby @ name | [X [ & § i

A lient Information T 1 Forms Library T 0] opened Farms ]
|




Client Information tab:

This is where you will store information about each client, and where the completed forms
are saved for each matter/case. The organization follows the standard Windows® files &
folders format and looks like this:

1 Client Information '

AJ‘Q Client Name
. 4[] Matter[Case Name
‘... [7) TEST-0001 - Fields Test Form [12/15/2016 7:32:38 AM]

Forms Library tab:

This tab is where all of the blank fillable forms are stored. This includes Judicial Council
forms and any local county forms to which you subscribe. Here is where you make your
selection to create new forms for your client.

Opened Forms tab:

This is the “workspace” where you will find every form that you currently have open for a
client/matter. At the bottom of this screen, there will be a tab for each open form. To view
that form you simply click on that tab.

The Basics:

Adding a New Client

In most cases, you will be filling out more than one form for a client, so it is a good idea to enter
reusable information (client name, address, etc.) just once into the client profile database
contained in the Client Information tab. When you open a new form, the information that you've
entered into the client database will automatically fill into each form that you open. Here’s how:

Click on the Client Information tab,

Click on the New Client ¥ icon on the tool bar, or
Select File|[New Client on the Menu Bar. A screen called the Client Database Assistant
will appear, which looks like this:

Q Add a new dient and matter:

Enter the new dient and matter names here:

Client Name |

Matter Name | New Matter

« OK x Cancel




Fill in the Client Name and the Matter Name. The matter name can be a case type such
as “Probate” or “Dissolution”, or a case number, or anything else that will help you
distinguish it from other matters for that client. The default name is “New Matter”, which
will be used if nothing else is entered.

Click the OK button, and you will see a dialog box which asks you to Select Filing Court.
From the pull-down list, select one of the courts you have previously entered and click the
“Use this court” button. If you need to add another court, click the “ Add/Edit stored
courts” button. (see screen below)

Select the court where this matter will be filed from your list of stored

|
|

Use this court | | Add/Edit stored courts | | Skip this step |

Next you will see the Select Filing Attorney screen. Again from the pull-down list, select
one of the attorney names you have previously entered and click the “ Use this
attorney” button. If you need to add another attorney, click the “ Add/Edit stored
attorneys” button. (see screen below)

Select the attorney from your list of stored attorneys.
1[44444]

Use this attorney | |_Add,,'Edit stored attorneys | | Skip this step |

Click the OK button, and your new client folder will appear on the left-hand side of the
Client Information screen.

To see all the matters for this client, click on the right arrow >~ to the left of the client’s
name. This will expand the folder as can be seen below:

,.3 CEB Eszential Forms

File Edit VYiew Configure Help

SBEEE @GS QX Ok K |odeby & [Nme ] BX

A Client Information | I Forms Library

> - % 1: SAMPLE CLIENT
v M Jones
3 |:| Divorce

> Menacing Dog
¢ » ] Probate
v B New Client

5] New Matter ¢=




— ] TIP When you see a right arrow *- next to a folder or icon, this means that

= | the folder has something in it. Clicking on the arrow - will open and expand
the folder allowing you to view the contents. A down arrow 4 indicates that
the folder is already open and the contents are displayed. By clicking on the
down arrow 4-you can collapse and close the folder.

)

Now that you've created a client, click on the Matter folder 3l icon and the Client Profile
data-entry screen displays on the right-hand side of the window. Here is where you enter
the appropriate client information, which will be inserted automatically into any new forms
you fill out for this client.

Notice that the data-entry screen has several tabs located at the bottom of the screen, as
shown below. We recommend always completing the General tab and then filling the
other data-entry tabs that are appropriate to your case.

Martin D
artin Deens Street address | 2233 Shoreling Drive

MY client Information| [ Forms Library T 1 Opened Forms T B EFiling ]
> @ 0001 Indiana Jone A | New Matter of New Client 15
- 2000-011
i Cll Filing attorney’s name |2: FILING ATTORNEY'S NAME VW VMWW
o e Client
- Client Name E-mail address | 165: E-MAIL ADDRESS V| State Bar Mumber |75: SBM WiWj14
- d | Firm Name |4: NAME OF LAW FIRM FILING ACTION Wiy
o d00 TRO
. d@@ TEMPLATES Street address | 5: STREET ADDRESS OF FIRM FILING ACTION
s dhill City, State and ZIP |6: CITY STATE AND ZIP CODE OF FIRM WWjWj
g dbladrede Phone |3: FIRM PHONE # W Fax |76: FIRM FAX # W,
dfskdi
: FL—1142 Attorney for County in which action is filed
- glunk 7: ATTORNEY FOR NAME WA WW W W WS ALAMEDA
’ Lady Gaga Court Offidal name |SUPERICR COURT OF CALIFORMIA, COUNTY 1
A
s
s
A
s
s
A
s
4

New CI!ent Fost office address |same as above
MNew Client 1
New Client 10 City, State and ZIP | Alameda, CA 94501
MNew Client 11 Judicial district/branch |George E. McDonald Hall of Justice
New Client 12 Plaintiff/Petitioner Defendant/Respondent
:: E::::: f‘ 13: PLAINTIFF/PETITIONER LINE ONE \Wiy| | 15: DEFENDANT/RESPONDENT LINE ONE 4
. New Client 15 14; PLAINTIFF/PETITIONER. LINE TWG | | 16: DEFENDANT/RESPONDENT LINE TWO
.@' Short Title of Case Case Number
.. New Client 16 151: SHORT TITLE OF CASE WiWiWiWiwj| |17: CASE NUMBER WiWjWiWi25
s - Mew Client 17 = =
« % New Client 13 Opposing Counsel
- \lew Client 19 MName City, State and ZIP
+ . New Client 2 201: OPP COUNSEL NAME WiVWiWjWiwji| |154: OPP COUNSEL CITY STATE AND ZI
- Mew Client 20 Street Address Phone
b g New Client 21 118: OPP COUNSEL STREET ADDRESS W/| |165: OPP COUNSEL PHO
> New Client 22
- MNew Client 23
o Mew Client 24

e s o o Lo e T B T T B T B T T B T T T T

Motes

General | Collections | Family | Parties | Guardian | Probate | Transitional | TRO | UD | I&E

|New Matter ol

Tw Client 15| Insert

— | TIP Be sure to complete the information in all of the data-entry tabs that relate to
""" your matter. It is to your advantage to completely fill in the fields in the database.
Once you have done so, you will not have to repeat any of this information when
you create a form for your client. You can change or add information in these
tabs at any time.

You can save the client profile by clicking either the Save E icon, or by clicking
Save Changes from the Edit Menu. Any time later you can create additional new
matters by selecting the client and then clicking on New Matter from the File menu.
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How to Select & Open a Blank Form

After you have added a new client and created a client profile you will want to select and
open a blank form to work on. Here’s how:

Click on the Forms Library tab.

On the left side of the screen under a tab called Standard, you will find a series of Form
Groups. These are blank forms, arranged alphabetically in groups designated by the Judicial

Council.

Scroll down to the form group you are interested in and click on the folder. On the right side
of the screen will be displayed all of the forms contained in that group. Here is an example of

how the screen looks.

I Client Information T 1 Forms Library r 1 Opened Forms T = B=n ]

Standard | Dissolution | Support

Form Groun

B+ Standard

2 Form Lists

-1 Test Forms

i | Adoption

3 Alameda County

I3 Alternative Dispute Resolution
3 Amador County

| Appellate
HE3 Attachment
—D Butte County

HC2 calaveras County

~

|[ Form Hames in selected Group
Application and Notice of Hearing for Order to Terminate, Mod...
Application and Order for Appearance and Examination

Application for Right to Attach Order, Temporary Protective Order, Etc.
tion to Set Aside Right to Attach Order and Release
rte Right to Attach Order and Order for Issuance of Writ of Attachment (Nonresident)

Ex Parte Right to Attach Order and Order for Issuance of Writ of Attachment (Resident)
Memorandum of Garnishee

Notice of Application and Hearing for Right to Attach Order and Writ of Attachment
Motice of Attachment

Motice of Lien

Motice of Opposition to Right to Attach Order and Claim Exempt

Select the form you want by clicking on the form name with your left mouse button.

To open the form either double-click the form name, hit Enter on your keyboard, or use

the Open Selected Forms il
to the Opened Forms tab screen and your form will now be displayed for you to begin

filling.

icon. The view on your screen will automatically switch

—'| TIP You can select and open multiple forms at once by using any of the following
"‘" Windows™ blocking techniques:

Hold down the <Ctrl> key and left-click your mouse on the forms you
want to open, in any order you wish.

To select a range of forms, click on the form at the top of the range,
and then hold the <Shift> key and click on the form at the bottom of the

range.

To select all of the forms in a group simply click on any form in the
group and then hold down the <Ctrl> key and the <A> key.

To open the forms you have selected after using any of these techniques, simply

click on the Open Selected Forms £ icon.



Searching for a Specific Blank Form

Judicial Council Forms can be difficult to find because they are not always categorized in
intuitive form groups. Here’s how to find them.

Click on the Forms Library tab.

Click on the binoculars #% icon in the toolbar, or use the Find command from the File

menu. This will open a window called Form Finder, as shown below.

Check the Form Name or Form Number box and enter the word or number you want to
search for, and then click the Search button:

search by [_|Form Group Form Mame [_| Form Number

Search for %summuns

Form Group Form Mame

TIP When you first open this window, open it to maximum size. That way you'll be
] able to read the full names on the forms. The easiest way to search is to type just one
unique word from the form name. That way you will always find a list of forms to
choose from.

\\

Select the form(s) you want to view and click on the Open/View button on the right side of
the window. This is illustrated below:

search by [_|Form Group [¥] Form Mame || Form Mumber

Search for !5'-"'“"”0”5

Form Group ¥ Form Name
Decedents' Estates Summons {Probate)
El Dorado County Application and Order to Serve Summons by Posting for Unlawful Detainer =

Family Law Proof of Service of Summons Lw
Family Law Summons (Family Law)
Family Law Summons {Joinder)

Family Law Summons {Parentage-Custody and Support)

TIP Printing a listing of the forms in a group is easy. In the Forms Library tab, the

A first index entry in the Standard folder is called Form Lists. Here you'll find listings of
all Judicial Council Forms and any local county forms to which you subscribe. Just
double-click to open any of these lists to view and print.

\\\



Filling in Blank Forms

Click the Client Information tab.

Scroll down to the client you want, then click on the - sign next to the Client # icon. This
will expand and display all the Matter folders for that client.

3. Click the appropriate Matter folder '3 icon for that client. This tells the program which
client/matter data will be used to populate the form(s), and what folder the completed form(s)
will be saved in.

4. Select the blank form you want to work on for this matter.
Click the Forms Library tab.
Select the desired Form Group from the list.
Double-click on the Form Name/Number from those displayed on the right side of the
screen.
The view will automatically switch to the Opened Forms screen with the selected form
displayed. Notice that the data from the client/matter profile has been automatically
inserted into the form.

5. Fill out the remaining fields on the form. If this is a multiple-page form, the page number will
be indicated at the lower right-hand side of the screen, as shown below.

Caonfirtm ta

wist pay interest on overdue amounts at the "legal” rate, which is

Page 1072

Fam by ok, 5 2350, 3406,

PETITIDN al. Ruks ofCaim, nk 1215
{Family Law) waww con kA gon

='| TIP You can move from field to field by using your “tab” key, or simply place your
g"" cursor directly in any field and left-click.

6. To print a form, simply click the Print @ button on the tool bar, or you can click Print
form on the File menu.

7. Save the completed form by clicking the Save Form [&@ button on the tool bar, or select Save
form from the File Menu. (If desired, you may enter a descriptive comment for the form to be

saved. If you do so, you will notice that a “musical note” icon U will appear next to the form
name in the Matter folder. This indicates that there is a note associated with the form).

= TIP You can open, create and/or edit multiple forms at once for the same
"’" client/matter without having to close any other form. The bottom of the screen has a
separate tab for each opened form. (see illustration below). Simply click on a tab to
move between the forms. This feature allows you to view and copy data from one

form to another.



ﬂ Client Information T ﬂ Forms Library 1 5] Opened Forms

ATTORKEY FOR Jeasie
SUPERIDR COURT OF CALIFORNIA, COUNTY OF
TREET ADDRESS

ERAMCH f
FETITIOMER
RESPONDENT
PETITION FOR 1]
[ ] pDissolution (Diverce) of: [ ] Mariage [ ] Comes
[} Legal Separation of: [} warriage [ J Domes
[ ] Mullity of: [ 1 Marriage [ ] Domes

1. LEGAL RELATIONSHIP fcheck alf that apply)
a. [ ] We are mamied.
b [ ] We are domestic partners and our domestic partnership
e [ ) Weare domestic partners and our domestic partnership:

2 RESIDENCE REQUIREMENTS (ciheck aif that appiy):

a [ ] Pettioner [ ] Respondent has been a resident of
three months immediately preceding the filing of this Ped
described fn items 1a and Tc must comply with this requir

b [ 1 ©Ourdomestic partnership was established in Caifforniz, 1
10 dissobve our partnership here,

|:> FL-800 | FL-300 |FL-100 | FL-370 | FL-180 |

Once you have completed and saved a form for a client/matter you can recall it to the screen
for editing or printing. Here’s how:

Finding Saved Forms

Select the Client Information tab.

Scroll down to the client name you are looking for, and then click on the arrow " next

to the Client ® icon. This will expand and display the various matter folders for that
client.

Now click the arrow *- next to the matter folder you want. This opens up that matter

folder and displays all of the saved forms for that matter, as illustrated on the next page.
Note that it also shows you the date and time that each form was last saved.

10



File Edit View Configure Help

BOEEE 0% RX] OB |odby o ame  v|[Br | & §

ﬂ Client Information m Forms Library s] Opened Forms E EFiling
4.8 1999-001 ~ [Ey Form Notes
4 [:l Divorce

----- 1} ] CR-135 - Proposed Statement on Appeal (Misdemeanor) [11/22/2013 8:51:12 AM]

------- ] FL-142 - Schedule of Assets and Debts [07/07/2011 11:40:35 AM]

------- ] FL-305 - Temporary Orders [04,06/2012 6:13:07 AM]

408 2000-011
4 -] 1601 Adoption

------- ] ADOPT-210 - Adoption Agreement [10/22/2015 '9:59:59 AM]

------- ] ADOPT-215 - Adoption Order [10,/22/2015 10:00:00 AM]

------- ] ADOPFT-200 - Adoption Reguest [10/22/2015 9:59:58 AM]

------- j APP-103 - Appellant's Motice Designating Record on Appeal {Limited Civil C [10/22/2015 10:00:02 AM]

------- ] APP-003 - Appellant's Notice Designating Record on Appeal (Unlimited Civil [10/22/2015 10:00:01 AM]

------- ] 1V-185 - Child's Information Sheet-Request to Change Court Order [10/22/2015 10:00:17 AM]

] JV-183 - Court Order on Form 1V-180, Request to Change Court Order [10/22/2015 10:00: 16 AM]

] JV-667 - Custodial and Out of Home Placement Disposition Attachment [10,/22/2015 10:00:24 AM]

=] 1V-200 - Custody Order-JuvenileFinal Judgment [10/22/2015 10:00:17 AM] |

------- D IV-665 - Disposition-Juvenile Delinquency [10/22/2015 10:00:23 AM]

Double-click on the saved form you want to work on and it will be displayed in the
Opened Forms tab. You may now edit the form if desired. Don't forget to save the

form if you make any changes!

=| TIP The program may display a warning screen (as shown below) asking you if you

"" would like to overwrite your saved form with the current database information. Unless

you have recently made changes to your database information, or if you are not sure,

you should click on the “No, keep saved data” button. If you click on the “Yes” button it

will overwrite any fields in the saved form with data from the client/matter database,
including any database fields that may have been left blank.

@ Essential Forms will overwrite the saved data in this form with the current database information for this client/matter. This

may cause the data in some fields to appear different than when the form was last saved. Do you want to overwrite the
saved data in this form with the current client/matter data?

Yes, ovenwrite saved data Mo, keep saved data | | Cancel

Renaming Clients, Matters, and Saved Forms

From time to time, you may need to edit or rename a Client or Matter folder or a Saved Form. Here’s
the procedure to rename:

-

Using the right mouse button, click the Client icon € , the Matter folder g | , or the Saved

Form D icon itself.

11



This will bring up a pull-down menu.
Click Rename at the bottom of this menu, as shown below:

= 0% Smith
i &5

E Mew Client

E Cuplicate »

< Delete
ﬁ Rename
The selected client, matter, or saved form name field will now become active

(highlighted), so just start typing the desired name. Click on either the folder or matter
icon itself, or hit the Enter key on your keyboard, to save your changes.

Using Our Essential Features:

Configuration Settings

You can customize many of the default settings and operations of the special features
described in this section. Here’s how to change these settings.

Select Configure, then Preferences @ from the Menu bar.

A window called Configure user preferences will be displayed. Click on any of the
twelve tabs and adjust the settings to your preference, as illustrated on the next page.

12



Configure user preferences.

g," Spell Options ,ﬁ Desktop @ Database Q Client Information =& Form Folders a E-Filing
[ FormsScreen | PR Data Fields 2 UserFields | % Notemarks | ®% dlient Sceen | <3 Print Options

x Cancel

Field background color | [T Silver
Field foreground color | [ Mavy

Font Shrink to Fit options
Mame | Courier New W

(") Never (@1 (@) Always
Size in points | 12 v| (8ol []ralc

Printed Check mark

Courier New, 12 x v o n

[¥]Perform Automatic Calculations
[¥]Print numeric data formatted with commas

[use dedmal values in numeric fields

3 Default Settings

i

—='| TIP When you have adjusted any setting(s) as desired, you can save the new

"’" setting(s) by clicking the “OK” button in the upper right corner of the Configure user

preferences screen. You may restore the program to using its original default
settings by clicking the “Default Settings” button, as shown above.

Adding & Editing Firm Data

If you elect to use this feature, the Firm database is designed so that you enter firm information,
such as its name and address, and/or the attorneys’ names and bar numbers, only once. This
information then will be added automatically when new clients and matters/cases are created.
Please note that this information will NOT overwrite any data already stored for any existing
clients and matters. If you need to edit the Firm database or add additional attorneys, here is the
procedure:

Select Configure and Firm Data from the Menu bar.

You will now see a window called Client Database Assistant-Edit Firm Data.
Click on the Law Firm tab inside the window.

Check the Use firm data when adding new clients/matters to the database
checkbox in order to make the Client Database Assistant window active, which
then allows you to enter information for your law firm.

Just add your firm information, or select your firm from the list, make whatever
changes you desire and click on the Save Changes button at the bottom. If you want
to add another law firm to this list, simply click the New button, fill in the appropriate
information and save your data. You may also delete any law firms from this list by
highlighting their entry and clicking on the Delete button:

13



You may change the information stored about your law firm by editing
the data below and then selecting <5ave Changes>. Please note
that by chanaing this stored firm data, you will NOT affect any cases
already stored in the dient/matter database. The changed law firm
information will only be used when a new case is added to the
dient/matter database.

'_-.
Galino and Farnes

Huey, Dewey, and Louie LLC

MName: Huey, Dewey, and Louie LLC

Street address: 401 Frandsco Street
City, state and ZIP:|San Frandsco, CA 94133
Telephone:

Fax: |

Import Firm Data . || Delete |

LUse firm data when adding new dients/matters to the database

I Save Changes | ICan::eI Changes _

Note that if you want to use the firm data for an existing client, you can do so by clicking
on the Import Firm Data button inside the window. You will see a screen showing your
list of clients, from which you select the one containing the firm data you want to import.
Don't forget to click on the Save Changes button after you have finished.

If, after viewing the data, you determine no changes are necessary, simply click on the
Cancel Changes button.

You can also edit or add attorneys to this database. Select the tab labeled Filing
attorney, then choose the attorney that you wish to edit, and make whatever changes
you desire. Don't forget to click on the Save Changes when you are finished. If you
want to add another attorney to this list, simply click the New button, fill in the
appropriate information and save your data. You may also delete any attorneys from
this list by highlighting their entry and clicking on the Delete button:

14



Client Database Assistant - Edit Firm Data E|

You may change the infarmation stared about pour law firm by editing
the data below and then selecting <Save Datar. Pleaze naote that by
chanaing thiz stared firm data, pou will HOT affect any cazes already
gtored in the client/matter databaze. The changed law firm information
will only be uged when a new caze iz added to the client/matter

databasze.
Law Firrn | Filing attorney <:|
Bob Kehn L
“
M arne: kr. Srnarky
State bar number:  |33333
ehdall addrezs: rrzmartyEepubs. arg

3 T

I1ze firm data when adding new clientz/matters to the databaze

[ Save Changes ] ’Eancel Ehangesl
A\

Adding & Editing Court Data

If you elect to use this feature, the Court database is designed so that you enter information
about each court, such as its name and address, only once. Then when you add new clients and
matters/cases, you simply select the court the matter will be filed in and the court data will
automatically be filled into the Client matter/case database. If you need to edit the Court database
or add additional courts, here is the procedure:

Select Configure and Court Data from the Menu bar.

You will now see a window called Edit Stored Courts. If you need to change some of
the existing information, simply select that court in the list of stored courts and change
the appropriate information in the Court description fields. When finished, click on the
Save Changes button.

15



A= Edit Stored Courts O >

List of stored court nicknames

~
Placer County (Roseville)

Plumas County {Quincy)

Sigkiyou County

Tehama County

Court description

Court nickname |Butte County

Official name of court |Butte County Superior Court

County in which action is filed |Butte

Post office address |

City, State and Zip |Chico, CA 95928

|
|
|
Street address | 1775 Concord Ave, |
|
|
|

Judicial district/branch |Nu:urth Butte County Courthouse

Import Court Data Add Mew Court | | Delete This Court Save Changes Cancel Changes

You can also add new courts to this database by simply clicking on the
Add New Court button and filling in the Court description fields.

If you no longer need to use a specific court, you can delete it from the Court list by highlighting it,
and then clicking on the Delete This Court button.

Shrink-to-Fit

As you edit your forms, you will probably notice that sometimes there is not enough space in a
field to enter all of the data. Our Shrink-to-Fit feature will automatically reduce the size of your
font as you type so you can fit more text in the field. The field starts with a 12-point font by default.
When the cursor reaches the end of the field, the font will change to 10-point, and then to 8-point
if necessary. We don't shrink the font any smaller than that to keep it readable. The Shrink-to-Fit

feature is set to “Always” by default so that its operation is automatic. If you wish to change this,
see below:

—'| TIP You may adjust this feature’s operation by going to the top menu bar, selecting

A= “Configure”/ “Preferences” & . Click on the “Data Fields” tab and towards the
bottom of the page and select the choice you want. Here is how each choice operates.

Always: Shrinks-to-fit automatically as you type. This is the default value.
Warn: Displays a dialog box when a field has been filled, offering shrink-to-fit options.
Never: Disables Shrink-to-Fit (however, font size may still be manually adjusted).
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In addition to using the “Shrink-to-fit” feature, you might want to try other fonts that have different
spacing patterns to allow you to squeeze more text into a field. Here’s how to change the font
for that field:

Click in the field with your right mouse button and select Attributes from the menu. This
will bring up a window called “Change Field Attributes”. Here is where you can change or
reset the font, font size, and other attributes for that field. Make your changes and click
on the OK button. This change will be for that field only and will not affect any other field
on the form. An example is shown below.

MARRIAGE OF
peTIMoNER: Ralph Eramden

RESPOMDENT: Alice Eramden

PETITION FOR CASE MUMBER
[ Dissolution of Marriage F-124444
[ | Legal Separation

[ | Mullity of Marriage ¥} AMENDED
1. RESIDENGE (Dissolution only) '] Petitioner [ | Respondent  has been a resident of this state for at least
of this county for at least three months immediately preceding the filing of this Petition for Dissolution of Marriage.
2. STATISTICAL FACTS Change Field Attributes
a. Date of marriage: 1/1/1367 Font M ame i|'|'|Ee:5: ew Foman v tion
b. Date of separation: 1/1/2003 e = =
Size in paints |12 | [JBold [ s x Cancel
3. DECLARATION REGARDING MINOR (] ing the me
adopted during the marriage). Default settings

a. [¥'] There are no minor children.
b. [ ] The miner children are:

Adding a New Field

Often, even if you use the Shrink-to-Fit feature, the field sizes on Judicial Council- and court-
designed forms are still not large enough for your data. Or maybe there is no existing field where
you wish to put your information. The answer is to add a new field. This added field can be any
size and can be placed in any location you want. Here’s how to add a field:

Click on the Edit menu at the top, then select Add User Field; or

Click the Add User Field |—'t button on your tool bar.

Either method will make your cursor active. Move the cursor to where you want to create
a new field.

Now click and hold down the left mouse button while you drag your mouse right (or left)
and then down (or up) to draw a rectangular text field. Release the left mouse button
when this field occupies the size and position you want. (Note that it is possible to add a
field by just using this step without using any of the first two methods mentioned above).

Click in the new field and begin typing.
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— | TIP You can move, re-size, delete, or change all of the characteristics of this
— | field by simply clicking on the new field with your right mouse button to get the
properties menu. Here is what that menu looks like:

Select all

[ Edit mate ...
Attributes ...

- 3_'; Spell Check

Ly Move
) o s :

-~ Delete

Creating Custom Form Folders

Essential Forms installs a Standard folder containing the entire set of Judicial Council forms,
any local county Superior Court forms you subscribe to, and complementary Non-Judicial
Council forms. The Custom Form Folders feature allows you to:

Quickly find and open your most commonly used forms by creating folders of blank forms
in groups that make sense to you. This will allow you to store the forms you need on a
regular basis in one place. You can create as many custom folders as you like.

Using standard Windows drag and drop controls and edit commands, forms can be
copied to, moved among, arranged in, or deleted from your folders.

HERE'S HOW:
Click on the Forms Library tab at the top of your screen.

On the menu bar select File|New Folder, or click on the New Folder & button on the
tool bar.

Type in the name that you want to call your custom folder. We recommend you use short
names such as “Probate” or “Disso”.

Press the Enter key to create your new tab. The new folder will appear to the right of the

Standard tab as shown below. You are now ready to start choosing the forms you will
put into your new folder.
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File Edit Vi Configure Help
A cClient Information T I rorms
$ Standard | Dissolution | Support
Form Groun Form Names in selected Grou
B

ED Adoption

3 alternative Dispute Resolution

Click on the tab labeled Standard, which contains blank copies of every form, including
any local county forms to which you subscribe. Select the appropriate form group. The
names and numbers of the forms in that group will now be displayed on the right side of
the screen.

Select the form you want to copy and then click the Copy Selection to
Another Folder lg|icon from the toolbar. This will bring up a dialog box enabling

you to choose which folder to copy the form into, as shown below:

Copy selection to El
> |[Seer

x Cancel "

Select a folder and click OK. A copy of the form will be placed in the selected
folder.

If you prefer, you can use the copy and paste functions from the Edit
menu to accomplish this task; or

Another technique is to drag any form from the forms list (click and hold down your
left mouse button) and drop that form into your new custom folder (by releasing the
mouse button). Repeat this for every form you want in your new folder.

—'| TIP By using any of the standard Windows file selection techniques, you can
A — | copy multiple forms at once to the new folder.

Adding Your Own Notes

Sometimes you’'ll want to attach notes or instructions to a form. You can do so for an entire form
or for specific sections of the form. You can create three different types of notes, depending on
what you want to accomplish.
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Client Notes, Matter Notes, and Form Notes: Use this technique when you want to
record a note that can be seen when you select a client, matter, or saved form in the Client
Information screen. Here’s how you do it.

Click on the Client Information tab.

Click on the client, matter, or saved form name or the icon next to the name.

This will display the Client Notes, Matter Notes, or Form Notes window on the right
side of the screen shown below (to display the Matter Notes, click the Notes tab at
the bottom after selecting the desired matter):

File Edit View Configure Help

BOEB0OFY B[O B oty 6 ave V| X |8 §

A client Information I3 Forms Library

b @ 1 SAMPLE CLIENT "
b2 2000011
b Client

[» Matter Case Name
p [ ZE01 §

To create a new note, click on the Add Notes icon [E? in the upper left corner of the
Client/Matter/Form Notes screen. This will imprint the date (and also the logon user ID
if you are using the program on a network). Now just type in your note to the right of the
ruler line.

If you want to edit a previous note, click on the Edit Notes icon.

—

’["’ \ TIP When you save a form for the first time, or select Save New when saving a
previously saved form, Essential Forms will display a Save Form window. This
window contains a Comment box in which you can type a note before saving the
form, as shown below. This comment will display in the “Form Notes” window
discussed above, and can be edited there. A form containing such a note will
display on the Client Information screen with a musical note mark: 0

Client Lady Gaga =
Matter Civi | K Cancel
Form -

Mumber FL-130
Mame Judgment

on \Wednesday, October 4, 2017
19727 AM
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2. Open Form Notes: Use this option when the note or instruction applies to the entire form.

With the form open on the Opened Forms tab, select Form Notes from the View
menu, or

Click on the Form Notes B3 button located on the tool bar. This will bring up a
window into which you add your notes or instructions.

When you have finished typing your note, click the red X in the upper right-hand
corner of the form notes window to save the note and close the window.

L:E TIP The Form Notes button will change from black B to blue | & | to indicate the
presence of a note for that form.

3. Note Marks: Use this option when you want to leave a visual cue on the form with an
attached note. These note marks appear onscreen when you view the form, but do not
appear on a printed copy of the form.

With the form open on the Opened Forms tab, select Add Note Mark from the Edit
menu, or

active. Move the cursor to the location where you want to place your note.

Click and hold your right mouse button down and drag the mouse right (or left) and
down (or up). You will see a dotted rectangle appear between the point where you
started and the point your mouse is currently at. Release the mouse button and a
stylized red oval will appear at that location.

Put your cursor inside the circle’s boundary and click with your right mouse button.
This will give you several menu choices for that note. Click “Edit Note” to type your
note, or any of the other choices as desired. Whenever you hover your mouse within
the circle, the text of your note will pop up on a yellow background, as shown here:

CASE MANAGEMENT STATEMENT CASE NUMBER:
[ [ J UNLIMITED CASE [ J LIMITED CASE 123456
(Amaount demanded Amount demanded is $25,000
exceeds §245,000) arless) p——
el —
NAGEMENT CONFERENCE is scheduled as fgllows: \\

Tirme: Dept.: Foom:
court (if different from the address abovel \ all For correct Dept #

Using the Automatic Calculation Feature

There are many court forms which require you to perform mathematical calculations and type
the results on the form. Essential Forms will automatically perform these calculations and enter
the totals in the appropriate fields by default.

—| TIP If you would like to modify these totals manually, for example by deleting zeros,
"’" you will need to disable this feature, as follows:

Click on Configure and select Preferences @ from the menu bar at the top of the page.
This will bring up the Configure User Preferences screen, which has a number of tabs.
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Click on the tab called Data Fields.

Toward the bottom of this tab is a checkbox labeled “Perform Automatic Calculations”. Simply
uncheck this box and click OK to disable this feature, as shown below:

Configure user preferences.

| N
]

§5’ Spel Options ,__;E Desktop @ Database E Client Information | =& Form Folders @ E-Filing ﬁ Support

D) Fomsscreen | Ak DataFields | 2 UserFields | % Note Marks

Field background color | T Silver W
Field foreground color | ([ Mavy v

Font
Name | Courier New L4

Size in points | 12 v []Bold []malc

Courier New, 12

[ perform Automatic Calculations
Print numeric data formatted with commas

Use dedmal values in numeric fields

Shrink to Fit options

Printed Chedk mark

| =

ﬁ Client Screen

() Never ) Warn ® Always

v e B

@ Print Options

Even with this feature disabled, you can still force the program to calculate totals by clicking
on the Edit menu from the toolbar and then selecting Calculate, or clicking the Calculate

button on the toolbar. ®

Configuring Decimals

When calculating monetary data, Essential Forms uses whole-dollar values by default.
example, one hundred twenty dollars would appear as “$120”. Any calculations performed will
be rounded to the nearest whole dollar (for example, 100 dollars divided by three would appear
as “$33"). If you need monetary data displayed using both dollars and cents (e.g., $33.33), you
can configure the program to automatically do so by following these steps:

For

Click on Configure and select Preferences @ from the menu bar at the top of the page.

This will bring up the Configure User Preferences screen, which has a number of tabs.
Click on the tab called Data Fields.

At the bottom of this tab is a checkbox labeled “Use decimal values in numeric fields”. Simply
check this box and click OK, as shown in the illustration above.

The program will automatically insert the decimal point in numeric fields as you type.

Other Tips & Techniques:

Creating Form Templates

If you use forms where most of the data remains the same from client to client you can speed
up the process of filling in these forms by creating form templates. Once you have created a
form template with the pre-filled data, you simply can copy that template to another client’s
folder and all of the data from that client's database will also flow into the form. Here’s an
example of how to create and use form templates:
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1. Create a new Client folder and name it “FORM TEMPLATES" to distinguish it from your
real clients. You may also want to set up several “Matter” sub-folders for different types of
cases, as shown in the illustration below. Fill in the client/matter profiles with your firm
data and any other information that will tend to remain the same from case to case.

2. Select the appropriate “Matter” folder and then click on the Forms Library tab. Select and
open up as many new forms as you would like. Then click on the Opened Forms tab.

3. Now fill in only the template data that you want to carry over to every client, and once you
have completed this task, be sure to save the forms.

4. Click on the Client Information tab and look for your “FORM TEMPLATES?” folder.
Here is an example of how it might appear.

+21 CEB Essential Forms

File Edit WView Configure Help

BB 8@ 0OX| 0|k E |odrby d Name v B |

M client Information T A Forms Library

- 1: SAMPLE CLIENT

v - FORM TEMPLATES

£ [ Family
$ i [Z] FL-100 - Petition-Marriage /[Domestic Partnership [12/05/2016 12:05:00]
P [£] FL-305 - Temporary Emergency (Ex Parts) Orders [12/05/2016 12:00:00]

v a Probate
- D DE-120 - Motice of Hearing (Probate) [12/05/2016 12:10:00]
-0 Jones

Now you are ready to use these pre-filled Form Templates in your client's matters.

Using Form Templates
Once you have created a Form Template folder you may want to use one or a set of its forms
in a client’s matter. Any form templates you copy into a client's matter folder will automatically
fill in with the data from that client's matter. There are several ways to do this:

1. From your “Form Templates” folder select the form that you want to copy to a client’s
matter folder.

2. Select Copy from the Edit Menu at the top, as shown on the next page:
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3. Now scroll to the client you want, open it, and click on the matter folder where the copy
will be placed.

4. Click on the Edit Menu again and select Paste. This will place a copy of that template
form into the selected client/matter folder. Now you can double-click on that form, to
open it, and the form will now reflect the client/matter database information and all of
your pre-filled template data. Add any other information you want to the form and save

it.

—=| TIP  You can also accomplish the same result by using these other
A=) methods:

Use Windows copy (Ctrl+C) and paste (Ctrl+V) functions; or

Use the Windows drag-and-drop function to simply drag a form from
your Form Template folder and drop it into the appropriate client’s
matter folder.

Exporting Client Matters & Saved Forms

If you want to work on a client's matter at another location or computer, you can do this by
exporting it (including any saved forms that have been created for that matter) to portable media
such as a USB thumb drive or CD, and then importing it into a copy of Essential Forms installed
at the other computer.

The export feature works by copying the information contained in the client's matter database
and all of the saved forms contained in that matter folder onto the portable media that you
choose. You cannot export data by selecting the client. You must select the matter. Here’s how

to use this feature:

1. Click the Client Information tab.

2. Open the client folder and find the matter -iZ3 folder you wish to export. You can select
multiple matters for the same client using the standard Windows selection techniques if
desired.

3. Either click the selected matter(s) with your right mouse button, or select the File menu at
the top of your screen and then select Export Matters as shown on the next page.

24



4 1: SAMPLE CLIENT
4 {E Diyp===

a4

Mew Client

Mew Matter
Duplicate L4
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Cut

Copy
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Delete

4. You will see the “Export data” window as shown below. Select the appropriate media drive
and folder where you want to export the matter data and click on the “Save” button.

Export data E]

Savein: | L& CD-Rw Drive [D:)] v o * =

i

File name: |Halph Eramden - Dizzolution. efs | [ Save ]

Save as type: | E zzential Forms Export it | [ Cancel ]

5. Now you can take the media with the exported data to your new location, where you can
import this data into Essential Forms on another computer (as explained below).
Importing Client Matters & Saved Forms

Once you have exported your client/matter data to a portable medium you can continue working
on it by importing it into Essential Forms on a computer at another location. Here’s how:

1. Open the Essential Forms program on the computer you plan to work on. Select the File
menu at the top menu bar. Then select Import Matter(s) from the pull-down menu, as
shown on the next page:
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Mew Matter

ﬂ Forms Library

Print Client Profile
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Printer Setup
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Open
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Import Legal Solutions Plus Data
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Restore Data From Backup
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2. You will see an Import data window as shown below. Browse to the drive or media
containing your exported data and you will see the file name(s) of the exported matter(s).
Select one or more matters for import and click the “Open” button.

Import data

Laok in: | . CO-Rw/ Drive [D:) =] « =5 E3-

T

ayt

File: narne: |Indiana Jones - Divorce

Files af type: |Essential Forms Export j Cancel

3. The client data will automatically be imported into Essential with all of its associated saved
forms. If the copy of Essential Forms you're importing to already has a client and matter with
the same names, you will get a confirmation screen asking you if you want to replace the
existing matter with the new imported matter, as shown below. Select the appropriate button.

K3 dlient Information i 1 Forms Library T ] Opened Forms T

-

Ag 0001 Indiana Jones A | Divorce ¢
| 43 Divorce

S The matter you are about to import, Diverce, already exists for the client 0001 Indiana Jones. Do you want te replace the

existing matter and its saved forms with the imported matter and its saved forms?

Ys |[ HNa VYestoAll | [ NotoAll

= TIP Ifthe matter you want to import already exists under the same client and matter
"' names, but contains different saved forms, you can preserve both matters and form
sets by renaming the existing matter before importing the exported matter from the
other copy of Essential Forms. See pages 12-13 for details on renaming matters.
Backing Up Your Data
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We recommend that you develop a routine to back up your Essential Forms data in order to
prevent the loss of your client files if you should experience a hard-drive crash. We have provided
a simple utility to accomplish this task. This utility will back up all the data you've created in
Essential Forms, including the client database and saved forms. Here is how:

1. Click on File on the top menu bar and then select Backup Data from the pull-down menu.
2. You will see the following dialog box pop up, asking you to insert the backup media. After

you have inserted the media (CD, portable hard drive, USB thumb drive, etc.), or if you are
saving your backup directly to your hard drive or a network drive, click Continue.

Please insert backup media into the appropriate drive and click Centinue,

Continue Cancel

3. Next you will see a pop-up (shown below left) asking to select your backup drive. Select the
appropriate drive, click Continue, browse to the folder on that drive where you want your
backup to be saved (shown below right) and click OK.

Please select your backup drive. Pleaze select your backup folder.

Browse

Backup drive [ = c: [local disk] v-'

Cancel

4. When the data backup is finished, Essential Forms will display a pop-up window indicating
that the backup was successful. Click OK to return to the program.

—| TIP  You can also use the backup feature to move your entire client database to
"‘" another computer. Just be aware that it will overwrite any existing Essential Forms
data on that other computer.

Restoring Your Data

In the event that your client database is lost or corrupted due to a hard-drive crash or power
failure, you can restore it, assuming that you have previously made a backup of those files.

= TIP  Essential Forms automatically makes a complete backup of your data
"‘" whenever you run the installation program from the Judicial Council forms update
CD or its equivalent downloadable version. These backups are stored in your
Essential Forms data folder in a subdirectory called Release Backups, with further
subdirectories for each update period. For example, the folder 1707 would contain

a backup for each time the July 2017 update CD or download equivalent was run.

You can also use the restore data utility to move your entire set of client data files from one
computer to another. Just be aware that this utility will overwrite any data already existing in the
data folder where the restore is done. Here is how to restore your backed-up data:

1. From the top menu bar, click File and then select Restore Data From Backup from the pull-

27



down menu.

2. If Essential Forms can't automatically locate your backup file, it will display a pop-up window
asking you to select the drive where your backed-up data is located (as shown below left).
Select the appropriate drive, click Continue, then browse to the appropriate folder and click
OK (as shown below right):

Select Drive With Restore Media  Fedl Select Folder With Restore Media  Fe |

Pleaze inzert the media that contains the backup Essential Please select the folder that contains the backup data set that
Forms data set that you wish to restore into the appropriate you want to restore.

drive. Then select the drive that contains the data set and
dick Continue.

Browse
Backup drive | &= c: [local disk] w

Continue Cancel ) —

3. Next you will see a pop-up screen indicating that the program has located the backup data
set and asking you if you want to restore this data set to Essential Forms. Remember that it
will overwrite any client files that exist, so be sure this is what you want to do. You can also
look for the backed-up data in another location. If you are unsure what to do, it is
recommended that you call Technical Support before proceeding. Normally when using this
utility you would want to restore the data. If you do, click Restore data.

4. You will then see one more warning screen to confirm this is what you want to do. Click
Restore data.

5. The program will now restore all the data in the chosen backup file. This may take several
minutes depending upon the number of client files you had backed up. When the program is
finished, you will get a screen informing you that the data was successfully restored. You
now have full use of the Essential Forms program with all of your restored clients and saved
forms as of the date that you backed up your files.

Obsolete & Revised Forms

What happens to saved forms that have been revised by subsequent updates? The program
performs several automatic processes when you install a new update. When you re-open a form
that's been revised by the Judicial Council or by the local Superior Court, you may experience
one of the following:

If the saved form is still current, or if its revision did not affect its data fields, it will simply
be loaded and displayed.

If the saved form is no longer valid, Essential Forms will notify you that the form is
obsolete and it will open in read-only mode. You can read and copy text you've entered
on this form to the Windows clipboard, but the form can no longer be edited. If you print
this form it will be watermarked as “OBSOLETE" in order to prevent its accidental filing.

If the form is not obsolete, but the revision has added, removed, or resized its data
fields, it is possible that the saved form’s data no longer matches the field structure of
the revised form. In this case Essential Forms will inform you of this situation. You may
load this form but it is likely that some of the saved data will be truncated, appear in the
incorrect field, etc.

In either of the last two cases, our recommendation is to click on the Forms Library
tab, find and open a blank copy of the form (which will be the most recent revision
available), and re-fill the form.

The Essential Forms Updater
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CEB produces two Essential Forms Judicial Council forms update CDs per year, one in January
and one in July. Installing these updates keeps your subscription current. In addition, if you
subscribe to any county local forms add-on modules, you'll receive one or more CDs which will
add those to your installation. If the county/ies to which you subscribe update their forms, and/or
if the Judicial Council releases new or revised forms that take effect any other time besides
January 1 or July 1, the Essential Forms Updater will automatically download these updated
forms modules over the Internet to your computer and notify you when they’re ready to install.
Here’s how it works:

Your Essential Forms subscription must be current. If a warning is displayed when
you launch Essential Forms that “This program contains forms out of date as of...”,
your Essential Forms Updater cannot check for updated forms. You'll need to install
a current Judicial Council forms update CD to restore your subscription to current
status.

When you open Essential Forms, the Essential Forms Updater will automatically
launch as well, running in the background. When the Updater is running, you can
find it in the notification area (bottom right-hand corner) of your Windows Desktop,
as shown below (note that you may need to click “Show hidden icons” to see all the
icons in your notification area):

pEssential Forms Updater

9:44 AM
10/05/2017

B al ) &

Once per day, the Updater will check our server, and if any updates are available for
your installed forms modules, it will automatically download them to your computer.
Once the available forms modules have been fully downloaded, the Updater and
Essential Forms will both notify you that those updates are ready to install, as
shown here:

= | Updates are ready to instal
]

Essential Forms updates have been downloaded to your computer.
Flease restart Essential Forms to apply the updates.

ok ]

M Mo ClientMatter Insert

To install the updated forms module(s), close Essential Forms (and if you're using it
on a network, have all other users close Essential Forms as well) and reopen it.
When Essential Forms opens, it will prompt you to install the updates, as shown

here:
" nstall Forms Module(s) ‘ (|

" ) Essential Forms has detected update(s) for forms medule(s):

{
- Alameda County
in the following location:
Downloaded Forms Updates

Install update(s)?

H

Simply click Yes and follow the prompts to install the update(s).

— TIP You can close the Updater, change its settings, or force it to check for updates
"‘" by right-clicking on the Updater icon in the notification area and selecting the
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appropriate menu choice.

TIP You can check to see which forms modules you have installed in Essential
5 Forms by selecting Display Installed Modules from the View menu. The resulting
pop-up window will list all the forms modules currently installed on your system,
along with the release date of each currently installed module, as shown here:

\\\

=l Installed Form Modules

Module ID Module Name Release Date ™

101 Judicial Coundil Forms 08/04/2017
102 Non-Judicial Coundl Forms 06/11f2017
201 Alameda County Forms 10/18/2016
202 Alpine County Forms 08/31/2016
203 Amadar County Forms 03072017

System Requirements

Computer/Operating System
Any personal computer running:
Windows 7, 8, 8.1, or 10
(Pentium level recommended)

Printer Any Windows-compatible printer
Disk Space 300MB available space on hard drive
Network? Each copy of Essential Forms is shipped ready to run on a network or

as a stand-alone application. Note that with a shared database, by
default a customer subscription provides access to the data by only one
user at a time. Should you desire more users to be able to access
shared data simultaneously on your network, please contact CEB
Customer Service at 1-800-232-3444 to purchase a 5, 10, 20, 25, 50,
75 or 100-user “Netpack” upgrade.

How To Contact Us

Still have questions? Check out our online FAQ’s and start a live chat with a
member of our Tech Support team - just click the ) chat icon on the bottom-right
of the FAQ page.

Technical Support: (800) 870-1101
Monday-Friday 9:00 a.m.-5:00 p.m. PT
E-mail: tech_support@ceb.ucla.edu

Sales/Customer Service: (800) 232-3444

Monday-Friday 7:30 a.m. -5:00 p.m. PT
E-mail: customer_service@ceb.ucla.edu

On the Web: www.ceb.com
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